
 

 
Request for Proposal 

Presidential Search Consultant 
June 1, 2021 

 
Preamble: 
 
Pennsylvania College of Technology, hereafter sometimes referred to as “Penn 
College” or “College,” is a public institution of higher education located in 
Williamsport, Pennsylvania. Organizationally, the College is a 501(c) 3 nonprofit 
corporation which is a wholly owned subsidiary of The Corporation For Penn 
State. The College exists pursuant to the Pennsylvania College of Technology Act, 
Act 27 of 1989 dated July 1, 1989. The College is governed by an 11-member 
Board of Directors, nine of which are appointed by The Corporation For Penn 
State, one is appointed by the President Pro Tempore of the Pennsylvania Senate 
and one is appointed by the Speaker of the Pennsylvania House of 
Representatives. Three of the Board Members must be residents of, or own 
property in, Lycoming County, Pennsylvania. 
 
The Penn College Board hires its own president and other key administrators. The 
College, through its Board, incurs its own bonded indebtedness and currently 
carries a Standard & Poor’s rating of “A stable.”  Tuition and fees are set by the 
Board of Directors. The current consolidated budget is approximately $155 
million. 
 
Historically, Penn College has a deep culture in hands-on education. Prior to its 
affiliation with The Pennsylvania State University, the institution was known as 
the Williamsport Technical Institute which began operation in 1941, though its 
origins can be traced to 1914 and the public school system. In 1965, the institution 
became part of the community college system in Pennsylvania. Having far 
exceeded the parameters of a traditional community college, the institution was 
granted various government approvals and withdrew from the community college 
system in 1989. 
 
The College has a student population of approximately 5,000 and offers more than 
100 programs. The institution grants certificates, associate degrees and 
baccalaureate degrees generally, and master’s degrees in nursing and physician 
assistant programs. The College has an overall three-year average overall 
graduate-placement rate of 96.2%. The College competes in 13 NCAA Division III 
sports. On-campus student housing capacity is 1,524. 
 
  



 

The College’s main campus is in Williamsport and occupies 132 acres within the 
city. In addition, the College has an aviation campus at the Williamsport Regional 
Airport in Montoursville, an earth science campus in Allenwood and a satellite 
nursing program in Wellsboro. In total, the College facilities occupy more than 550 
acres. 
 
A further point of distinction for the College is the outsized role of its Center for 
Workforce Development. Offering incumbent workforce training via a robust 
remote platform for companies nationwide and across all sectors, it also delivers 
a number of fully developed U.S. Department of Labor-supported apprenticeships, 
including mechatronics, robotics and automation, and heavy diesel. The center 
runs on-site training and certifications in areas as diverse as plastics, general 
aviation maintenance and healthcare. For 15 years, the center has managed the 
WEDnetPA (Workforce & Economic Development Network of Pennsylvania) 
“Guaranteed Free Training Program” – the commonwealth’s largest incumbent 
worker training initiative – for the state’s Department of Community and 
Economic Development. 
 
Penn College has 840 full-time employees and 620 part-time employees. Of the 
full-time employees, 291 are faculty and of the part-time, 116 are faculty. The Penn 
College full-time faculty are members of the Pennsylvania State Education 
Association. 
 
This request for proposals implies no obligation on the part of Pennsylvania 
College of Technology. The College reserves the right to accept the proposal that 
it believes most nearly meets its requirements and not necessarily the lowest 
price offered. 

 
Pennsylvania College of Technology 

One College Avenue 
Williamsport, PA 17701 
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I. INSTRUCTIONS TO SEARCH FIRMS/AGENTS 
 
General Comments 
 
This document and all appendices are considered part of the required 
specifications to this RFP. 
 
Pennsylvania College of Technology reserves the right to modify any part of the 
document at its discretion. Notice of changes will be mailed to each participating 
vendor and posted at www.pct.edu/presidential-search. 
 
Pennsylvania College of Technology reserves the right to reject any and all 
proposals. 
 
Submission Requirements 
 
One (1) original and four (4) copies of the proposal will be due on 
 
 Friday, June 25, 2021, at noon EDT. 
 
Proposals should be delivered by the required date and time to: 
 
 Patrick Marty 
 Board of Directors Liaison 
 Pennsylvania College of Technology 
 One College Avenue, Dept. 17 
 Williamsport, PA 17701 
 
Electronic submission of proposals is acceptable. Late proposals will be 
disqualified. Proposals without a signature will be disqualified. 
 
Start Date/Contract Term 
 
The successful search firm/agent will begin consultation services on or about July 
15, 2021. 
 
Termination/Cancellation 
 
Pennsylvania College of Technology reserves the right to terminate the contract 
for any reason with 15-day written notice to the vendor. Payments will be made 
for invoices covering products or services through the termination date. No 
settlement costs are due whether for termination for convenience or termination 
for default. 
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Payments 
 
Payment for services will be made on a detailed invoice basis and should be sent 
to: 
 
 Patrick Marty 
 Board of Directors Liaison 
 Pennsylvania College of Technology 
 One College Avenue, Dept. 17 
 Williamsport, PA 17701 
 
After approval, the invoice will be forwarded for payment. Approximately 14 
working days will be required for payment. 
 
