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INTRODUCTION  
 
South Carolina Legal Services (SCLS) is seeking proposals from experienced executive 
search firms to assist the Board of Directors in conducting a comprehensive search for 
SCLS’s next Executive Director. 
 
The Board seeks a search firm that will work closely with the Search Committee to 
understand SCLS, its leadership needs, and the qualities and experience needed to lead the 
firm effectively. SCLS is particularly interested in a firm with substantial executive search 
experience and a demonstrated ability to identify, attract, and evaluate strong candidates 
for complex leadership positions. 
 
SCLS is looking for a highly engaged search partner that will provide experienced counsel 
to the Search Committee, develop and implement a thoughtful search strategy, reach 
qualified candidates beyond traditional applicant channels, and facilitate a thorough and 
well-organized selection process. 
 
SCLS’s current Executive Director, Shunna V. Jeter, has announced her intention to 
transition from the position in spring 2027. She will remain actively engaged and committed 
to supporting a smooth and thoughtful transition. SCLS’s goal is to have the new Executive 
Director in place by May 1, 2027. 
 
The primary focus of this RFP is the executive search itself. While firms may offer additional 
services, such as executive onboarding or transition assistance, SCLS is primarily 
interested in the firm’s experience, approach, judgment, and ability to identify and recruit 
the right candidate for SCLS. 
 
 
ABOUT SCLS  
 
SCLS provides free legal assistance in a wide variety of civil (non-criminal) legal matters to 
residents of South Carolina who cannot otherwise afford these crucial services. SCLS is a 
nonprofit 501(c)(3) corporation governed by a local, all-volunteer, 27-member Board of 
Directors. SCLS’s primary funder is the Legal Services Corporation, established by the 
United States Congress to fund civil legal aid for Americans with low incomes. Other funding 
sources include, but are not limited to, the South Carolina Bar Foundation, federal and state 
pass-through government programs, and foundations. SCLS has a budget of approximately 
$14.6M, 115+ employees, and eight offices throughout South Carolina.  
 
Mission: SCLS is a statewide law firm that provides civil legal services to protect the rights 
and represent the interests of low-income South Carolinians. Vision: All low-income South 
Carolinians will have full and fair access to justice. For more information about SCLS, please 
visit our website: www.sclegal.org.  
 

http://www.sclegal.org/
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PROPOSAL REQUIREMENTS  
 
Your proposal should address the specific requirements stated in this RFP and explain how 
your firm would provide the desired Scope of Work. 
 
Proposals must include:  
 

1. Firm Background and Qualifications 
 

• Provide a brief history and overview of the firm, including relevant 
qualifications and experience conducting executive searches in the nonprofit 
sector and, if applicable, the legal services or legal aid sector. 
 

2. Key Personnel 
 

• Provide biographies of the key personnel who will be directly involved in the 
search and working with the Search Committee. Identify the lead consultant 
who will have primary responsibility for the engagement and describe the 
anticipated role and level of involvement of each proposed team member. 
Include relevant experience in the nonprofit sector and experience 
conducting executive searches for legal services or legal aid firms, if 
applicable. 

 
3. Relevant Experience and References 

 
• Provide at least three (3) current or past clients for whom the firm has 

conducted searches comparable to the SCLS Executive Director search.  For 
each reference, provide a contact name, title, telephone number, and email 
address.  
 

• In addition, provide a list of the firm’s five (5) most recent clients, including 
the name of each client and the position(s) for which the firm conducted a 
search. 

 
4. Methodology and Approach 

 
• Describe the firm’s methodology and approach for conducting the search and 

identifying qualified candidates. The response should address: 
 

o The firm’s approach to understanding the leadership experience, 
qualifications, skills, and characteristics sought by the Search 
Committee and developing the candidate profile and search strategy. 
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o The firm’s approach to candidate identification, recruitment, 
proactive outreach, screening, and assessment, including efforts to 
attract a broad, diverse, and highly qualified candidate pool; engage 
qualified candidates who are not actively seeking a new position; and 
utilize relevant networks and recruitment resources. 

 
o The firm’s approach to supporting the interview and selection process 

and accomplishing the Scope of Work described below. 
 

