REQUEST FOR PROPOSAL: FACILITATION SERVICES
FOR THE LIVING SHORELINE COLLABORATIVE

ORGANIZATIONAL INFORMATION:
Name: James River Association (JRA)
Address: 16 South 17th St. Suite 100, Richmond VA 23219
Contact Person: Amanda Guthrie
Email: aguthrie@thejamesriver.org

ISSUE DATE: September 8, 2026

INTRODUCTION

The James River Association (JRA), a 501(c)(3) nonprofit organization focused on protecting and
connecting people to the James River. JRA received a grant, administered by National Fish and Wildlife
Foundation with financial support from the U.S. Environmental Protection Agency, to convene and lead
the Living Shoreline Collaborative.

The Living Shoreline Collaborative is a group of regional and state partners working together to scale up
implementation of resilient practices along shorelines in coastal Virginia, with a focus in the tidal James
River watershed. The Living Shoreline Collaborative brings together participants with diverse
perspectives, expertise, organizational roles, and interests. Effective facilitation is important to ensure
that meetings are inclusive, productive, and oriented toward meaningful outcomes.

JRA is requesting proposals from qualified firms for facilitation for the Living Shoreline Collaborative. The
selected facilitation firm (henceforth “Facilitation Consultant”) will work closely with the James River
Association to understand the group's objectives and established Action Plan, develop meeting agendas,
facilitate the meetings with effective engagement strategies, document key outcomes, and provide
follow-up materials. The facilitator should be comfortable working with multi-stakeholder groups and
navigating complex environmental, technical, organizational, and policy discussions. The facilitator will
not be expected to serve as the subject-matter expert on living shorelines.

PROPOSAL INQUIRIES/POINT OF CONTACT
All inquiries concerning this RFP should be submitted by e-mail citing the RFP title to Amanda Guthrie at
aguthrie@thejamesriver.org

Potential applicants must limit all contact, whether verbal or written, pertaining to this RFP, to the
designated point of contact for the duration of the RFP process. Failure to do so may jeopardize further
consideration of a proposal.


https://www.jamesrivershorelines.org/about-the-lsc.html
mailto:aguthrie@thejamesriver.org

BACKGROUND

Living shorelines are a nature-based approach to protect tidal shorelines that also provide positive
impacts to communities facing climate hazards, such as flooding, increasing storm frequency, and sea
level rise. The mission Living Shoreline Collaborative is to foster a regional knowledge network spanning
coastal Virginia, to ensure thriving living shorelines through education, outreach, monitoring, training
and implementation

JRA serves as the convener for the Living Shoreline Collaborative, a partnership which started in early
2019. Members include representatives from local and state governments, academics, non-profits,
public sector, and community members. The vision of the LSC is to build healthy, connected, and
abundant living shorelines through practitioner, government, and community partnerships to increase
resilience.

Coordination of the Living Shoreline Collaborative consists of a Steering Committee and four Action
Teams: (1) Planning Team, (2) Implementation & Outreach Team, (3) Training Team, and (4) Monitoring
Team. The Living Shoreline Collaborative Action Plan outlines the tasks for the Action teams from
2025-2028. One of the primary roles of the Planning team is to coordinate and host three, in-person
meetings throughout a calendar year (henceforth “Public Meetings”). Two of the Public Meetings are
referred to as General Meetings and are half-day meetings. The third Public Meeting is the Living
Shoreline Summit and is a full-day meeting. All Public meetings are hosted in tidewater Virginia at
various locations (TBD).

As the convener for the Living Shoreline Collaborative, JRA seeks an experienced facilitator to provide
facilitation services for these three public Meetings in 2027. The contract is anticipated to begin on
December 1, 2026 and is anticipated to conclude December 31, 2027.

