
   

RFQ: Spaceworks Tacoma Seeks 
Fundraising Contractor 

Response deadline: 8am, Monday, August 28, 2017 

Response/questions submissions: Heather Joy at heatherj@tacomachamber.org 

RFQ awarded by mid-September 2017 

 

 

PROJECT DESCRIPTION 
Spaceworks Tacoma seeks an experienced fundraising professional who best represents 

the mission and vision of Spaceworks. The selected candidate will be asked to work in close 

collaboration with, and in support of, Spaceworks’ staff, steering committee and fundraising 

plan. Spaceworks seeks this contractor for 1,000 hours over a 12-month period with a 

budget of $42,000. Contractor is expected to start no later than October 1, 2017. 
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SCOPE: Partner With Spaceworks To  
• Work with Spaceworks Manager to develop a fundraising plan. 

• Raise funds from a diverse array of sources, including government and foundation 

grants, corporate sponsorship, individual donors, and our annual fundraising event. 

• Maintain and update donor files in donor database; work with the Spaceworks Manager 

to ensure data integrity of the donor database. 

• Research, prepare, and write grants, proposals, applications and reports. 

• Maintain and update development calendar for reporting and applying for funding.  

• Track obligations and deliverables associated with grants and government contracts. 

• Execute sponsorship program, including tracking obligations and deliverables. 

• In cooperation with the Communications Coordinator, assist with preparing newsletters 

and e-blasts; edit, maintain and manage online content; as well as special appeals and 

special projects as needed. 

• Work with Spaceworks team to plan and implement our annual fundraising event. 

• Identify opportunities for other donor cultivation events. 

• Cultivate & coordinate volunteers for fundraising events and other Spaceworks 

opportunities. Manage up to 100 volunteers for annual fundraiser. 

• Manage donation calls and field requests for information via phone and email. 

 

Deliverables / FY2018 Fundraising Goals: 
• $15K in Individual Giving  

• $50K in Net Annual Fundraiser Proceeds 

• $160K in Foundation Grants 

• $20K in Corporate Sponsorship  

• Manage reporting on existing government contracts of $170K 

• Maintain successful government contract winning bids at $170K 
 

Schedule 
All responses to this RFQ are due to heatherj@tacomachamber.org no later than 8am PST 

August 28, 2017. The contract will be awarded by mid-September, 2017.  Spaceworks 

seeks an immediate start for the contractor with a 12-month contract to include 

approximately 1,000 hours of work. 

Budget $42,000 

  

mailto:heatherj@tacomachamber.org


        
 

3 

 

Bidder Qualifications 
 

1. Provide a description of your capabilities, including: 

• 5 years or more of experience in non-profit fundraising. 

• Exceptional written and verbal communication skills.  

• Excellent organizational skills, detail-oriented and accuracy are a must. 

• Time management and prioritization skills with ability to prioritize multiple projects and 

meet multiple deadlines. 

• Self-starter, highly motivated and ability to work both independently and as part of a 

team. 

• Strong leadership skills to manage volunteers and successfully oversee events. 

• Comfortable interacting with donors and prospects, as well as maintain donor 

confidentiality. 

• Fluent in Salesforce or a similar database software 

• Skill in providing quality customer service. 

• Familiarity with and appreciation of Spaceworks Tacoma and local arts & entrepreneurial 

organizations. 

• Well-connected within the Tacoma community. 

2. Resume w/ past fundraising projects and clients 

3. References: Supply at least three (3) references that have used your professional services 

for a similar project. Include a contact name, address, and a contact phone number, as 

well as a project summary. 

 

Each bidder must email their proposal to heatherj@tacomachamber.org by August 28, 2017, 

8AM PST. 

PROGRAM DESCRIPTION 
Spaceworks Tacoma launched in 2010 as a way of addressing downtown Tacoma’s 

commercial vacancies by offering local artists and creative entrepreneurs spaces for artwork 

display and pop-up businesses. As a joint initiative of the City of Tacoma and the Tacoma-

Pierce County Chamber, Spaceworks sought to address the challenges common to both 

artists and entrepreneurs and developed a business training program for its participants to 

help them navigate permits, licenses, business plans, and marketing. 

