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HOWARD COMMUNITY COLLEGE 
10901 LITTLE PATUXENT PARKWAY 

COLUMBIA, MD 21044 
 
 

REQUEST FOR QUOTE 
Apprenticeship Program Business Development Consultant 

RFQ NUMBER 21Q-006 
 

Issued: June 7, 2021  Response Due: June 21, 2021 
 

 
SECTION 1 – BACKGROUND AND SCOPE OF SERVICES 
 
I. DESCRIPTION: Howard Community College (“HCC” or “College”) is seeking 

proposals from qualified consultant firms (“Offeror,” “Proposer” or “Firm”) to assist in 
developing a business development process for the apprenticeship team. 

 
II. BACKGROUND: Opened in 1970, the College is a publicly funded two-year 

community college servicing the educational needs of citizens and employers in Howard 
County, Maryland.  The College attracts 46 percent of Howard County undergraduates 
who attend public and private two-year and four-year Maryland colleges.  In fiscal year 
2019, the College served approximately 30,000 unduplicated credit and noncredit 
students, who chose from numerous programs of study offered among the College’s main 
campus and off-campus sites and locations.  The College currently employs 
approximately 2,600 full and part time employees. The College was built on a foundation 
characterized by service to students, community partnerships, and continuous quality 
improvement.  The College is also a leader in non-traditional apprenticeships in 
occupations such as construction management, information technology, biomedical 
engineering technician, and software development, working with companies such as 
Harkins Builders, AT&T, and NewWave. The College began its first apprenticeship 
program in the fall of 2018 and the program has grown to 130 apprentices in 11 
apprenticeship occupations. 



Page 2 of 11  RFQ 21Q-006 – Apprenticeship Program Business Development Consultant  Due Date: June 21, 2021 
 

 
III. GOALS FOR THIS PROJECT: The College seeks proposals from qualified firms to 

provide a complete and operational apprenticeship business development solution for the 
expansion of the apprenticeship program.  The College expects the awarded firm to: 
1. Develop a business development handbook consisting of business development 

processes with best practices for engaging with local companies to promote the 
College’s registered apprenticeship programs. The processes and best practices must 
assist in the goal of gaining commitment from local companies to hire apprentices in 
order to increase the number of apprentices registered with the College’s program. The 
handbook must address the following subjects, as well as any other items that the 
consultant deems necessary or useful for the stated purpose: 

a. initiating business development process with area employers; 
b. templates for initial contacts; 
c. tracking business development plans; and 
d. appropriate and timely follow-up actions. 

2. Develop a training program for current business development staff to become fluent in 
the business engagement process. 

3. Provide the above training to HCC apprenticeship staff and provide all training 
materials for College use in training future employees. 

 
IV. DELIVERABLES: 

1. Business development handbook which includes a business development engagement 
plan 

2. Business development process training 
 
V. PROJECTED SCHEDULE: The below timeline is subject to change at the college’s 

discretion. 
 

RFQ Issue Date     June 7, 2021 
Last Day for Questions Regarding RFQ  June 16, 2021 at 10:00 am 
RFQ Due Date     June 21, 2021 at 3:00 pm 
Contract Award     By July 2021 
Complete Project and Deliverables   By August 2021 

 
SECTION 2 – PROPOSAL FORMAT AND REQUIRED INFORMATION 
 
I. PROPOSAL ORGANIZATION: The proposal shall be organized using the following 

format; responses to each requirement shall be in order and clearly marked with the 
section number to which they respond. Proposals that concisely present the information 
requested in the order and manner requested will be considered more favorably than a 
Proposal from an Offeror of commensurate qualifications that displays a lack of 
organization, conciseness, or attention to detail.  
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1. Table of Contents 
2. Cover letter: A cover letter signed by an officer or member authorized to bind the 

firm to the proposed fees, rates, and terms.  The cover letter shall include the name, 
address, and email address for the contact for the solicitation, as well as summarize in 
a brief and concise manner, the proposer's interest and understanding of the Scope of 
Services as outlined in Section 1, and make a positive commitment to provide the 
services during the contract term. 

3. Firm background and qualifications: Provide a company overview, including history 
of the firm, size, revenue, services provided, business outlook, and past experiences 
with higher education, and in particular, community colleges. Please describe a recent 
consulting engagement for the same or similar services and indicate the outcome of 
the engagement as well as any deliverables which were provided to the client. 

