
 

MONTGOMERY COUNTY COUNCIL 
ROCKVILLE, MARYLAND 

 
May 10, 2023 

 
 

The Montgomery County Council is interested in retaining the services of a qualified independent 
consultant to provide support to a Councilmember office. This is a position supporting legislative duties 
related to policy analysis, including preparing reports, creating original analysis, and facilitating meetings 
with stakeholders critical to the policy development process. This position will focus specifically on policy 
work related to public safety, criminal justice, and racial equity. This position requires experience engaging 
with diverse stakeholders to analyze, formulate, and advocate on local policy matters in the Montgomery 
County, MD context. This solicitation is reserved only for self-certified local small businesses timely 
registered with the County’s Local Small Business Reserve Program (LSBRP). If the Council does not receive 
any qualified local applications, the Council will open the solicitation process to non-local consultants. 

 
If you would be interested in providing this service, please send your proposal, including your plan 

to accomplish tasks outlined in the scope of work and the rate you would charge per hour.  Payment 
would be made upon submission of an invoice for projects completed within a specific number of hours 
and satisfactorily performed as determined by me. 

 
If this solicitation is of interest to you, please respond to Stephen Mathany by 5:00 p.m. on May 

18, 2023, with your proposal. Responses can be sent by e-mail to 
(stephen.mathany@montgomerycountymd.gov). 

 
It is the intent of the Council to award this contract to the offeror with the greatest experience 

who is both responsible and responsive to this solicitation.  If you have any questions, please contact 
Stephen Mathany at (240) 777-7905 or by e-mail at stephen.mathany@montgomerycountymd.gov. 
 
 
 

 
Marlene Michaelson 
Executive Director 
Montgomery County Council 

 
Attachments: 
Scope of Work 
General Conditions 
Fee Schedule 
Mandatory Insurance Requirements 
 

mailto:stephen.mathany@montgomerycountymd.gov
mailto:stephen.mathany@montgomerycountymd.gov


INFORMAL SOLICITATION # 1156159 

Senior Advisor 
SPECIAL NOTIFICATION FOR ISSUANCE UNDER LSBRP 

 

Solicitation # 1156159 is being advertised under the Local Small Business Reserve Program 
(LSBRP). Should it be determined there are no viable Local Small Businesses that respond to 
this solicitation, Montgomery County may exercise an option to extend the informal solicitation 
advertisement for a minimum of five (5) days as non-LSBRP.  

Any advertisement extension will be in the form of a solicitation amendment with the reissuance 
of the informal solicitation. 

 

If you have any questions, please contact Stephen Mathany at 
Stephen.Mathany@montgomerycountymd.gov  
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PMMD-173 Informal 05/16 

Local Small Business Reserve Program (LSBRP) Notice 
 

INFORMAL (SMALL PURCHASE/MINI-CONTRACT) # 1156159 
 

Senior Advisor 
  

This solicitation is reserved for only application submitted/certified status local small 
businesses timely registered with the County’s LSBRP.  This solicitation thus comes under 
County Code, sections 11B-17A; 11B-65; 11B-70 and Executive Regulation 21-05AM.  
These documents can be accessed through the LSBRP web site at (www. 
montgomerycountymd.gov/LSBRP). 
 
LSBRP criteria are based on a firm’s location, ownership status, number of employees and 
annual revenue amount, submitting a bid/proposal constitutes willfully stating your firm is 
an application submitted/certified Local Small Business.  Therefore, if you wish to 
submit a bid/proposal for this solicitation adhering to the LSBRP, you must: 
 
1. Submit an application as a LSBRP firm prior to the bid’s/proposals due date.  If your 

LSBRP status is not application submitted/certified in our database prior to the 
bids/proposal’s due date and time, then your bid will be deemed non-responsive and 
rejected or your proposal will be deemed unacceptable and removed from 
consideration.  Go to the LSBRP web site (www. montgomerycountymd.gov/LSBRP) 
and follow the instructions under “Register.” 
 

2. After the informal solicitation closes and upon notification by the County, you must 
provide within three (3) business days the LSBRP documentation of: 
• all of its business location(s) (if more than one),  
• number of employees by location  
• annual gross revenue of the business for the past three fiscal years. 
(The preferred documents are copy of a lease, Maryland Unemployment Insurance 
Contribution Report (summary or quarterly), and Financial Statement/Tax Returns.  At 
the discretion of the LSBRP, an alternative type of documents might be accepted.) 
 
