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Request for Proposals: Educational Advising Services

Summary

The U.S. Embassy Public Affairs Section seeks proposals from interested parties for the provision of Educational Advising services for persons seeking higher education opportunities in the United States.

Program Information

Educational advising services operate in nearly five hundred locations throughout the world, including 42 centers in 34 African countries.  The U.S. Department of State’s Educational Information and Resources Branch (ECA/A/S/A) supports these services through the provision of resources and training.  The Public Affairs Section (PAS) of the U.S. Embassy provides supervision and support.  The Regional Educational Advising Coordinator (REAC), an expert in educational advising resident in Ghana, facilitates activities and training.

See http://exchanges.state.gov/education/educationusa for additional information.  The “Principles of Ethical Practice in Overseas Educational Advising,” which govern advising operations, can be found at www.oseas.nafsa.org/princples/asp.  Proposers should consult these sites to ensure that their proposals meet the guidelines and scope described therein.

Benefits:

As the official educational advising center of the U.S. government, the educational advising center enjoys considerable prestige and attracts the respect of the higher education community, thus enhancing related programs offered by the host institution.

Only U.S. government-supported educational advising centers are permitted to display the EducationUSA logo, [image: image2.png]


, which identifies advising centers adhering to the highest standards and ethics.

Educational advising centers supported by the U.S. government are eligible for numerous benefits, including:

· Training and professional development opportunities, at the local, regional, and U.S. level;

· Annual selection of reference library materials, mailed to centers;

· Opportunities to apply for equipment and special project funding, as available;

· Membership in a network of educational advising professionals, with active participation in a listserv, regular newsletters and information packets, and daily access to information and guidance from REAC.

Funding for staff salaries and operating costs is not normally available, but educational advising centers can charge fees at market rates and engage in other fundraising to recover costs.   Depending on the details of the proposals received, PAS Senegal may be able to offer regularly scheduled time in our auditorium in our American Center located in the Mbacke Building on Ave. Abdoulaye Fadiga for group briefings.  

Members of the public recognize that a relatively small investment in educational advising is readily repaid in the form of quality education.

Activities/Services to be Provided: 

Educational advising services must be provided on a regularly scheduled basis, open to the public for a set period each week on a regularly scheduled basis, with additional hours reserved for program development, administrative work, and communications.  

As the educational advising referral service of the US Embassy, the educational advisor serves as the national resource on U.S. higher education, and the educational advising center provides public services, some of which can be provided on a fee-paying basis, and others as a free public service.  Outreach activities are also essential.

The scope of information includes, but is not limited to: undergraduate and graduate education in the United States, covering all accredited institutions of higher education; fields of study; curriculum structure; selection of schools; admissions procedures and the application process; standardized testing; financial aspects; legal obligations including student visas; orientation.

Fees may be set at appropriate market rates, which must be publicly posted at the advising center, and can be increased only with the approval of the Public Affairs Officer.  Receipts must be issued for all services rendered.  

Services for which fees, reasonable by local market standards, may be charged:

· Individual advising must be offered, by appointment or on walk-in basis, at least three days per week.  

· Access to computers and the Internet.

· Pre-departure orientation; training workshops (on essay and recommendation writing, fields of study, etc.).

· Advising centers may take on additional income-generating programs related to standardized testing, such as bulk registration, sale of study guides, test administration and proctoring, and test preparation classes.

Services for which fees are not applicable: 

· An introductory group session must be offered once weekly, free of charge and open to the general public.

· The educational advising reference library must be open to the general public, free of charge, for a set period each week on a regularly scheduled basis.

· Telephone, mail and e-mail advising: all mails must be responded to by COB Friday of each week.

· Liaison with U.S. Embassy and local and U.S. higher education institutions, including promptly responding to enquiries and requests for information.

· The advisor is required to develop, adapt, and maintain informational materials, print and electronic, and files on relevant topics such as fields of study, financial aid.