4. Firm Experience: Identify and list the qualifications of the proposed principal-
consultant, professional and support staff to be assigned. Indicate the amount of time 
that the principal- consultant, professional and support staff will each dedicate to the 
project. Specifically indicate the principal-consultant’s role in the business 
development handbook and training development.  Also, please provide any 
additional information relevant to performing the training during the COVID-19 
pandemic, including a summary of video conferencing capabilities and platforms. 

5. Timeline: Provide a preliminary timeline for the requested services. This project is 
grant funded and all deliverables must be met by August 31, 2021. 

6. Budget: Provide a sample itemized budget for all expenses for the project.  The 
maximum award for the project is $24,000. 

7. Pricing: See pricing requirements in section II below. 
8. References: Provide two references with complete and current contact information. It 

is preferred that the references given be of similar B2B business development 
consulting project.  Use the provided Reference Form.  

9. Additional Required Forms: Affidavit of Accuracy Form, Contractor Information 
Form, Conflict of Interest Statement, and Ethics Statement 

 



Page 4 of 11  RFQ 21Q-006 – Apprenticeship Program Business Development Consultant  Due Date: June 21, 2021 
 

II. PRICING: Offerors are to provide all fees and/or the fee structure associated with 
providing the required services as described in this RFQ. Proposers are to include in their 
pricing all fees, including but not limited to: Travel, reimbursements, equipment, postage, 
etc., if applicable. If hourly rates are used to price the scope of work, please indicate the 
rates for the relevant consultant positions. No allowance will be made at a later date for 
additional charges due to the respondent firm’s omission. In addition, all Offerors must 
hold their proposed prices for 120 days after the price submittal date, but prior to contract 
award date. 

 
SECTION 3 – GENERAL INFORMATION 
 
3.1 REQUEST FOR QUOTE DUE DATE AND SUBMISSION DETAILS: All responses 

to this Request for Quotes are due via Equity Hub’s Bid Locker by 3:00 p.m. on June 
21, 2021. Offerors must submit one (1) digital copy of the proposal as one (1) complete 
PDF document. Regarding the requirement for one (1) complete PDF document, it is 
intended that an Offeror bundle all response documentation into a single PDF file rather 
than submit multiple separate files that together make up the proposal response. 
Proposals must include all required information. All proposal packages submitted in 
response to this RFQ must be signed and labeled as follows: <Firm Name> - Business 
Development Consultant RFQ 21Q-006 – Proposal and Pricing. 

 
Completed proposal documents must arrive electronically via Equity Hub’s Bid Locker at 
https://bidlocker.us/a/howardcc/BidLocker. Please note that proposing firms must 
register on the Bid Locker site prior to submittal of documents, so please plan the 
upload of the proposal package accordingly 

 
3.2 CONTACT INFORMATION: If you have any questions regarding this RFQ, please 

contact Domonic Cusimano, Director of Procurement, at dcusimano@howardcc.edu.  To 
maintain the integrity of the procurement, the Director of Procurement shall be the sole 
point of contact for this solicitation unless clearly indicated otherwise later in the process.  

 
Responses to questions shall be provided to all other proposers, but without identification 
of the inquiring firm.  All questions shall be submitted by June 16, 2021, at 10:00 am, to 
allow for sufficient time to respond before responses are due.  Firms are advised that the 
College reserves the right to use its best judgment in choosing to respond or not respond 
to any questions received after the above cut-off date for questions.  

 
3.3  PUBLIC INFORMATION: The College operates under the Maryland Public 

Information Act, which permits access to most records and documents.  Proposals will 
generally be available for public inspection after the award announcement, except to the 

https://bidlocker.us/a/howardcc/BidLocker
mailto:dcusimano@howardcc.edu
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extent that a Contractor designates trade secrets or other proprietary information to be 
confidential.  Material designated as confidential must be readily separable from the 
remainder of the proposal to facilitate public inspection of the non-confidential portion of 
the proposal.  A Contractor’s designation of material as confidential is not necessarily 
conclusive, and the Contractor may be required to provide justification why such material 
should not be disclosed.  The ultimate determination about the confidential nature of 
information shall be made by the College. 

 
3.4  EVALUATION OF PROPOSALS AND AWARD: Proposals will be evaluated for 

price and ability to meet the College’s scope of work requirements. The College may 
make any investigations deemed necessary to determine the ability of the firm to provide 
the work as specified herein. 