SCOPE OF SERVICES

Facilitation Consultant Responsibilities

Public Meetings (General Meetings, Living Shoreline Summit)

The Facilitation Consultant shall lead the facilitation at three, public, and in-person Living Shoreline
Collaborative meetings (henceforth “Public Meetings”). The Public Meetings are planned in collaboration
of a Facilitation Consultant and the Living Shoreline Collaborative Planning Team. The audience for all of
the Public Meetings include non-profit organizations, private companies (construction, design firms,
etc.), government entities (local, regional, state), academic institutions, and local residents. The
anticipated Public Meetings, for 2027, are described below:

Public Meetings 1 and 2: 2027 Spring and Summer General Meetings
e Duration: Approximately 1pm-4pm
e Date: TBD — anticipated for March or April (Spring Meeting) and June (Summer Meeting)
e Locations: TBD locations (Tidewater Virginia)

Public Meeting 3: 2027 Living Shoreline Summit
e Duration: Approximately 10am-4pm
e Date: TBD — anticipated for September or October
e Locations: TBD location (Tidewater Virginia)


https://www.jamesrivershorelines.org/about-the-lsc.html
https://drive.google.com/file/d/1ZiGp2mZiGZ7LAh-wMz2hlO9_h-Zz1cJV/view?usp=sharing

The meeting dates and locations will be finalized in consultation with the Facilitation Consultant and the
Planning Team. Each Public Meeting is anticipated to have presenters or panelists, a group or breakout
group discussion, and outdoor learning opportunities.

Planning Team Meetings

To plan each Public meeting, the Facilitation Consultant shall lead virtual Planning Meetings with the
Planning Team. The Facilitation Consultant should anticipate approximately 4-5 one-hour Planning Team
meetings per General Meeting and 8-10 one-hour Planning Team meetings for the Living Shoreline
Summit, unless otherwise agreed upon.

For each Planning Team Meeting, the Facilitation Consultant shall conduct the following tasks, but not
limited to:

Coordinate meeting time and virtual meeting links with Planning Team members

Prepare and send meeting agendas in advance of the Planning Team meeting

Develop appropriate facilitation materials (e.g., discussion questions and breakout instructions,
decision-making frameworks or templates.)

Review and incorporate background information and materials provided by the Planning Team
Sent out summarized notes after the Planning Team meeting including: topics discussed,
decisions reached, and next steps with responsible parties and timelines clearly listed

Public and/or Planning Team Meeting Expectations for the Facilitation Consultant
As part of Public Meetings and Planning Team meetings, the Facilitation Consultant shall:

Serve as the neutral meeting facilitator

Manage time effectively and guide the attendees through the agenda

Encourage balanced participation and ensure conversations are focused and productive

Use appropriate facilitation techniques to address challenging discussions

Summarize key points and decisions in real time, when appropriate

Close each meeting with a clear understanding of outcomes and next steps.

Recommend appropriate meeting activities, discussion formats, or other techniques for future
meetings, when appropriate

Guide the Planning Team to refine the purpose and desired outcomes of the Public meetings
Identify key discussion topics and themes for the Public Meetings

Identify topics requiring special facilitation attention at the Public Meeting

Assist the Planning Team with meeting room set-up and A/V set-up

Public Meeting Responsibilities for JRA and/or Planning Team
JRA and the Planning Team will be responsible for coordinating basic meeting logistics for the Public
Meetings, including:

Securing and paying for meeting venues

Inviting speakers and attendees

Coordinating meeting registration

Providing food and beverage as appropriate

Attending Planning Meetings to plan the Public Meetings

Providing relevant background materials and information available to support meeting
preparation

Setup of the meeting room and A/V system



Facilitation Deliverables
Anticipated key deliverables include:
1. Facilitation of three Public Meetings
2. Development of three public-facing meeting agendas and three corresponding facilitation
agendas for the Public Meetings
Development of meeting agendas and summaries for Planning Team meetings
Providing any necessary facilitation materials for the Public Meeting (e.g., notepads, markers)
Development of three Public Meeting summaries
Planning the Public Meetings in conjunction with the Planning Team
Coordination of and communication with Public Meeting speakers, moderators, and panelists
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FACILITATION PROPOSALS

Submission Deadline and Process

Written proposals must be submitted no later than 5 pm Eastern time on October 7, 2026 via e-mail
to the Assistant Director of Coastal Restoration, Amanda Guthrie at aguthrie@thejamesriver.org

It shall be the responsibility of the Applicant to ensure their proposal has been received on or before the
deadline published above. JRA is not responsible for delays in the method of delivery. All proposals shall
be signed by an employee authorized to bind the Firm contractually.

Firms must submit electronically the following information, in the order listed below, and all other
information identified in this RFP in one PDF. Failure to provide any of the listed items may result in
elimination from consideration.