5. Roles, Responsibilities, and Communication 
 

• Describe the respective roles and responsibilities of the firm, SCLS, and the 
Search Committee, including how the firm will communicate and coordinate 
throughout the search. 

 
6. Ability to Meet Search Timeline 

 
• Describe the firm’s ability to promptly initiate and conduct the Executive 

Director search in accordance with the search timeline established by SCLS. 
SCLS’s goal is to appoint a new Executive Director in sufficient time for the 
selected candidate to begin service by May 1, 2027. Identify any anticipated 
scheduling considerations that could affect the firm’s ability to meet the 
established search milestones. 
 

7. Deliverables and Performance Guarantees 
 

• Identify the deliverables the firm would provide throughout the search and 
any performance guarantees offered, including any guarantee or 
replacement provision if the selected candidate leaves the position within a 
specified period following appointment. Identify any guarantees or provisions 
that may be available for negotiation. 

 
8. Fees and Expenses 

 
• Provide the proposed fee structure, including estimated fees, payment 

terms, and any additional or incidental expenses, and state whether the firm 
proposes a flat fee or a fee based on the estimated salary for the position. 

 
9. Sample Agreement 

 
• Provide a sample contract or agreement for the requested services, 

substantially in the form the firm would propose for SCLS. 
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10. Conflicts of Interest 
 

• Identify any actual or potential conflicts of interest that could affect the 
firm’s ability to perform the services described in this RFP and describe how 
any such conflict would be addressed. 
 

11. Additional Information 
 

• Provide any additional information the firm believes would assist SCLS in 
evaluating its proposal or understanding the firm’s qualifications and 
approach.  
 

Search Firms may be asked to make a presentation to the evaluation committee. Such 
requests shall be solely at SCLS’s discretion. SCLS shall not be responsible for nor 
reimburse any costs expended by a vendor relating to a requested presentation.  
 
 
SCOPE OF WORK  
 
SCLS requires the selected firm to work with and at the direction of the Search Committee 
to provide the following professional services: 
 

1. Candidate Profile and Search Strategy 
 

• Work with the Search Committee to understand the leadership experience, 
qualifications, skills, and characteristics sought in the next Executive 
Director and use that information to develop a focused recruitment strategy 
and search timeline for approval by the Search Committee. 

 
2. Position Description and Recruitment Materials 

 
• Assist with any necessary updates to the Executive Director job description 

and develop or recommend recruitment materials that accurately and 
compellingly describe the position and opportunity. 

 
3. Candidate Recruitment and Sourcing 

 
• Advertise and proactively source the position through multiple channels to 

attract a diverse and highly qualified pool of candidates. Recruitment efforts 
should include, at a minimum: 

 
o Advertising and outreach through relevant South Carolina and national 

bar associations and legal organizations, including the South Carolina 
Bar and American Bar Association.  
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o Advertising in nationally recognized publications, legal and nonprofit 
publications, executive leadership networks, and other outlets likely to 
reach qualified candidates. 
 

o Proactively identifying and contacting qualified candidates who may 
not be actively seeking a new position, including potential candidates 
within the Legal Services network. 

 
o Utilizing other appropriate recruitment strategies and industry best 

practices. 
 

4. Candidate Review, Screening, and Recommendations 
 

• Review applications and assess candidates against the qualifications and 
characteristics established with the Search Committee. Conduct preliminary 
screening interviews and present a pool of the most qualified candidates, 
including the firm’s recommendations for candidates to advance to the 
interview stage. The number of candidates recommended should be based on 
the quality and depth of the applicant pool. The Search Committee will 
determine which candidates advance. 

 
5. Candidate Interviews 

 
• Support the Search Committee throughout the interview process, including 

participating in substantive candidate interviews, as requested, and assisting 
with the development of interview questions and an evaluation tool to 
promote a rigorous and consistent process. The firm should be available to 
provide feedback and guidance throughout the interview and selection 
process. 

