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Introduction 
 
The Smithsonian Institution (SI) National Museum of African American History and Culture (NMAAHC) 
Office of Strategic Partnerships (OSP) establishes partnerships on behalf of the Museum. Partnerships focus 
on organizational capacity building and museum professional development within organizations promoting 
the study or appreciation of African American and African Diaspora life, art, history, or culture, 
accomplished through collaborative relationships with professional networked entities with broad reach to 
institutions and individuals across a large geographic area. Those groups are classified according to museum 
strategic priorities—Intra-Smithsonian, Washington, DC metro area, state/regional, international. For more 
information about the NMAAHC Office of Strategic Partnerships, please visit: 
https://nmaahc.si.edu/connect/osp. 

 
 
NMAAHC is seeking the services of a qualified Project Coordinator (the Contractor) to provide 
professional, technical, and non-personal project coordination services for the Office of Strategic 
Partnerships. The Contractor is not an employee of the Smithsonian Institution. 

 
Congress established the National Museum of African American History and Culture (NMAAHC) on 
December 16, 2003. The National Museum of African American History and Culture Act mandated as 
one of the Museum’s four essential purposes: 

 
…to provide for collaboration between the Museum and other museums,  
historically black colleges and universities, historical societies, educational  
institutions, and other organizations that promote the study or appreciation  
of African American life, art, history, or culture, including collaboration concerning 
development of cooperative programs and exhibits; identification, management  
and care of collections; and training of museum professionals. 

 
 
The Office of Strategic Partnerships exists as an outward facing entity, created to serve its fellow African 
American museums with a goal of sustaining African American museums and to fortify the professionals 
working in those institutions. OSP is the acting body that delivers on the legislative mandate. 

 
Formally established in 2009, the Office of Strategic Partnerships has engaged in a number of programs 
and initiatives. The department is now focused on formally defining the scope and breath of work its work 
and how best to ground its work in clear evaluative terms. 

 
 



 

Project Background 
 
 

The History and Culture Access Consortium (HCAC) is a pilot initiative led by the NMAAHC Office of 
Strategic Partnerships to create lasting benefits to five (5) Historically Black Colleges and Universities 
(HBCU) member organizations by securing the cultural legacy of HBCUs and will greatly enhance resource 
availability in order to make known the under-told history and culture of African Americans and their essential 
role in the story of America. The project consists of six (6) major elements: (1) Training and leadership 
development, (2) Community of Practice, (3) Collections inventorying/cataloguing, (4) Digitization and 
creation of an open source digital platform, (5) Traveling exhibition and catalogue, (6) Project evaluation and 
expansion. 
 
 
Scope of Work 
 

The Contractor shall work to perform professional, technical, and non-personal services related to the 
administrative coordination, logistics planning, outreach and engagement of resources and stakeholders 
internal and external to the museum around distinct activities for HCAC within the Office of Strategic 
Partnerships between September 28, 2020 and September 27, 2021, subject to annual reviews of renewal 
options, up to five additional years. 
 
The project will take place over the period of performance referenced above. Contractor should be fully 
capable of performing work both in-person and remotely. 
 
Work related meetings (via video conference platforms) will be scheduled at mutually convenient times for 
the Contractor and the Contracting Officer’s Technical Representative (COTR).   

 
 

Statement of Work 
 

 

Under the direction and advisement of the COTR, the Contractor shall use their own methods and subject 
matter expertise to provide the following services and deliverables: 

 
• Attend special events in-person, a minimum of two (2) times per year and no more than four, some of 

which will occur outside of the DC metro area (Contractor’s travel expenses are reimbursable up to a 
pre-determined dollar amount, based on contract terms, with reimbursements provided based on 
submission of supporting documents, compliant with the Smithsonian Institution’s travel guidelines 
and subsequent approval by the COTR). 