Contract Award 
 
The selection of an agent/vendor is planned to be finalized and announced by July 
15, 2021. This decision will be the one that the Pennsylvania College of 
Technology Board of Directors determines to be in its best interest, most 
responsive to its needs, and offers the greatest benefit for the proposed cost. The 
decision will include an assessment of the evaluation criteria identified in 
Appendix I. 
 

A. Addenda 
 
Any “Addenda” or additional instructions to agent/vendors issued by 
Pennsylvania College of Technology prior to the time for receiving 
proposals shall be covered in the proposal, and in closing a contract, they 
shall become a part thereof. 
 
B. Proposal Format 
 
Proposals must be submitted according to the format outlined in this 
document. The materials submitted must be in sequence and related to the 
Request for Proposal. Pennsylvania College of Technology will make no 
reimbursement for the cost of developing, presenting, responding to this 
RFP or presenting proposals in response to this RFP. 
 
C. Pricing 
 
Proposals must fully detail all costs and fees for services. 
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II. REQUIREMENTS  
 
The Board of Directors is seeking to engage a firm/agent to support its search 
process for a new College President to replace President Davie Jane Gilmour who 
recently announced she will retire on June 30, 2022. 
 

A. Minimum Requirements 
 
The College Board of Directors is seeking Proposals from firms who have 
successful search and placement experience with Presidential positions in 
colleges similar to Pennsylvania College of Technology. If you do not have 
this experience, please do not respond to this Request for Proposal. 
 
B. Scope of Work 
 
Background: 
 
Selection of the College’s President rest solely within the discretion of the 
Board of Directors. To aide in the selection process, a Search Committee 
has been formed that is chaired by the chairman of the Board of Directors. 
The Search Committee consists of four board members, seven faculty 
members, five administrators and one student. The Vice President for 
Human Resources has been named an ex officio member to deal with 
personnel questions that may arise. The Assistant Secretary to the Board 
will serve as logistical support for the search process. The current Chief of 
Staff will serve as liaison to the Search Committee. 
 
The Work: 
 
The successful search firm is expected to guide and counsel the Search 
Committee and to provide specific work products that facilitate a national 
presidential search process for Pennsylvania College of Technology. The 
successful firm will: 
 
1. Recommend the approach and methodology to be used for the 

search and selection process. Work with the Search Committee and 
Board Liaison to adjust that approach as needed for the College’s 
unique needs. 

2. Serve as a consultant to the Search Committee/Board Liaison to 
develop and facilitate the search process including establishing and 
recommending a timeline and milestones. 

3. Consultant is expected to respond to requests from the Board 
Chair/Search Committee/Board Liaison within 24 hours. 
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4. Provide recommendations that will assist the Search 
Committee/Directors/Board Liaison in the establishment of an 
effective search committee. 

5. Make recommendations regarding the development of the position 
profile and announcement/recruitment documents. 

6. Recommend and develop recruitment strategies to achieve an 
appropriate pool of potential candidates. 

7. Assist with review and screening of applicants as deemed 
appropriate by the Pennsylvania College of Technology Board Chair 
and Search Committee within the structure and methodology 
established for the search. 

8. Provide information to candidates, as appropriate, to help them 
understand the College, its history, and its culture. 

9. Coordinate and/or complete reference and background checks for 
applicants in accordance with criteria developed with the Search 
Committee/Board Liaison. 

10. Assist with agenda and schedule coordination of candidates for 
candidate interviews and visitation to Pennsylvania College of 
Technology’s Lycoming and Tioga County campuses. 

11. Establish milestones for the search process and submit reports to the 
Search Committee at the completion of each milestone or upon 
request. 

12. Coordinate regularly with the Board Liaison on timelines, information 
and search progress. 

13. All products and services provided will be in “final” form unless 
specified otherwise. Documents should be formatted, edited and 
proofed. Interface with the Board, Board Liaison, Search Committee, 
applicants or others involved in the process should be highly 
professional and maintain confidentiality at all times. Consultants 
should be prepared upon arrival to meetings or conversations and 
are expected to do any validation or clarification ahead of these 
interactions to ensure the appropriate information is ready. 

14. Consultant and any staff assigned to the search will sign and adhere 
to a confidentiality agreement regarding the exchange of information 
during and after the search. 

15. Perform other duties within the scope of a Presidential search as 
designated by the Pennsylvania College of Technology Board and 
Search Committee. 
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C. Proposal Format 
 
1. Please provide a brief profile of the firm and its location and main 

telephone number. Also include the key contact person’s name, 
address, email and telephone. 