Now, Spaceworks graduates 24 well-trained and road-tested, independent business owners 

every year. Recent graduates are partnered with property owners in need of tenants. 

Through property partnerships, national and community funding, training and support the 

program incubates successful creative businesses nurtured by a strong support ecosystem 

Our mission is to make Tacoma culturally vibrant and economically strong through training 

and support for artists and creative entrepreneurs. 

We do this by: 

• Facilitating entrepreneurial training and professional development  

mailto:heatherj@tacomachamber.org
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• Presenting community events that highlight our participants and encourage 

community interaction. 

• Providing temporary space and visibility to artists, creative entrepreneurs, 

organizations, and community groups. 

We celebrate Tacoma culture by providing opportunities to artists and entrepreneurs 

through five programs: 

1. ARTSCAPES temporarily places 2D, 3D, mural, or multi-media art installations in 

storefront windows, outdoor spaces, and an outdoor video gallery. 

2. CREATIVE ENTERPRISE provides relevant and meaningful small business training and 

peer-to-peer support to the participants to systematically grow Tacoma’s creative class 

and generate destination-quality activity that will engage and transform our community. 

3. SPECIAL PROJECTS provides short-term space (one day up to six months) to 

individuals or groups who want to pursue or present art of any discipline, a creative 

special project, or a pop-up store/event. 

4. 1120 CREATIVE HOUSE is a multi-artist studio space in downtown Tacoma. It contains 

12 affordable studios, and a 1300 sq/ft open shared space for hosting events and 

activities. The space is operated by Spaceworks Tacoma. 

5. SPACEWORKS GALLERY is a space for contemporary artists and curators working in 

the Pacific Northwest to host feature exhibitions. Activating a longstanding vacant space, 

the gallery is operated by Spaceworks Tacoma. Always free and open to the public, the 

space also holds an information desk for people to learn more about Spaceworks 

programs and participants, opportunities to get involved, and events. 

 

VISION 

By 2027, Tacoma is well known regionally and nationally as a city with a vibrant creative 

culture. Impressive small business growth and jobs stem from smart, diverse, and 

passionate business owners whose creativity is nurtured by a strong support ecosystem. 

Tacoma-area community, business, and civic leaders recognize Spaceworks as an integral 

part of that ecosystem because of its high-quality programs and services, and its strong 

track record of incubating successful creative businesses. 

MISSION 

Spaceworks makes Tacoma culturally vibrant and economically strong through training and 

support for artists and creative entrepreneurs. 

VALUES 

Spaceworks Values: 

• Entrepreneurial Spirit: Spaceworks supports creative risk-takers in growing their 

businesses in Tacoma. 
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• Innovation and Creativity: Spaceworks builds a vibrant, creative and innovative 

community. 

• Diversity and Equity: Spaceworks represents diverse people, voices, and 

perspectives, and provides fair access to creative economic opportunities. 

• Collaboration: Spaceworks partners with organizations and individuals to achieve a 

collective vision. 

 

In October 2015 Spaceworks hired LUMA consulting firm to facilitate the development of a 5-

year strategic plan. Using surveys and interviews of Spaceworks’ stakeholders the research 

phase identified the need to establish long-term sustainability for Spaceworks. 

Spaceworks' Strategic Planning process identified five key Organizational Goals: 

1. Build a culturally vibrant and economically stronger community. 

2. Advance economic opportunities for artists and creative entrepreneurs. 

3. Build programs and services that reflect the diversity of Tacoma. 

4. Increase the clarity and visibility of our brand. 

5. Establish long-term sustainability for Spaceworks. 

Implementing Goal 5 by hiring a fundraising contractor to develop Spaceworks’ fundraising 

strategies will significantly improve the effectiveness of Spaceworks’ ability to achieve the other 

four stated goals. 
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