If, after receipt of these documents, the LSBRP finds that your firm does not meet the 
LSBRP requirements, then your bid will be deemed non-responsive and rejected or 
your proposal will be deemed unacceptable and removed from further consideration.  
For questions, contact the LSBRP (240-777-9913). 



INFORMAL SOLICITATION # 1156159 
 
Subject: Senior Advisor  

Client: County Council  

Submission Deadline: May 18, 2023  

 
Responses should be delivered via email to stephen.mathany@montgomerycountymd.gov. No 
proposal will be accepted after the established delivery due date. 
  
Questions should be directed to:  stephen.mathany@montgomerycountymd.gov 
 

SCOPE OF WORK 

The Office of the County Council is seeking a contractor to provide support to a Councilmember’s 
office. This is a position supporting legislative duties related to policy analysis, including preparing 
reports, creating original analysis, and facilitating meetings with stakeholders critical to the policy 
development process. This position will focus specifically on policy work related to public safety, 
criminal justice, and racial equity. This position requires experience engaging with diverse 
stakeholders to analyze, formulate, and advocate on local policy matters in the Montgomery 
County, MD context. This position requires the ability to attend meetings or perform work at 
locations outside the office.  Only LSBRP-certified offerors will be considered for this solicitation; 
for more information, see https://www.montgomerycountymd.gov/pro/dbrc/LSBRP.html. 

 
REQUIREMENTS  

This position requires excellent writing, research and communications skills, as well as the ability 
to work well under pressure in a busy environment. Candidate must be proficient in MS Word, 
Excel, PowerPoint and Outlook. 

 
MINIMUM QUALIFICATIONS  

 
●    Experience:  Four years of professional or volunteer experience in policy research, 
policy analysis, and advocacy in the fields of criminal justice and racial equity. 
●    Education:  A bachelor’s degree from an accredited college or university. 
●    Equivalency:  An equivalent combination of education and experience may be 
substituted. 

 
PREFERRED QUALIFICATIONS  

The applications of those individuals meeting the minimum qualifications will be reviewed to 
determine the extent, relevancy of training, and experience in the following areas.  Experience: 

mailto:stephen.mathany@montgomerycountymd.gov
mailto:stephen.mathany@montgomerycountymd.gov
https://www.montgomerycountymd.gov/pro/dbrc/LSBRP.html
https://www.montgomerycountymd.gov/pro/dbrc/LSBRP.html


 Informal Solicitation #1156159  
 

   
 

• Juris Doctor (JD) from an accredited school of law; 
• conducting policy research, policy analysis, and advocacy in the fields of criminal justice 

and racial equity in the context of Montgomery County, MD; 
• analyzing policy related to juvenile justice; 
• understanding of principles of governmental organization, budgeting, and accountability; 
• experience writing for and/or testifying before high-level executives or elected public 

officials; 
• experience conducting administrative and legislative advocacy by meeting with 

policymakers, testifying at hearings, and acting on other tactics; and 
• experience implementing strategies to create and engage stakeholder groups and coalitions 

around policy outcomes. 

 
COMPENSATION  

 
The maximum annual compensation payable by the County for all goods and services provided 
under the resulting Contract must not exceed $24,000. It is anticipated that the work would average 
10 hours per week, depending on the needs of the Councilmember, and would begin on the signing 
of an agreement by the Director of Procurement. 
 

EVALUATION CRITERIA AND AWARD METHOD 
  
 Upon receipt of the proposals, the Review Committee will review and evaluate all proposals in 
accordance with the following criteria:  
  
Written Proposal Evaluation Criteria Points 

Overall quality, clarity, and responsiveness of the proposal and understanding of the 
work to be performed in accordance with the Councilmembers’s needs 

20 

Examples of experience in policy research, policy analysis, and advocacy in criminal 
justice and racial equity policy 

40 

Examples of experience interacting with stakeholders and professional level staff 10 

Documentation of experience conducting administrative and legislative advocacy by 
meeting with policymakers, testifying at hearings, and acting on other tactics. 

10 

Examples of experience managing deadlines and timelines and the ability to work well 
under pressure in a busy environment 

10 

Price 10 

Total 100 
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Interview Proposal Evaluation Criteria Points 

Overall quality, clarity, and responsiveness of the proposal and understanding of the 
work to be performed in accordance with the Councilmember’s needs 

20 

Experience in policy research, policy analysis, and advocacy in criminal justice and 
racial equity policy 

40 

Experience interacting with stakeholders and professional level staff 10 

Experience conducting administrative and legislative advocacy by meeting with 
policymakers, testifying at hearings, and acting on other tactics 

10 

Experience managing deadlines and timelines and the ability to work well under 
pressure in a busy environment 

10 

Price 10 

Total 100 

 
Vendor interviews will be conducted virtually with offerors that achieve a score of at least 70 
points on the submitted written proposal.  The award will be based on the highest-ranked written 
proposal and the interview score. 
  