 
6. Candidate Communication 

 
• Maintain timely and professional communication with candidates throughout 

the search process and coordinate candidate interviews and other 
interactions with SCLS. 

 
7. Candidate References 

 
• Conduct reference checks for finalist candidates, as directed by SCLS. 

 
8. Selection Support 
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• Assist the Search Committee and SCLS with the final selection process and, 
as requested, with communications and negotiations related to the offer to 
the selected candidate. 

 
 
SCHEDULE AND PROPOSAL SUBMISSION  
 
Calendar of Events 
 

RFP Issued  October 2, 2026  
Final Day to Submit Questions  October 19, 2026 
Proposals Due  October 30, 2026  
Award Announced  November 20, 2026  

 
Questions and Inquiries 
 
Questions regarding this RFP can be addressed to Katrina Bellemare at  
katrinabellemare@sclegal.org, subject line: Search Firm RFP Questions.  No responses will 
be made to any vendor orally. A list of questions and their answers will be posted on a rolling 
basis in a shared Google Document. Questions regarding this RFP will only be accepted by 
email at the email address provided. 
 
Submission of Proposal 
 
Proposals must be sent electronically in a PDF file to Katrina Bellemare, Director of 
Operations, at katrinabellemare@sclegal.org, subject line: Search Firm RFP #2026-10-02.  
By submitting a proposal, the proposer authorizes SCLS to evaluate their qualifications for 
this project.  
 
 
EVALUATION AND SELECTION 
 
 Evaluation Criteria 
 
The evaluation committee will evaluate the proposals using the criteria below. This 
committee shall determine which proposals meet the basic requirements of the RFP and 
decide whether any deviation from the RFP's requirements is substantial. The committee 
may reject all proposals in whole or in part and waive minor irregularities. The Committee 
will recommend the vendor whose overall proposal provides the most advantageous offer 
to SCLS.  
 
Proposals submitted in response to this RFP will be evaluated based on the following 
criteria: 
 

mailto:katrinabellemare@sclegal.org
https://docs.google.com/document/d/1M1rdRCS2SvWHlH13o798DlVY0Ymv04x_tZ-xXAAAFhs/edit?usp=sharing
mailto:katrinabellemare@sclegal.org
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1. Qualifications, Experience & Staffing (40%) 
• Demonstrated experience conducting comparable Executive Director and other 

executive-level searches for nonprofit organizations. 
• Demonstrated experience with legal services, legal aid, access to justice, or other 

similar mission-driven organizations. 
• Qualifications and experience of the lead consultant and proposed search team, 

including relevant executive recruitment experience and anticipated level of 
involvement. 

• Demonstrated ability to identify, recruit, screen, and assess highly qualified 
candidates, including candidates who are not actively seeking new positions. 
 

2. Methodology & Approach (45%) 
• Clear, well-structured approach to understanding the leadership qualifications and 

characteristics sought by the Search Committee and developing the candidate 
profile and recruitment strategy. 

• Demonstrated, effective approach to proactive recruitment, outreach, screening, 
assessment, and candidate recommendations, including strategies to attract a 
broad, diverse, and highly qualified candidate pool. 

• Clear and effective approach to supporting the Search Committee throughout the 
interview and selection process, including interview support, candidate 
communication, and coordination of responsibilities between the firm and SCLS. 

• Feasibility of the proposed timeline and demonstrated ability to promptly initiate and 
conduct the search to meet SCLS’s target date for having the new Executive Director 
in place. 
 

3. Cost and Value (15%) 
• Competitive and reasonable pricing for the requested services. 
• Transparency and clarity of the proposed fee structure, payment terms, and 

additional expenses. 
• Alignment of proposed fees with the scope, effort, and services provided, including 

any performance guarantees or replacement provisions offered. 
 
Notification of Vendor 
 
Once the selection process is final, notification of selection or non-selection will be emailed 
to all vendors who submit a proposal by the deadline. Any notification of the successful 
vendor(s) selection shall have no legal effect unless and until the parties negotiate a 
mutually acceptable contract.  
 
