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Request for Proposals (RFP) 

No.  RFP UB-22-V-14 

Marketing, Advertising and Web Services 

Issue Date: April 20, 2022 

 

ISSUING OFFICE*:  UNIVERSITY OF BALTIMORE  

    Office of Procurement & Materials Management  

1420 N. Charles Street, Baltimore, MD 21201 

 

Valerie Rolandelli, Procurement Consultant 

Email: vrolandelli@UBalt.edu 

   

  vrolandelli@UBalt.edu 

 

 

*NOTE:  The Issuing Office is the sole point of contact for this task order procurement.   

 

WARNING: Prospective vendors who have received this document from a source other than the Issuing 

Office should immediately contact the Issuing Office and provide their name and mailing address in order 

that amendments to the RFP or other communications can be sent to them. Any prospective vendors who 

fails to notify the Issuing Office with this information assumes complete responsibility in the event that 

they do not receive communications from the Issuing Office prior to the closing date. 

 

  

mailto:vrolandelli@ubalt.edu
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 Marketing, Advertising and Web Services 

SOLICITATION SCHEDULE 

 

Issue Date:  April 20, 2022 

 

Pre-Proposal Meeting to be held virturally:  May 5, 2022 at 10:30 AM 

Microsoft Teams meeting  

Join on your computer or mobile app  

Click here to join the meeting  

Or call in (audio only)  

+1 443-409-5287,,434510272#   United States, 

Baltimore  

Phone Conference ID: 434 510 272#  

 

Questions from Proposers Regarding RFP Due:  May 13, 2022 

 

Technical Proposal Due:  May 26, 2022 on or before 5:00 PM 

  Proposals submitted to: Link to 

Team Dynamics will be provided 

via Addendum 

 

Interview Sessions for Shortlisted Firms:    

To be scheduled by Issuing Office 

only with the shortlisted firms 

Anticipated to be held June 22 and/or 

23, 2022;  Proposers are to set aside 

these dates in their entirety on the Key 

Personnel’s calendars 

     

 

Deadline for Questions regarding Price 

Proposal Phase:  Anticipated to be July 6, 2022 

 

Price Proposals Due:  Anticipated to be July 14, 2022  

   

Anticipated BPW Date:  August 31, 2022  

https://teams.microsoft.com/l/meetup-join/19%3ameeting_YTE3YjMzN2EtYWQzOC00YmE4LWE2NWItNTlmOWFiMjAzN2Ni%40thread.v2/0?context=%7b%22Tid%22%3a%22e902b1b3-068c-446e-83b4-e3dfa474e6f9%22%2c%22Oid%22%3a%22c2a6becf-210c-4c53-9aeb-11766305fb4d%22%7d
tel:+14434095287,,434510272# 
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Anticipated Contract Fully Executed by UBalt:  September 1, 2022 

 

END OF SOLICIATION SCHEDULE 
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Marketing, Advertising and Web Services 

The University of Baltimore 

RFP No. UB-22-B-14 

Section 1: General Information/Instructions to Proposers 

 

1.1   Objective:  

The University of Baltimore (“UBalt”, “UB”, or “University”) is soliciting proposals for 

marketing, advertising, digital design/development and creative services to increase the 

University’s brand awareness within the greater Baltimore region, strengthen its unique position 

as the premier regional university for career advancement, and promote its largest differentiators: 

the University’s ties and influence in Baltimore, the state of Maryland and the mid-Atlantic region; 

and its highly flexible and career-oriented bachelor’s, master’s and doctoral degrees designed for 

the working adult. 

The contractor will partner with UBalt’s Office of Marketing and Creative Services, a unit within 

the Division of Advancement and External Relations, to support University branding, awareness 

and recruitment marketing initiatives. This office also maintains and enforces The University of 

Baltimore’s Brand Guidelines. We seek a collaborative approach in which the contractor will assist 

the University in realizing its potential as we approach our centennial anniversary in 2025, and in 

telling the UBalt story effectively to a broad regional audience. 

The successful offeror (referred throughout as “Offeror”, “Proposer”, and/or “Contractor”) will 

possess expertise in branding, online and offline marketing, creative design, development and 

production, advertising and media buying (including requisite analytics), website 

design/development, and a successful record of assisting organizations achieve their goals through 

innovative, leading-edge marketing activities in: 

• higher education marketing specifically in the mid-Atlantic region (as well as nationally 

when appropriate), preferably including urban and public institutions  

• the use of emerging trends in higher education marketing and communication, including 

social media and digital marketing as well as marketing analytics 

• understanding the strategies and challenges of university branding, positioning and 

student recruitment, including the collaborative development and implementation of 

University messaging and visual identity 

• the implementation of the best and emerging practices in web design, functionality, 

optimization and content strategy 

• the implementation of the best and emerging practices in CRM communications. 

 

The successful offeror will develop and implement a comprehensive marketing and advertising 

campaign beginning at the date of the award and continuing for a four-year contract term. The 

University reserves the right to purchase other services not named in this RFP. 

Each Proposer must provide detailed responses about the marketing and advertising services for 

which it is submitting a proposal, as specified in this solicitation document. Refer to Section 2 for 

https://www.ubalt.edu/about-ub/offices-and-services/marketing-and-creative-services/
http://www.ubalt.edu/brand
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further information regarding the Scope of Work/Business Requirements and to Section 3 for the 

Proposal Requirements. 

This solicitation document, as well as all addenda that may be issued, is (will be) posted on The 

University of Baltimore’s Electronic Bid Board at www.UBalt.edu/about-ub/offices-and-

services/procurement/information-for-merchants/current-ub-solicitations.cfm.  

 

1.2 Background: Founded in 1925, The University of Baltimore is one of 12 institutions that 

comprise the University System of Maryland, the nation's 12th largest university system. 

The University of Baltimore offers more than 70 career-focused undergraduate, graduate and 

doctoral programs and certificates in law, business, public affairs and the applied arts and 

sciences. Designed for working adults, UBalt academic programs are offered in flexible formats, 

including day, evening, weekend online and hybrid options. UBalt offers excellent teaching and 

a supportive community for undergraduate, graduate and professional students in an environment 

distinguished by academic research and public service. The University is organized into four 

schools/colleges, including the School of Law, the Merrick School of Business, the Yale Gordon 

Colleges of Arts and Sciences and the College of Public Affairs, and our campus comprises 1.1 

million square feet of space across 13 buildings and 11 acres in the heart of midtown Baltimore.  

The University: 

• makes excellence accessible to traditional and nontraditional students motivated by 

professional advancement and civic awareness  

• establishes a foundation for lifelong learning, personal development and social 

responsibility  

• combines theory and practice to create meaningful, real-world solutions to 21st-century 

urban challenges  

• is an integral partner in the culture, commerce and future of Baltimore and the region. 

 

With the recent impact of the COVID-19 pandemic, UBalt has experienced enrollment 

challenges while shifting a significant portion of courses to virtual learning environments. UBalt 

has a long history of providing online learning. The University was the first in the country to 

offer a fully online MBA program that is accredited by AACSB International.  

In fall 2021, UBalt enrolled 3,710 students, including 1,605 undergraduates, 1,365 graduate 

students and 740 law students. The University serves a truly diverse and nontraditional population; 

the average undergraduate age is 30, and the overall student population is 60 percent minority. The 

University also received the designation as a Predominantly Black Institution (PBI) from the U.S. 

Department of Education. The student population is evenly divided between full-time and part-

time students and includes students from more than 50 countries. Students are on campus for day, 

evening and weekend classes. UBalt also offers online instruction, including these fully online 

programs: graduate degrees in MBA, M.P.A., M.A. in Global Affairs and Human Security and 

M.S. in Interaction Design and Information Architecture; a graduate certificate in User Experience 

(UX) Design; and upper-division undergraduate programs in B.S. in Business Administration, B.S. 

in Criminal Justice and B.A. in Policy, Politics and International Affairs. The student-faculty ratio 

is 13 to 1. For more information about UBalt, visit www.UBalt.edu/institutionalresearch. 

 

http://www.ubalt.edu/about-ub/offices-and-services/procurement/information-for-merchants/current-ub-solicitations.cfm
http://www.ubalt.edu/about-ub/offices-and-services/procurement/information-for-merchants/current-ub-solicitations.cfm
http://www.ubalt.edu/institutionalresearch
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Campus operations pertaining to the COVID-19:  

Please see attached link regarding the Campus’ operations during the Covid-19 pandemic: 

www.UBalt.edu/covid-19.  

1.3   Marketing Expenditures: Marketing and advertising expenditures for fiscal year 2021 

(July 1, 2021 through June 30, 2022) are anticipated to be approximately $800,000. This amount 

includes brand awareness and lead generation activities such as advertising (broadcast, print, 

online, outdoor), strategy, web development and search engine and conversation rate 

optimization. This amount is limited primarily by the ability of the marketing organization and 

its agencies to create successful marketing campaigns. When appropriate, leaders from 

enrollment management and/or the academic units will be brought in for strategic recruitment 

initiatives and marketing campaigns, which brings potential of additional “supplemental” 

funding sources. 

1.4   Procurement Process: Procurement of the Marketing, Advertising and Web Services 

Agency will consist of a Technical Proposal Submittal, Oral Presentation/Discussion Sessions, 

and a Price Proposal Submittal (see Section 3 for further details). Upon selection of the 

Marketing/Advertising/Web Firm and receipt of applicable approvals, a contract will be fully 

executed with the successful firm. 

The University anticipates the award by August 31, 2022 with a contract in place with the 

successful Proposer in September 1, 2022.  The current agency’s (Fuseideas) contract expires 

October 18, 2022, so the successful agency will need to have the resources to ramp up services 

quickly so that UBalt does not have a gap in services. 

  

http://www.ubalt.edu/covid-19
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2. Issuing Office 

2.1. The Issuing Office is: 

 

University of Baltimore  

Office of Procurement & Materials Management    

1420 N. Charles Street, Baltimore, MD 21201 

 

Valerie Rolandelli, Procurement Consultant 

Email: vrolandelli@UBalt.edu   

  

2.2 The Issuing Office shall be the sole point of contact with the University for purposes of 

the preparation and submittal of proposals in response to this solicitation. 

3.  Questions and Inquiries:  All questions and inquiries regarding this procurement are 

to be directed to the individuals referenced with the Issuing Office above. All such questions and 

inquiries must be received by close of business per the Solicitation Schedule.  Questions are to be 

submitted via e-mail to the individual named above in Paragraph 2. Inquiries will receive a 

written reply. Copies of replies will be sent to all other Offerors, known to the Issuing Office, but 

without identification of the inquirer.  

 

4. Pre-Proposal Conference:    

A Virtual Pre-Proposal Conference will be held via Teams in conjunction with this procurement 

to clarify the requirements of this solicitation per the Solicitation Schedule.  Potential Proposers 

may attend via Microsoft Teams (See the Solicitation Schedule for the link to the meeting.)   

While attendance at the Pre-Proposal Conference is not mandatory, information presented may 

be very informative; therefore, all interested vendors are encouraged to attend in order to be able 

to better prepare acceptable proposals.   

 

5.   Proposal Closing Date/Due Date and Time 

5.1. The Technical Proposal is to be provided to the Issuing Office in accordance with this 

paragraph, the Solicitation Schedule, and Appendix S.  Technical Proposals are to be submitted 

electronically attached to the TeamDynamix address: _(WILL BE PROVIDED VIA 

ADDENDUM_.   There shall not be any ‘acceptance terms and conditions” included in the 

Technical Proposal.  By providing to UBalt the Technical Proposal electronically, the Offeror 

grants UBalt the unlimited right to generate additional electronic and/or paper copies for 

distribution solely for the purpose of evaluation and review.   

5.2. Refer to the Solicitation Schedule and Section III of the RFP for information regarding 

subsequent submittals during the procurement process.   

mailto:vrolandelli@ubalt.edu
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Note:  No pricing is to be provided in the Technical Proposal submittal.  Price Proposals 

will be requested only of the shortlisted Proposers upon completion of the evaluation of 

Technical Proposals.   

6.  Minority Business Enterprises.  Minority participation is important to UBalt and the 

State of Maryland. State-certified Minority Business Enterprises (MBE) are strongly encouraged 

to respond to this solicitation notice. If not certified by the Maryland Department of 

Transportation (MDOT), MBEs are encouraged to initiate certification as soon as possible. For 

more information on the State’s MBE program or questions related to certification, please 

contact MDOT’s Office of Minority Business Enterprise/Equal Opportunity, telephone 800-544-

6056 or view the MDOT website http://www.mdot.state.md.us/mbe/index.html. 

There is an MBE goal of five percent (5%) set for the resulting Contract.   Refer to Appendix M 

for information regarding the MBE program requirements. 

 

7.  Contractual Agreement. 

The Contract to be entered into as a result of this RFP (the “Contract”) shall be by and 

between the offeror as Contractor and the University in the form of a University Contract and 

shall contain the mandatory provisions included herein in Appendix C as well as any additional 

terms required by the University or the State of Maryland. By submitting an offer, the Contractor 

warrants that they have reviewed Appendix C and will execute a contract with these mandatory 

terms and conditions upon request by UBalt.   For accounting purposes only, UBalt may/will also 

issue a purchase order annually to the awarded firm.  

 

Note:  Appendix C will be issued via addendum. 

 

8.  Term of Contract. 

 Any contract arising from this RFP action shall commence on the date the contract is 

executed on behalf of UBalt, or such other date as UBalt and the Contractor shall agree. The term 

of the contract (“Initial Term”) will be for the scope of work as defined in Section 2 of the 

solicitation documents, and is anticipated to start on or around September 1, 2022 for a period of 

four (4) years.   Following the Initial Term of the contract, there will be an option or options for 

renewal for a period not to exceed a cumulative total of four (4) additional years [“Renewal 

Term(s)”] at the sole discretion of UBalt.  UBalt at its sole option may discontinue the services of 

the vendor at any time during the Initial Term or Renewal Term(s) with 30 days notice with no 

further obligations to the Contractor and with no penalty.  If UBalt elects to discontinue the 

contract, a summation of work in progress will be made and a mutual agreement as to how to 

finalize this work in progress will be made.  

 

9.  Acceptance of Terms and Conditions. 

By submitting an offer in response to this RFP, an Offeror shall be deemed to have accepted all 

the terms, conditions, and requirements set forth in this RFP. The RFP including all addenda in 

total shall be incorporated into the contract by reference. 

 

  

http://www.mdot.state.md.us/mbe/index.html
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10.  Confidentiality of UBalt Information 

The selected Contractor(s) may have access to, may obtain, or be given confidential information, 

including without limitation information concerning the University’s business strategies, political 

and legislative affairs, students, faculty, employees, vendors, contractors, customer lists, finances, 

properties, methods of operation, computer and telecommunication systems, and software and 

documentation. Certain confidential information may be protected under the Family Educational 

Rights and Privacy Act (“FERPA”), the Gramm-Leach-Bliley Act, and the Maryland Public 

Information Act. The selected firm (or firms) must have administrative, technical, and physical 

safeguards to protect the security, confidentiality, and integrity of the University’s confidential 

information.  

UBalt may conduct discussions with Offerors in order to evaluate their abilities and 

responsiveness to the RFP. In order to facilitate the discussions and to allow Offeror to propose 

responsive solutions to UBalt’s needs and requirements, UBalt is willing to disclose certain 

confidential information to Offeror, including without limitation information concerning UBalt’s 

business strategies, political and legislative affairs, students, employees, vendors, contractors, 

customer lists, finances, properties, methods of operation, computer and telecommunications 

systems, and software and documentation (“Confidential Information”). By submitting a 

proposal in response to this RFP, Offerors agree: (i) to use Confidential Information solely for 

purposes of responding to and discussing the RFP; and (ii) not to disclose, permit or cause use of, 

or provide access to Confidential Information to any third person or entity. Upon request by 

UBalt, Offerors may be required to sign a Non-Disclosure Agreement. 
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Marketing, Advertising and Web Services 

The University of Baltimore 

RFP No. UB-22-B-14 

Section 2: Scope of Work 

 

SCOPE OF WORK: The University of Baltimore is soliciting proposals for marketing, 

advertising and web services to assist in fulfilling the functions of the Office of Marketing and 

Creative Services within the Office of Advancement and External Relations. UBalt is seeking 

partners who will contribute both strategically and tactically to the UBalt marketing effort to 

achieve the University’s goals for growth and enhancing the brand. 

As the University prepares for its centennial anniversary in 2025, our goal is to build on our 

considerable momentum in the coming five years, with particular focus on: 

• Increasing the University’s brand awareness in the market, strengthening UBalts’s unique 

position as the premier regional university for career advancement, and differentiating the 

University within the competitive higher education industry.  

• Supporting strategic enrollment growth across the institution 

• Celebrating and promoting the University’s centennial anniversary in 2025 and the 

University’s ties and influence in Baltimore, the state of Maryland and the mid-Atlantic 

region 

• Enhancing the University’s image, recognition and sense of pride among prospective 

students, alumni, current and prospective donors, city, regional and state decision makers, 

potential employers and partners, the business community and local and state 

government. 

 

Services may include without limitation: 

 

Strategy, market research and branding including (but not limited to): 

• Recommend and perform market research to support comprehensive recommendations 

and assistance for all aspects of marketing, planning and development. 

• Brand planning and development, conduct brand discovery activities, brand positioning 

and enhancement. 

• Measurement and optimization of overall marketing plans. 

• Marketing strategy and project planning work. 

 

Offline marketing including (but not limited to): 

• Guiding brand positioning and campaign direction. 

• Creative development, including campaigns and production, of all aspects of offline 

media. 

• Media planning, buying, research and measurement. 

• Providing insight, input and guidance for all other aspects of offline marketing. 

• Developing integrated campaigns and promotions (strategy and creative) for use in all 

channels. 
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Online marketing including (but not limited to): 

• Advertising and promotion through digital channels including search engine marketing, 

display advertising, social media sites, mobile, etc. 

• All other digital marketing opportunities and techniques, which may be recommended by 

the Vendor and approved by UBalt. 

• Landing page development, website, search engine and conversion rate optimization and 

related services, which maximize the results of digital marketing activities. 

• Measurement, analysis and optimization. 

 

Digital design and development services including (but not limited to): 

• All activities which may be needed to support digital design and development projects to 

fulfill objectives of the Office of Marketing and Creative Services. 

• Website, mobile and social site development, management and operational activities, 

including information architecture, content management, site design, metrics and other 

expertise as needed to enhance the digital impact of UBalt’s digital channels. 

• Support integration and data sharing between public website and enterprise systems and 

data sources. 

• Search engine optimization and other tasks, which enhance the results and impact of 

UBalt’s digital channels. 

 

Other services may be requested as needed under the resulting contract(s). 