2. Provide the name, title or position, email and telephone number of 
the person who would have primary responsibility for the College’s 
project. Identify any other person(s) proposed and the role and 
responsibilities as they relate to the College’s project. Provide a 
resume for each of the named persons; specify the person’s 
experience related to this kind of search, particular skills, education, 
other experience, significant accomplishments and any other 
pertinent information. Each resume should include at least two 
professional references and contact information. The successful firm 
is expected to commit that the staff identified in its proposal will 
actually perform the assigned work. Any staff substitution must be 
approved by the search committee. 

3. Describe your firm’s general approach and methodology, and how 
you interpret your role when filling executive leadership positions. 
Include an overview of the process, project requirements, and tasks 
to be completed. 

4. Describe your firm’s particular strengths and experience in executive 
searches for the position of College President. Include at least three 
(3) references of successful searches your firm has performed in the 
last five (5) years and note the name of the firm’s representative for 
each of these searches. Provide reference contact names for each of 
those searches including both Chair of the Board Trustees/Directors 
and College/Board Liaison at the time of the search. 

5. Identify any particular strategies you would recommend to ensure an 
appropriate and diverse pool of candidates, including advertising 
strategies, additional recruitment efforts, etc. 

6. Identify methods used to ensure confidentiality of the search process 
as well as compliance with legal requirements. 

7. Disclose any work your firm does in support of applicants, paid or 
nonpaid, including placement services, candidate preparation or 
candidate coaching. Disclose any other work your firm is engaged in 
that would potentially be seen as a conflict of interest, including 
current searches for other educational entities. 

8. Although the total cost of the consulting services contract will 
depend on finalization of the scope of services, please submit 
information on how fees are calculated, the rates of named 
consultants, and the level of detail provided with billings, schedule of 
billings and how they relate to completed work. (Provide a sample 
invoice showing detail). 
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9. Provide a sample of your consulting services contract. 
10. Provide examples of specific work products your firm 

created/assisted in creating for prior searching including, profile, job 
description, advertisements, interim reports, and applicant package. 

 
III. REQUEST FOR INFORMATION/CLARIFICATION 
 
All requests for information/clarification must be received in writing by noon EDT 
on Friday, June 18, 2021 so that responses can be disseminated to prospective 
respondents. All requests for information/clarification should be sent to: 
 

  Patrick Marty 
 Board of Directors Liaison 
 Pennsylvania College of Technology 
 One College Avenue, Dept. 17 
 Williamsport, PA 17701 

 
IV. PROPOSAL SUBMISSION 
 
All submissions must be complete to be forwarded to the Board of 
Directors/Board Liaison for consideration. 
 
Hardcopy submissions: 
 

• Submit one (1) original and four (4) copies of each package. Mail to: 
 Patrick Marty 
 Board of Directors Liaison 
 Pennsylvania College of Technology 
 One College Avenue, Dept. 17 
 Williamsport, PA 17701 

 
Electronic submissions: 
 

• Email package in PDF format to pmarty@pct.edu. Please make the following 
separate PDF files: 

File 1: Written response to questions 
File 2: Resumes and other textual examples 
File 3: Pamphlets/brochures or other samples from previous searches 
 

Note:  If submitting e-response but desiring to provide hard copy examples 
of previous search materials, those materials may be forwarded separately 
to the hardcopy address above with a copy of the submitting email by 
Friday, June 25, 2021, at noon EDT. 
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V. EVALUATION CRITERIA 
 
All proposals will be evaluated by the Search Committee using the criteria 
contained in Appendix 1 of this RFP as a guide. The College reserves the right to 
accept the proposal that it believes most nearly meets its requirements and not 
necessarily, the lowest price offered. 
 
The Search Committee intends to conduct initial interviews by Microsoft Teams, 
Zoom or similar virtual platform and may, at the Committee's discretion, conduct 
follow up interviews in a similar manner. One or more of the finalists may be 
requested to provide a formal presentation in person to the Search Committee in 
Williamsport, Pennsylvania. 
 
VI. PROPOSAL DUE DATE 
 
All responses, hardcopy or electronic, to this RFP are due to Pennsylvania College 
of Technology, Attn: Patrick Marty, One College Avenue, Dept. 17, Williamsport, 
PA 17701. 
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APPENDIX I 
 
Evaluation Maximum 
Criteria Criteria Points 
 
 
A. Qualifications (Firm/Agent) 

1. Community college presidential search experience in Pennsylvania........... 10 
2. References.......................................................................................................... 10 

 
B. Personnel 

1. Staffing committed to search............................................................................ 10 
2. Qualifications of staff assigned to search........................................................ 10 
3. Experience of staff assigned to search............................................................. 10 
4. Staff references.................................................................................................. 10 

 
C. Search Process 

1. Overall approach methodology and strategy for search................................ 10 
2. Recruitment strategies....................................................................................... 10 
3. Review and screening process......................................................................... 10 
4. Schedule and major milestones for search..................................................... 10 

 
D. Pricing / Value......................................................................................................... 10 
 
 
 
 Total 100 