PROPOSAL SUBMISSIONS 
  
 
FAILURE OF AN OFFEROR TO SUBMIT ALL REQUIRED PROPOSAL SUBMISSIONS 
MAY RENDER YOUR PROPOSAL UNACCEPTABLE AS DETERMINED BY THE 
DIRECTOR, OFFICE OF PROCUREMENT. 
  
Offerors must submit proposals in the format below.  Written proposals will be evaluated on only 
what is submitted.  The offeror must submit sufficient information to enable the Using Department 
to evaluate the offeror’s capabilities and experience.  Proposals must include the following 
information: 
  

A. A cover letter with a brief description of the firm, including the offeror’s name, address, 
telephone number, and email address.  

B. The acknowledgment of this solicitation must be submitted and signed by a person 
authorized to bind the offeror to the proposal. 

C. At least three references that may be contacted to attest to the quality and timeliness of the 
offeror’s work of similar nature and scope to the scope required by the County 

D. This solicitation is subject to the Wage Requirements Law; the offeror must submit the 
appropriate Wage Requirements Law forms found at: 
(www.montgomerycountymd.gov/PRO/Resources/Files/SolForm/PMMD-177.pdf).  
Failure to submit and complete the required material information on the form(s) may cause 
the offeror’s proposal to be unacceptable under County law and the proposal may be 
rejected. 

http://www.montgomerycountymd.gov/PRO/Resources/Files/SolForm/PMMD-177.pdf
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E. Minority, Female, Disabled Persons Subcontractor Performance Plan 
(www.montgomerycountymd.gov/PRO/Resources/Files/SolForm/PMMD-65.pdf).  To 
ensure a contract can move forward as a result of this solicitation, this plan must be 
submitted with the offeror’s proposal.   

F. Minority Business Program and Offeror’s Representation – 
(www.montgomerycountymd.gov/PRO/Resources/Files/SolForm/PMMD-90.pdf) (see 
Sample of MFD Report of Payments Received 
(www.montgomerycountymd.gov/PRO/Resources/Files/SolForm/PMMD-97.pdf) 

G. A description of offeror’s knowledge and working experience in relation to the Scope of 
Work described in this informal.   

H. Price proposal (as Attachment B). 
I. Any additional documentation that your firm deems necessary in response to this informal. 

  
MANDATORY MINIMUM INSURANCE REQUIREMENTS 

  
The contractor will be required to have basic Worker’s Compensation/Employer’s Liability 
insurance which would, at a minimum, cover: 
 
 Bodily Injury by Accident - $100,000 each accident 
 Bodily Injury by Disease  - $500,000 policy limits 
 Bodily Injury by Disease  - $100,000 each employee 
 
Note that this insurance requirements will be waived if a contractor is a sole proprietor with no 
employees. 
  

GENERAL TERMS AND CONDITIONS 
  
The General Conditions of Contract Between County and Contractor are incorporated and made 
part of this Informal Solicitation as Attachment A and will be applicable to any contract resulting 
from this Solicitation. 
  

TERM 
  
This contract will be for one year and may be renewed at the end of the one-year period, contingent 
upon the needs of the Councilmember office.  Before the Contract term ends, the Director, at his 
or her sole option, may (but is not required to) renew this Contract for two (2) additional terms for 
up to one year each, if the Director determines that renewal is in the best interest of the County.  
Funds have been appropriated for this Contract for the current term.  For any subsequent period 
that the Contract remains in effect, payments under the Contract are contingent upon the 
appropriation and encumbrance of funds.  
 
 
 
 
  

http://www.montgomerycountymd.gov/PRO/Resources/Files/SolForm/PMMD-65.pdf
http://www.montgomerycountymd.gov/PRO/Resources/Files/SolForm/PMMD-90.pdf
http://www.montgomerycountymd.gov/PRO/Resources/Files/SolForm/PMMD-97.pdf
















 Informal Solicitation #1156159  
 

   
 

Attachment B 
 

Fee Schedule 
  

The Hourly Rate must be fully burdened to include all costs for overhead, benefits, profit, etc.  
Hourly rate must not include additional payment for hours worked after normal business hours. 
  
Hourly Rate $______________ 
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