
 
 

 
 

  Chapin Memorial Library and Community Consultant 
Request for Proposals (RFP) 

 
Boone County Public Library is seeking proposals from qualified 
consultants to collect and assess data for the Chapin Memorial Library 
and Chapin Community. The successful bidder will be contracted 
directly with the Library. 
 
Title of Project:  Chapin Memorial Library and Community 
Consultant 
 
Sealed Bids should be submitted only to: 

Carrie Herrmann, Executive Director 
Boone County Public Library 

1786 Burlington Pike 
Burlington, KY 41005 

 
Sealed Bids due date and time: 

No later than Friday, April 11, 2025 @ 1:00 PM EST: 
THIS PAGE SHALL BE COMPLETED, SIGNED AND RETURNED 
WITH THE SEALED BID. 
 
Full Legal Name & Address of Offeror: 
____________________________By:___________________________ 
Company’s Legal Name       Authorized Representative Signature 
 
____________________________   ____________________________ 
Address 1     Printed Name 
 
____________________________  ____________________________ 
Address 2     Title 
 
____________________________   ____________________________ 
City, State, Zip Code   Email 
 
____________________________   ____________________________ 
Phone     Date 
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Project 

Boone County Public Library seeks to engage a consultant with expertise in community 
assessment, library development, and emerging library trends to assist in the development of a 
comprehensive plan for the future of Chapin Memorial Library. The selected consultant will 
conduct thorough community needs assessments, facilitate public engagement, and develop 
strategic recommendations that ensure the library remains responsive, accessible, and 
adaptable to future community needs. 

Scope of Work: 
1) Engagement Strategy: 

a) Engage with key stakeholders, including: 
i) Library Board/subcommittee 
ii) County representatives 
iii) Community members 
iv) Library staff 
v) Local schools 
vi) Others as identified by the consultant 

b) Facilitate focus groups to gather qualitative data on community needs and 
expectations. 

c) Develop and distribute surveys to assess public opinion on current library 
services and potential improvements. 

d) Perform observations of library use, including staffed vs. non-staffed hours. 
e) Organize a minimum of 2 community events/open houses to encourage public 

participation and feedback. 
2) Data Collection and Analysis: 

After achieving a statistically valid sample: 
a) Gather relevant data, including: 

i) Population statistics 
ii) Tax data 
iii) Socioeconomic information 

b) Evaluate library space utilization, preferred services, and programming impact. 
c) Compare Chapin Memorial Library with similarly situated libraries and 

communities. 
d) Identify gaps between current offerings and community needs within Library 

mission and scope. 
e) Assess user behavior, material circulation trends, and service preferences. 
f) Analyze future and prospective community growth and its impact on library 

services. 
3) Needs Assessment and Recommendations: 

a) Proposed short-term and long-term goals for the Chapin Memorial Library’s 
future direction. 
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b) Determine which needs can be addressed by: 
i) The community 
ii) Boone County 
iii) BCPL 
iv) Other as identified by consultant 

c) Identify preferred services and activities while aligning them with realistic 
implementation strategies. 

d) Compare services and offerings to similarly situated libraries to understand 
potential improvements. 

e) Recommend priorities for service enhancements and infrastructure development. 
4) Required Deliverables and Reporting: 

a) Develop a strategic framework for the Chapin Memorial Library’s direction, 
including: 

i) Recommendations for services, programming, and capital enhancements 
ii) Space utilization strategies 
iii) Community engagement initiatives to include marketing and 

communication  strategies 
iv) Recommendation, prioritization, and implementation timeline 

b) Provide a detailed report of findings and recommendations to the BCPL Board of 
Trustees within 3 to 5 months. 

c) Ensure transparency and clarity in all findings and conclusions. 
d) Access to raw data and repository of all collected data. 

5) Contract Terms: 
a) The consultant will work closely with the Chapin Memorial Ad Hoc Committee 

throughout the assessment process. 
b) A final report, including recommendations and implementation strategies, must 

be submitted by the agreed-upon deadline. 
c) Any changes to the project scope must be approved in writing by the BCPL 

Board of Trustees. 
 

Qualifications 
1. All potential bidders shall have proven experience in community engagement and 

strategic data collection (experience with libraries preferred) and shall provide 
substantial history (minimum of 3 references from similar projects) of satisfactory 
performance. 

2. All potential bidders shall have proven experience conducting stakeholder interviews, 
focus groups, and surveys. Ability to analyze demographic, socioeconomic, and tax 
data to inform library service decisions. Skilled in qualitative and quantitative research 
methodologies and an understanding of change management processes. 