PROPOSED BUDGET LEVELS:  By completing the Questionnaire found in Appendix A, 

Offerors should respond in detail how they would propose to accomplish the objectives set forth 

in this section and in Section III at the following proposed budget levels: $800,000/year or $1.1 

million/year or $1.3 million/year. Offerors may also describe other possible creative strategic 

and tactical approaches and proposed outcomes that may be used and/or achieved if the proposed 

budget level increases during the life of the contract. Technical Proposal Responses must be 

accompanied by work samples that illustrate the offeror’s previous experience in successfully 

completing the required objectives in addition to focusing on innovation and institutional 

differentiators.   

REQUIRED SERVICES: Based on the proposed, the Vendor must provide the services set 

forth in the Scope of Work. The Contractor must also provide the services set forth in this 

section. 

Account Management. 

Requirements: 

a) The Contractor will participate in developing UBalt Marketing and Advertising plans, be 

part of the team, and act at all times in ways which help UBalt achieve its strategic goals 

and objectives. 

 

b) The Contractor will provide assistance to UBalt in analysis, research and planning for all 

projects and activities undertaken within the scope of the contract. UBalt and the vendor 

will ensure the objectives for each project are clear, the desired outcomes are defined and 

the projects are set up in a way that is practical and leads to successful outcomes.  
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c) Contractor will provide competent and experienced staff for the UBalt account, as needed 

to develop and maintain a positive, productive relationship and to meet all agreed upon 

project timelines. 

 

d) UBalt expects that personnel assigned to its account management team will serve 

diligently throughout the term of the contract, unless UBalt should request the 

replacement of a member or a member leaves the Contractor’s employment. Changes to 

the account team must be discussed with and any proposed replacements must be 

approved in writing by UBalt. 

 

e) If requested, team personnel shall be available to timely attend planning meetings, budget 

reconciliation meetings, and other meetings as reasonably requested during the term of 

the contract. To facilitate transition, the Contractor shall, at no cost to UBalt, attend start-

up meetings with appropriate UBalt representatives. These meetings will address UBalt’s 

expectations and the transition of current and proposed projects. If the Contractor is not 

located with an hour’s drive of UBalt’s Baltimore campus, the Contractor should be able 

to participate in virtual meetings with the UBalt representatives throughout the contract 

term. 

 

Branding, Strategy and Research 

Requirements: 

a) The Contractor will provide input, expertise and guidance to assist in the development of 

strategies related to the specific area for which it is proposing. Work closely at all times 

with the Vice President of Advancement and External Relations and the Senior Director 

of Marketing and Communications and other relevant UBalt team members, which may 

include marketing personnel or other officers as appropriate. 

 

b) Contractor will work with UBalt to identify strategic issues that may arise, perform 

relevant work to study the issues and recommend actions in response of findings. 

 

c) All marketing research and associated results will be the property of UBalt and cannot be 

shared without express prior written consent of a UBalt officer. 

 

d) All imagery, designs, and audio-visual representations will become property of UBalt. 

 

e) All ideas, innovations and patents created will become property of UBalt. Results will 

remain confidential unless specific written approval of a UBalt officer is provided. 

 

Creative Services 

Requirements: 

a) Contractor will provide concept development and production of communications as 

assigned. This will include without limitation to advertising (print, out-of-home, 

broadcast including television and radio, and online), direct mail, email, and collateral. 

Specific services include copywriting, graphic design and production. The Contractor 

may be requested to acquire various production and creative materials and related 

services with third parties on behalf of UBalt. These acquisitions will be reimbursed to 

the Contractor. A mark-up or commission may or may not be allowed depending on the 

circumstances. 
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b) All copy (taglines, slogan or themes) design, photography, audio-visuals, artwork, 

graphic and musical jingles exclusively prepared for UBalt will become the sole property 

of UBalt. 

 

c) Contractor must be able to secure any stock photographs or illustrations needed to 

execute design concepts. 

 

d) Contractor must accept UBalt’s logo, style guide, and any UBalt-provided theme line, 

whether or not prepared by the Contractor, and work to develop the idea to completion. 

 

Media Research, Planning and Buying 

Requirements: 

a) The Contractor must provide management of the media purchases, including without 

limitation researching, recommending, planning, placing, and reconciling all media. The 

Contractor will acquire various media and related services with third parties on behalf of 

UBalt. These acquisitions will be reimbursed to the contractor. A mark-up or commission 

may or may not be allowed depending on the circumstances. 

 

b) Note, UBalt is a nonprofit educational institution and is eligible for discount pricing and 

tax exemption. The Contractor must also directly pay all the media and creative invoices 

and submit these expenses monthly to UBalt for reimbursement. UBalt, as a non-profit 

educational institution and an agency of the State of Maryland, is exempt from State of 

Maryland Sales Taxes for purchases of goods and services made on its behalf. UBalt will 

provide its contractor with a copy of its exemption certificate.    
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Marketing, Advertising and Web Services 

The University of Baltimore 

RFP No. UB-22-B-14 

Section III: Proposals, Evaluations, and Forms 
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SECTION III 

PROPOSALS, EVALUATION, AND FORMS  

ARTICLE 1 

INITIAL TECHNICAL PROPOSAL REQUIREMENTS  

AND  

INITIAL EVALUATION PROCESS 

 

1. TECHNICAL PROPOSALS:  

Refer to the Solicitation Schedule for the due date and time for the Technical Proposal.  Refer 

to Section I, paragraph 5.1  for instructions regarding the delivery of Technical Proposals.   

Technical Proposal(s), including any clarifications, amendments, modifications, etc. to the 

Technical Proposal will be considered by UBalt as an Offer from the Proposing Firm.  

  

The Technical Proposal should be prepared in a clear and concise manner and should 

have page numbers for ease of reference by the UBalt Evaluation Committee.  The 

contents of the Technical Proposal must address the following items 2.1 through 2.4, and 

additionally, must include the appropriate completed forms/information as indicated in item 

2.5 through 2.9.    Failure to include any of the items listed may result in the Technical Proposal 

being found non-responsive and/or will affect the evaluation of your firm’s Technical Proposal 

response.   

 

The Technical Proposal submitted in response to this Solicitation must demonstrate that the 

Contractor has sufficient expertise and experience to meet a variety of UBalt marketing 

requirements as well as an understanding of the contract scope and objectives.  

 

It is the Contractor’s responsibility to tailor its response to demonstrate its expertise and 

qualifications to meet the contract objectives and perform the scope of work/services 

specifically for UBalt rather than providing a ‘cookie cutter/template’ response. 

 

1.1 Transmittal Letter and Format:   

A transmittal letter prepared on the Proposer's business stationery must accompany the 

proposal. The purpose of this letter is to transmit the proposal; therefore, it should be brief, 

but shall list all items contained within the Technical Proposal as defined below. The letter 

must be signed by an individual who is authorized to bind the firm to all statements, 

including services and financial, contained in the proposal.  

  

1.2  Signing of Forms 

The proposals, if submitted by an individual, shall be signed by the individual; if 

submitted by a partnership, they shall be signed by such member or members of the 

partnership as have authority to bind the partnership; if submitted by a corporation, they 

shall be signed by an officer, and attested by the corporate secretary or an assistant 

corporate secretary. If not signed by an officer there must be attached a copy of that 

portion of the by-laws or a copy of a board resolution, duly certified by the corporate 

secretary, showing the authority of the person so signing on behalf of the corporation.  
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2.  Technical Criteria:  

 

The following information must be furnished in the Technical Proposal per this solicitation. 

Failure to include any of the items listed below may disqualify your firm's response.  

 In general, proposals submitted in response to this RFP must demonstrate that the 

 proposed firm and, in  particular, the project team will have: 

 

• Substantial experience in providing the marketing services the firm is offering 

to the University 

• Proven ability to strategically partner with the University 

• Strong media and creative department for the offered services available to the 

University 

• Proven results-oriented background in the offered services 

• Extensive mid-Atlantic region, in particular Maryland, and national 

experience 

• Added value the firm brings to the engagement. 

 

2.1 Executive Summary: The proposal must begin with an Executive Summary which clearly 

and concisely summarizes the content of the proposal and the marketing services that are 

being offered to the University. This summary is for introductory purposes and will not be 

part of the evaluation process as the information is to be a summary with the details 

provided in subsequent proposal contents. 

The following items 2.2 through 2.4 are listed below in order of importance. Proposers 

are requested to compile their proposals in the same order.  It is the Proposer's 

responsibility to tailor its response to demonstrate its qualifications to perform the scope 

of work specifically for UBalt. 

 

2.2 Approach To Contract / Questionnaire:  

 

a. Agency’s Philosophy, Culture, and Approach:   Per Section II, “UBalt is 

seeking partners who will contribute both strategically and tactically to the UBalt 

marketing effort.   Teamwork, collaboration, and a “can-do” attitude will be 

important to UBalt.  UBalt seeks to engage a partner who will be part of 

accelerating our growth, and creating brand experience.  UBalt is seeking partners 

who enthusiastically share UBalt’s vision and will demonstrate it in high quality 

work on a daily basis. 

 Provide a narrative that: 

• Addresses how your firm plans to partner strategically and 

tactically with UBalt;  

• Describes your firm’s philosophy and culture; and, 



Page 18 of 79 

 

• Describes how your firm aligns its philosophy and culture to with a 

client’s philosophy, culture, vision and strategies 

 

 The narrative should explain how the firm intends to provide the required services 

throughout the term of the contract. The firm should close with a summary of any 

problems, which might be expected and proposed solutions to those anticipated 

problems. 

 

b. Questionnaire: Complete the “Questionnaire” Form in Appendix A of the RFP 

documents for all services being offered by the Firm. The responses shall be 

developed specifically in response to this RFP rather than a collection of generic 

statements related to the proposer’s services in general. The purpose of this 

questionnaire is to display full comprehension of the services being offered to the 

University and how such services will be provided to the University in the areas 

of marketing services. Please give detailed information, where indicated. 

 

Note:  Responses should not be simply YES replies. Firms should describe how they 

plan to meet the stated requirements for those services being offered. Any other 

information that may be relevant but does not fall into the above questionnaire 

should be provided as an appendix to this volume. If Firm’s product literature and 

other publications are included to respond to an RFP requirement, the response in 

this volume should include a reference to the document by name and page. 

 

The firm should demonstrate that they understand both the magnitude and the 

importance of the requirements by detailing their proposed products and/or 

services being offered to the University. 

 

 

2.3  Firm Profile /Firm Experience/References:  

 

a.   Provide a description of your firm’s relevant qualifications to perform the 

requested and offered services. Also, please include the following information: 

• Agency overview, corporate background, mission statement, and/or 

philosophy; 

• Primary business focus or specialty; 

• Headquarters location; 

• Number of years your company has been in business; 

• Length of experience in providing marketing services; 

• Size of company and number of employees by job classification;  

• Gross billings of the firm for the last five (5) years; 

• Total billings matrix by media (percentage) for the categories of: Network 

TV, Spot/Cable TV, Magazine, Newspaper, Out-of-home, Radio, Direct, 

Interactive, Market Research/strategy/branding, Online marketing, Digital 

design and development; customer relationship management services; 

• List of top ten (10) clients by billing for all services that the firm provides 

• List of top ten (10) clients by billing for each of the services being offered 

to the University 
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• The number and names of higher education clients and firm’s industry 

experience in higher education;  

• Competitive market research capabilities; and, 

• Any other notable facts that may demonstrate your firm’s unique 

qualifications and aid in the selection process. 

 

 Note: UBalt may, at its sole discretion, request Financial Statements of the 

shortlisted firms so that the Proposer’s financial stability and capacity may be 

evaluated by UBalt prior to the award decision.  

 

b. Firm Experience: The Proposer is to provide three (3) contracts on which he/she 

deems the most similar or relevant to the UBALT requirements and the services 

being offered by the Firm. Use client and short case studies to illustrate performance 

examples for the specific services being offered. These contracts should be of 

similar size, scope and complexity to the University of Maryland University 

College. (Refer to “Section I, Item "1.2", "Background", for more details and 

description.) (Higher consideration will be given to contracts with higher 

education academic institutions environment. Higher consideration will also 

be given to contracts that demonstrate expertise and experience in the specific 

services being offered to the University.) 

  The following is to be provided:  

• Client name, address, contact person and telephone number including area code 

and extension of contact person; 

• A brief, but informative description of the marketing effort provided including 

the specific services provided;  

• The dollar volume for the contract/project; 

• The name of your Account Manager assigned to this contract;  

• The term of the contract (start date and completion date); if ongoing, please 

state as such; and  

• Similarities to the UBalt contract as described in this RFP. 

 

c. References: Only the short-listed firm will have their references contacted, 

however, all firms responding must supply this information within their Technical 

Proposals. During the Second Phase Technical Evaluation, the University intends 

to check references of the above contracts/projects of those Proposers who remain 

susceptible of the award following the Oral Presentation/Discussion sessions. The 

University reserves the right to verify all information given if it so chooses, as 

well as, to check any other sources available including itself even if not provided 

as a reference by the Proposer. References will be held in the strictest of 

confidence. Such references are to be from different contracts; that is, only one 

reference per contract is allowed.  
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2.4 Key Personnel/Staffing Qualifications/References:  Firms are to present a plan for the 

management and staffing of the marketing services being offered to be provided to the 

University. The Plan shall delineate between full-time and part-time employees, as well 

as, associated schedules and labor hours.  

 

a. Key Personnel Resumes: Firms should provide a brief, but informative resume or 

curriculum vitae for the person(s) who they propose to be: 

• Executive-in-Charge  

• Account/Project Manager, 

• Creative Director,  

• Media Planner/Buyer,  

• Digital Media Director/Manager,  

• Social Media Director/Manager, and  

• Digital Marketing Director/Manager 

The resume of each person should include the following:  

- Educational history, applicable training received, certifications 

earned, including dates of attendance, dates of certifications 

earned;  

- Employment history, including dates of employment (start and 

ending dates) and positions held and dates applicable for each of 

these positions;  

- Experience on similar contracts, both with your firm and other 

firms (preferably those projects listed in response to the similar 

projects given for Item #2.3b above) Give a brief description of the 

marketing project/contract. Also, indicate the role the person 

performed for the project/contract (i.e. Executive-in-Charge, 

Account/Project Manager, etc.) 

 

b. Provide a list of other key staff members who may be assigned to the 

University's account; the University stresses the term "key" as it is not interested 

in a listing of all possible personnel to be involved in the contract, but rather only 

those who will be playing a key role. A brief summary/description of 

qualifications should be provided for these individuals.  

c. References:  

Provide three (3) contract/client references on the proposed Account Manager 

inclusive of contact person, and phone number.  Such references are to be 

contract references not employment references. It is important that such 

references can speak to the performance of the person in the role to be assigned 

for the services being offered to the University.   

Only the short-listed firms will have the references of their Key Personnel 

contacted, however, all firms responding must supply this information within their 

Technical Proposals. During the Second Phase Technical Evaluation, the 

University intends to check references of one or more of the Key Personnel for the 
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contracts/projects provided of those Proposers who are shortlisted following the 

Oral Presentation/Discussion sessions. Please be sure that accurate information is 

provided and that the contact person is capable of speaking to the Key Person’s 

capability in performing the services required. References will be held in the 

strictest of confidence.  In addition, the University reserves the right to check 

other sources available, including itself, if not provided as such by the Proposer. 

Such references are to be from different contracts; that is, only one reference per 

contract is allowed.  

 

d.        Back-up Plan: Firms are to describe how the University will be serviced in the 

absence of the Account Manager due to vacations, sickness, business trips, etc. 

NOTE: Personnel Commitment: By submitting the names of the Key People for 

consideration, the Proposer is committing this(ese) individual(s) to UBalt for this 

contract, if awarded. No personnel changes will be permitted without written 

authorization from the University via a contract amendment.  

2.5     Proposal Affidavit  

University Procurement Regulations require that each proposal submitted by a firm 

include a signed Proposal Affidavit. A copy of this Proposal Affidavit is included in 

Appendix A.  

2.6       Insurance  

Provide a copy of a Certificate of Insurance verifying your firm's coverage for 

Commercial General Liability, Workmen's Compensation, and Automobile Liability and 

Professional Liability Insurance. 

2.7     Acknowledgement of Review of UBalt Contract Terms and Conditions: Per Section I, 

Paragraph 7:  The Proposer is to warrant that they have reviewed Appendix C and will 

execute a contract with these mandatory terms and conditions upon request by UBalt, as 

may be negotiated.   Any exceptions to the Contract are to be noted.  Proposer is to also 

acknowledge that UBalt is under no obligation to accept such requested exceptions and, 

as a result of such exceptions, may elect to find the Proposer not susceptible of the 

award(s) of the Contract(s). 

2.8 Minority Business Enterprise Form Attachment MBE-1A Part 2:   This form MUST 

be completed and included within the Technical Proposal.  Failure to include this 

form is non-curable under Maryland law and shall result in the Proposer being 

determined as not reasonably acceptable for the award by the University.   
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2.9.  Acknowledgement of Receipt Of Addenda Form:  

If any addenda to the RFP documents are issued prior to the due date and time for 

proposals, this form (found in Appendix A) is to be completed, signed, and included in 

the Proposer's Technical Proposal. 

3.   Initial Technical Evaluation:  

 

3.1 Evaluation and Selection Committee  

All contractors’ proposals received by the closing deadline will be reviewed. The 

Procurement Officer shall establish an Evaluation and Selection Committee to review and 

evaluate the proposals.  The Committee may request additional technical assistance from 

any source. 

3.2. Evaluation Procedure 
 

3.2.1 Qualifying Proposals  

 

 The Procurement Officer shall first review each proposal for compliance with the 

mandatory requirements of this RFP. Failure to comply with any mandatory requirement 

will normally disqualify a contractor’s proposal. The University reserves the right to 

waive a mandatory requirement when it is in its best interest to do so. The contractor 

must assume responsibility for addressing all necessary technical and operational issues 

in meeting the objectives of the RFP. Each section of the proposal and each service area 

being offered will be evaluated according to the criteria listed below. Proposals cannot be 

modified, supplemented, cured, or changed in any way after the due date and time for 

technical proposals, unless specifically requested by the University. 

The intent of this RFP is to provide Marketing Firms an opportunity to present their 

qualifications, experience, and conceptual approach to providing the scope of services in 

relation to the needs of UBalt. The manner in which the proposing team presents their 

qualifications will be regarded as an indication of how well the Proposer’s philosophy, 

approach, organizational culture, working style and communications style fit with the 

University’s.  Submittals that concisely present the information requested in the order and 

the manner requested will be considered more favorably than a submittal from a Proposer 

of commensurate qualifications that displays a lack of organization, conciseness or 

attention to detail. 

 

3.2.2   An Initial Technical Evaluation of the Technical Proposals will be conducted by 

the University's Selection and Evaluation Committee.  The order of importance of the 

technical criteria is as follows:  

 

1) Approach to Contract/Questionnaire;  

2) Firm Profile/Firm Experience; and  

3) Key Personnel/Staffing Qualifications.  
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3.2.3 At the sole discretion of UBalt, Contractors who have submitted Technical 

Proposals evaluated by UBalt to be viable and of further interest (i.e. “shortlisted”) may 

be requested to provide UBalt additional technical information to further clarify the 

Contractor’s technical qualifications.  If additional information is requested of one or 

more Contractors, the Procurement Officer will so advise.     