 
• Coordinate special events, training sessions, and Scholarly Advisory Committee meetings with 

Contractor’s presence to ensure that logistics, travel, and training needs of participants/attendees are 
met.  

• Provide administrative support related to the implementation of the HCAC initiative.  

• Provide technical assistance to process and support an internship and fellowship program to include 
review and editing of program application and guidelines, administrative support for coordination of 
internship/fellowship professional development programming.  

• Serve as HCAC liaison and administrative point of contact to partnering institutions and other 
stakeholder groups to include correspondence verbally and in writing.  



 

• Serve as HCAC project administrator, providing technical assistance to participating HBCU 
museums and archives, relating to the collection, preservation, exhibition and interpretation of 
institutional collections; and providing administrative and coordination support for digitization 
services. 

• Provide administrative support in the implementation of HCAC program elements—
internship/fellowship program, leadership training and digital/digitization services.   

• Provide administrative support in tracking and monitoring program budget. 

• Coordinate with HCAC site coordinators on arrangements for trainings, documentation of meetings, 
assistance in recruitment of interns, and overseeing development of operational policies and 
procedures. 

• Provide administrative support in the coordination of the HBCU Scholarly Advisory Committee to 
include meeting planning logistics and communications.  

• Provide administrative support to HCAC at applicable local, state, regional, and national events, 
meetings, and conferences.  

• Coordinate travel, external communications, budget monitoring and fiscal accountability for the 
project. 

• Provide assistance with writing reports, drafting contracts, and other print materials to include market 
research and compiling documents. 

 

The contractor shall also have: 
 

• Excellent writing skills, copy/editing skills 

• Strong organizational, project management, and analytic skills 

• Proficiency in use of video/teleconferencing platforms (i.e. Zoom, Microsoft Teams, GoToMeeting, 
WebEx or similar) 

• Strong commitment to timelines, accuracy, and professionalism 

• Excellent attention to detail 

• Results-oriented and solid work ethic 

• Ability to multi-task in a fast-paced environment 

• Excellent communication skills, both verbal and written 

• Demonstrate self-confidence, energy and enthusiasm 

• Familiarity with HBCUs preferred, but not required 

• Familiarity with museums, archives or other similar arts/cultural institutions preferred, but not 
required 

 



 

Desired Knowledge, Skills, and Abilities 
 

Advanced degree or equivalent experience in nonprofit or public administration, museum  
studies, history, historic preservation, archaeology or related field and at least five years of program 
administration (or equivalent combination of education and experience) are the minimum requirements for 
this position.  

 
The most successful applicants will also have:  

 
§ Experience working with executive leadership and/or high-profile figures.  

 
§ Experience working with government agencies, advisory commissions, heritage museums and/or 

nonprofit boards. 

• Experience managing cultural programs. 

• Ability to manage several complex projects simultaneously, often in a high-stress, high-pressure 
environment. 

• Skills in creative problem solving, budget and policy analysis. 

• Strong working knowledge of Microsoft Word, Excel, PowerPoint, Outlook, and Salesforce. 

• Ability to work independently and with HBCU staff, NMAAHC employees, media and members of 
the general public in an effective, congenial, and professional manner. 

• Specific experience with universities, museums or similar institutions is a plus. 

 
Performance Standards 
 

A. The Contractor shall comply with all Smithsonian rules and regulations applicable to 
performance under this contract. 

 
B. The Contractor shall work cooperatively and professionally with NMAAHC staff, 

contractors, and volunteers. 
 

C. The Contractor shall bring any concerns or questions to the attention of the COTR or their 
assigned individuals. 

 
Period of Performance 
 

A. The work shall proceed upon the completion of a signed purchase order, commending on or around 
September 28, 2020 and finishing no later than September 27, 2021. This effort is approximately 
full-time, not to exceed 2,080 hours of work total. 

 
B. The NMAAHC, in agreement with the Contractor, may exercise the option to extend the contract for 

five (5) year-long (12 calendar month) option periods, running from September 28, 2021 to 
September 27, 2026. 

