
Request for Proposal (RFP)
Leadership Coaching

National Democratic Institute

BACKGROUND

National Democratic Institute (NDI or the Institute) is a nonprofit, nongovernmental organization
working to support and strengthen democratic institutions worldwide through citizen
participation, openness and accountability in government. NDI works in multiple Eurasian
countries, and leadership responsibilities are split between country offices and a management
team based in Washington, DC.

As senior staff are hired, or are asked to take on new responsibilities, the Eurasia team has
recognized the desirability of leadership coaching to help staff better evaluate their strengths
and weaknesses, manage their time, identity and thoughtfully address potential challenges, and
understand their new role within the organization. The team has found that a relatively small
investment at the outset of employment or in a new position can dramatically increase
productivity and performance.

SUMMARY

Over the next year, NDI will onboard at least three new country directors, and two DC-based
managers are expected to take on expanded responsibilities. NDI is soliciting proposals from
qualified vendors to provide leadership coaching to each of these individuals over the course of
the year. As a result of this RFP, NDI anticipates issuing a master services agreement (MSA)--or
possibly multiple MSAs--to establish a rate structure and procedures for ordering these services
under future Task Orders. Under this mechanism, the MSA contract itself does not authorize any
work or guarantee payment, but rather establishes agreed-upon rates for the work.

GENERAL SCOPE OF WORK

NDI intends to procure services of reputable and qualified vendor(s) to provide one-on-one
leadership coaching to new and transitioning managers within the Eurasia team. Specific
deliverables and timeframes will be outlined in engagement-specific Task Orders as defined by
NDI. All support would be provided virtually.

TIMELINE

The vendor agreement is expected to start in late June for an initial twelve (12) month period,
with the possibility of extension based on performance, program need and budget availability in



six month increments for up to twenty four (24) months.

Task orders for specific program components will be issued as needed during this timeframe.

PROPOSAL REQUIREMENTS

Potential vendors should submit a written proposal to NDI by the aforementioned deadline for
full consideration. The proposal should include:

● General information and background on the vendor. Individual consultants should
provide a CV; firms should provide the CV of key personnel proposed along with a
corporate profile;

● A list of previous clients, with specific experience in international contexts and/or with
nonprofit clients highlighted;

● Specific information regarding vendor’s approach to diversity, equity, and inclusion (DEI)
issues, noting any experience with clients working in contexts where cultural
competence is a key requirement for effective leaders;

● A sample coaching agenda and timeline for a newly-promoted manager;
● Daily or hourly rate for each individual proposed to support this RFP and any other costs;
● Please indicate if you have other major contractual commitments of any key personnel

that would prevent reasonable completion of any Task Orders during the performance
period.

CONTACT DETAILS AND SUBMISSION DEADLINE

Please submit proposals in English via email to Kristina Jeffers at kjeffers@ndi.org. The
deadline for submitting proposals is June 11, 2021. Early submissions are encouraged.

NDI will evaluate bids based on the vendor’s ability to meet the description of product needed,
experience and price. NDI reserves the right to reject any and all bids. NDI reserves the right to
consider bids for modification at any time before a contract is awarded. NDI should not be liable
for any costs associated with the preparation, transmittal, or presentation materials submitted in
response to the RFP. Proposals are expected to be binding for a period of two years from the
published response date.

Bidders must provide disclosure of any known past, present or future relationships with any
parties associated with NDI. For example, applicants should disclose if a member of their Board
is also a member of NDI's Board currently or in the past. The bidder also certifies that the prices
offered were arrived at independently and without the purpose of restricting competition with
other offerers, including but not limited to subsidiaries and that prices have not been and will not
be knowingly disclosed to any other offerer unless required by law.  Failure to comply with these
requirements may result in NDI having to re-evaluate the selection of a potential bid.



INFORMATION ABOUT NDI

The National Democratic Institute is a nonprofit, nonpartisan organization working to support
and strengthen democratic institutions worldwide through citizen participation, openness and
accountability in government. NDI has been supporting local democratization efforts in Ukraine
since 1992.

For more information about NDI, please visit: www.ndi.org.

http://www.ndi.org


SAMPLE TASK ORDER

Task Order: RFP
Date: July 1, 2021

The National Democratic Institute (NDI) hereby issues the following Task Order to VENDOR,
under the terms of the Master Services Agreement between the VENDOR AND NDI executed
on DATE..

Background
NDI has entered into a contract with VENDOR to conduct individual leadership coaching with
new and existing senior-level staff.

Objective
The main objective of this Task Order is to begin leadership coaching services with XXXXX
individual, including introductory discussions and coach selection.

Methodology and Project Specifics
The VENDOR will be responsible for organizing introductory sessions, discussing the
individual’s desired areas for improvement, and presenting multiple possible coaches for
consideration.

Deliverables
The VENDOR will provide NDI with:

● Overview of introductory sessions
● Information on selected coach

Timeline
As part of your proposal, please specify the number of days that would be required to complete
the deliverables in this sample Task Order.

###


