
Request for Proposal 

Evening in the Stacks Gala 

 

Introduction 

Howard County Library System (HCLS) is a dynamic, forward-thinking library system that is 

consistently ranked among the best in the country by Library Journal. 

HCLS invites proposals from qualified vendors to provide Event Planning, Design, and Décor Services 

for its annual Evening in the Stacks gala scheduled for Saturday, February 25, 2023 from 7:00 pm – 11:00 

pm in Columbia, MD.  

 

Event Overview 

Since 1998, Howard County Library System has been dazzling the community with its annual fundraising 
gala, Evening in the Stacks. The themed event attracts approximately 500 guests, raises slightly more than 
$100,000, and is hailed as one of Howard County's premier celebrations! 

For a single evening each year, one of HCLS’ branches (usually East Columbia or Miller Branch) is 
transformed into a party destination complete with catered food stations, open bar, entertainment (on 
stage and roving), guest engagement opportunities (e.g., selfie stations, games, literary component), and 
fundraising (e.g., silent auction, wine pull). This event attracts community residents, business and civic 
leaders, and elected officials. 

Past themes include Mardi Gras, Tropical, Passport to Asia, Walk the Red Carpet, Along the Silk Road, 
The Roaring 20s, Masquerade, Sparkle and Spurs, Vintage Vegas, Black Ties & White Diamonds, Black-
Eyed Susan Ball, An International Affair, Retro, Otherworldly (Area 51), Swashbuckling (pirates), Serata 
Virtuale (Italy), and Across Africa. 

The most successful themes incorporate food, entertainment, raffle/auction packages, playlists, and any 
speakers. 

Photos from previous years: 

• 2022: Across Africa EITS  
• 2020: Swashbuckling EITS 
• 2019: Otherworldly EITS 
• 2018: Retro EITS 

 

Event Goals 

• Raise at least $100,000 for selected HCLS community initiatives 

• Introduce potential supporters (e.g., volunteers, Friends members, donors) to HCLS 

• Recognize event sponsors 

• Create engaging and memorable experiences for guests and sponsors 

• Cultivate return guests, supporters, and sponsors 

https://www.flickr.com/photos/hocolibrary/albums/72177720299025066
https://www.flickr.com/photos/hocolibrary/albums/72157713355459796
https://www.flickr.com/photos/hocolibrary/albums/72157707173474434
https://www.flickr.com/photos/hocolibrary/albums/72157666177529318


 

Scope 

Vendors are invited to submit a proposal to Howard County Library System (HCLS) to provide Event 
Planning, Design, and Décor Services for its annual Evening in the Stacks gala. These services include 
concept creation, production schedules, event design (floorplan), help with securing food and 
entertainment vendors, furniture rentals, and décor (mood board), as well as all labor for installation and 
removal of elements provided.  

The gala’s needs vary slightly from year to year (e.g., in person through 2020, virtual in 2021, hybrid in 
2022). The committee is open to suggestions, new ideas, and the vendor’s experience and creativity.  

Schedule:  

▪ Set-up for the event may begin as early as 7 am the morning of the event. The selected vendor 
may also unload all items the Friday before the gala and store them in our meeting rooms. 

▪ All themed event decor, staging, lighting, and any other event elements must be completed and 
photo-ready by 6 pm day of event (before doors open at 7 pm).  

▪ A production schedule and timeline must be submitted to the Library’s event contact for Evening 
in the Stacks at least 30 days before the event to ensure that proper preparations may be made 
within the branch.  

▪ The gala concludes at 11 pm on Saturday evening. All rental equipment, staging, and event décor 
elements must be removed by 12 pm Sunday so the branch may open to the public. 

The selected vendor will be responsible for complying with all legal requirements of the State of 
Maryland and Howard County. Specifically, this refers to compliance with Howard County Fire 
Department Permits and Regulations for this type of event (e.g., no open flames). Proof of liability 
insurance must be submitted prior to contracting with Howard County Library System. 

 

Requirements 

Overall event coordination and production to include:  

• Attendance at first two brainstorming/planning meetings and two walk-throughs with event 
vendors, movers, and site staff; additional meetings as required/needed (monthly or bi-weekly) 

• Creation of production schedule (to include vendor deliveries and pick-ups) 
• Overall environmental design (floorplan and mood board) 
• Coordination with catering and entertainment 
• Coordination with client and hosting library branch 

Complete event management to include: 

• Overseeing installation and dismantling of supplied elements, including furniture, décor and 
technical elements 

• Coordination of all aspects of the event day 
• Management of all interactive components 
• Suggesting and/or contracting with themed entertainment  
• Production schedule management 
• Liaison with venue and vendors 
• On-site client contact  

Event Decor may include but not limited to:  



• Guest entrance treatment, welcome and directional signage 
• Central themed bar(s) to accommodate up to 500 guests 
• Sponsor recognitions 
• Dance floor, stage and backdrop concept for deejay  
• Overall environmental design of event space to include themed buffet design and silent auction 

design, sponsor tables, themed centerpieces to accent space, silent auction build-ups and 
decorative elements to support the theme throughout library’s event space 

• Thematic lighting (e.g., gobos, uplights) 

 

Budget 

The budget for planning, décor, and lighting is $35,000. Catering, entertainment, supplies, and other 
expenses are additional. 

As this is the Library’s only fundraising event, the vendor will assist in getting the best prices for the best 
value. 

 

Timeline 

• RFP released: July 18, 2022 

• Submissions due: August 12, 2022 

• Internal proposals review: August 15-18, 2022 

• Interview/presentation invitations issued: August 19, 2022 

• Interviews by invitation: August 29-31, 2022 

• Vendor selection: September 7, 2022 

         

Instructions 

Questions about the RFP 

All questions should be directed to christie.lassen@hclibrary.org and simone.kolnik@hclibrary.org. 

Howard County Library System reserves the right to share answers with other proposers if such 

information is necessary to proposers in submitting responses or if the lack of such information would be 

prejudicial to uninformed proposers. 

 

Required information 

• Proposal narrative, including the vendor’s understanding of the scope of work. 

• Firm overview, background and qualifications, and portfolio 

• Staffing information (names, roles, experience, and anticipated hours on project) 

• Projected timeline and budget 

• Any additional services and the rate for providing those services 

• List of references with their contact information 

mailto:christie.lassen@hclibrary.org
mailto:simone.kolnik@hclibrary.org


 

Bid submission 

To be considered, proposals should be emailed to dorna.anderson@hclibrary.org, by August 12 

with the subject line: Proposal for Evening in the Stacks 2023. 

PROPOSALS MUST BE SUBMITTED BY AUGUST 12, 2022. 

Submissions received late may be considered, at HCLS’ discretion. Howard County Library System 

reserves the right to extend the date of submission and will provide due notice of such an extension. 

 

 

mailto:dorna.anderson@hclibrary.org

