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Request for Proposal 

Position: CDC Grants Manager Consultant 
Due: July 23, 2021 at 5 pm Pacific Time 

 
Professionals interested in the CDC Grants Manager Consultant contract with ASPHN should 
submit a proposal.  The components to include in the proposal are described in this document.  
There is a separate file that describes the responsibilities of and qualifications for the consultant 
position.  The proposal is to be submitted to Karen Probert, Executive Director, at 
karen@asphn.org by July 23, 2021 at 5 pm Pacific Time.  Contact Karen Probert with questions.  
 
ASPHN Organizational Structure.  ASPHN is a virtual operations organization.  There are 20 
consultants and small businesses working varying hours on projects, services, and products for 
ASPHN.  The team of people are located in states across the U.S.  Three times a month about 15 
of the core consultants meet by Zoom for a one-hour meeting.  Most consultants’ work is done 
independently.  There is an executive director who is responsible for supporting the Board of 
Directors, negotiating all contracts, connecting similar projects and tasks within the association, 
and who is the project director for the cooperative agreements with Centers for Disease Control 
and Prevention (CDC) and Maternal and Child Health Bureau (MCHB) cooperative agreements.  
There is a director of operations who supports consultants by providing information about the 
budget and maintaining web-based services used by ASPHN members and consultants.  
Additional consultants provide support in these areas: ASPHN member committees, ASPHN 
member councils, grant-funded projects, communication, evaluation, administration, accounting, 
and meeting planning.  Many consultants work in more than one area.    
 
Work Environment.  Before preparing a proposal, read and understand all the items below. 

● One-year contract. The successful applicant will fulfill the responsibilities listed in the 
consultant position description with a 12-month contract. There is no guarantee of 
additional work following the 12-month period. The responsibilities of this consultant 
position are funded with our CDC cooperative agreement that ends in 2022.  There is an 
option for the government to fund work for an additional year, but future funding is not 
guaranteed.  Historically, however, ASPHN has been successful in receiving federal 
funds.  The association has a reputation of producing high-quality products and services 
delivered on time and at a lower cost than usual because of our efficient virtual 
operations.   

● Reporting. The consultant will be accountable to the Executive Director. 
● Work Style.  The consultant needs to be self-motivated and self-directed because the 

consultant will not be directly supervised but fully responsible to perform the 
responsibilities in her/his contract. 

● Virtual Workplace. ASPHN is not located in one physical space.  The consultant should 
be comfortable working alone without much work-based social interaction.  ASPHN 
consultants are, however,  always working in collaboration with members and leaders in 
the association via email, and will interact with other consultants on the consultant team 
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by video, phone, or email. The Executive Director will work with the consultant via a 
weekly meeting, email messages, texting, and phone.   

● Position-specific Training.  The Executive Director and Director of Operations will 
provide orientation training to the association for the consultant’s responsibilities.  As 
noted in the position description document, for the first four to six months the Executive 
Director and Director of Operations will work side-by-side with the grants manager 
consultant on duties and responsibilities of the consultant. 

● Professional Development Training.  ASPHN does not pay for professional 
development training of its consultants.  This means no payment for time or costs related 
to a training or professional meeting such as travel or registration.  This is consistent with 
IRS guidance on consultants versus employees.  There are times, however, when ASPHN 
will cover the costs for a consultant to attend a professional meeting, such as if a 
consultant is presenting on ASPHN work and presenters must pay the conference fee, or 
participation in a conference is part of a consultant’s contract. 

● Technology.  ASPHN uses many web-based tools.  The consultant needs to have a 
positive attitude toward using new technology and a willingness to learn and use new 
web-based tools to get the work done.  ASPHN has a Google Workspace account 
available to ASPHN consultants. 

● Workload.  All the responsibilities listed in the description need to be fulfilled 
throughout a 12-month contract.  Average hours per week are estimated at 25 to 
30.  Some weeks might require 50 hours to meet deadlines, while other weeks might 
require only 20 hours. For a 12-month contract we assume about 45 weeks of work.   

● Consultant Fee.  This is a contract and not an employee position, so there will be a 
contract fee rather than a salary.  Also, as a consultant there are no benefits paid or 
offered.  The contract fee will be negotiated and will be based on hourly rate and total 
hours considering the consultant’s proposal and the amount of funding we have for the 
position.  Because the workload is relatively steady, ASPHN can pay a monthly fee that 
is electronically and automatically deposited into an account.   

● Travel.  Pandemic dependent, there are at least three travel trips with this contract.  
ASPHN would reimburse the consultant for their travel costs according to ASPHN travel 
policy. 

o Mid-year Board meeting for 2 or 3 days in January or February 2022.   
o Annual Meeting June 11-15, 2022.   
o Reverse site visit with CDC for one or two days in Atlanta at an unknown time. 

 

Proposal Components to be supplied by applicant 
● Section I. Responses to questions.  No word limit but be clear and succinct.  Feel free to 

use narrative, tables, lists, pictures, diagrams, forms, etc. to respond to the questions. 
● Section II. Work plan 
● Section III. Resume 

 
Section I. Proposal Questions 
1. Describe your home office and virtual capabilities.  Mention things like email program and 

word processing software you use; type of hardware you have; availability of reliable, high-
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speed internet; access to IT expertise in case of problems; other technologies or tools you 
would plan to use; etc. 
 

2. Describe your experience with the following web-based services or similar services Zoom, 
Basecamp, and Google Workspace applications (Docs, Sheets, Meet, Forms, Calendar, etc.) 

 
3. Highlight your experience managing a complex project or managing a grant.  Highlight your 

traits at organizing.   
 

4. Describe your best or most valuable trait as a leader of your colleagues.   
 

5. Describe your knowledge of and experience with the Association of State Public Health 
Nutritionists. 

 
6. We would like a start date of 10/1/2021 or sooner if possible.  How soon can you start, if the 

final decision is made in mid to late August? 
 
7. Propose an hourly rate for your work and include some justification  The consultant will 

receive a fee for his or her time working on this contract.  Travel expenses will be 
reimbursed.  All other costs are paid by the consultant including employment taxes, fees for 
internet and cell phone service, office supplies, computer hardware/software, health 
insurance, and others.  
 

8. List any questions you have based on the information above describing the work 
environment of being an ASPHN consultant. 
 

 
Section II. Work Plan 
The consultant is expected to organize, manage, and lead their own workload.  To help you and 
us assess your understanding of the work involved, list the tasks you expect to do each month of 
the contract.  Also identify tasks that might happen once or less frequently than once a month.  
We understand that all the details are not known for the work plan to be 100 percent accurate - 
the intent is to see how you might approach the work. 
 
 
Section III. Resume 
Provide a copy of your current resume to document your public health work experience and 
academic credentials. 
  
 
 
 
 

 
Submit the proposal to: 

Karen Probert at karen@asphn.org by 5 pm Pacific Time on July 23, 2021 
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