 

3.2.4  Those Contractors that are not shortlisted will not progress in the procurement.  

Multiple shortlists may result as the procurement progresses.   As the procurement 

progresses and as results of the technical evaluation are determined by UBalt,  all 

Contractors will be notified as to the results of the technical evaluation of his/her firm's 

technical proposal.    

 

END OF SECTION III, ARTICLE 2  
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SECTION III 

 

 PROPOSALS, EVALUATION, AND FORMS 

 

 ARTICLE 3 

 ORAL PRESENTATIONS  

 

1. ORAL PRESENTATION / DISCUSSION SESSIONS: Based on the Committee’s 

initial review of proposals, the University intends to invite, without cost to itself, only the 

short listed firms to make a presentation of their proposal and to demonstrate their 

capabilities and expertise in the specific services offered by the Proposer as a further 

consideration in the selection process.  Only those Proposers who are short-listed, based 

on the initial proposal evaluation, will be requested to attend an Oral Presentation / 

Discussion Sessions at the University.  

The date and time of the Oral Presentation / Discussion Sessions will be set by the 

University upon completion of the initial proposal evaluation, however, these sessions are 

anticipated to be held per the Solicitation Schedule. Proposers are advised to set these 

dates aside in their entirety accordingly to avoid any conflicts. The actual time on these 

dates will be verified with the applicable proposers at the time it is requested. The time 

and date is at the sole discretion of UBalt.  

At the time the Oral Presentation / Discussion Sessions are scheduled, the University will 

confirm in writing with each Proposer the specifics of these sessions inclusive of the 

topics, time periods, and requested Key Personnel. 

 The purposes of the Oral Presentation / Discussion Sessions are as follows: 

(i) to allow the University to meet the Proposer's key people and to allow these key 

people to convey their expertise and applicable experience in the services being 

offered to the University; 

(ii) to discuss/clarify any and all aspects of the Technical Proposal in particular the 

proposed approach, and staffing to provide the services being offered.;  
(iii) to discuss the Proposer’s Transitional Plan including a high-level implementation 

timeline (this is also to be provided in writing by the Proposer); 

 (iv) to provide an opportunity to clarify the scope of services for this contract, and,

 (v) to review the Price Proposal structure. 

Each proposer is required to have present the Executive-in-Charge and the 

Account/Project Manager for this contract to the University, as well as, his/her immediate 

supervisor. The Account/Project Manager is responsible for the management of the 

relationship between the proposer and the University for this contract. Other Key 

Personnel who are needed to assist in the description of any part of the services proposed 

for this RFP are also requested to attend the Oral Presentation /Discussion Sessions.  
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The Oral Presentation / Discussion Session forum is to be structured to allow the 

University to have a dialog/discussion with the Key People who are proposed to work 

directly with UBalt.   UBalt expects that the proposed Key People will be active 

participants in the discussion.  Executives and sales/business development staff should 

not dominate the discussion. 

Upon completion of the Oral Presentations / Discussion Sessions, the University will 

conduct the Second Phase Evaluation as described below. 

2. Second Phase Technical Evaluation 

. 

Following the Oral Presentation/Discussion Sessions held with the short listed firms, a 

Second Phase Technical Evaluation will be conducted. In the Second Technical 

Evaluation all categories will be re-evaluated based on the Oral Presentation/Discussion 

Session including the Proposer’s Transitional Plan, High Level Implementation Timeline, 

and Financial Statements (if requested by UBalt) as well as firm and key personnel 

references will be incorporated.   

 

The order of importance of the technical criteria will remain the same with the 

Transitional Plan/High Level Implementation Timeline, Financial Statements (if 

requested), references* for the Key Personnel and the Firm incorporated into the 

appropriate criteria; that is, the order of importance will remain as follows:  

 

1) Approach to Contract/Questionnaire/Transitional Plan/High Level 

Implementation Timeline;  

2) Firm Profile including Financial Statements (if requested)/Firm 

Experience/Firm References*;  

3) Key Personnel/Staffing Qualifications/Key Personnel References*.   

 

*Note: It is UBalt’s intent to incorporate references of the Key Personnel and the Firm 

during the Second Technical Evaluation, however, UBalt reserves the right to further 

shortlist prior to incorporating such references if deemed in its best interest. It is UBalt’s 

intent to incorporate references of the Key Personnel and the Firm prior to establishing 

the final shortlist of Proposers. 

 

2.2.3   Further shortlists may result as the procurement progresses. At each phase of the 

process, those firms that do not remain susceptible of the award will not progress in the 

procurement.  As the procurement progresses and as results of the technical evaluation 

are determined by UBalt, all proposers will be notified as to the results of the technical 

evaluation of his/her firm's technical proposal.  

 

2.2.4   Once a final shortlist of proposals is established, the University will rank the 

technical proposals from highest to lowest.  
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SECTION III 

 PROPOSALS, EVALUATION, AND FORMS 

 ARTICLE 4 

 PRICE PROPOSALS AND FINAL EVALUATION 

 

1. PRICE PROPOSALS:  

 Price Proposals are not requested at the time of submittal of the Technical Proposal. Rather, 

Price Proposals will be requested only from those Proposers who are short-listed after the 

Second (or Final) Phase Technical Evaluation. (see note below) An addendum will be 

issued at the time in which Price Proposals are requested to confirm the due date and time 

however it is anticipated that the Price Proposal will be due in accordance with the 

Solicitation Schedule. The Price Proposal will be submitted electronically to the University.  

Details regarding the submittal of the Price Proposal will be included in the applicable 

addendum.  

(Note:  UBalt reserves the right to request Price Proposals prior to the completion of the 

Technical Evaluation.  If this is the case, a Price Proposal Evaluation Committee, 

independent of the Technical Proposal Evaluation and Selection Committee, will be 

established by the Procurement Officer.) 

A sample Price Proposal form is included in Appendix B for information only. It is 

anticipated that the pricing structure may evolve as the procurement progresses. Price 

Proposals will be opened privately.  

 

(a) It is anticipated that Firms will provide hourly billing rates (inclusive of all 

expenses, overhead and profit) for its staff that will be the maximum charged for 

any project/marketing effort done under this contract. The quoted hourly billing 

rates will be valid for the first year of the contract. For any work done under the 

resulting contract, the Contractor will provide a quotation using the quoted hourly 

rates as a maximum for the level of effort applicable to the project for review and 

approval by the University.  

 UBalt will also reimburse the Advertising Agency for the actual cost of media, out-

sourced creative or other third-party services expenses, travel* to focus groups or 

other events requested by UBalt, etc. on a monthly basis. Firms will quote a 

maximum dollar or percent mark-up for 1) subcontractors/outside sources and 2) 

commission for media buys.  Proposed fees, and the reimbursed costs shall be 

exclusive of any taxes for which UBalt is exempt, such as the State of Maryland 

Sales Tax and Federal Excise Taxes.  For any work done by subcontractors/outside 

sources or for any media buys, these will be the maximum percent mark-up allowed. 

The successful contractor will provide a detailed quotation for any such work done 

under the contract for review and approval by the University. 

 It is also possible that UBalt may consider a monthly retainer fee quotation, 

however, the specifics of the Price Proposal format are still evolving.  
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*Any travel that is reimbursed will be in accordance to the University System of 

Maryland rates in effect at the time the travel is done; the current policy may be 

found at VIII - 11 (usmd.edu)   Travel by rail/air is reimbursed at coach class only;  

hotel room is reimbursed for room and room tax only (no amenities will be 

reimbursed unless authorized in writing in advance by UBalt.) 

 

(b) Prices for the contract renewal years.  The maximum percent mark-ups for 

subcontractors and outside contractors and maximum percent commission for 

media buys will remain constant through the life of the contract. The quoted hourly 

rates must be valid through the initial year of the contract (i.e. 12 months from the 

commencement of the contract.)  Thereafter, it will be the responsibility of the 

contractor to request a price increase to the hourly billing rates, if any, within 120 

days of the end of each contract year.  Any price increase not received by that time, 

will not be considered and pricing in the subsequent year will remain as stated 

during the just completed contract term.  A price increase, if any shall not exceed 

the Consumer Price Index (“CPI”) for “All Urban Consumers” as published by the 

US Department of Labor Statistics. For purposes of calculating the potential 

increase, the CPI to be used will be for February of the current year.  For example, 

for October 31, 2023, the price index for February 2023 will be used.  Statistics will 

be referenced as a cap for negotiable purposes only.  Contractor is not to assume 

that any price increase will be applied to yearly renewals. As well, increases are not 

cumulative for prior years; if a contractor fails to request a price increase in one 

year and then requests an increase for the subsequent year, the contractor cannot 

include a cumulative amount which includes the prior annual term.  Any increase 

approved by the University will take effect on the start of each contract year. 

 

2. Price Evaluation 

 

Price Proposals will not be opened publicly. Price Proposals will be evaluated based on 

the full cost of the services, including mark-up on media, hourly rates (evaluated by using 

sample projects), and/or retainer fees.  The University may elect to request Best & Final 

Price Proposal(s). 

 

The University will establish a financial ranking of the proposals from lowest to highest 

total offers.  

3.  Discussions. The University reserves the right to recommend an Offeror for contract award 

based upon the Offeror's technical proposal and price proposal without further discussion. 

However, should the Committee find that further discussion would benefit the University 

and the State, the Committee shall recommend such discussions to the Procurement 

Officer. Should the Procurement Officer determine that further discussion would be in the 

best interest of the University and the State, the Procurement Officer shall establish 

procedures and schedules for conducting discussions and will notify responsible Offerors. 

https://www.usmd.edu/regents/bylaws/SectionVIII/VIII-11.10.pdf
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4. Best and Final Offers. When in the best interest of the University and the State, the 

Committee may recommend and the Procurement Officer may permit qualified Offerors to 

revise their proposals by submitting "Best and Final" offers.   

5. Final Ranking and Selection 

 

Following evaluation of the technical proposals and the price proposals, the Evaluation 

and Selection Committee will make an initial overall ranking of the proposals and 

recommend to the Procurement Officer the award of the contract to the responsible 

Offeror whose proposal is determined to be the most advantageous to the University and 

the State of Maryland based on the results of the final technical and financial evaluation 

in accordance with the University System of Maryland Procurement Policies and 

Procedures.  Technical merit will have a greater weight than financial in the final ranking.  

Award may be made to the proposal with a higher technical ranking even if its cost 

proposal is not the lowest. The decision of the award of the contract will be made at the 

discretion of the Procurement Officer and will depend on the facts and circumstances of 

the procurement. The Procurement Officer retains the discretion to examine all factors to 

determine the award of the contract. The goal is to contract with the Contractor that 

provides the best overall value to the University.  

The University may select one or more Contractors to further engage in negotiations, 

including terms of a contract and other issues to be incorporated into the contract. The 

University reserves the right to make an award with or without negotiations. 

 

END OF SECTION III, ARTICLE 4  
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APPENDIX A 

TECHNICAL PROPOSAL FORMS 
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QUESTIONNAIRE OF SERVICES TO BE PROVIDED 

IN ACCORDANCE WITH THE SCOPE OF WORK 

RFP NO. UB-22-B-14 

 

ALL PROPOSERS ARE TO PROVIDE RESPONSES TO SECTION I, II, III, and V OF 

THIS QUESTIONNAIRE. 

 

Please respond to each of the following items and describe in detail “how” your firm will meet 

these requirements.  

 

I. ACCOUNT MANAGEMENT: 

 

A. Describe your firm’s capabilities, both internal and external. Include any propriety 

software and/or support tools. 

 

B. Provide an organizational chart and describe the Proposer’s proposed dedicated 

staffing to support UBalt’s account. Include resumes for the senior account executive who 

would be assigned to the UBalt account and responsible for the coordination of the overall 

account, and for others who would be instrumental in servicing the account. Information 

to be included is the following: (i) Key Personnel’s (Account Manager, Marketing 

Personnel, Creative Personnel, etc.) Names, Titles, and Roles; (ii) Area of expertise; (iii) 

Geographical Location; and (iv) Brief description of qualifications and credentials. 

 

Provide either resumes or brief biography and experience of other key support personnel.  

(Identify contractual personnel, if applicable.) 

 

The organizational chart should also show the management structure of the firm with a 

description of the qualifications, credentials and the location of upper level management 

and regional management support staff, as well as, those actually assigned and dedicated 

to manage this account.   

 

C. Describe Proposer’s system for tracking and reporting systems to determine 

effectiveness and specify documentation that would be provided to UBalt. Site-specific 

examples for all types of media and services to be provided as stated per the scope of 

work.  

 

D. Specify what percentage of your firm’s total services were delivered at the 

county, state, regional (mid-Atlantic), national and international levels during the last two 

years. Specifically identify separately media advertising placed in these geographies, as 

applicable to the services you are proposing. Give a separate breakout for each category. 

For this section, Proposer may also report what the entire company offers nationwide.  

 

E. Clearly state what, if any, outsourced resources or services will be utilized for 

account management and execution.  

 

F. Please provide information regarding your firm’s videoconferencing capabilities to 

participate in meetings as set forth in RFP Section II.  

 

G. An MBE goal of 5% of total contract value is set for this contract.  Please provide 

a narrative on how your firm will approach the use of Maryland State Certified Minority 

Business Enterprises.  For what services would your firm seek qualified MBEs?  What 
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history of meeting MBE goals has your firm had on other contracts and what results were 

achieved? Provide a list of your MBE partners on prior contracts.  

 

II. CREATIVE SERVICES: 

 

A. Describe your capabilities to develop creative that builds the brand and builds the 

business. Describe your preferred approach to creative development. Describe what you 

believe is great creative. Describe what you believe is an optimal agency-client 

relationship. Describe how you think this relationship and process produces great 

creative. 

 

B. Confirm your firm will willingly accept UBalt’s brand strategy, logo and any 

theme line, whether or not prepared by the Contractor and work to develop the idea to 

completion. Contractor must be able to secure any stock photographs or illustrations 

needed to execute design concepts. All copy (slogan or themes) design, photography, 

audio-visuals, artwork, graphic and musical jingles exclusively prepared for UBalt will 

become the sole property of UBalt. 

 

C. Describe your capability to manage assets and to submit ads and other creative 

materials to clients for review—include examples of resources used to deliver materials 

for review OR post such files on a website for review. Agency must be able to provide 

copy in draft form (prior to layout, if necessary) for review, editing and approval. Agency 

must be capable of delivering art electronically, or as requested, within 48 hours of final 

approval by UBalt to selected media or UBalt as required.  

 

D. Describe the technology and resources that you have in-house to develop and 

manage creative (copywriting, design and production) for all types of media, including 

but not limited to print, radio, TV, outdoor, interactive, websites, landing pages, HTML 

emails, banner ads, etc., from concept through final art/production as required.  

 

E. Describe any relationships with Baltimore-area photographers or illustrators that 

could enhance UBalt’s advertising promotions. Describe any relationships with other 

local talent, such as directors for TV and radio ads.  

 

F. Clearly state which of the above, if any, will be outsourced services. 

 

III. MEDIA PLANNING, BUYING AND ANALYSIS: 

 

A. Describe the firm’s capability to negotiate media opportunities and rates, secure 

special placement, and gain value-added opportunities for cost-effective placement. 

Specifically describe approach, technologies used, experience and success stories. 

 

B. Describe how strategy and research is used to match media proposed to specific 

target audiences. Specifically describe advertising experience and success stories. 

 

C. Describe technologies and resources used to identify, recommend, place, track, 

measure, analyze and optimize marketing plans and media placements. Clearly 

demonstrate skills for developing innovative media placement strategies. Provide samples 

of metrics reports which you believe represent best practices (redacted for confidential 

data, as appropriate) 
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IV. MARKETING SERVICES 

In accordance with the Scope of Work, please respond to the following questions with regard to 

the services to be provided.  

 

A. Brand Strategy and Research 

 

1. Describe your experience and provide specific examples of identifying, 

creating and enhancing brands and brand positioning.  

 

2. Describe your experience developing an integrated brand strategy in 

support of building brand awareness and driving revenue growth. Specifically 

describe and showcase through examples your experience and success stories.  

 

3. Discuss your firm’s market research resources and capabilities, and 

describe your experience developing business plans that identify and target 

various stakeholder segments across multiple channels.  

 

4. Clearly state what, if any, outsourced resources will be utilized for 

strategy development. 

 

5. Provide samples of materials produced for clients within the last two years 

and include performance metrics that prove the activity was successful. Samples 

should include at least one sample from each of the following categories, though 

three samples would be preferred. 

a) Corporate/brand identity 

b) Brand strategy and positioning  

c) Marketing messaging and/or media effectiveness 

 

B. Offline Marketing 

 

1. Describe your capabilities and experience with creating powerful, 

attention-grabbing campaigns for print and outdoor signage. Discuss how your 

work was implemented and the effectiveness of these campaigns in serving the 

desired objectives and intended outcomes.  

 

2. Describe your capabilities and experience with developing television and 

radio creative. Discuss how your work was implemented and the effectiveness of 

these pieces in serving the desired objectives and intended outcomes. 

 

3. Provide samples of marketing materials produced for clients within the 

last two years and include performance metrics that prove the activity was 

successful. Samples should include at least one sample from each of the following 

categories, though three samples would be preferred. 

 

a) Black and white print ads 

b) 4-color print ads 

c) Outdoor Signage (billboards, kiosks, etc.—digital and static) 

d) Broadcast 

(1) Radio spots 

(2) Television commercials  

e) Direct Mail (packets, self-mailers, etc.)  
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f) Collateral materials 

(1) Brochures 

(2) Flyers 

(3) Signage 

(4) Catalogs 

 

C. Online Marketing  

 

1. Describe your capabilities and experience with paid online media, 

including but not limited to digital advertising, including search engine marketing, 

display ads, mobile, retargeting, social media, and other interactive activities. 

Discuss the effectiveness of these campaigns in serving the desired objectives and 

intended outcomes. 

 

2. Describe your capabilities and experience in optimizing customers’ digital 

experience including but not limited to landing page development, website and 

search engine optimization, conversion rate optimization and related services. 

Discuss the effectiveness of this work in serving the strategic goals and resulting 

outcomes. Provide success stories. 

 

3. Describe your relationship or partnership with any technology or 

capability providers that could enhance UBalt’s advertising promotions (i.e. SEO 

partners, retargeting, web programmers, copy writers, etc.). 

 

4. Provide samples of marketing materials produced for clients within the 

last two years and include performance metrics that prove the activity was 

successful. Samples should include at least one sample from each of the following 

categories, though three samples would be preferred. 

a) Display ads 

b) Landing pages(s) 

c) Landing page(s) with a form 

d) Website 

e) Microsite 

f) HTML email, including corresponding landing page 

 

D. Digital Design and Development  

 

1. Describe your experience with website, mobile and social site 

development. Discuss your approach and capabilities in the full project lifecycle, 

including: planning, business analysis, design, information architecture, use cases, 

site design, development, content management, etc.  

