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REQUEST FOR PROPOSAL 

1. Summary and Background 
Baltimore Clayworks, a 501(c)(3) nonprofit arts center, is currently accepting proposals to assist 
in facilitating the creation of new strategic and business plans amidst its restructuring and 
physical relocation further into Baltimore City. 
The purpose of this Request for Proposal (RFP) is to solicit proposals from various candidate 
organizations, conduct a fair and extensive evaluation based on criteria listed herein, and select 
the candidate who best represents the direction Baltimore Clayworks wishes to go. 

Nine potters and ceramic sculptors founded Baltimore Clayworks in 1978 to establish a center 
for artists, students, and the public to experience and learn about clay art. The organization 
incorporated as a nonprofit in 1983 and currently operates six programs, which include: 

• Artist Programs 
• Community Arts 
• Educational Classes and Workshops 
• Retail Sales 
• Studio Rentals 
• Exhibitions 

The current budget is approximately $1.2M, and the organization is comprised of a staff of eight 
full and part time employees. Clayworks also employs numerous independent contractors, most 
of which are utilized as instructors. 

2. Proposal Guidelines 
This RFP represents the requirements for an open and competitive process. Proposals will be 
accepted until 5pm EST May 15, 2017. Any proposals received after this date and time will not 
be reviewed. All proposals must be signed by an official agent or representative of the 
organization submitting the proposal. 
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If the organization submitting a proposal must outsource or contract any work to meet the 
requirements contained herein, this must be clearly stated in the proposal. Additionally, all costs 
included in proposals must be all-inclusive to include any outsourced or contracted work as well 
as anticipated incidentals. Any proposals which call for outsourcing or contracting work must 
include a name and description of the organizations being contracted. All costs must be itemized 
to include an explanation of all fees and costs. 

Contract terms and conditions will be negotiated upon selection of the winning bidder for this 
RFP. All contractual terms and conditions may be subject to review by Baltimore Clayworks 
legal consultants and will include scope, budget, schedule, and other necessary items pertaining 
to the project. 

3. Project Purpose and Description/Scope 
 
Due to long-term financial exigencies, Baltimore Clayworks will be selling the buildings where 
current operations are housed and relocating further into Baltimore City to a to-be-determined 
location. As part of the process of determining the new location, the Board of Trustees will be 
engaging in both a formal Strategic Planning & subsequent Business Planning process in order to 
create sustainable programming that will also inform operating expenses including appropriate 
staffing, equipment and maintenance, lease/rent, capital, and other elements. Strategic elements 
will include a marketing analysis and plan, and will utilize a prior Strategic Plan that was created 
and in use from 2013-2017. Business Planning will include business unit identification and 
modeling, short- and long-term financial expectations/budgeting, and similar strategic goals and 
priorities. 
The selected organization will assist with: 

• Identification of suitable and appropriate timelines for completion of project/in alignment 
with relocation, which is anticipated to occur on or around January 1, 2018 

• Development and presentation of marketing analysis and plan 
• Development and rationale for business models/units/programs and related elements such 

as staffing, equipment considerations, etc. 
• Creation of anticipated budgets and recommendations related to P&L and cash-flow 
• Facilitate working groups/committees to produce any “work products” needed 

5. Request for Proposal Timelines 
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All proposals in response to this RFP are due no later than 5pm EST May 15, 2017. 

Evaluation of proposals will be conducted from May 16, 2017 until May 31, 2017. If additional 
information or discussions are needed with any bidders during this two week window, the 
bidder(s) will be notified. 

The selection decision for the winning bidder will be made no later than June 1, 2017. 

Upon notification, the contract negotiation with the winning bidder will begin immediately. 
Contract negotiations will be completed by June 10, 2017. 

Notifications to bidders who were not selected will be completed by June 10, 2017. 

6. Budget 
All proposals must include proposed costs to complete the tasks described in the project purpose 
& description. Costs should be stated as one-time or non-recurring costs (NRC) or monthly 
recurring costs (MRC).  

NOTE: All costs and fees must be clearly described in each proposal. 

7. Bidder Qualifications 
Bidders should provide the following items as part of their proposal for consideration: 

• Description of experience in working with nonprofit organizations with strategic and 
business planning 

• List of how many full time, part time, and contractor staff in your organization 
• Examples of 3 or more organizations with similar budgets and/or programming that your 

organization has worked with and in what capacity or project 
• Testimonials from past clients 
• Anticipated resources you will assign to this project (total number, role, title, experience) 
• Timeframe for completion of the project 
• Project management methodology 
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8. Proposal Evaluation Criteria 
Baltimore Clayworks will evaluate all proposals based on the following criteria. To ensure 
consideration for this Request for Proposal, your proposal should be complete and include all of 
the following criteria: 

• Overall proposal suitability: proposed solution(s) must meet the scope and needs included 
herein and be presented in a clear and organized manner 

• Organizational Experience: Bidders will be evaluated on their experience as it pertains to 
the project purpose and description/scope 

• Previous work: Bidders will be evaluated on examples of their work pertaining to 
similar/similarly sized organizations, as well as client testimonials and references 

• Value and cost: Bidders will be evaluated on the cost of their solution(s) based on the 
work to be performed in accordance with the project purpose and description/scope 

• Technical expertise and experience: Bidders must provide descriptions and 
documentation of staff technical expertise and experience 

Each bidder must submit 5 copies of their proposal to the address below by May 15, 2017 at 5pm 
EST: 

Baltimore Clayworks 
Attn: Strategic Planning Committee 
5707 Smith Avenue 
Baltimore, MD 21209 

After receipt of proposals, Clayworks reserves the right to negotiate with any number of 
firms/orgs it chooses in its discretion prior to awarding a contract. This RFP does not commit 
Clayworks to award a contract to any firm/org or tray any costs incurred in the preparation or 
mailing of the proposal. Clayworks reserves the right to reject all proposals, reduce the scope of 
work, and/or abandon all or part of this process, prior to the award of any contracts for any or no 
reason. 

 