Proposals shall include the following three items:

1. Cover Page
Include the name and Tax Identification Number (TIN) for the Facilitation Consultant. List the
official representative and point of contact for the consultant relative to this RFQ. Identify such
representative’s title, address, phone numbers, and email addresses. Letters should be signed by
an authorized representative of the consultant’s organization. If different, please list the name,
phone number, and email address of the designated contact authorized to conduct negotiations
for the firm

2. Letter of Interest (not to exceed 2-pages)
The Letter of Interest should include the following:

a) DPOR registration information for each office practicing or offering to practice
any professional services in Virginia. Provide the business name, address,
registration type, registration number, and expiration date.

b) Federal Identification Number (FEIN)

c) Confirmation of registration and good standing certificate in Virginia or U. S. government

d) Whether the firm is a Small, Women-Owned, and/or Minority-Owned Business.

e) Overview of the firm, including size of organization and types of services provided

f) Describe any potential conflicts of interest in conducting this project.

g) Provide Department of Professional and Occupational Regulations (DPOR)
license details for any individual offering to practice professional services in
Virginia as part of the proposed work. Such information shall include the name,


mailto:aguthrie@thejamesriver.org

address, registration type, registration number, and expiration date.
h) Please indicate if your company is on the Federal Debarment List or listed in the
Excluded Parties List System (EPLS).

3. Facilitation Proposal (not to exceed 2 pages)
The Facilitation Proposal should include the following:

a) A brief description of the firm’s interest in performing the required services

b) For up to 3 projects, please prepare a succinct project summary including: project
name, location, description, cost, and reference contact information. Indicate if
projects were completed on time and within budget.

a) List of key personnel employed or contracted by the firm identifying areas of expertise. For
each proposed team member, provide the following: Name, Title, Facilitation experience,
Relevant environmental or coastal experience

b) Detailed budget with descriptions, including the following (but not limited to): Personnel,
including all individuals’ estimated level of effort and hourly rate, Travel, Materials &
Supplies

Written proposals should be emailed to Amanda Guthrie, Assistant Director of Coastal
Restoration, at aguthrie@thejamesriver.org by 5 pm Eastern time on October 7, 2026. This RFP
is not a contract or commitment and JRA is not responsible for any expenses that may be
incurred during the preparation of a proposal responding to it.

Proposal Evaluation
JRA will conduct a fair, impartial, and comprehensive evaluation of all proposals in accordance with the
criteria set forth below.

Proposals will be scored based on the following criteria (100 points total):

Criteria Maximum Score
Demonstrated knowledge and facilitation experience 20

Area of expertise of key personnel 20

Proposal Cost 20

Experience working on a regional basis with a variety of conservation 15
organizations, local, state, and federal agencies, and other stakeholders

Client recommendations 15

Small, Women- and Minority-owned business (SWAM) or similar status 10

Firms that are selected for interviews will be scored based on the following criteria (50 points total)

Criteria Maximum Score
Facilitation approach and methods used 20
Alignment and interest in the Living Shoreline Collaborative 15

Demonstrated experience moving ideas into action 15



mailto:aguthrie@thejamesriver.org

Consultant Selection Schedule
The consultant selection schedule to be undertaken by JRA is as follows.

e September 8, 2026: RFP is sent to Facilitation Consultants and posted to JRA webpage

e October 7, 2026: Proposals received by Amanda Guthrie (aguthrie@thejamesriver.org) by 5pm
Eastern

¢ October 8 -16, 2026: Committee reviews proposals, contact references, and schedules virtual
interviews for selected firms

¢ November 6, 2026: Determination of contract award

e December 1, 2026: Contract begins (anticipated)

The James River Association’s programs, activities, and employment opportunities are available to all
people regardless of race, color, religion, sex, age, disability, national origin or political affiliation. An
equal opportunity/affirmative action employer.

OWNERSHIP OF WORK

Unless otherwise provided in the final agreement, materials specifically developed for the Living
Shoreline Collaborative under this contract (e.g., agendas, facilitation materials, meeting summaries)
shall be provided to JRA and the Living Shoreline Collaborative for their use.

The Facilitation Consultant shall retain ownership of its pre-existing methodologies, tools, templates,
processes, and intellectual property unless otherwise agreed.


mailto:aguthrie@thejamesriver.org
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