 
The selected firm shall enter into a standard College Contractor Agreement that 
incorporates the requirements and terms of this RFQ, the firm’s response, and the 
College’s standard terms and conditions (as provided on the Howard Community College 
procurement webpage: www.howardcc.edu/procurement) into the contract. The winning 
firm will be required to provide a certificate of insurance in accordance with the 
College’s general terms and conditions. 
 
In the College’s sole discretion, the College may defer award of the contract for a period 
of up to one hundred and twenty (120) calendar days after opening of responses.  If no 
award or other disposition is made, the expiration of the one hundred and twenty (120) 
calendar days will constitute rejection of all offers without further action by the College. 

 
3.5 SUBCONTRACTORS/PARTNERS AND MINORITY PARTICIPATION: There 

may be areas for use of subcontractors or partners in this project. Offerors must submit 
the names and addresses of all subcontractors to be retained for this project.  The College 
reserves the right to reject.  

  
 The College encourages the use of small businesses and MBE firms whenever possible.  

If a firm is utilizing a subcontractor partner, the firm shall list the subcontractor/partner, 
the area of expertise of the subcontractor/partner, and all other applicable information 
regarding key personnel for that firm.   

 
3.6 MISSION, VISION, AND VALUES: Howard Community College believes that a key 

characteristic of performance excellence is a strong foundation and understanding of an 
organization’s mission, vision and value statements.   The College’s statements are as 
follows: 

 

http://www.howardcc.edu/procurement
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  Mission: providing pathways to success 
  Vision: a place to discover greatness in yourself and others 

 Values: innovation, nurturing, sustainability, partnerships, integrity, respect, 
excellence, service 

 
 The College expects all Contractors to support the College’s mission, vision and values 

by fostering these concepts in their work on campus.  
 
3.7  SMOKE AND TOBACCO-FREE: Howard Community College is a smoke and 

tobacco free environment. Use of tobacco products is prohibited in all college owned, 
lease, and controlled properties including parking lots and garages, and at all college-
sponsored activities.  Smoking is prohibited in vehicles.  This use prohibition extends to 
Contractors, employees, agents, subcontractors and vendors. 

 
3.8  EMPLOYMENT OF SEX OFFENDERS: The State of Maryland requires certain sex 

offenders to register with the State and with the local law enforcement agency in the 
county in which they will reside, work, or attend school.  Howard Community College is 
also subject to a number of Federal laws requiring disclosure of registered sex offenders 
enrolled or employed at institutions of higher education.  Additionally, the College 
provides a number of programs throughout the main campus that involve minor children, 
including Kids on Campus.  As a result, if a sex offender, as determined by the 
definitions contained in the Criminal Law Article of the Annotated Code of Maryland, is 
employed by the awarded bidder, the awarded bidder is prohibited from assigning that 
employee to perform any type of service on the main campus.  Violation of this provision 
may result in Termination for Cause of the contract. 
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REFERENCES 
The Offeror shall list at least two consulting engagements of similar scope.  The referenced work shall 
have been completed within the last five years.  Provide a brief description of the engagement. Use 
separate sheets if necessary and include with submission.  Offerors must make sure references and contact 
persons are current.  If the College is unable to contact a reference as a result of outdated information, the 
College reserves the right to regard that reference as an unfavorable reference.     
 

Reference 1 
Institution name  
Street address  
City, State, Zip  
Contact person  
Title  
Telephone #  
Email address  
Service dates  

 
Reference 2 

Institution name  
Street address  
City, State, Zip  
Contact person  
Title  
Telephone #  
Email address  
Service dates  

 
Reference 3 

Institution name  
Street address  
City, State, Zip  
Contact person  
Title  
Telephone #  
Email address  
Service dates  

 
Please note: References listed must be able to confirm the Offeror’s ability to provide the services 
requested in this RFQ document. 
 
References submitted by: _______________________________________________________ 
     Company name 
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AFFIDAVIT OF ACCURACY FORM 
 

The undersigned swears or affirms under the penalty of perjury and upon personal knowledge that 
the contacts of this Proposal are true and correct. 
 