3. Provide a summary letter of the information contained in the proposal, including, but not 
limited to: 
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a. Provide a description of your company’s qualifications, credentials, experience, 
and resources in responding to this RFP; 

b. Total Proposed cost of project, inclusive of all related costs. 
c. Timeline for completion of proposed scope of work  

4. Please provide a lump sum total for the complete scope of work. Boone County Public 
Library is exempted from sales tax.   

5. The Consultant, not the BCPL Library Board, will be responsible for ensuring quality 
control throughout the project. Please describe the steps your firm will take to monitor 
and maintain the quality of the work, including the frequency of progress reviews, 
methods for documenting findings, qualifications of individuals conducting the reviews, 
and corrective actions to address any issues identified. 

6. You must submit as part of your Bid/Proposal either a Certification as to Kentucky 
Resident Status or a Certification as to Non-Resident Status contained at the end of this 
solicitation for bids/proposals.  Failure to submit the applicable Certification may result 
in the disqualification of your bid/proposal. The Board reserves the right to require 
additional information from the Bidder/Proposer. 

7. Failure to provide all required information may result in the disqualification of the bid or 
proposal. 

 
Instructions to Potential Bidders 

1. Sealed bids submitted as specified, received by the correct time and date, shall be 
opened and publicly read aloud. The proposal envelope shall have the Project Name, 
Bidder’s Name, and date on the outside.   

2. Submittals shall be made on 8 ½” X 11” portrait format, and placed in a sealed, opaque 
envelope.  Qualifications shall be submitted by mail, courier, or delivered in 
person to:  Carrie Herrmann, Library Director/Boone County Public Library/1786 
Burlington Pike/Burlington, KY 41005 by April 11th at 1:00 PM EST on or before 
the deadline for submission. 

3. This Request for Proposal and any addenda are available on the Boone County Public 
Library website (www.bcpl.org).  The link which contains the Request for Proposal 
information is on the home page. 

4. Bidders are reminded that changes to the Request for Proposal, in the form of addenda, 
are often issued between the issue date and within four (4) days before the closing of 
the Request for Proposal.  Bidders are solely responsible for checking the website to 
ensure they have the most current information regarding the Request for Proposal. 

5. Bidders are requested to refrain from contact with Library Trustees and Library Staff 
prior to a selection announcement, except as described in this document. 

6. Any cost incurred by bidders in preparing or submitting a proposal for the project shall 
be the bidder’s sole responsibility. 

7. All responses, inquiries, or correspondence relating to this RFP shall become the 
property of the Library when received. 
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8. Boone County Public Library District has sole discretion and reserves the right to reject 
any and all responses received with respect to this Request for Proposal and to cancel 
the process at any time prior to entering into a formal agreement. 

9. The Library reserves the right to request additional information or clarification of 
information provided in the response without changing the terms of the Request for 
Proposal.  

10. Proposals shall be valid for at least 180 days from RFP opening.  The expiration date 
shall be included in the proposal. 

11. In addition to evaluating the Bidder’s proposal as submitted, the Library may make such 
reasonable investigations and evaluations as deemed proper and necessary to 
determine the ability/capability of the Bidder to perform the services/furnish the goods.   

12. Any proposal received after the proposal due date and time as detailed in this document 
shall not be accepted or considered. 

13. Any proposal may be withdrawn prior to the opening upon written request. 
14. If the Library declares a weather emergency closing, scheduled receipt of proposals 

shall be extended to the next business day. 
15. Oral proposals or proposals delivered by electronic means such as fax and email shall 

not be considered.   
 
Evaluation Criteria 
The criteria below will be used to evaluate firms for further consideration:  

1. Comprehensiveness, quality, and responsiveness; (40%) 
2. Specialized, appropriate expertise for this type of project. Previous experience with 

public libraries and/or public buildings; (30%) 
3. Compliance with format and content of proposal, as well as, inquiry and submission 

requirements; (10%) 
4. References from previous clients; (10%) 
5. All-inclusive cost proposal; (10%) 

 
Submission of Proposal Packages  
Completed proposals shall be submitted on 8 ½” X 11” portrait format, and placed in a sealed, 
opaque envelope.  Qualifications shall be submitted by mail, courier, or delivered in 
person to:  Carrie Herrmann, Library Director/Boone County Public Library/1786 
Burlington Pike/Burlington, KY 41005 by April 11, 2025 1:00 PM EST on or before the 
deadline for submission. 
 
Award 
An award will be made by the Board of Trustees.  Boone County Public Library intends to 
award contracts based upon the best evaluated bid.  The Library reserves the right to accept 
the bid deemed to be in its best interest, not necessarily the least expensive bid; the right to 
disqualify bids from bidders not deemed to be qualified; the right to disqualify bids deemed to 
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be defective; the right to waive defects on bids where such defects are not deemed significant; 
and the right to waive any and all formalities to reject any and all bids. 
 