  

C. The specific work schedule will be determined by mutual agreement between the COTR and the 
Contractor. 



 

Smithsonian Furnished Property 
The NMAAHC shall provide the following: 

1. Descriptions of History and Culture Access Consortium project and funding partners.  
2. NMAAHC media and PR guidelines and graphics (as needed). 
3. Access to NMAAHC offices (if needed) or other designated office space occupied 

by the Office of Strategic Partnerships, to include: computer hardware, desk and/or 
access to printers. 

 
 Smithsonian Property Responsibilities. The contractor assumes full responsibility for and  
 shall reimburse and indemnify the Smithsonian for any loss or damage to Smithsonian  
 property in contractor’s custody and care--due to contractor negligence or omission. 

 
 

Invoicing and Payment Schedule 
The contractor shall invoice the Smithsonian on a prorated, hourly basis derived from the firm-fixed price 
award every two weeks until the award is used up or until the end of the period of performance, whichever 
comes first. The contractor will submit with the invoice a timesheet listing the hours worked and a summary 
of services performed during the pay period. The contractor shall submit the invoice and timesheet to the 
Contracting Officer’s Technical Representative (COTR). The COTR will provide templates for the invoice 
and timesheet. Billing is for hours worked and does not include lunch or breaks. 
 

§ The Contractor shall submit all work required to the Contracting Officer’s Technical Representative 
(COTR) for acceptance and approval. 

 
§ Invoices are to be submitted to the attention of Auntaneshia Staveloz (StavelozA@si.edu) the 

Contracting Officer’s Technical Representative (COTR) and NMAAHC Supervisory Program 
Manager. 

 
 

Delegation of Contracting Officer’s Technical Representative 
 

A. The COTR shall act for and on behalf of the Contracting Officer in the administration of this 
contract with respect to: 

1. Resolution of issues that may arise between the contractor and the Smithsonian in 
connection with such matters as acceptability of work and satisfactory performance. 

2. Evaluation on an overall basis of the acceptability of work, compliance with standards, and 
satisfactory performance. 

3. Acceptance of all work performed under the contract and approval of all invoices. 
4. The Contractor shall make available such records, reports, and facilities as may be required 

by the named individual to effectively and efficiently fulfill COTR duties and 
responsibilities. 

5. This delegation of authority does not authorize the named individual to modify any of the 
contract clauses, provisions, terms, or conditions of this contract. All authorities not herein 
delegated are retained and shall be executed only by the contracting officer. 



 

 
 
 
 

 

PROJECT TITLE: EVENT COORDINATION SERVICES 
Business/Contractor Name Date Submitted 

Address  

Email Address  

Telephone Number  

DUNS Number  

Insurance – X applicable box 
I have attached certificates or other documentation confirming appropriate types and levels of insurance. 
I intend to purchase Smithsonian insurance.  

 

EVALUATION FACTORS 

A.   Price 
 

Base Year—Quote for 2,080 Hours of Services 
 

$ 

 
Option Year 1—Quote for 2,080 Hours of Services 

 
$ 

 
Option Year 2—Quote for 2,080 Hours of Services 

 
$ 

 
Date through which Pricing is Valid 

 

B.   Relevant Expériences � Qualifications � Technical Competence � Résumé 
Relevant Experience � Qualifications � 
Technical Competence 
The contractor to perform the work will provide a brief narrative 
summary (NTE 1,000 words) of his/her educational training in and 
practical knowledge and experience providing services comparable to 
those described in the Statement of Work. 

Résumé 
Submit a résumé with this form. 

 

C.   Past Performance 
Past Performance 
The contractor to perform the work will provide the names and contact 
information for at least three (3) people who can answer specific 
questions about the quality, workmanship, and scheduling relating to 
current or previous experience as a contractor, employee, or intern 
with providing services comparable 

 