 

2. Discuss and provide examples of how effective architecture, design and 

use of technologies can serve the desired objectives and intended outcomes. 

Specifically discuss the direct impact on the user experience. 

 

3. Discuss your experience and capabilities in integrating a public-facing 

website with internal applications, systems and data sources. Discuss best 

practices for design and development.  
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4. Provide samples of marketing materials produced for clients within the 

last two years and include performance metrics that prove the activity was 

successful. Samples should include at least one sample from each of the following 

categories, though three samples would be preferred. 

a) Website 

b) Microsite 

c) Landing page(s) 

d) Landing page(s) with a form 

 

V.  ADDITIONAL SERVICES: 

 

A.  Describe in detail your firm would propose to accomplish the objectives of the 

resulting contract at the following proposed budget levels:  

- $800,000/year or  

- $1.1 million/year or  

- $1.3 million/year.  

Proposers may also describe other possible creative strategic and tactical approaches and 

proposed outcomes that may be used and/or achieved if the proposed budget level 

increases during the life of the contract.  

B. In addition to the requirements set forth above, UBalt is also interested in other 

marketing services Proposers can provide, particularly innovative ideas to control costs, 

drive growth, and/or increase efficiency.  

 

C. Recommendations to UBalt for how to best utilize agencies for the broad range of 

marketing services identified here, and how to develop and implement best practices can 

be offered.  

END OF THE QUESTIONNAIRE 
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BID/PROPOSAL AFFIDAVIT  

 

A. Authority 

 

I HEREBY AFFIRM THAT: 

 

I (print name) _____________________            possess the legal authority to make this Affidavit. 

 

B. CERTIFICATION REGARDING COMMERCIAL NONDISCRIMINATION 

The undersigned bidder hereby certifies and agrees that the following information is correct: In preparing its bid on this project, 

the bidder has considered all proposals submitted from qualified, potential subcontractors and suppliers, and has not engaged 

in “discrimination” as defined in §19-103 of the State Finance and Procurement Article of the Annotated Code of Maryland. 

“Discrimination” means any disadvantage, difference, distinction, or preference in the solicitation, selection, hiring, or 

commercial treatment of a vendor, subcontractor, or commercial customer on the basis of race, color, religion, ancestry, or 

national origin, sex, age, marital status, sexual orientation, sexual identity, genetic information or an individual’s refusal to 

submit to a genetic test or make available the results of a genetic test, disability, or any otherwise unlawful use of 

characteristics regarding the vendor’s, supplier’s, or commercial customer’s employees or owners. “Discrimination” also 

includes retaliating against any person or other entity for reporting any incident of “discrimination”. Without limiting any other 

provision of the solicitation on this project, it is understood that, if the certification is false, such false certification constitutes 

grounds for the State to reject the bid submitted by the bidder on this project, and terminate any contract awarded based on 

the bid. As part of its bid or proposal, the bidder herewith submits a list of all instances within the past 4 years where there has 

been a final adjudicated determination in a legal or administrative proceeding in the State of Maryland that the bidder 

discriminated against subcontractors, vendors, suppliers, or commercial customers, and a description of the status or resolution 

of that determination, including any remedial action taken. Bidder agrees to comply in all respects with the State’s Commercial 

Nondiscrimination Policy as described under Title 19 of the State Finance and Procurement Article of the Annotated Code of 

Maryland. 

 

B-1. Certification Regarding Minority Business Enterprises. 

 

The undersigned bidder hereby certifies and agrees that it has fully complied with the State Minority Business Enterprise Law, 

State Finance and Procurement Article, §14-308(a)(2), Annotated Code of Maryland, which provides that, except as otherwise 

provided by law, a contractor may not identify a certified minority business enterprise in a bid or proposal and: 

(1) Fail to request, receive, or otherwise obtain authorization from the certified minority business enterprise to identify the 

certified minority proposal; 

(2) Fail to notify the certified minority business enterprise before execution of the contract of its inclusion in the bid or 

proposal; 

(3) Fail to use the certified minority business enterprise in the performance of the contract; or 

(4) Pay the certified minority business enterprise solely for the use of its name in the bid or proposal. 

Without limiting any other provision of the solicitation on this project, it is understood that if the certification is false, such false 

certification constitutes grounds for the State to reject the bid submitted by the bidder on this project, and terminate any 

contract awarded based on the bid. 

 

B-2. Certification Regarding Veteran-Owned Small Business Enterprises.  

The undersigned bidder hereby certifies and agrees that it has fully complied with the State veteran-owned small business 

enterprise law, State Finance and Procurement Article, §14-605, Annotated Code of Maryland, which provides that a person 

may not: 
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(1) Knowingly and with intent to defraud, fraudulently obtain, attempt to obtain, or aid another person in fraudulently 

obtaining or attempting to obtain public money, procurement contracts, or funds expended under a procurement contract to 

which the person is not entitled under this title; 

(2) Knowingly and with intent to defraud, fraudulently represent participation of a veteran–owned small business enterprise in 

order to obtain or retain a bid preference or a procurement contract; 

(3) Willfully and knowingly make or subscribe to any statement, declaration, or other document that is fraudulent or false as to 

any material matter, whether or not that falsity or fraud is committed with the knowledge or consent of the person authorized 

or required to present the declaration, statement, or document; 

(4) Willfully and knowingly aid, assist in, procure, counsel, or advise the preparation or presentation of a declaration, 

statement, or other document that is fraudulent or false as to any material matter, regardless of whether that falsity or fraud is 

committed with the knowledge or consent of the person authorized or required to present the declaration, statement, or 

document; 

(5) Willfully and knowingly fail to file any declaration or notice with the unit that is required by COMAR 21.11.12; or 

(6) Establish, knowingly aid in the establishment of, or exercise control over a business found to have violated a provision of §B-

2(1)—(5) of this regulation. 

C. AFFIRMATION REGARDING BRIBERY CONVICTIONS 

I FURTHER AFFIRM THAT: 

Neither I, nor to the best of my knowledge, information, and belief, the above business (as is defined in Section 16-101(b) of the 

State Finance and Procurement Article of the Annotated Code of Maryland), or any of its officers, directors, partners, 

controlling stockholders, or any of its employees directly involved in the business's contracting activities including obtaining or 

performing contracts with public bodies has been convicted of, or has had probation before judgment imposed pursuant to 

Criminal Procedure Article, §6-220, Annotated Code of Maryland, or has pleaded nolo contendere to a charge of, bribery, 

attempted bribery, or conspiracy to bribe in violation of Maryland law, or of the law of any other state or federal law, except as 

follows (indicate the reasons why the affirmation cannot be given and list any conviction, plea, or imposition of probation 

before judgment with the date, court, official or administrative body, the sentence or disposition, the names of persons 

involved, and their current positions and responsibilities with the business): 

____________________________________________________________ 

____________________________________________________________ 

___________________________________________________________. 

 

 

D. AFFIRMATION REGARDING OTHER CONVICTIONS 

 

I FURTHER AFFIRM THAT: 

 

Neither I, nor to the best of my knowledge, information, and belief, the above business, or any of its officers, directors, 

partners, controlling stockholders, or any of its employees directly involved in the business's contracting activities including 

obtaining or performing contracts with public bodies, has: 

(1) Been convicted under state or federal statute of: 

(a) A criminal offense incident to obtaining, attempting to obtain, or performing a public or private contract; or 

(b) Fraud, embezzlement, theft, forgery, falsification or destruction of records or receiving stolen property; 

(2) Been convicted of any criminal violation of a state or federal antitrust statute; 

(3) Been convicted under the provisions of Title 18 of the United States Code for violation of the Racketeer Influenced and 

Corrupt Organization Act, 18 U.S.C. §1961 et seq., or the Mail Fraud Act, 18 U.S.C. §1341 et seq., for acts in connection with the 

submission of bids or proposals for a public or private contract; 
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(4) Been convicted of a violation of the State Minority Business Enterprise Law, §14-308 of the State Finance and Procurement 

Article of the Annotated Code of Maryland; 

(5) Been convicted of a violation of §11-205.1 of the State Finance and Procurement Article of the Annotated Code of Maryland; 

(6) Been convicted of conspiracy to commit any act or omission that would constitute grounds for conviction or liability under 

any law or statute described in subsections (1)—(5) above; 

(7) Been found civilly liable under a state or federal antitrust statute for acts or omissions in connection with the submission of 

bids or proposals for a public or private contract; 

(8) Been found in a final adjudicated decision to have violated the Commercial Nondiscrimination Policy under Title 19 of the 

State Finance and Procurement Article of the Annotated Code of Maryland with regard to a public or private contract; 

(9) Been convicted of a violation of one or more of the following provisions of the Internal Revenue Code: 

(a) §7201, Attempt to Evade or Defeat Tax; 

(b) §7203, Willful Failure to File Return, Supply Information, or Pay Tax, 

(c) §7205, Fraudulent Withholding Exemption Certificate or Failure to Supply Information, 

(d) §7206, Fraud and False Statements, or 

(e) §7207 Fraudulent Returns, Statements, or Other Documents; 

(10) Been convicted of a violation of 18 U.S.C. §286 Conspiracy to Defraud the Government with Respect to Claims, 18 U.S.C. 

§287, False, Fictitious, or Fraudulent Claims, or 18 U.S.C. §371, Conspiracy to Defraud the United States; 

(11) Been convicted of a violation of the Tax-General Article, Title 13, Subtitle 7 or Subtitle 10, Annotated Code of Maryland; 

(12) Been found to have willfully or knowingly violated State Prevailing Wage Laws as provided in the State Finance and 

Procurement Article, Title 17, Subtitle 2, Annotated Code of Maryland, if: 

(a) A court: 

(i) Made the finding; and 

(ii) Decision became final; or 

(b) The finding was: 

(i) Made in a contested case under the Maryland Administrative Procedure Act; and 

(ii) Not overturned on judicial review; 

(13) Been found to have willfully or knowingly violated State Living Wage Laws as provided in the State Finance and 

Procurement Article, Title 18, Annotated Code of Maryland, if: 

(a) A court: 

(i) Made the finding; and 

(ii) Decision became final; or 

(b) The finding was: 

(i) Made in a contested case under the Maryland Administrative Procedure Act; and 

(ii) Not overturned on judicial review; 

(14) Been found to have willfully or knowingly violated the Labor and Employment Article, Title 3, Subtitles 3, 4, or 5, or Title 5, 

Annotated Code of Maryland, if: 

(a) A court: 

(i) Made the finding; and 

(ii) Decision became final; or 

(b) The finding was: 

(i) Made in a contested case under the Maryland Administrative Procedure Act; and 
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(ii) Not overturned on judicial review; or 

(15) Admitted in writing or under oath, during the course of an official investigation or other proceedings, acts or omissions that 

would constitute grounds for conviction or liability under any law or statute described in §§B and C and subsections D(1)—(14) 

of this regulation, except as follows (indicate reasons why the affirmations cannot be given, and list any conviction, plea, or 

imposition of probation before judgment with the date, court, official or administrative body, the sentence or disposition, the 

name(s) of the person(s) involved and their current positions and responsibilities with the business, and the status of any 

debarment): 

____________________________________________________________ 

____________________________________________________________ 

___________________________________________________________. 

 

E. AFFIRMATION REGARDING DEBARMENT 

I FURTHER AFFIRM THAT: 

Neither I, nor to the best of my knowledge, information, and belief, the above business, or any of its officers, directors, 

partners, controlling stockholders, or any of its employees directly involved in the business's contracting activities, including 

obtaining or performing contracts with public bodies, has ever been suspended or debarred (including being issued a limited 

denial of participation) by any public entity, except as follows (list each debarment or suspension providing the dates of the 

suspension or debarment, the name of the public entity and the status of the proceedings, the names of the persons involved 

and their current positions and responsibilities with the business, the grounds of the debarment or suspension, and the details 

of each person's involvement in any activity that formed the grounds of the debarment or suspension). 

____________________________________________________________ 

____________________________________________________________ 

___________________________________________________________. 

 

F. AFFIRMATION REGARDING DEBARMENT OF RELATED ENTITIES 

I FURTHER AFFIRM THAT: 

 

(1) The business was not established and it does not operate in a manner designed to evade the application of or defeat the 

purpose of debarment pursuant to Sections 16-101, et seq., of the State Finance and Procurement Article of the Annotated 

Code of Maryland; and 

(2) The business is not a successor, assignee, subsidiary, or affiliate of a suspended or debarred business, except as follows (you 

must indicate the reasons why the affirmations cannot be given without qualification): 

____________________________________________________________ 

____________________________________________________________ 

___________________________________________________________. 

 

G. SUB-CONTRACT AFFIRMATION 

 

I FURTHER AFFIRM THAT: 

 

Neither I, nor to the best of my knowledge, information, and belief, the above business, has knowingly entered into a contract 

with a public body under which a person debarred or suspended under Title 16 of the State Finance and Procurement Article of 

the Annotated Code of Maryland will provide, directly or indirectly, supplies, services, architectural services, construction 

related services, leases of real property, or construction. 
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H. AFFIRMATION REGARDING COLLUSION 

 

I FURTHER AFFIRM THAT: 

 

Neither I, nor to the best of my knowledge, information, and belief, the above business has: 

(1) Agreed, conspired, connived, or colluded to produce a deceptive show of competition in the compilation of the 

accompanying bid or offer that is being submitted; 

(2) In any manner, directly or indirectly, entered into any agreement of any kind to fix the bid price or price proposal of the 

bidder or offeror or of any competitor, or otherwise taken any action in restraint of free competitive bidding in connection with 

the contract for which the accompanying bid or offer is submitted. 

 

I. CERTIFICATION OF TAX PAYMENT 

 

I FURTHER AFFIRM THAT: Except as validly contested, the business has paid, or has arranged for payment of, all taxes due the 

State of Maryland and has filed all required returns and reports with the Comptroller of the Treasury, the State Department of 

Assessments and Taxation, and the Department of Labor, Licensing, and Regulation, as applicable, and will have paid all 

withholding taxes due the State of Maryland prior to final settlement. 

 

J. CONTINGENT FEES 

 

I FURTHER AFFIRM THAT: 

 

The business has not employed or retained any person, partnership, corporation, or other entity, other than a bona fide 

employee, bona fide agent, bona fide salesperson, or commercial selling agency working for the business, to solicit or secure 

the Contract, and that the business has not paid or agreed to pay any person, partnership, corporation, or other entity, other 

than a bona fide employee, bona fide agent, bona fide salesperson, or commercial selling agency, any fee or any other 

consideration contingent on the making of the Contract. 

 

K. CERTIFICATION REGARDING INVESTMENTS IN IRAN 

 

(1) The undersigned certifies that, in accordance with State Finance and Procurement Article, §17-705, Annotated Code of 

Maryland: 

(a) It is not identified on the list created by the Board of Public Works as a person engaging in investment activities in Iran as 

described in State Finance and Procurement Article, §17-702, Annotated Code of Maryland; and 

(b) It is not engaging in investment activities in Iran as described in State Finance and Procurement Article, §17-702, Annotated 

Code of Maryland. 

2. The undersigned is unable to make the above certification regarding its investment activities in Iran due to the following 

activities: ________________________________________________________ 
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L. CONFLICT MINERALS ORIGINATED IN THE DEMOCRATIC REPUBLIC OF CONGO (FOR SUPPLIES AND SERVICES CONTRACTS) 

 

I FURTHER AFFIRM THAT: 

 

The business has complied with the provisions of State Finance and Procurement Article, §14-413, Annotated Code of Maryland 

governing proper disclosure of certain information regarding conflict minerals originating in the Democratic Republic of Congo 

or its neighboring countries as required by federal law. 

M. I FURTHER AFFIRM THAT: 

Any claims of environmental attributes made relating to a product or service included in the bid or proposal are consistent with 

the Federal Trade Commission’s Guides for the Use of Environmental Marketing Claims as provided in 16 CFR §260, that apply 

to claims about the environmental attributes of a product, package, or service in connection with the marketing, offering for 

sale, or sale of such item or service. 

N. ACKNOWLEDGEMENT 

 

I ACKNOWLEDGE THAT this Affidavit is to be furnished to the Procurement Officer and may be distributed to units of: (1) the 

State of Maryland; (2) counties or other subdivisions of the State of Maryland; (3) other states; and (4) the federal government. 

I further acknowledge that this Affidavit is subject to applicable laws of the United States and the State of Maryland, both 

criminal and civil, and that nothing in this Affidavit or any contract resulting from the submission of this bid or proposal shall be 

construed to supersede, amend, modify or waive, on behalf of the State of Maryland, or any unit of the State of Maryland 

having jurisdiction, the exercise of any statutory right or remedy conferred by the Constitution and the laws of Maryland with 

respect to any misrepresentation made or any violation of the obligations, terms and covenants undertaken by the above 

business with respect to (1) this Affidavit, (2) the contract, and (3) other Affidavits comprising part of the contract. 

 

I DO SOLEMNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT THE CONTENTS OF THIS AFFIDAVIT ARE TRUE 

AND CORRECT TO THE BEST OF MY KNOWLEDGE, INFORMATION, AND BELIEF. 

 

Date: ______________ 

 

By: ________________________________ (print name of Authorized Representative and Affiant) 

 

_________________________________ (signature of Authorized Representative and Affiant) 

 

Federal Employer Identification Number (FEIN ) _______________________________________ 
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ACKNOWLEDGEMENT OF RECEIPT OF ADDENDA FORM  

RFP NO.: UB-22-V-14  

 

TECHNICAL PROPOSAL DUE DATE: Thursday, May 26, 2022 AT 5:00 P.M. EDT 

 

RFP FOR: MARKETING, ADVERTISING, AND WEB SERVICES 

 

 

NAME OF PROPOSER: ________________________________________________                          

 

 ACKNOWLEDGEMENT OF RECEIPT OF ADDENDA 

 

The undersigned, hereby acknowledges the receipt of the following addenda: 

 

Addendum No.       dated     

Addendum No.        dated     

Addendum No.        dated     

Addendum No.        dated    

Addendum No.       dated    

 

As stated in the RFP documents, this form is included in our Technical Proposal. 

                 

Signature 

                 

Name Printed  

            

Title 

       

Date 

 

END OF FORM 
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MBE – 1 A- PART 2 - MBE UTILIZATION AND FAIR SOLICITATION 

AFFIDAVIT & MBE PARTICIPATION SCHEDULE 

 

This MBE Utilization and Fair Solicitation Affidavit and MBE Participation Schedule 

must be completed in its entirety and included with the bid/proposal.  If the 

bidder/offeror fails to accurately complete and submit this Affidavit and Schedule 

with the bid or proposal as required, the Procurement Officer shall deem the bid non-

responsive or shall determine that the proposal is not reasonably susceptible of being 

selected for award. 