 
GENERAL TERMS AND CONDITIONS 
 
Any contract entered into in connection with this solicitation shall be subject to these 
General Terms and Conditions except as otherwise modified herein. The vendor shall ensure 
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compliance with all applicable federal, state, county, and city laws, rules, ordinances, 
statutes, etc., that may impact this contract. SCLS shall bear no responsibility for 
monitoring the vendor’s compliance with said legal requirements. If the vendor fails to 
maintain legal compliance, SCLS may find the vendor in default.  
 
This RFP is not a contract offer. Receipt of a proposal neither commits SCLS to award a 
contract to any vendor nor limits our rights to negotiate in its best interest. SCLS reserves 
the right to contract with a vendor for reasons other than price. Failure to answer any 
questions in this RFP may subject the proposal to disqualification. SCLS reserves the right 
to request additional information that is necessary and pertinent to the project or to assure 
that the vendor’s adequate competence to perform according to the bid specifications is 
met. Products and services not explicitly requested in the RFP but necessary to provide the 
functional capabilities proposed by the vendor shall be included in the proposal. 
 
Cost of Proposals 
 
Expenses incurred in preparing proposals in response to this RFP are the vendor's sole 
responsibility.  
 
Confidentiality 
 
It is understood and agreed that all information pertinent to this solicitation may contain 
confidential and proprietary trade secrets. Proposal submissions are subject to the South 
Carolina Public Information Act, which requires certain information to be disclosed publicly.  
 
Be advised that should the vendor deem any portion of their proposal confidential or 
proprietary, it must be conspicuously indicated on those portions so deemed. However, and 
by the Act, you are notified that every portion may still be subject to disclosure under the 
Act.  
 
You acknowledge and agree that this RFP and additional documents you might receive in 
connection with this RFP contain confidential information regarding SCLS and that by 
receiving this RFP and participating in the competitive bidding process, you agree to hold 
the confidential information of SCLS in strict confidence and not to directly or indirectly 
publish, communicate, divulge, or disclose such confidential information to any person, 
entity, firm, partnership, association, or corporation; and unless with the prior written 
consent of SCLS, not to make use of any confidential information of SCLS other than as 
necessary to participate in this competitive bidding process.  
 
Contract Term and Type  
 
SCLS requests that the chosen firm enter into a short-term professional services 
contract. The contract will commence on a mutually agreed-upon date between SCLS and 
the chosen firm. 
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Project Deliverables 
 
All recommendations identified during this engagement will be documented and reviewed 
with SCLS management. All deliverables produced during the engagement are for the sole 
use of SCLS and will remain the property of SCLS. 
 
Additional Information for the Providers 
 
SCLS may: 
 

1. amend, modify, or withdraw this RFP 
2. revise the requirements of this RFP  
3. require supplemental statements or information from any vendor  
4. accept or reject any or all responses hereto  
5. extend the deadline for submission of responses hereto  
6. negotiate or hold discussions with any vendor and waive defects and allow 

corrections of deficient responses that do not entirely conform to the instructions 
contained herein 

7. cancel this RFP, in whole or in part, if SCLS deems it in its best interest  
 
SCLS may exercise the foregoing rights at any time without notice and without liability to 
any vendor or any other party for their expenses incurred in the preparation of the 
responses hereto or otherwise.  

 
SCLS does not discriminate on the basis of disability or any class status protected by 
federal, state, or local laws and regulations. 
 
RFP Revisions 
 
Should it become necessary to revise any part of this RFP, the addenda will be posted on 
https://sclegal.org/procurement/. All addenda, amendments, or changes issued shall be 
deemed received by the vendor provided they are posted to SCLS’s website.  
 
Failure of any vendor to accept or acknowledge receipt of such addenda or interpretation 
shall not relieve any vendor from any obligations under this RFP as amended by all addenda. 
All addenda so issued shall become part of the award.  

https://sclegal.org/procurement/