 
 
 
_________________________________ _________________________________________ 
Name of Company    Representative/Title 
      (Signature) 
 
 
________________________________  ________________________________________ 
Address     Representative/Title 
      (Print/Type) 
 
 
________________________________  _______________________________________ 
Telephone number    Date 
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CONTRACTOR INFORMATION FORM 
 
The undersigned agrees to furnish and deliver the above goods and services in accordance with the specifications 
issued, and subject to all terms, conditions, and requirements in the solicitation, and in the various bid documents. 
 
____________________________________ 
(Printed name of Company) 
 
Provide the name and title of the person with legal authority to sign on behalf of the Contractor.  If the title of the 
individual is not “President” or “Vice President”, provide verification of the signature authority with your 
submittal. 
 
Name of Company Signatory (Printed): ___________________________________________ 
Title of Company Signatory (Printed):_____________________________________________ 
 
 
Please list any exceptions taken to any terms and conditions listed in the bid.  Please note any exceptions taken 
that may affect the award of a contract or purchase order: 
 
 
 
 
Please provide the following information: 
 
Company Name: ___________________________ Corporation (y/n): ___________ 
Federal Tax Id: _____________________  Years in Business: __________ 
Street Address: ____________________________ City: _______________________________ 
  ___________________________ State, Zip ___________________________ 
 
Office phone number: ______________________ Fax number: __________________ 
Cell phone number: ________________________ Email address: _________________ 
Contact Person: ___________________________ Title: __________________ 
 
 
Minority Contractor:  ____ (yes)    ______ (no) 
If yes, please specify minority classification __________________________________ 
 
 
 
Company name     Name 
 
 
Title      Authorized signature and date 
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CONFLICT OF INTEREST STATEMENT 
 
 
The undersigned hereby affirms and attests that to the best of my knowledge, no trustee, employee, spouse, 
parent, child, brother or sister of the trustee or employee, own assets in this business, and of this date are also 
employed by Howard Community College. 
 
 
 
Company:   _____________________________________________________________ 
 
Authorized signature: _____________________________________________________________ 
 
Printed name:  _____________________________________________________________ 
 
Title:   _____________________________________________________________ 
 
Date:   _____________________________________________________________ 
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ETHICS STATEMENT 
 
In compliance with the Public Ethics Law contained in the Annotated Code of Maryland, Title 5 of the General 
Provisions Article, I hereby affirm that no employee of or representative for our company assisted the College in 
the drafting of specifications, requirements, statements of work, invitation for bids or request for proposals for this 
procurement, nor did any individual or company who assisted in such drafting assist or represent this company, 
directly or indirectly, in submitting a bid or proposal for this procurement.  
 
 
 
Firm:    _____________________________________________________________ 
 
Authorized signature: _____________________________________________________________ 
 
Printed name:  _____________________________________________________________ 
 
Title:   _____________________________________________________________ 
 
Date:   _____________________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


	Institution name: 
	Street address: 
	City State Zip: 
	Contact person: 
	Title: 
	Telephone: 
	Email address: 
	Service dates: 
	Institution name_2: 
	Street address_2: 
	City State Zip_2: 
	Contact person_2: 
	Title_2: 
	Telephone_2: 
	Email address_2: 
	Service dates_2: 
	Institution name_3: 
	Street address_3: 
	City State Zip_3: 
	Contact person_3: 
	Title_3: 
	Telephone_3: 
	Email address_3: 
	Service dates_3: 
	Company name: 
	Name of Company: 
	Address: 
	Telephone number: 
	RepresentativeTitle_2: 
	Date: 
	Printed name of Company: 
	Name of Company Signatory Printed: 
	Title of Company Signatory Printed: 
	that may affect the award of a contract or purchase order 1: 
	that may affect the award of a contract or purchase order 2: 
	that may affect the award of a contract or purchase order 3: 
	Company Name: 
	Corporation yn: 
	Federal Tax Id 1: 
	Federal Tax Id 2: 
	Years in Business: 
	Street Address: 
	City: 
	State Zip: 
	Office phone number: 
	Fax number: 
	Cell phone number: 
	Email address_4: 
	Contact Person: 
	Title_4: 
	Minority Contractor: 
	yes: 
	If yes please specify minority classification: 
	Company name_2: 
	Name: 
	Title_5: 
	undefined: 
	Authorized signature 2: 
	Authorized signature 3: 
	Authorized signature 4: 
	undefined_2: 
	Authorized signature 2_2: 
	Authorized signature 3_2: 
	Authorized signature 4_2: 