 

In connection with the bid/proposal submitted in response to Solicitation No. UB-22-

V-14, I affirm the following: 

1. MBE Participation (PLEASE CHECK ONLY ONE) 

 

☐ I acknowledge and intend to meet IN FULL both the overall certified 

Minority Business Enterprise (MBE) participation goal of  5 percent  

and all of the following subgoals: 

 

 

   percent for African American-owned MBE firms 

   percent for Hispanic American-owned MBE firms 

   percent for Asian American-owned MBE firms 

   percent for Women-owned MBE firms 

 

Therefore, I am not seeking a waiver pursuant to COMAR 21.11.03.11. I 

acknowledge that by checking the above box and agreeing to meet the stated 

goal and subgoal(s), if any, I must complete PART 3 - MBE Participation 

Schedule and Part 4 Signature Page (and submit it with my Price Proposal if 

I am shortlisted) in order to be considered for award. 

OR 

☐ After making good faith outreach efforts prior to making this submission, I 

conclude that I am unable to achieve the MBE participation goal and/or 

subgoals. I hereby request a waiver, in whole or in part, of the overall goal 

and/or subgoals I acknowledge that by checking this box and requesting a 

partial waiver of the stated goal and/or one or more of the stated subgoal(s) if 

any, I must complete Part 3, the MBE Participation Schedule and Part 4 

Signature Page for the portion of the goal and/or subgoal(s) if any, (and submit 

it with my Price Proposal if I am shortlisted) for which I am not seeking a 

waiver, in order to be considered for award. I acknowledge that by checking 

this box and requesting a full waiver of the stated goal and the stated subgoal(s) 

if any, I must complete Part 4 Signature Page in order to be considered for 

award. 
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Additional MBE Documentation 

I understand that if I am notified that I am the apparent awardee or as requested by 

the Procurement Officer, I must submit the following documentation within 10 

working days of receiving notice of the potential award or from the date of 

conditional award (per COMAR 21.11.03.10), whichever is earlier: 

(a) Good Faith Efforts Documentation to Support Waiver Request (Attachment 

MBE-1C) 

(b) Outreach Efforts Compliance Statement (Attachment MBE-2); 

(c) MBE Subcontractor/MBE Prime Project Participation Statement 

(Attachments MBE-3A and 3B); 

(d) Any other documentation, including additional waiver 

documentation if applicable, required by the Procurement 

Officer to ascertain bidder or offeror responsibility in 

connection with the certified MBE participation goal and 

subgoals, if any. 

 

I understand that if I fail to return each completed document within the required 

time, the Procurement Officer may determine that I am not responsible and 

therefore not eligible for contract award. If the contract has already been awarded, 

the award is voidable. 

Information Provided to MBE firms 

In the solicitation of subcontract quotations or offers, MBE firms were provided 

not less than the same information and amount of time to respond as were non-

MBE firms. 

To complete Affidavit committing to MBE(s) or requesting waiver, Proposer must sign 

below: 

I solemnly affirm under the penalties of perjury that: (i) I have reviewed the instructions for 

the MBE Utilization & Fair Solicitation Affidavit, and (ii) the information contained in the 

MBE Utilization & Fair Solicitation Affidavit is true to the best of my knowledge, 

information and belief. 

 

Proposer Name Signature of Authorized Representative 

(PLEASE PRINT OR TYPE) 

 

Address Printed Name and Title 
 

 

City, State and Zip Code Date 

 

SUBMIT THIS AFFIDAVIT WITH TECHNICAL PROPOSAL  
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APPENDIX B 

SAMPLE PRICE PROPOSAL FORM  
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PROPOSAL NO.: RFP UB-22-V-14 

PRICE PROPOSAL DUE DATE:  ____________, 2022, AT 5:00 P.M. 

PROPOSAL FOR:  UBalt Marketing, Advertising, and Web Services 

PROPOSER: ____________________________________________________ 

Federal Identification Number/Social Security Number:                       

 

  PRICE PROPOSAL 

 DATE_______________________ 

Valerie Rolandelli 

University of Baltimore 

Office of Procurement and Materials Management 

 

Dear Ms. Rolandelli: 

 

The undersigned hereby submits the Financial Proposal as set forth in RFP #UB-22-V-14 dated 

April 20, 2022 and the following subsequent addenda: 

Addendum       dated          

Addendum       dated       

Addendum       dated          

Addendum       dated         

 

We confirm that this Price Proposal is based on the Requirements per the RFP and any 

subsequent addenda as noted above. 

Having received clarification on all matters upon which any doubt arose, the undersigned 

proposes to complete the work for the work as described in this RFP and subsequent Addenda as 

noted above. By signing and submitting this response, undersigned hereby agrees to all the terms 

and conditions of this RFP including any issued addenda. Proposers are cautioned to verify their 

final proposals prior to submission, as UMUC cannot be responsible for Proposer’s errors or 

omissions. Any price proposal that has been accepted by UMUC may not be withdrawn by the 

contractor. 

 

A. Attached to this Price Proposal Form is our firm's maximum hourly billing rates for all 

personnel and staff positions that will be applicable through the first twelve months of the 

contract.   
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B. Maximum percent (%) mark-up for subcontractors/outside sources:

 ___________% 

C. Maximum percent (%) commission for media buys: 

 ___________% 

D. Retainer per month (if applicable)      

 $___________ 

We understand that by submitting a proposal we are agreeing to all of the terms and conditions 

included in the RFP documents, and that the Bid/Proposal Affidavit submitted as part of the 

technical proposal remains in effect. 

We understand that the evaluation and subsequent final ranking of proposals will be in accordance 

the RFP documents. We understand that technical weighs greater than financial. 

We understand that the University reserves the right to award a contract (or contracts) for all items, 

or any parts thereof, as set forth in detail under the information furnished in the RFP document.  

We further confirm that the Account/Project Manager and other Key People named within our 

Technical Proposal will be assigned to the UBalt Contract for the duration of this project. We 

understand that no changes in these assignments will be allowed without written authorization 

from the University via contract amendment prior to such changes being made. 

 

Enclosure:  Name, Title, Role on Project, and Hourly Rate of Personnel to be attached 

  MBE Form Attachment MBE-1A Part 3 and 4  (See Appendix M of the RFP.) 

   

 

(Signatures should be placed on following page.) 
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The offeror represents, and it is a condition precedent to acceptance of this proposal, that the offeror has not been a party to any 

agreement to submit a fixed or uniform price. Sign where applicable below. 

A. INDIVIDUAL PRINCIPAL 

In Presence of Witness:_____________________________ FIRM NAME _________________________                              

ADDRESS_______________________________

__________ 

TELEPHONE  NO. _______________ 

SIGNED 

___________________________________                         

PRINTED NAME 

_________________________  

TITLE: _________________________________                                       

 

B. CO-PARTNERSHIP PRINCIPAL  _________________________________  

  (Name of Co - Partnership) 

ADDRESS_______________________ 

________________________________                        

 

_________________________________________________                

In Presence of Witness: TELEPHONE  NO. _______________________                               

                                               as to     BY _____________________                                           

          (Partner) 

Printed Name: _________________________                                 

                                               as to 

BY _____________________________  

  (Partner)     

 Printed Name: _________________________ 

                                               as to     BY ______________________   

        (Partner) 

C. CORPORATION   _________________________________  

(Name of Corporation) 

ADDRESS_______________________ 

________________________________                                  

  TELEPHONE  NO.__________________ 

Attest:                                                               

[Printed Name of Corporate (or Assistant Corporate) 

Secretary]_________________________________________________________  

[Corporate (or Assistant Corporate) Secretary Signature for Identification]    

BY: ________________________________ 

                                                 

Signature of Officer and Title 

Printed Name                                   

 

        Title___________________________________ 
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APPENDIX C 

UBALT CONTRACT FORMS 
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APPENDIX C  

  

SAMPLE ONLY- DO NOT FILL OUT-   

Terms and Conditions are subject to change prior to execution of contract  

  

University of Baltimore 

  

CONTRACT #_________  

  

_______________ __, 2022 

  

  

  

CONTRACTOR: _________________  

Federal Employer ID: __-_________  

Address: ________________________  

________________________  

Contact Person: ________________________  

Contact Phone: ________________________  

Contact Fax: ________________________  

Contact Email: ________________________  

  

  

  

UBalt Ordering Office:   
Project Coordinator:   
Coordinator Phone:   
Coordinator Fax:   
Coordinator Email:   

  

Procurement Officer/Contract Manager:  

Phone Number:  

E-mail address:  

  

  

  

  

  

  

1  
 

 

 

 

This  Agreement(“Agreement” or “Contract”)is  made _______________,  between  the University of 

Baltimore (“UBalt” or “University”) located at 1420 North Charles Street, Baltimore, MD  21201, a public 

corporation and independent agency of the State of Maryland. 

 and _____________("Contractor" or “Consultant”), with an address at 

_____________________________________, collectively the “Parties”. 
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CONTRACT DOCUMENTS AND TERM  

 

This Agreement consists of multiple documents as follows in the order of precedence:  

 

• This Agreement Form (pages 1 through 11) and any Amendments;  

• RFP____ and Addenda,_____________ 

• Contractor’s Proposal and Statement of Work; and 

• Work Orders, and Purchase Orders Terms and Conditions, issued under this Contract, whether 
attached hereto or not.  

 

This as needed,  non-exclusive Agreement  shall  be  effective  upon the  date  of  execution by both Parties  

and shall continue through the date specified in this Agreement, or until the work deliverables are 

completed, unless extended by amendment.  

 

RECITALS.  The Contractor has been awarded a contract to provide services, as needed, for UBalt upon 

the terms and conditions set forth herein, and the Contractor is willing to undertake those services ("the 

Services") upon such terms and conditions. The Contractor represents that the Contractor is qualified to 

render the Services required by UBalt.  

 

NOW, THEREFORE, UBalt and the Contractor agree as follows: 

 

1. SERVICES. 

The Contractor shall perform the non-exclusive Services as described in the RFP and Contractor’s proposal 

to this Agreement. 

 

1.2 Services shall  be  performed  in  accordance  with this  Agreement or  per  the schedule of  

activities agreed  upon  by  the Parties  issued  as  a  work  order  by  the  University. The Contractor will  

provide  all  the  necessary  equipment and  materials to perform  the Services in  an expeditious manner 

as  is  consistent  with  good  professional  skill  and  care and  the  orderly  progress  of  the Services.  In  

the  event  of  any  conflict  in  terms  between RFP,  Contractor’s  proposal and  this  Agreement,  the  

terms  and  conditions  of  this Agreement take precedence. 

 

1.3 The UBalt will designate a staff member to  act  as manager(“Project Manager”) between the 

University and the Contractor.  Throughout the period of the Services, copies of all correspondence, work 

products, specifications, estimates and other materials prepared by the Contractor should be directed to 

the Project Manager and also to any other UBalt personnel  designated  by  the  Project Manager.  Direct  

contact  or  communication  by  the Contractor with other UBalt offices or any other entity concerning the 

Services shall be made only with the prior knowledge and concurrence of the Project Manager.  
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1.4 The professional contractor for the Services shall be the same person identified in this contract 

unless  (a)  a  change  is  requested  by  the Contractor and  approved  in  writing via a written amendment 

by  the  Procurement Officer;  or  (b)  a  change  is  requested  in  writing  by  the  Project Manager for  

good  cause,  in  which  case  the Contractor shall  make  an  appropriate  substitution, subject  to UBalt’s  

approval,  and  notify UBalt in  writing.    Major  changes  in  the Contractor's  organization  or  personnel  

(other  than  the Contractor)  shall  be reported  to UBalt in writing as they occur. 

 

1.5 If applicable, any amendments thereto, are made  a part of this Agreement unless expressly 

contradicted by a term or condition of this Agreement.  The Scope of Services which is set forth in the RFP 

and Contractor’s proposal. 

 

2. COMPENSATION AND PAYMENTS.  

 

2.1  Contractor’s rates shall not exceed the fees provided in this Agreement and all such rates/fee 

include all expenses in the performance of the Services. Payments shall be made upon acceptance of 

deliverables as outlined in this Agreement or in work orders/written directives issued by UBalt. The 

maximum fee for all services provided under this Agreement shall not exceed the $__________, unless 

modified by an amendment or by Purchase Order, at a later date.  

 

2.2  Payment requests (invoices) shall be submitted electronically to the Accounts Payable 

Department, 1420 North Charles Street, Baltimore, MD  21201 or at _____________ and the Project 

Manager.  

 

2.3  Payments to the Contractor pursuant to this Purchase Order shall be made no later than thirty 

(30) days after the University's receipt of a proper invoice from the Contractor.  Charges for late payment 

of invoices, other than as prescribed by Title 15, Subtitle 1, of the State Finance and Procurement Article, 

Annotated Code of Maryland, or by the Public Service Commission of Maryland with respect to regulated 

public utilities as applicable, are prohibited. 

 

2.4  The Contractor shall include along with each invoice a summary of work/activities/items 

delivered/completed during the work period being invoiced. The Contractor shall clearly reference the 

Purchase Order, Contract number; tax ID number, the type of billing, i.e., the deliverable; and, additional 

information as may be specifically required elsewhere in this Agreement.  

 

2.5  No invoice will be processed if there is a dispute between UBalt and the Contractor as to the 

current or cumulative services provided.  

 

2.6  UBalt's approval of periodic payments to the Contractor shall not constitute, in any sense, 

approval or acceptance by UBalt of the Services work performed through the date of the invoice or of the 

Contractor's assertion of percentage of the Services completed through the date of the invoice.  
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2.7  It is understood that there is no guarantee of dollar amount of work under this Contract. Payment 

will be issued on services rendered. Adjustments to payments for non-performance may be taken by the 

University, as its sole discretion. 

 

2.8  As an independent contractor of UBalt, no withholding of income tax, Social Security or other 

sums will be made from the payment to the Contractor. 

 

Any reimbursables associated with this Agreement shall be in accordance with the RFP and the current 

USM policy in effect at the time the approved expenses have occurred.  All reimburseables must be 

approved in advance in writing by UBalt.    

 

3. CONTRACT TERM. 

The contract start date shall be on or about ________ and shall be effective for four (4) years until 

________ 2022.  Following the Initial Term of the contract, there will be an option or options for 

renewal for a period not to exceed a cumulative total of four (4) additional years [“Renewal 

Term(s)”] at the sole discretion of UBalt.  UBalt at its sole option may discontinue the services of 

the vendor at any time during the Initial Term or Renewal Term(s) with 30 days notice with no 

further obligations to the Contractor and with no penalty.  If UBalt elects to discontinue the 

contract, a summation of work in progress will be made and a mutual agreement as to how to 

finalize this work in progress will be made.  

4.  MODIFICAITONS/AMENDMENTS. 

This Contract may be amended with the consent of both parties. Amendments may not change 

significantly the scope of the Contract. 

 

5. EVALUATION AND ACCEPTANCE PROCEDURE. 

 

5.1   Delivery shall be made in accordance with the solicitation specifications. The University, in its sole 

discretion, may extend the time of performance for excusable delays due to unforeseeable causes beyond 

the Contractor's control. The University unilaterally may order in writing the suspension, delay, or 

interruption of performance hereunder. The University reserves the right to test any materials, 

equipment, supplies, or services delivered to determine if the specifications have been met. 

  

Upon completion and delivery of each deliverable by Contractor, UBalt will begin the evaluation 

and acceptance process, which shall include, but not be limited to, the steps described below. Payments, 

in accordance with Section 2 of this Contract will be based on the completion/delivery of a deliverable by 

Contractor and acceptance by UBalt of each deliverable. Contractor will demonstrate to UBalt that the 

deliverable has been completed or has occurred and will provide UBalt with written notice of the same. 
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  If applicable, the materials listed in the bid or proposal shall be delivered FOB the point or points 

specified prior to or on the date specified in the bid or proposal. Any material that is defective or fails to 

meet the terms of the solicitation specifications shall be rejected. Rejected materials shall be promptly 

replaced. The University reserves the right to purchase replacement materials in the open market. 

Contractors failing to promptly replace materials lawfully rejected shall be liable for any excess price paid 

for the replacement, plus applicable expenses, if any. 

 

5.2  Within the time period specified in the Contract including any Contract 

Amendments/Modifications, or if not specified, then within five (5) business days of receipt by UBalt of a 

scheduled deliverable from Contractor, UBalt shall determine whether such deliverable Materially 

Conforms to the specifications defined in the Contract. As used herein, the term "Materially Conforms" 

means that the deliverable is ready to be used in production and meets or exceeds its intended 

functionality and performance. If the deliverable Materially Conforms to the specifications, then UBalt 

will provide written confirmation to Contractor that the deliverable is accepted.  

 

5.3  If the deliverable does not Materially Conform, UBalt shall immediately return it to Contractor 

with a written list of deficiencies. Contractor, at no additional cost to UBalt, shall thereafter make all 

appropriate and necessary fixes to the deliverable and return it to UBalt within the time period specified, 

or if not specified, then within ten (10) business days for further testing by UBalt. If the deliverable again 

fails to Materially Conform then this same process will be repeated one more time. If the deliverable fails 

to Materially Conform to the specifications after delivery for the second time then UBalt may, at its sole 

discretion, (a) further extend the timeframe for cure and (b) extend the warranty period, if applicable, or 

(c) begin the termination process as defined in Section 6.3 of this Contract. If UBalt does not elect to 

terminate this Contract after the second failure, it has not automatically waived its right to do so following 

any additional failed attempt at correction by Contractor to which the parties may agree.  

 

5.4  If either party fails to meet the testing period described above, or any other periods of time as 

mutually agreed to, the other party may declare the Contract in material breach and begin the termination 

process as defined in Section 22. 

 

7. ELIGIBILITY TO PURCHASE.  

Contractor agrees to extend the proposed price structure and discounts to all University System of 

Maryland campuses and facilities within the state of Maryland. 

 

8. MULTI-YEAT CONTRACTS CONTINGENT UPON APPROPRIATIONS.  

If the General Assembly fails to appropriate funds or if funds are not otherwise made available for 

continued performance for any fiscal period of this Contract succeeding the first fiscal period, this Contract 

shall be canceled automatically as of the beginning of the fiscal year for which funds were not 

appropriated or otherwise made available; provided, however, that this will not affect either the 

University's rights or the Contractor's rights under any termination clause in this Contract. The effect of 

termination of the Contract hereunder will be to discharge both the Contractor and the University from 
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future performance of the Contract, but not from their rights and obligations existing at the time of 

termination. The Contractor shall be reimbursed for the reasonable value of any non-recurring costs 

incurred but not amortized in the price of the Contract. The University shall notify the Contractor as soon 

as it has knowledge that funds may not be available for the continuation of this Contract for each 

succeeding fiscal period beyond the first. 

 

9. LIQUIDATED DAMAGES.  

Time is an essential element of the contract and it is important that the work be vigorously prosecuted 

until completion.  For each day that any work shall remain uncompleted beyond the time(s) specified 

elsewhere in the contract, the Contractor shall be liable for liquidated damages in the amount(s) provided 

for in the solicitation, provided, however, that due account shall be taken of any adjustment of specified 

completion time(s) for completion of work as granted by approved change orders. 