Kentucky law provides that a Kentucky resident Bidder/Proposer shall be given a preference 
against nonresident Bidder/Proposer, unless such preference conflicts with federal law. In 
addition, if a procurement determination results in a tie between a Kentucky resident 
Bidder/Proposer and a non-resident Bidder/Proposer, preference shall be given to the 
Kentucky resident Bidder/Proposer.   
 
All bidders will be notified of the Library’s selection as soon as possible.  The successful bidder 
is expected to enter into a written contract with the Library.  Approval of the final contract 
between Boone County Public Library and the successful bidder is subject to approval by the 
Board of Trustees.   
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CERTIFICATION AS TO KENTUCKY RESIDENT STATUS  
 
 1. Kentucky law provides that a Kentucky resident Bidder/Proposer shall be given a preference against 
a nonresident Bidder/Proposer equal to the preference given or required by the state of the nonresident 
Bidder/Proposer, unless such preference conflicts with federal law.  In addition, if a procurement determination 
results in a tie between a Kentucky resident Bidder/Proposal and a non-resident Bidder/Proposer, preference shall be 
given to the Kentucky resident Bidder/Proposer.  
 
 2. To be eligible to be considered as a Kentucky resident Bidder/Proposer, you must:  (i) satisfy the 
requirements set forth under Sections 3(a) and (b) below; and (ii) properly complete this certification and submit it 
with your Bid/Proposal.   Do not sign and submit this certification unless you meet each of the requirements set forth 
below under Sections 3(a) and (b) below.  If you do not meet the requirements set forth below under Sections 3(a) 
and (b) you must furnish a Certification as to Non-Resident Status contained within this solicitation.   
 
3. The undersigned, by subscribing to this certification, certifies under oath and upon penalties of perjury, that 
each of the following is true and correct and that the Bidder/Proposer can furnish proof upon request that each of the 
following is true and correct:  
 
That on the date this Bid/Proposal was first advertised or announced as available for bidding: 

a) The Bidder/Proposer is authorized to transact business in the Commonwealth; and 
 

b) That the Bidder/Proposer has during the one (1) year period prior to and through the date of the advertisement 
for this Bid/Proposal: (i) filed Kentucky Corporate Income Taxes; (ii) made payments to the Kentucky 
Unemployment Insurance Fund; and(iii) maintained a Kentucky Workers Compensation Policy in effect. 

 
Prior to an award to a Kentucky resident Bidder/Proposal, you may be required to submit satisfactory proof 

that you meet each of the requirements set forth in (a) and (b) above.  Failure to timely submit such proof upon 
request may result in the lack of a preference being applied. 
 
 By certifying and signing below, I certify that each of the foregoing is true and correct for the Bidder/Proposer 
submitting this Bid or Proposal.    
BIDDER/PROPOSER: 
By: ____________________________ 
      Signature of authorized officer/agent       
Its:_____________________________ 
Title of authorized officer/agent     
 
COMMONWEALTH OF KENTUCKY 
 COUNTY OF _____________  
 
 The foregoing certification was sworn to and acknowledged before me this ______ day of ______, 20___ by 
___________________________(name), the __________________(title), for and on behalf of the bidder proposer. 
      _____________________________________ 
      Notary Public 
      My Commission Expires:_______________ 
         My Jurisdiction Is:__________________ 
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CERTIFICATION AS TO NON- RESIDENT STATUS  
 

 1. If you are ineligible to submit a Certification as to Kentucky Resident Status, you 
must complete this Certification as to Non-Resident Status. 
 2. Identify below each state in which you qualify as a resident for purposes of receiving 
a preference in that state: 
  a) __________________________________ 
 
  b) __________________________________ 
 
  c) __________________________________ 
 3. For each state in which you qualify as a resident for purposes of receiving a 
preference under Section 2, above, for each such state list below the preference given or required  
by that state. 
  a) __________________________________ 
 
  b) __________________________________ 
 
  c) __________________________________ 
 
 By certifying and signing below, I certify that each of the foregoing is true and correct for 
the Bidder/Proposer submitting this Bid or Proposal.    
 
BIDDER/PROPOSER: 
By: ____________________________ 
      Signature of authorized officer/agent       
Its:_____________________________ 
      Title of authorized officer/agent     
 
STATE OF ________________ 
COUNTY OF _____________  
 
 The foregoing certification was sworn to and acknowledged before me this ______ day of 
______, 20___ by ___________________________(name), the __________________(title), for and on behalf of the 
bidder proposer. 
      _____________________________________ 
      Notary Public 
      My Commission Expires:_______________ 
         My Jurisdiction Is:__________________ 
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