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INTRODUCTION/BACKGROUND  
The Child Educational Center (CEC) seeks a person or organization with expertise in business 
process and systems evaluation, management, and implementation.  
 
The CEC was established in 1979 at the request of Caltech and its operating division, the Jet 
Propulsion Laboratory (JPL), as an employer-affiliated child care program. We continue to be a 
resource for both Caltech and JPL employees and, in exchange, receive support from these 
organizations. The CEC also serves children in the surrounding communities not affiliated with 
JPL or Caltech. 
 
The CEC is a visionary and innovative community with the mission of providing exemplary 
programs of early care and education for young children, their families, and the staff that teach 
and support them. Since our inception, we have been a leader in the field of early childhood 
education, serving the children and families enrolled in our programs, as well as benefiting 
communities beyond our own through consulting and educational services, particularly the 
Outdoor Classroom Project®.   
 
Our early care and education programs, which include Infant-Toddler, Preschool, and School-
Age Programs, serve approximately 800 children aged eight weeks to twelve years at five sites.  
We currently have 140 staff and an operating budget of $8 million (revenue: $7.2M tuition, 
$294K fundraising, $373K consulting and outreach, $374 contract services and miscellaneous).  
 
The CEC also offers consulting and educational services using the educational model developed 
and fostered in our programs. This division provides training via workshops and conferences to 
hundreds of early childcare educators and environmental design consultation to dozens of 
childcare centers every year.   
 
More information about our programs and services is available on our websites at 
www.ceconline.org and www.outdoorclassroomproject.org. 
 
 
PROJECT PURPOSE 
The CEC is poised to deepen and broaden its impact even further in the next decade, as its 
model programs and educational services build on a strong reputation. The over-arching goal 
for this project is to strengthen customer service and operational efficiencies, and provide 
services in a cost-effective manner. 
 
Our administrative systems have grown organically over the past three decades as we added 
programs and services. While we have continuously focused on systems and technology 
improvements, such investments have occurred on an ad-hoc basis to meet specific needs 
based on limited needs assessment of operational processes, technological tools, and human 
resources. We need to evolve our administrative infrastructure into a more unified and 
systematic one that strengthens our ability to increase mission impact as cost effectively as 
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possible. In particular, many of our systems do not interface with one another, resulting in 
manual processes, duplication of work, and inefficiencies.  
 
While robust enrollment, growing consultant services, and successful fundraising will contribute 
to our long-term financial stability, so will the prudent management of our costs. As such, we 
are investing now in this project to determine how our infrastructure can be re-designed to 
best optimize operational/administrative/back-office efficiency. The end-product should be a 
whole and thoughtful infrastructure framework which efficiently channels employee efforts 
towards the critical path of customer service both now and in the future. By eliminating waste, 
we therefore expand our capacity for mission impact and contribute toward our long-term 
organizational sustainability. 
 
 
ROLE OF THE CONSULTANT 
Over a 3 month period, the consultant will work with a project team comprised of key 
personnel to review and analyze our operational processes and systems and recommend 
improvements, both in processes and tools. The project team will be responsible for ensuring 
that the consultant has all needed access to the Center’s resources to finish the project in a 
timely manner.   
 
Specific responsibilities of the consultant: 

1. Identify the process currently carried out and staff working on them 
2. Recommend changes in administrative processes and systems for greater efficiency and 

effectiveness in all areas, including, but not limited to: 

 Enrollment management 

 Constituency management 

 Staffing management 

 General ledger and financial reporting 

 Event management 

 Project management (in-house projects and external client job management) 

 Digital asset management 

 Sourcing and procurement (including supply chain management) 
3. Evaluate the limitations and inefficiencies in existing processes and systems 
4. Identify any relevant capabilities of existing systems that could be better utilized to 

meet our needs. 
5. Recommend a comprehensive system or suite of systems that interface to better meet 

the CEC’s administrative needs, keeping in mind the need for any new model to be 
flexible and scalable to accommodate growth. 

6. Recommend any changes in processes based on new system or systems 
recommendations 
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Anticipated deliverables include (but are not limited to): 
 

1. Documentation and evaluation of current processes and systems, including a list of 
administrative employees and the parts they play in the processes.  

2. Written needs assessment  
3. Recommendations for improving processes and more fully utilizing existing systems, 

including diffusing any key bottlenecks & recommendations to minimize/automate 
activities which may contribute to deadweight loss.  

4. Recommendations for a comprehensive system or a suite of systems that interface with 
one another, at a range of price points for purchase, implementation, training, and 
maintenance including total cost of ownership 

5. Process maps to show interdependencies between different functions and how they 
should work 
 

 
 

PROPOSAL INFORMATION 
If your firm is interested in this assignment, please submit a proposal containing the following 
information: 
 

1. Firm’s approach and methodology 
 

2. Work plan/scope of work 
 

3. Project timeline/milestones 
 

4. Rate structure for scope of work, including cost for each phase of the project;  
professional fees and estimated out-of-pocket expenses 
 

5. Background information on your firm and resume of consultant(s) working on the 
project 
 

6. References from nonprofit agencies, particularly any experience in doing similar work 
with educational or related social service organizations   
 

7. Any other supporting information that is appropriate to assist the Center in evaluating 
the proposal 

 
Please submit your proposal by email to Elyssa Nelson, Executive Director, at 
ernelson@caltech.edu no later than 5:00 p.m. on August 4, 2017. 
 
If you have questions or need additional information, please contact her at the above email 
address.   
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TIMELINE 
 

Distribution of RFP                                              July 4, 2017 
Deadline for submission of proposals         August 4, 2017 
Project launch     Between September 15, 2017 and October 1, 2017 