 

10.    SPECIFICATIONS. All materials, equipment, supplies or services shall conform to federal and State 

laws and regulations and to the specifications contained in the solicitation. 

 

11. DELAYS AND EXTENSIONS OF TIME.  

The Contractor agrees to prosecute the work continuously and diligently and no charges or claims for 

damages shall be made by it for any delays or hindrances from any cause whatsoever during the progress 

of any portion of the work specified in this Contract.  

 

Time extensions will be granted only for excusable delays that arise from unforeseeable causes beyond 

the control and without the fault or negligence of the Contractor, including but not restricted to, acts of 

God, acts of the public enemy, acts of the State in either its sovereign or contractual capacity, acts of 

another Contractor in the performance of a contract with the State, fires, floods, epidemics, quarantine 

restrictions, strikes, freight embargoes, or delays of subcontractors or suppliers arising from 

unforeseeable causes beyond the control and without the fault or negligence of either the Contractor or 

the subcontractors or suppliers. 

 

12. SUSPENSION OF WORK.  

The procurement officer unilaterally may order the Contractor in writing to suspend, delay, or interrupt 

all or any part of the work for such period of time as he may determine to be appropriate for the 

convenience of the University. 

 

14. UNIVERSITY WORK RULES.  

Employees and agents of Contractor shall, while on the premises of the University, comply with all 

University rules and regulations.  Contractor shall acquaint itself with conditions governing the delivery, 

receiving and storage of materials at the work site if applicable to this work, as not to interfere with 

University operations.  Contractor shall not stop, delay, or interfere with University work schedule without 

the prior approval of the University’s specified representative. 
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14.1. SEXUAL HARASSMENT SENSITIVITY TRAINING.  

All of Contractor’s Management employees that will provide service under this contract must complete 

not less than four hours of sexual harassment sensitivity training.  Those managers will be responsible for 

conducting sexual harassment sensitivity training for all of Contractor’s employees that work at UB. 

 

15. HARMONY.   

Contractor shall be entirely responsible for working in harmony with all others on the work site when 

Contractor is working on University premises. 

 

16. OWNERSHIP OF WORK PRODUCT AND INTELLECTUAL PROPERTY: 

 

16.1  For the consideration payable under this Agreement, all work product derived from the Services 

and required by this Agreement shall be considered a work made for hire within the meaning of that term 

under the copyright laws of the United States, applicable common law and corresponding laws of other 

countries. UBalt shall have sole right and authority to seek statutory copyright protection and to enjoy the 

benefits of ownership of the work. The Contractor hereby assigns all rights, title and interest in and to the 

work derived from the Services and agrees to require all members of the production, as well as any agents 

or subcontractors of Contractor involved in Services, to agree in writing that they assign to UBalt all right, 

title and interest in work product derived from the Services required by this Agreement. All work product 

required by this Agreement shall also be protected by the attorney client and attorney work product 

privileges available under Maryland law. Contractor shall retain ownership of any pre-existing intellectual 

property it held prior to this Agreement, and to any intellectual property it develops outside this 

Agreement without reference to any materials or work it exposed to under this Agreement.  

 

16.2  Notwithstanding the terms of Paragraph 16.1, Contractor is permitted with written consent to 

retain all rights to the intellectual capital (including without limitation, ideas, methodologies, processes, 

inventions and tools) developed or possessed by the Contractor prior to, or acquired during, the 

performance of the Services under this Contract. 

 

17.  MINORITY BUSINESS ENTERPRISE (MBE) REPORTING.   

Contractor has agreed to subcontract not less than _5__% of the Contract dollar total with Maryland 

Certified MBE subcontractors (including those listed on page ___ of their proposal. 

 

Contractor will provide the University with quarterly reports showing the amount invoiced to the 

University for any work done in that quarter, the MBE subcontractors used, and the amount paid to each 

MBE subcontractor for that quarter. 

 

18. INSURANCE. 
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If insurance is required by the University, the Contractor shall maintain, during the term hereof, 

Workmen’s Compensation, Personal Injury and Property Insurance, and if the contract requires use of an 

automobile, Automobile Liability Insurance, in amounts required by statute.  Contractor shall also require 

its subcontractors, if any, who enter University premises to maintain such insurance.  Contractor and its 

subcontractors shall furnish the University, upon request, with copies of policies or other satisfactory 

proof of insurance. 

 

18.1. INSURANCE REQUIREMENTS:  

The Contractor shall defend, indemnify and save harmless the University System of Maryland, its officers, 

employees and agents, from any and all claims, liability, losses and causes of actions which may arise out 

of the errors, omissions and performance or non-performance by the Contractor, employees or agents, 

of the work covered by this contract.  The University shall not assume any obligation to indemnify, hold 

harmless or pay attorneys' fees that may arise from or in any way be associated with the performance or 

operation of this agreement.  

 

The Contractor shall secure, pay the premiums for, and keep in force until the expiration of this contract, 

including any renewal thereof, adequate insurance as provided below, such insurance to specifically 

include liability assumed by the Contractor under this contract.  The amounts of insurance coverage 

specified below shall be the minimum amount of available insurance to satisfy claims; a policy which 

allows the costs associated with investigating, management or defense of any claim, or any other cost 

incurred by the insured or the insurance carrier, to be deducted from the policy limits is not acceptable.   

 

18.2 Commercial General Liability Insurance including all extensions- 

 $2,000,000 each occurrence; 

 $2,000,000 personal injury; 

 $2,000,000 products/completed operations; 

 $2,000,000 general aggregated 

 

18.3. Workmen's Compensation Insurance and Unemployment Insurance as required by the laws of the 

State of Maryland. 

 

18.4. Professional Liability Insurance, with a limit of not less than $1,000,000 per occurrence. 

 

18.5. If automotive equipment is used in the operation, automobile bodily injury liability insurance with 

limits of not less than $1,000,000 for each person and $2,000,000 for each accident, and property damage 

liability insurance, with a limit of not less than $2,000,000 for each accident. 

 

18.6. Products liability insurance, if not included in the Comprehensive, with limits of not less than 

$1,000,000 for each person and $2,000,000 for each accident. 
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18.7. All policies for liability protection, bodily injury or property damage must specifically and expressly 

name the University System of Maryland as an insured with respect to operations under the contract and 

premises occupied by the Contractor. With respect to the Contractor's liability for bodily injury or property 

damage under the items above, such insurance shall cover and not exclude Contractor's liability for injury 

to the property of the University System and to the persons or property of employees, students, faculty 

members, agents, officers, regents, invitees or guests of the University System. 

 

18.8. Each insurance policy shall contain the following endorsement: "It is understood and agreed that 

the Insurance Company shall notify the Procurement Officer in writing forty-five (45) days in advance of 

the effective date of any reduction in or cancellation of this policy."  A certificate of each policy of 

insurance shall be furnished to the Procurement Officer.  With the exception of Workmen's 

Compensation, upon the request of the Procurement Officer a certified true copy of each policy of 

insurance, including the above endorsement manually countersigned by an authorized representative of 

the insurance company, shall be furnished.  A certificate of insurance for Workmen's Compensation 

together with a properly executed endorsement for cancellation notice must always be furnished.  

Following the notice of contract award, the requested Certificates and Policies shall be delivered as 

directed by the Procurement Officer.  Notices of policy changes shall be furnished to the Procurement 

Officer. 

 

18.9. All required insurance coverages must be acquired from insurers registered to do business in the 

State of Maryland and acceptable to the University.  The insurers must have a policyholders' rating of "A-

" or better, and a financial size of "Class VII" or better in the latest edition of Best's Insurance Reports.   

 

19. NON-HIRING OF STATE EMPLOYEES.  

No employee of the State of Maryland or any unit thereof, whose duties as such employee include matters 

relating to or affecting the subject matter of this contract, shall, while so employed, become or be an 

employee of the party or parties hereby contracting with the State of Maryland or any unit thereof. 

 

20. DISPUTES.  

This contract shall be subject to USM Procurement Policies and Procedures. Pending resolution of a claim, 

the Contractor shall proceed diligently with the performance of the contract in accordance with the 

procurement officer's decision. 

 

21. TERMINATION FOR CONVENIENCE.  

The performance of work under this contract may be terminated by the University in accordance with this 

clause in whole, or from time to time in part, whenever the University shall determine that such 

termination is in the best interest of the University. The University will pay all reasonable costs associated 

with this contract that the Contractor has incurred up to the date of termination and all reasonable costs 

associated with termination of the Contract. However, the Contractor shall not be reimbursed for any 

anticipatory profits that have not been earned up to the date of termination. Termination hereunder, 
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including the determination of the rights and obligations of the parties, shall be governed by the 

provisions of the USM Procurement Policies and Procedures. 

 

22. TERMINATION FOR DEFAULT.  

 

 (1) The University may, subject to the provisions of paragraph (3) below, by written notice of default to 

the Contractor, terminate the whole or any part of this contract in any one of the following circumstances: 

(a) If the Contractor fails to perform within the time specified herein or any extension thereof-, or (b) If 

the Contractor fails to perform any of the other provisions of this contract, or so fails to make progress as 

to endanger performance of this contract in accordance with its terms, and in either of these two 

circumstances does not cure such failure within a period of 10 days (or such longer period as the 

procurement officer may authorize in writing) after receipt of notice from the procurement officer 

specifying such failure.  

 

(2) In the event the University terminates this contract in whole or in part as provided in paragraph (1) of 

this clause, the University may procure substitute performance upon terms and in whatever manner the 

procurement officer may deem appropriate, and the Contractor shall be liable to the University for any 

excess costs for substitute performance; provided, that the Contractor shall continue the performance of 

this contract to the extent not terminated under the provisions of this clause.  

 

(3) Except with respect to defaults of subcontractors, the Contractor shall not be liable for any excess 

costs if the failure to perform the contract arises out of causes beyond the control and without the fault 

or negligence of the Contractor. Such causes may include, but are not restricted to, acts of God or of the 

public enemy, acts of the University in either its sovereign or contractual capacity, fires, floods, epidemics, 

quarantine restrictions, strikes, freight embargoes, and unusually severe weather; but in every case the 

failure to perform shall be beyond the control and without the fault or negligence of the Contractor. If the 

failure to perform is caused by the default of a subcontractor, and if the default arises out of causes 

beyond the control of both the Contractor and subcontractor, and without the fault or negligence of either 

of them, the Contractor shall not be liable for any excess costs for failure to perform unless substitute 

performance for the subcontractor was obtainable from another source in sufficient time to permit the 

Contractor to meet the performance schedule.  

 

(4) If, after notice of termination of this contract under the provisions of this clause, it is determined for 

any reason that the Contractor was not in default under the provisions of this clause, or that the default 

was excusable under the provisions of this clause, the rights and obligations of the parties shall, if the 

contract contains a clause providing for termination for convenience of the University, be the same as if 

the notice of termination had been issued pursuant to such clause. If, after notice of termination of this 

contract under the provisions of this clause, it is determined for any reason that the Contractor was not 

in default under the provisions of this clause, and if this contract does not contain a clause providing for 

termination for convenience of the University, the contract shall be equitably adjusted to compensate for 

such termination and the contract modified accordingly; failure to agree to any such adjustment shall be 

a dispute concerning a question of fact within the meaning of the clause of this contract entitled Disputes.  
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(5) If this contract is terminated as provided in paragraph (1) of this clause, the University, in addition to 

any other rights provided in this clause, may require the Contractor to transfer title and deliver to the 

University, in the manner, at the times, and to the extent, if any, directed by the procurement officer, (a) 

the fabricated or unfabricated parts, work in progress, completed work, supplies, and other material 

produced as a part of, or acquired in connection with the performance of, the work terminated by the 

Notice of Termination, and (b) the completed or partially completed plans, drawings, information, and 

other property which, if the contract had been completed, would have been required to be furnished to 

the University; and the Contractor shall, upon direction of the procurement officer, protect and preserve 

property in the possession of the Contractor in which the University has an interest. Payment for 

completed supplies delivered to and accepted by the University shall be at the contract price. Payment 

for manufacturing materials delivered to and accepted by the University and for the protection and 

preservation of property shall be in an amount agreed upon by the Contractor and procurement officer; 

failure to agree to such amount shall be a dispute concerning a question of fact within the meaning of the 

clause of this contract entitled "Disputes." The University may withhold from amounts otherwise due the 

Contractor hereunder such sum as the procurement officer determines to be necessary to protect the 

University against loss because of outstanding liens or claims of former lien holders.  

 

(6) The rights and remedies of the University provided in this clause shall not be exclusive and are in 

addition to any other rights and remedies provided by law or under this contract.  

 

(7) As used in paragraph (3) of this clause, the terms, "subcontractor" and "subcontractors" mean 

subcontractor(s) at any tier.  

 

23. RENTENTION OF RECORDS.    

The Contractor shall retain and maintain all records and documents relating to this Purchase Order for 

three years after final payment by the State hereunder or any applicable statute of limitations, whichever 

is longer, and shall make them available for inspection and audit by authorized representatives of the 

State, including the procurement officer or designee, at all reasonable times. 

 

24. TAX EXEMPTION.  

The State is generally exempt from Federal Excise Taxes, Maryland Sales and Use Taxes, District of 

Columbia Sales Taxes and Transportation Taxes.  Exemption certificates shall be completed upon request.  

Where a Contractor is required to furnish and install material in the construction or improvement of real 

property in performance of a contract, the Contractor shall pay the Maryland Sales Tax and the exemption 

does not apply. 

 

25. NONDISCRIMINATION IN EMPLOYMENT.  

The Contractor agrees: (a) not to discriminate in any manner against an employee or applicant for 

employment because of race, color, religion, creed, age, sex, marital status, national origin, ancestry, or 

physical or mental handicap unrelated in nature and extent so as reasonably to preclude the performance 
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of such employment; (b) to include a provision similar to that contained in subsection (a), above, in any 

subcontract except a subcontract for standard commercial supplies or raw materials; and (c) to post and 

to cause subcontractors to post in conspicuous places available to employees and applicants for 

employment, notices setting forth the substance of this clause. 

 

26. FINANCIAL DISCLOSURE.  

The Contractor shall comply with the provisions of Section 13-221 of the State Finance and Procurement 

Article of the Annotated Code of Maryland, which requires that every business that enters into contracts, 

leases, or other agreements with the State of Maryland or its agencies during a calendar year under which 

the business is to receive in the aggregate $100,000 or more, shall, within 30 days of the time when the 

aggregate value of these contracts, leases or other agreements reaches $100,000, file with the Secretary 

of State of Maryland certain specified information to include disclosure of beneficial ownership of the 

business. 

 

27. POLIITICAL CONTRIBUTION DISCLOSURE.  

The Contractor shall comply with Article 33, Sections 30-1 through 30-4 of the Annotated Code of 

Maryland, which requires that every person that enters into contracts, leases, or other agreements with 

the State, a county, or an incorporated municipality, or their agencies, during a calendar year in which the 

person receives in the aggregate $100,000 or more, shall file with the State Administrative Board of 

Election Laws a statement disclosing contributions in excess of $500 made during the reporting period to 

a candidate for elective office in any primary or general election. The statement shall be filed with the 

State Administrative Board of Election Laws:  

a. before a purchase or execution of a lease or contract by the University, a county, an incorporated 

municipality, or their agencies, and shall cover the preceding two calendar years; and  

b. if the contribution is made after the execution of a lease or contract, then twice a year, throughout the 

contract term, on (1) February 5, to cover the 6-month period ending January 31; and (2) August 5, to 

cover the 6-month period ending July 31. 

 

 

28. ANTI-BRIBERY.  

The Contractor warrants that neither it nor any of its officers, directors, or partners nor any of its 

employees who are directly involved in obtaining or  performing contracts with any public body has been  

convicted of bribery, attempted bribery, or  conspiracy to bribe under the laws of any state or of  the 

federal government or has engaged in conduct  since July 1, 1977, which would constitute bribery,  

attempted bribery, or conspiracy to bribe under the  laws of any state or the federal government.  

 

29. REGISTRATION.  

Pursuant to §7-201 et seq. of the Corporations and Associations Article of the Annotated Code of 

Maryland, corporations not incorporated in the State shall be registered with the State Department of 

Assessments and Taxation, 301 West Preston St., Baltimore, Maryland 21201, before doing any interstate 
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or foreign business in this State. Before doing any intrastate business in this State, a foreign corporation 

shall qualify with the Department of Assessments and Taxation. 

 

30. CONTIGENT FEE PROHIBITION.  

The contractor warrants that it has not employed or retained any person, partnership, corporation, or 

other entity, other than a bona fide employee or agent working for the contractor, architect, or engineer, 

to solicit or secure this agreement, and that it, has not paid or agreed to pay any person, partnership, 

corporation, or other entity, other than a bona fide employee or agent, any fee or any other consideration 

contingent on the making of this agreement. 

 

31. PRE-EXISTING REGULATIONS.  

In accordance with the provisions of Section 11-206 of the State Finance and Procurement Article, 

Annotated Code of Maryland, the regulations set forth in USM Procurement Policies and Procedures in 

effect on the date of execution of this Contract are applicable to this Contract. 

 

32. INDEPENDENT CONTRACTOR.  

It is understood and agreed that Contractor is an independent contractor and not an employee of the 

University.  The University will not withhold income taxes, social security or any other sums from the 

payments made to the Contractor herein.  The Contractor shall in no way hold himself out to any third 

person as an agent of the University. All persons furnished by Contractor shall be considered solely its 

employees or agents and Contractor shall be responsible for payment of all unemployment, social security 

and other payroll taxes, including making contributions when required by law. 

 

UBalt reserves the right to review all press releases or other public communications of the other party 

that may affect the party’s public image, programs or operations. Contractor may not assign or 

subcontract any rights or delegate any of its duties under this Agreement without UBalt's prior written 

approval. 

 

33. EPA COMPLIANCE.  

Materials, supplies, equipment or services shall comply in all respects with the Federal Noise Control Act 

of 1972, where applicable. 

 

 

34. OCCUPATIONAL SAFETY AND HEALTH ACT (O.S.H.A.). 

All materials, supplies, equipment, or services supplied as a result of this contract shall comply with the 

applicable U.S. and Maryland Occupational Safety and Health Act standards. 

 

35. MARYLAND LAW PREVAILS.  
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The provisions of this contract shall be governed by the laws of Maryland. 

 

36. SOFTWARE LICENSING.  

Licensor represents and warrants that the software, as delivered to the University, does not contain any 

program code, virus, worm, trap door, back door, timer, or clock that would erase data or programming 

or otherwise cause the software to become inoperable, inaccessible, or incapable of being used.  The 

software is hereby warranted to operate in accordance with its user manuals, either automatically, upon 

the occurrence of Licensor-selected conditions, or manually on the command of Licensor. 