· The advisor must submit monthly statistical and narrative reports.

Outreach and Liaison services:

· Outreach to local educational institutions; public presentations as appropriate; represent American higher education possibilities at local educational fairs.

· Liaise with U.S. Embassy officials, and with local and U.S. higher education institutions, including promptly responding to enquiries and requests for information.

Facilities required:

· The advising center’s physical location must be readily accessible by public transport, and reasonably accessible to persons with mobility disabilities.

· Library for reference materials, with reading area sufficient to accommodate student demand.

· Individual advising area, preferably but not necessarily a separate room.

· Area for group sessions, seating at least 30 persons and preferably equipped with TV/VCR and laptop/projector to show films and PowerPoints.  (NB:  PAS Senegal may be able to offer this space in our auditorium, depending on the details of proposals received.)

· One or more Internet-connected computers for student use, and one or more Internet-connected computers for advisor use.

· Telephone, and accessible fax, printer, and photocopier

Guidelines

Proposals will be accepted from qualified organizations or institutions complying with local laws governing registration of companies or businesses.  Both public and private, profit and nonprofit entities are eligible to apply.

Program staff must include one or more persons with at least a Bachelor’s degree from a recognized university (preferably in the United States), and first-hand familiarity with both local and American education systems.  Staff must have knowledge of information resources on educational systems, testing, and admission procedures.  Fluency in both English and local official language is required, in addition to evidence of superior interpersonal and written communication skills, and computer skills including basic database design, Internet searches and PowerPoint presentations.  Selection will be based in part on evidence of staff members’ evaluative and analytical abilities, intellectual curiosity, initiative and resourcefulness.

Proposers must submit a business plan and budget, detailing how the proposed service will support itself financially.

Proposals must be submitted in English, and candidates must show a mastery of English.

Obligations:

· Maintain standards established by the Department of State’s ECA/A/S/A for certification of educational advising centers (forthcoming).

· Comply with the Principles of Ethical Practice in Overseas Educational Advising.

· Develop, adapt, and maintain informational materials, print and electronic, and files on relevant topics such as fields of study, financial aid, etc.

· Keep statistics, and submit monthly statistical and narrative reports to REAC and PAS by the tenth of each following month, and annual statistical and narrative reports by October 31 each year.

· Participate in the regional network of advising centers through the REAC-Africa listserv, REAC site visits, regional workshops and conferences.

· Commit to professional development.  Copies of the REAC professional development plan are available upon request.

· Avoid conflicts of interest, especially as related to other services offered by your organization, by attaching no conditionality to provision of services. Demonstrate how this is to be achieved.

· Appointments will be for a two-year period, subject to annual review by PAO and REAC.  Should an appointment be terminated, all materials and equipment provided by the U.S. government will be returned to PAS.

Application Procedures

Applicants will provide:

· Resumes on all proposed staff

· Schedule of activities – weekly, monthly, annual – including an outreach and publicity plan

· Business plan and budget

· Description of physical facilities and equipment (PAS will conduct site visit prior to appointment)

· Statement on avoidance of any potential conflict of interest

Applications must be submitted in English.  Deadline for receipt of completed proposals: Friday, September 5, at 17h00.

Review Criteria: 

Proposals will be evaluated by the PAO, the REAC, and the ECA/A/S/A Program Officer.  Selection will be based on:

· Demonstrated potential: institutional capacity and record of achievement

· Ability to achieve program objectives

· Quality and viability of ideas, as expressed in proposed program offerings

· Financial stability; strength of business plan

· Staff qualifications and personal qualities

· Suitability of physical facilities

· Value to U.S. – Senegal relations

Proposals will be submitted to the Public Affairs Officer, U.S. Embassy, BP 49, 45 rue Kleber X Ave. Jean XXIII, Dakar, Senegal, and must be received at the Embassy no later than 5:00 pm on Friday, September 5.