 

37. MUCITA. 

The Maryland Uniform Computer Information Transactions Act (MUCITA), Maryland Code Annotated 

[Commercial Law] 21-101 through 21-816, does not govern this Agreement, except to the extent that 

section 21-104(2) of the Act applies.  The parties further agree that this Agreement shall be governed by 

the common law of Maryland relating to written agreements and Maryland statutes other than MUCITA 

which may apply. 

 

38. PROTESTS AND CLAIMS.  

Any protest regarding the award of this contract or claim arising out of this contract shall be administered 

in accordance with the University System of Maryland Procurement Policies and Procedures, Section X - 

Protests and Claims.  Detail is available by accessing the following web site:  www.purchase.umd.edu 

Click on this web site, then select the category "Policies and Procedures", followed by "USM Procurement 

Policies and Procedures". 

  

39. COMPLIANCE WITH LAWS.  

  

The Contractor hereby represents and warrants that: 

 

 a. It is qualified to do business in the State of Maryland and that it will take such action as, from time to 

time hereafter, may be necessary to remain so qualified; 

 b. It is not in arrears with respect to the payment of any moneys due and owing the State of Maryland, 

or any department or unit thereof, including but not limited to the payment of taxes and employee 

benefits, and that it shall not become so in arrears during the term of this Contract; 

 c. It shall comply with all federal, State, and local laws, regulations, and ordinances applicable to its 

activities and obligations under this Contract; and 

 d. It shall obtain, at its expense, all licenses, permits, insurance, and governmental approvals, if any, 

necessary to the performance of its obligations under this Contract." 

 

40. CHANGES.  
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The Procurement Officer may at any time, by written order, make unilateral changes within the general 

scope of this contract in any one or more of the following: 

 (1) Description of services to be performed. 

 (2) Time of performance (i.e., hours of the day, days of the week, etc.). 

 (3) Place of performance of the services. 

 (4) Drawings, designs, or specifications when any supplies to be furnished are to be specially 

manufactured for the University in accordance with the drawings, designs, or specifications. 

 (5) Method of shipment or packing of supplies. 

 (6) Place of delivery. 

 

40.1 DELAYS AND EXTENSIONS OF TIME. The section entitled “Delays and Extensions of Time” 

prohibits the Contractor from making charges or claims for damages for any delays or hindrances from 

any cause whatsoever during the progress of any portion of the work specified in this Contract.  If a 

change, as allowed above, causes an increase or decrease in the cost of the work which is not time-related, 

the University shall make an equitable adjustment in the contract price and shall modify the contract. 

 

40.2 The Contractor must assert its right to an adjustment under this section within 30 days from the 

date of receipt of the written order. Any request for an adjustment must be submitted in writing to the 

Procurement Officer. 

 

40.3 Failure to agree to any adjustment shall be a dispute under the Disputes section.  However, 

nothing in this section shall excuse the Contractor from proceeding with the contract as changed. 

 

 

41. CONFIDENTIALITY AGREEMENT FOR CONTRACTOR:  

 

41.1  Contractor acknowledges and understands that in connection with this Agreement, the 

performance of the Services and otherwise, Contractor has had or shall have access to, has obtained or 

shall obtain, or has been or shall be given the University’s Confidential Information (as defined herein). 

For purposes of this Agreement, “Confidential Information” means all information provided by the 

Univesity to Contractor, including without limitation information concerning the University’s business 

strategies, political and legislative affairs, students, employees, vendors, contractors, student records, 

customer lists, finances, properties, methods of operation, computer and telecommunications systems, 

and software and documentation. Confidential Information includes information in any and all formats 

and media, including without limitation oral, and includes the originals and any and all copies and 

derivatives of such information. Contractor shall use the Confidential Information only if and when 

required for the performance of the Services, and for no other purpose whatsoever, and only by 

Contractor employees engaged in that performance.  
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41.1  Contractor shall not, in any manner whatsoever, disclose, permit access to, or allow use of 

Confidential Information to any person or entity except as specifically permitted or required under this 

Contract. 

 

41.2 Contractor acknowledges and understands that UBalt is required to protect certain Confidential 

Information from disclosure under applicable law, including but not limited to the Family Educational 

Rights and Privacy Act (“FERPA”), the Gramm Leach Bliley Act (“GLBA”), or the Maryland Public 

Information Act (“PIA”), including regulations promulgated thereunder, as the laws and regulations may 

be amended from time to time (collectively the “Privacy Laws”). The Confidential Information that is 

protected under FERPA was provided to the Contractor as it is handling an institution service or function 

that would ordinarily be performed by UBalt’s employees. The Contractor agrees that it shall be obligated 

to protect and may only maintain and use the Confidential Information in its possession or control in 

accordance with the Privacy Laws to the same extent as UBalt would be obligated if the Confidential 

Information was in the possession or control of UBalt. The Contractor further agrees that it is subject to 

the requirements governing the use and redisclosure of personally identifiable information from 

education records as provided in FERPA.  

 

41.3  Contractor may disclose Confidential Information as required by legal process. If Contractor is 

required by legal process to disclose Confidential Information, Contractor shall immediately notify the 

College, and before disclosing such information shall allow UBalt reasonable time to take appropriate legal 

action to prevent disclosure of the Confidential Information.  

 

41.4  Contractor’s obligations with respect to Confidential Information shall survive the expiration or 

the termination of this Contract.  

 

41.5  Contractor acknowledges that Contractor’s failure to comply fully with the restrictions placed 

upon use, disclosure and access to Confidential Information may cause the College grievous irreparable 

harm and injury. Therefore, any failure to comply with the requirements of this Section 8 shall be a 

material breach of this Agreement.  

 

41.8   Contractor agrees and acknowledges that it is not the custodian of any Confidential Information 

that may be in Contractor’s possession or control. Contractor shall forward any request for disclosure of 

Confidential Information to: Office of Procurement University of Baltimore,  1420 N. Charles Street, 

Baltimore, MD 21201.  

 

41.7 Except to the extent otherwise required by applicable professional standards, the obligations 

under this section do not apply to information that (a) is or becomes generally known to the public, other 

than as a result of disclosure by Contractor, (b) had been previously possessed by Contractor without 

restriction against disclosure at the time of receipt by Contractor, (c) was independently developed by 

Contractor without violation of this Contract, or (d) Contractor and the College agree in writing to disclose. 

Each party shall be deemed to have met its nondisclosure obligations under this section as long as it 
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exercises the same level of care to protect the other’s information as it exercises to protect its own 

confidential information, except to the extent that applicable law or professional standards impose a 

higher requirement.  

 

41.8 All Confidential Information received by Contractor shall be returned to the College or destroyed 

upon completion or termination of this Contract. 

 

42. IDEMNIFICATION.  

The University shall not assume any obligation to indemnify, hold harmless, or pay attorneys' fees that 

may arise from or in any way be associated with the performance or operation of this agreement. 

 

43. EQUAL EMPLOYMENT OPPORTUNITY.  

The Contractor warrants that the contractor shall comply with E.O. 11246, “Equal Employment 

Opportunity”, as amended by E.O. 11375, Amending Executive Order 11246 Relating to Equal 

Employment Opportunity, and as supplemented by regulations at 41 CFR part 60, Office of Federal 

Contract Compliance Programs, Equal Employment Opportunity, Department of Labor. 

 

 

44. ENTIRE AGREEMENT.  

This Agreement and the University’s standard contract terms and conditions, which are hereby 

incorporated by reference (and are available on the internet at 

http://www.usmd.edu/Leadership/BoardOfRegents/Bylaws/SectionVIII/VIII300.html – see Policy and 

Procedures A) contain the entire agreement of the parties and supersede all prior agreements and 

understanding, oral or otherwise,  between the parties.  No modification or amendment of this Agreement 

shall be effective unless the same shall be in writing duly executed by all parties hereto. 

 

45. CONFLICTING TERMS.  

Any proposal for terms in addition to or different from those set forth in this contract or any attempt by 

the Contractor to vary any of the terms of this offer by Contractor's acceptance shall not operate as a 

rejection of this offer, unless such variance is in the terms of the description, quantity, price or delivery 

schedule, but shall be deemed a material alteration thereof, and this offer shall be deemed acceptable by 

the Contractor without the additional or different terms. If this purchase order is an acceptance of a prior 

offer by the Contractor, the acceptance is expressly conditioned upon Contractor's assent to any 

additional or different terms contained herein. The Contractor understands and agrees that the terms and 

conditions of this purchase order may not be waived. 

 

48. All communication or notices regarding this Contract shall be sent to: 

 

 Contractor 
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 Contractor Name 

 Contractor Contact 

 Contractor Address 

 Contractor City, State 

 

 Contractor Contact Telephone Number 

 Contractor Contact Email Address 

 

 University of Baltimore 

 xxxxxxxxx, Procurement xxxxxx 

            1420 N. Charles Street 

 Baltimore, MD 21202 

 

 PH: (410) 837-5714 

 xxxxxxx@ubalt.edu 

 

 

AGREED TO BY: The University of Baltimore AGREED TO BY: (Contractor) 

 

By ________________________________  By: _______________________________ 

(Signature)  xxxxxxxxx   (Signature)   ____________________________________      

________________________________ 

(Printed name)      (Printed name) 

 

_________________________________        ________________________________ 

(Title)       (Title) 

 

_________________________________       ________________________________ 

(Date)       (Date0 

  

 

 

 

mailto:xxxxxxx@ubalt.edu
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Contract Affidavit. 

Mandatory contract addendum. The contract addendum shall be in substantially the same form as follows and 

submitted upon initial award and each renewal thereafter: 

CONTRACT AFFIDAVIT 

A. AUTHORITY 

I HEREBY AFFIRM THAT: 

I, (print name) ___________________________ possess the legal authority to make this Affidavit. 

B. CERTIFICATION OF REGISTRATION OR QUALIFICATION WITH THE STATE DEPARTMENT OF ASSESSMENTS AND 

TAXATION 

I FURTHER AFFIRM THAT: 

The business named above is a (check applicable items): 

(1) Corporation — ___ domestic or ___ foreign; 

(2) Limited Liability Company — ___ domestic or ___ foreign; 

(3) Partnership — ___ domestic or ___ foreign; 

(4) Statutory Trust — ___ domestic or ___ foreign; 

(5) ___ Sole Proprietorship 

and is registered or qualified as required under Maryland Law. 

I further affirm that the above business is in good standing both in Maryland and (IF APPLICABLE) in the 

jurisdiction where it is presently organized, and has filed all of its annual reports, together with filing fees, with the 

Maryland State Department of Assessments and Taxation. The name and address of its resident agent (IF 

APPLICABLE) filed with the State Department of Assessments and Taxation is: 

Name and Department ID 

Number:____________________ Address:__________________ 

and that if it does business under a trade name, it has filed a certificate with the State Department of 

Assessments and Taxation that correctly identifies that true name and address of the principal or owner as: 

Name and Department ID Number: ________________________ 

Address: _____________________________________________. 

C. FINANCIAL DISCLOSURE AFFIRMATION 
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I FURTHER AFFIRM THAT: 

I am aware of, and the above business will comply with, the provisions of State Finance and Procurement Article, 

§13-221, Annotated Code of Maryland, which require the business to file with the Secretary of State of Maryland 

certain specified information, including disclosure of beneficial ownership of the business, within 30 days of the 

date the aggregate value of any contracts, leases, or other agreements that the business enters into with the State 

of Maryland or its agencies during a calendar year reaches $200,000. 

D. POLITICAL CONTRIBUTION DISCLOSURE AFFIRMATION 

I FURTHER AFFIRM THAT: 

I am aware of, and the above business will comply with, Election Law Article, Title 14, Annotated Code of 

Maryland, which requires that every person that enters into a procurement contract with the State, a county, a 

municipal corporation, or other political subdivision of the State, during a calendar year in which the person 

receives a contract with a governmental entity in the amount of $200,000 or more shall file with the State Board of 

Elections statements disclosing: (a) any contributions made during the reporting period to a candidate for elective 

office in any primary or general election; and (b) the name of each candidate to whom one or more contributions 

in a cumulative amount of $500 or more were made during the reporting period. The statement shall be filed with 

the State Board of Elections: (a) before execution of a contract by the State, a county, a municipal corporation, or 

other political subdivision of the State, and shall cover the 24 months prior to when a contract was awarded; and 

(b) if the contribution is made after the execution of a contract, then twice a year, throughout the contract term, 

on: (i) May 31, to cover the six (6) month period ending April 30; and (ii) November 30, to cover the six (6) month 

period ending October 31. 

E. DRUG AND ALCOHOL FREE WORKPLACE 

(Applicable to all contracts unless the contract is for a law enforcement agency and the agency head or the 

agency head’s designee has determined that application of COMAR 21.11.08 and this certification would be 

inappropriate in connection with the law enforcement agency’s undercover operations.) 

I CERTIFY THAT: 

(1) Terms defined in COMAR 21.11.08 shall have the same meanings when used in this certification. 

(2) By submission of its bid or offer, the business, if other than an individual, certifies and agrees that, with 

respect to its employees to be employed under a contract resulting from this solicitation, the business shall: 

(a) Maintain a workplace free of drug and alcohol abuse during the term of the contract; 

(b) Publish a statement notifying its employees that the unlawful manufacture, distribution, dispensing, 

possession, or use of drugs, and the abuse of drugs or alcohol is prohibited in the business’ workplace and 

specifying the actions that will be taken against employees for violation of these prohibitions; 

(c) Prohibit its employees from working under the influence of drugs or alcohol; 

(d) Not hire or assign to work on the contract anyone who the business knows, or in the exercise of due 

diligence should know, currently abuses drugs or alcohol and is not actively engaged in a bona fide drug or alcohol 

abuse assistance or rehabilitation program; 



Page 70 of 79 

 

(e) Promptly inform the appropriate law enforcement agency of every drug-related crime that occurs in its 

workplace if the business has observed the violation or otherwise has reliable information that a violation has 

occurred; 

(f) Establish drug and alcohol abuse awareness programs to inform its employees about: 

(i) The dangers of drug and alcohol abuse in the workplace; 

(ii) The business’s policy of maintaining a drug and alcohol free workplace; 

(iii) Any available drug and alcohol counseling, rehabilitation, and employee assistance programs; and 

(iv) The penalties that may be imposed upon employees who abuse drugs and alcohol in the workplace; 

(g) Provide all employees engaged in the performance of the contract with a copy of the statement 

required by §E(2)(b), of this regulation; 

(h) Notify its employees in the statement required by §E(2)(b), of this regulation, that as a condition of 

continued employment on the contract, the employee shall: 

(i) Abide by the terms of the statement; and 

(ii) Notify the employer of any criminal drug or alcohol abuse conviction for an offense occurring in the 

workplace not later than 5 days after a conviction; 

(i) Notify the procurement officer within 10 days after receiving notice under §E(2)(h)(ii), of this regulation, 

or otherwise receiving actual notice of a conviction; 

(j) Within 30 days after receiving notice under §E(2)(h)(ii), of this regulation, or otherwise receiving actual 

notice of a conviction, impose either of the following sanctions or remedial measures on any employee who is 

convicted of a drug or alcohol abuse offense occurring in the workplace: 

(i) Take appropriate personnel action against an employee, up to and including termination; or 

(ii) Require an employee to satisfactorily participate in a bona fide drug or alcohol abuse assistance or 

rehabilitation program; and 

(k) Make a good faith effort to maintain a drug and alcohol free workplace through implementation of 

§E(2)(a)—(j), of this regulation. 

(3) If the business is an individual, the individual shall certify and agree as set forth in §E(4), of this regulation, 

that the individual shall not engage in the unlawful manufacture, distribution, dispensing, possession, or use of 

drugs or the abuse of drugs or alcohol in the performance of the contract. 

(4) I acknowledge and agree that: 

(a) The award of the contract is conditional upon compliance with COMAR 21.11.08 and this certification; 

(b) The violation of the provisions of COMAR 21.11.08 or this certification shall be cause to suspend 

payments under, or terminate the contract for default under COMAR 21.07.01.11 or 21.07.03.15, as applicable; 

and 
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(c) The violation of the provisions of COMAR 21.11.08 or this certification in connection with the contract 

may, in the exercise of the discretion of the Board of Public Works, result in suspension and debarment of the 

business under COMAR 21.08.03. 

F. CERTAIN AFFIRMATIONS VALID 

I FURTHER AFFIRM THAT: 

To the best of my knowledge, information, and belief, each of the affirmations, certifications, or 

acknowledgements contained in that certain Bid/Proposal Affidavit dated ________ , 20___ , and executed by me 

for the purpose of obtaining the contract to which this Exhibit is attached remains true and correct in all respects 

as if made as of the date of this Contract Affidavit and as if fully set forth herein. 

I DO SOLEMNLY DECLARE AND AFFIRM UNDER THE PENALTIES OF PERJURY THAT THE CONTENTS OF THIS 

AFFIDAVIT ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE, INFORMATION, AND BELIEF. 

Date:_______ 

By:___________________________(printed name of Authorized Representative and affiant) 

___________________________(signature of Authorized Representative and affiant) 
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Confidentiality Statement for Contractors 

 

I _____________________________ certify and affirm that I understand and comply with the 

University of Baltimore’s requirements for keeping data and records confidential, including the 

following: 

 

OFFICIAL AND ACCEPTABLE USE 

I agree to use University of Baltimore (UB) computers, network hardware and software only for 

purposes associated with my contract and/or engagement and official responsibilities at the 

University of Baltimore, and in accordance with UB acceptable use policies available at _____ 

 

Access to UB computers and network is restricted to authorized users only and limited to approved 

business purposes.  By using this system, you expressly consent to the monitoring of all activities. 

Any unauthorized access or use of this system is prohibited and could be subject to criminal and 

civil penalties. All records, reports, e-mail, software, and other data generated by or residing upon 

this system are the property of State of Maryland and may be used by the State of Maryland for 

any purpose.  IF such monitoring reveals evidence of criminal activity UB personnel may provide 

evidence of the monitoring and/or recording to law enforcement officials and the offending users 

access may be deactivated. 

 

CONFIDENTIALITY OF  INFORMATION 

1.         Contractor may be granted access to, may obtain, or be given confidential information, 

including without limitation information concerning the University’s business strategies, political 

and legislative affairs, students, faculty, employees, vendors, contractors, customer lists, finances, 

properties, methods of operation, computer and telecommunication systems, and software and 

documentation.  Certain confidential information may be protected under the Family Educational 

Rights and Privacy Act (“FERPA”), the Gramm-Leach-Bliley Act, and the Maryland Public 

Information Act.  Contractor must have administrative, technical, and physical safeguards to 

protect the security, confidentiality, and integrity of the University’s confidential information.  

 

2.         The University is willing to disclose certain confidential information to 

Contractor, including information concerning the University’s business strategies, political and 

legislative affairs, students, employees, vendors, contractors, customer lists, finances, properties, 

methods of operation, computer and telecommunications systems, and software and 

documentation (“Confidential Information”).  Contractor agrees: (i) to use Confidential 

Information solely for purposes of services provided to UB; and (ii) not to disclose, permit or cause 

use of, or provide access to Confidential Information to any third person or entity. Upon request 

by the University, Contractor may be required to sign a Non-Disclosure Agreement. 

 

3.         Gramm-Leach Bliley Act, 15 USC Section 6801 and Family Educational Rights and 

Privacy Act 
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ARTICLE VI – CONFIDENTIAL INFORMATION 

3.1.      Contractor understands that in connection with this Agreement and the performance of the 

Scope of Work, Contractor may have access to,  may obtain or be given information concerning i) 

the University, ii)  its business affairs, iii) its students, employees or contractors and iv) other 

information in the possession or control of the University, including without limitation, 

information relating to the University’s student records or student financial information, customer 

lists, vendors, potential partners, finances, properties, methods of operation, computer programs 

and documentation.  Any and all such information is hereafter referred to as "Confidential 

Information".  Confidential Information shall include information in any and all formats and 

media, including without limitation oral, and shall include the originals and any and all copies and 

derivatives of such information. 

 

3.2.      From and after the effective date of this Agreement, Contractor shall have the right to use, 

shall have access to and shall use the Confidential Information only in the performance of the 

Scope of Work and for no other purpose whatsoever and only if and when required for that 

performance. Contractor shall permit access to and the use of Confidential Information only by 

Contractor employees who are assigned to participate in that portion of the Scope of Work in 

question and only as part of that assignment, unless otherwise authorized by the University by 

prior written direction.   Contractor shall protect the Confidential Information  according to 

commercially acceptable standards and no less rigorously than it protects its own confidential 

information. 

 

3.3.      All confidential information received by Contractor shall be returned to the University or 

destroyed upon completion or termination of the contract.   

 

3.4.      The Contractor shall not, in any manner whatsoever, disclose, permit or cause use of or 

provide access to Confidential Information to any person or entity except as part of the 

performance of the Scope of Work and then only with and in accordance with the prior written 

consent of the University representative  designated for the Scope of Work.    Contractor agrees to 

cause its employees, subcontractors and agents to be bound by the terms of this Section. 

 

3.5.      Contractor acknowledges that Contractor’s failure to comply fully with the restrictions 

placed upon use, disclosure and access to the Confidential Information under this Agreement may 

cause the University grievous irreparable harm and injury. Therefore, any failure shall be a material 

breach of this Agreement. 

 

3.6.      Contractor’s obligations in respect to Confidential Information shall survive the expiration 

or the termination of the Term.  
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3.7.      STATUTORY CONFIDENTIAL INFORMATION 

The Contractor agrees and acknowledges that certain of the Confidential Information may be 

protected under the federal laws known as the Family Educational Rights and Privacy Act, 20 USC 

Section 1232g, (“FERPA”) and the Gramm-Leach_Bliley Act, 15 USC Section 6801 et seq. 

(“GLBA”), or the Maryland State law known as the Public Information Act (“PIA”)  as each  may 

be amended from time to time together with the regulations promulgated and in effect thereunder 

from time to time (collectively the “Privacy Acts”). The Confidential Information covered by the 

Privacy Acts shall be referred to as “Statutory Confidential Information”. The provisions of this 

Agreement governing Statutory Confidential Information are in addition to the provisions of this 

Agreement governing Confidential Information generally. 

 

3.8.      For the purpose of this Agreement, Contractor shall follow and be bound by the 

interpretation and application that the University gives to the provisions of Privacy Acts. If 

Contractor complies with the provisions of this Agreement and the University’s interpretation of, 

policies concerning and practices about the Statutory Confidential Information, then the University 

shall have no cause of action against Contractor under this Agreement if Contractor’s actions 

concerning the Statutory Confidential Information are found to be in violation of the Privacy Acts. 

 

3.9.      Contractor shall forward to The Issuing Office (UB Procurement Office)  any request for 

disclosure of Confidential Information to a person or entity other than the University or its 

employees. Contractor agrees and acknowledges that it is not the custodian of any Confidential 

Information that may be in Contractor’s possession or control.   

 

3.10.     Except to the extent otherwise required by applicable law, the obligations under this 

section do not apply to information that (a) is or becomes generally known to the public other than 

as a result of disclosure by Contractor, (b) was to Contractor or had been previously possessed by 

Contractor without restriction against disclosure at the time of receipt thereof by Contractor, (c) 

was independently developed by Contractor without violation of this Agreement, or (d) Contractor 

and the University agree in writing from time to time to disclose.  Each party shall be deemed to 

have met its nondisclosure obligations under this section as long as it exercises the same level of 

care to protect the other’s information as it exercises to protect its own confidential information, 

except to the extent that applicable law or professional standards impose a higher requirement. 

________________________________  _______________ 

Contractor signature                                                     Date 
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Appendix M 

 

MBE - MINORITY BUSINESS ENTERPRISE  

INFORMATION AND SOLICITATION FORMS 

 

Issued as separate document 
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APPENDIX S 

SOLICITATION TERMS AND CONDITIONS 

 

 

1. Due Date and Time 

The Technical Proposal shall be submitted electronically to the TeamDynamix address provided in the Solicitation schedule with 

the email time log no later than the date and time indicated in the Solicitation Schedule.   

Price Proposals will only be requested from those proposers who are shortlisted following the second phase technical evaluation 

per the RFP. The due date for Price Proposals will be set upon completion of the technical evaluation, however, the University 

anticipates the price proposal due date to be as provided in the Solicitation Schedule. 

Proposers shall allow sufficient time in submitting responses to the RFP to ensure timely receipt by the Issuing Office via the 

Box site.  Proposers should receive an automatically generated verification from TeamDynamix when the file has successfully 

uploaded.  Proposers that do not receive verification should immediately contact the Issuing Office to confirm that their response 

has been received.  Proposals or unsolicited amendments to proposals arriving after the due date and time will not be considered. 

2. Late Proposals 

Any proposal, request for modification, or request for withdrawal that is not received at the designated location, time, and date set 

forth in the Solicitation Schedule will be deemed late and will not be considered.  Delivery of the proposal to the specified 

location at the prescribed time and date is the sole responsibility of the proposer.  

3. Multiple/Alternative Proposals 

Proposers may not submit more than one (1) proposal nor may proposers submit an alternate to this RFP.   

4. Modifications and Withdrawals of Proposals 

Withdrawal of, or modifications to, proposals are effective only if written notice is filed to the Issuing Office prior to the time 

proposals are due.  A notice of withdrawal or modification to a proposal must be signed by an officer with the authority to 

commit the company. 

No withdrawal or modifications will be accepted after the time proposals are due. 

5. Pre-Proposal Conference 

A Pre-Proposal Conference will be held virtually in conjunction with this procurement.  See Section I of the Solicitation for 

details regarding this meeting. 

6. Issuing Office 

The Issuing Office shall be the sole point of contact with the University for purposes of the preparation and submittal of the RFP 

proposal.  The Issuing Office is: 

University of Baltimore 

Office of Procurement and Materials Management 

Baltimore, Maryland 21250 

All questions on this procurement are to be directed via email to the following individuals: 

 Primary Point of Contact:  Valerie Rolandelli: vrolandelli@ubalt.edu     

7. Questions, Inquiries, Clarifications, and Addenda 

Questions and inquiries shall be submitted to the Issuing Office no later than the date and time indicated in the Solicitation 

Schedule.  

Should a Proposer find discrepancies in the RFP documents, or be in doubt as to the meaning or intent of any part thereof, the 

Proposer must, prior to the question deadline listed in the Solicitation Schedule, request clarification in writing from the Issuing 

Office, who will issue a written Addendum to the Contract.  Failure to request such clarification is a waiver to any claim by the 

mailto:vrolandelli@ubalt.edu
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Proposer for expense made necessary by reason of later interpretation of the RFP documents by the University. Requests shall 

include the RFP number and name. 

Oral explanations or instructions will not be binding; only written Addenda will be binding. Any Addenda resulting from these 

requests will be posted on the University’s bid board.  The Proposer shall acknowledge the receipt of all addenda in the 

Acknowledgement of Receipt of Addenda Form. 

8. Site Investigation 

By submitting a proposal the Proposer acknowledges that the Proposer has investigated and been satisfied as to the conditions 

affecting the work, including but not restricted to those bearing upon transportation, disposal, handling and storage of materials, 

availability of labor, water, and electric power. Any failure by the Proposer to become acquainted with the available information 

will not relieve the Proposer from responsibility for estimating properly the cost of successfully performing the work.  The 

University shall not be responsible for any conclusions or interpretations made by the Proposer of the information made available 

by the University. 

9. Right to Reject Proposals and Waive Irregularities 

The University reserves the right to reject either all proposals after the opening of the proposals but before award, or any 

proposal, in whole or part, when it is in the best interest of the State of Maryland.  For the same reason, the University reserves 

the right to waive any minor irregularity in a proposal. 

10. Cancellation of the RFP 

The University may cancel this RFP, in whole or in part, at any time during the procurement process. 

11. Proposal Acceptance 

The University reserves the right to accept or reject any and all proposals, in whole or in part, received as a result of this RFP; to 

waive minor irregularities; or to negotiate with all responsible proposers, in any manner necessary, to serve the best interest of the 

University.  Further, the University reserves the right to make a whole award, multiple awards, a partial award, or no award at all. 

12. Confidential/Proprietary Information 

Proposers should give specific attention to the identification of those portions of their proposals which they deem to be 

confidential, proprietary information or trade secrets, and provide any justification of why such materials, upon request, should 

not be disclosed by the State under the Public Information Act, General Provisions Article, Title 4 of the Annotated Code of 

Maryland. 

Proposals are not publicly opened. Proposers must clearly indicate each and every section that is deemed to be confidential, 

proprietary or a trade secret.  It is not sufficient to preface the entire proposal with a proprietary statement. 

13. Financial Disclosure by Persons Doing Business with the State 

Proposers providing materials, equipment, supplies or services to the University must comply with Section 13-221 of the State 

Finance & Procurement Article of the Annotated Code of Maryland which requires that every business which enters into 

contracts, leases or other agreements with the University and receives in the aggregate $200,000, or more, during a calendar year 

shall, within 30 days of the time when the $200,000 is reached, file with the Secretary of State a list containing the names and 

address of its resident agent, each of its officers, and any individual who has beneficial ownership of the contracting business. 

14. Arrearages 

By submitting a response to this solicitation, a firm shall be deemed to represent that it is not in arrears in the payment of any 

obligation due and owing the State of Maryland, including the payment of taxes and employee benefits and that it shall not 

become so in arrears during the term of the contract if selected for contract award. 

15. Incurred Expenses  

The University will not be responsible for any costs incurred by any firm in preparation and submittal of a proposal. 

16. Debriefing of Unsuccessful Proposers 

A debriefing of an unsuccessful proposer shall be conducted upon written request submitted to the procurement officer within 10 

days after the proposer knew or should have known its proposal was unsuccessful.  The debriefing shall be limited to discussion 

of the unsuccessful proposer’s proposal only and shall not include a discussion of a competing proposer's proposal.  Debriefings 

shall be conducted at the earliest feasible time.  A summarization of the procurement officer's rationale for the selection may be 

given. 
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17. Maryland Public Ethics Law 

The Maryland Public Ethics Law prohibits, among other things:  State employees or officials (and in some cases, former 

employees) and businesses in which such an individual is employed or holds a financial interest from (i) submitting a bid or 

proposal, (ii) negotiating a contract, and (iii) entering into a contract with the governmental unit with which the individual is 

affiliated per the Maryland Code, General Provisions Article, Title 5, Subtitle 5.  

If the proposer has any questions concerning application of the State Ethics Law to the proposer's participation in this 

procurement, it is incumbent upon the proposer to seek advice from the State Ethics Commission:  Executive Director, State 

Ethics Commission, 45 Calvert Street, 3rd Floor, Annapolis, Maryland 21401, 410-260-7770, 877-669-6085. 

The procurement officer may refer any issue raised by a bid or proposal to the State Ethics Commission. The procurement officer 

may require the proposer to obtain advice from the State Ethics Commission and may reject a bid or proposal that would result in 

a violation of the Ethics Law.  

The resulting contract is cancelable in the event of a violation of the Maryland Public Ethics Law by the vendor or any State of 

Maryland employee in connection with this procurement. 

18. Use of Affiliates to Avoid Taxation on Income from State Contracts 

Contractor agrees that it will not reduce its income subject to tax by claiming a deduction for royalty or similar payments for 

trademarks, trade names, or intangible property that shift income from the contractor to an affiliated entity that does not file 

Maryland income tax returns.  Contractor agrees that any affiliated entity receiving such payments is doing business in Maryland 

and is required to file Maryland income tax returns.  Contractor agrees that during the course of this contract:  (1) it shall not 

make any such royalty or similar payments to any affiliated company; but (2) if any such royalty or similar payments are made, 

contractor and the affiliated company shall file separate Maryland income tax returns and pay their respective Maryland income 

taxes in such a manner that contractor may claim a deduction against Maryland income tax for such payments only if the 

affiliated company receiving the royalty or similar payment files its Maryland income tax return and pays Maryland tax, under a 

formula that reasonably apportions the income of the affiliated company among the states, including Maryland, in which the 

contractor does business.  Contractor agrees that it is authorized to bind its affiliated entities to the terms hereof. 

19. Payments to Contractors by Electronic Funds Transfer   

If the annual dollar value of this contract will exceed $200,000.00, the Proposer is hereby advised that electronic funds transfer 

(EFT) will be used by the State to pay the Contractor for this Contract and any other State payments due Contractor unless the 

State Comptroller's Office grants the Contractor an exemption. 

By submitting a response to this solicitation, the Proposer agrees to accept payments by EFT. The selected Proposer shall register 

using form COT/GAD X-10 Vendor Electronic Funds (EFT) Registration Request Form. Any request for exemption must be 

submitted to the State Comptroller's Office for approval at the address specified on the COT/GAD X-10 form and must include 

the business identification information as stated on the form and include the reason for the exemption. 

The form is available as a pdf file on the web site of the General Accounting Division of the Comptroller of Maryland:  

http://comptroller.marylandtaxes.gov/Vendor_Services/Accounting_Information/Static_Files/GADX10Form20150615.pdf 

20. Minority Business Enterprise Notice 

Minority Business Enterprises are encouraged to respond to this solicitation. For more information on the State’s MBE program or 

questions related to certification, please contact MDOT’s Office of Minority Business Enterprise/Equal Opportunity, telephone 

410-865-1269 or view the MDOT website http://www.mdot.state.md.us/mbe/index.html. 

Refer to Appendix M of the Solicitation regarding the MBE subcontracting goals set for the resulting contract as well as information 

regarding the requirements and forms associated with the State of Maryland’s MBE program. 

21. Insurance Requirements 

The selected Contractor shall defend, indemnify, and save harmless the State of Maryland, the University System of Maryland, 

the University of Maryland, Baltimore County and each of their officers, employees, and agents, from any and all claims, 

liability, losses and causes of actions which may arise out of the performance by the Contractor, employees or agents, of the 

services covered by the contract.   

The selected Contractor shall secure, pay the premiums for, and keep in force until the expiration of the term of the contract, 

including renewals, adequate insurance as provided below, such insurance to specifically include liability assumed by the 

Contractor under the contract:   

- Comprehensive General Liability Insurance including all extensions: 

 $2,000,000 each occurrence; 

http://comptroller.marylandtaxes.gov/Vendor_Services/Accounting_Information/Static_Files/GADX10Form20150615.pdf
http://www.mdot.state.md.us/mbe/index.html
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 $2,000,000 personal injury; 

 $2,000,000 products/completed operations; 

 $2,000,000 general aggregated 

- Workers Compensation Insurance and Unemployment Insurance as required by the laws of the State of 

Maryland 

- Owner’s Landlord’s and Tenant’s and Contractor’s bodily injury liability insurance, with limits of not less 

than $500,000 for each person and $2,000,000 for each accident 

- Property damage liability insurance with a limit of not less than $2,000,000 for each accident 

- Automobile bodily injury liability insurance with limits of not less than $1,000,000 for each person and 

$2,000,000 for each accident, and property damage liability insurance, with a limit of not less and $2,000,000 

for each accident 

- Professional Liability with a limit of not less than $1,000,000 

 

At the time the contract is made, the Contractor shall provide the University with evidence of payment in full of the above 

insurance coverage throughout the entire term of this contract.  Any renewal term under the contract shall also include evidence 

of payment in full of the above insurance coverage through the entire term of the renewal. 

The Contractor shall furnish the University with a certificate of insurance as evidence of the required coverage.  For all insurance, 

except for worker’s compensation and professional liability insurance, the insurance certificates shall specifically identify the 

materials and equipment, and shall name the University of Baltimore, the University System of Maryland, and the State of 

Maryland as an additional insured.   

The Contractor shall not start work under the awarded contract until the Contractor has obtained at its own expense all of the 

required insurance and the insurance coverage has been approved by the procurement officer; nor shall the Contractor allow any 

subcontractor to start work on any subcontract until all insurance required by the subcontract has been obtained and approved by 

the Contractor and University of Maryland.  Approval of insurance required of the Contractor and subcontractors for the 

University will be granted only after submission to the University of original certificates of insurance signed by an authorized 

representative of the insurers or, alternately, at the University's request, certified copies of the required insurance policies. 

The Contractor shall require all subcontractors to maintain during the term of this agreement, Commercial General Liability 

insurance, Business Automobile Liability insurance, and Workers Compensation, in the same manner, including the additional 

insured requirements as specified for the Contractor.  The Contractor shall furnish subcontractors' certificates of insurance to the 

University immediately upon request. 

Contractor shall be as fully responsible to University of Maryland for the acts and omissions of the subcontractors and of persons 

employed by them as it is for acts and omissions of persons directly employed by Contractor. 

All required insurance policies shall be endorsed to include the following provision; "It is agreed that this policy is not subject to 

cancellation, non-renewal, material change, or reduction in coverage until forty-five (45) days prior written notice has been given 

to the University of Baltimore.". 

No acceptance or approval of any insurance by the University of Maryland shall be construed as relieving or excusing the 

Contractor, or the surety or bond, if any, from any liability or obligation imposed upon either or both of them by the provision of 

the Contract Documents. 

The required insurance coverage shall be in force throughout the Contract Term.  Should the Contractor fail to provide acceptable 

evidence of current insurance within ten (10) days of receipt of written notice at any time during the contract term, the University 

shall have the absolute right to terminate the Contract without any further obligation to the Contractor, and the Contractor shall 

be liable to the University for the entire additional cost of procuring substitute performance and the cost of performing the 

incomplete portion of the Contract at time of termination. 

All required insurance coverages must be acquired from insurers allowed to do business in the State of Maryland and acceptable 

to the University.  The insurers must have a policy holders’ rating of “A-“ or better, and a financial size of “Class VII” or better 

in the latest edition of Best’s Insurance Reports.  

22. Payment and Performance Bonds 

Not applicable to this procurement but may be applicable at the sole discretion of the University to any resulting project/work 

done under the resulting contract. 

END OF APPENDIX S 


