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REQUEST FOR PROPOSAL # 09-1920 
 

Vendors interested in providing third-party online and on-ground 
non-credit courses in one or more of the following categories: 

   Advanced Career Training, Business, Education, Communications,  
Youth Technology classes, and Voice-Over classes. 

Section 1. Administrative Overview 
 

1.1 INTRODUCTION 
 

This is a Request for Proposals (RFP) issued by Mohave Community College seeking proposals from experienced and 
qualified vendors to furnish various training and development for the College’s Online Non-Credit Community Education 
Department. 

 
Special Note: As this RFP is intended to allow Mohave Community College to contract for one, several or all of 
the above categories of services, responses may be directed to one, several or all of the categories. 

 
1.2    RFP ORGANIZATION 

 
This RFP is organized into the following sections: 

 
Section 1, Administrative Overview -- Provides Vendors with general information on the objectives of this RFP, 
procurement schedule, and procurement overview. 

 
Section 2, Scope of Work -- Provides Vendors with a general description of the College, the tasks to be performed, 
delineates College and Vendor’s responsibilities, and defines deliverables. 

 
Section 3, Proposal Requirements -- Describes the required format and content for the proposal.  

Section 4, Evaluation Criteria -- Describes how proposals will be evaluated by Mohave Community College. 

Appendix I References Form 
Appendix II Instruction to Proposers 
Appendix III Proposal Certification 
Appendix IV RFP Response Check List 
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1.3   VENDOR QUESTIONS 
 
Vendors may submit questions via email to cvanvleet@mohave.edu. Any questions and their answers shall be published as an 
addendum. See section 1.8 

 
          1.4   SUBMISSION OF PROPOSALS 
 

Vendors shall submit a clearly marked original plus one complete copy of their proposal electronically on CD or USB 
flash drive. Proposals shall be received by the College no later than 4:00 PM (AZ Time), on April 10, 2020* at which time 
a representative of the Purchasing Department will announce publicly the names of those firms submitting proposals. No 
other public disclosure will be made until after the award of the contract. 
Proposals shall be mailed or delivered to: 

 
Mohave Community College 
1971 Jagerson Ave 
Kingman, AZ  86409 
Attn: Christine Van Vleet 
Director of Purchasing 
Phone:  928-757-0819  
 

 
Any proposal received after this date and time shall be rejected. 

 
The outside cover of the package containing the proposal shall be marked: 

 
RFP 09-1920 Non-Credit Community Education courses, submitted by (Name of Contractor) 

 
1.5     OPEN ENROLLMENT 

 
This is an “Open Enrollment” award. Mohave Community College reserves the right to add courses under this RFP if (1) an 
unmet need is identified, and (2) the vendor can meet the requirements of this RFP. Any company or individual that 
submits proposals under the open enrollment (after the proposal due date stated above) shall abide by the same terms and 
conditions as are stated elsewhere in this RFP, and provide the same information requested. 

 
1.6 FORMATION OF CONTRACT 

 
Mohave Community College reserves the right to enter into negotiations with one or more Proposer(s) in an effort to 
reach a mutually satisfactory Contract that will be executed by both parties and will be based on this RFP, the RFP 
proposal submitted by the selected Proposer and the subsequent negotiation. 

 
Mohave Community College reserves the right to award a Contract to one or more respondents based on the offers which, 
in the sole opinion of the College, best fulfills or exceeds the requirements of this RFP and is deemed to be in the best 
interest of the College. 

 
The Contract, when duly executed, shall represent the entire agreement between the parties. 

 
 

1.7    DISQUALIFICATION OF PROPOSALS 
 

Mohave Community College reserves the right to consider as acceptable only those proposals submitted in accordance with 
the requirements set forth in this RFP and which demonstrate an understanding of the scope of the work. Any 

mailto:cvanvleet@mohave.edu.


  

3  

Proposal offering any other set of terms and conditions contradictory to those included in this RFP may be disqualified 
without further notice. 

 
A Vendor shall be disqualified and the proposal automatically rejected for any one or more of the following reasons: 

 
1.7.1 The proposal shows any noncompliance with applicable law. 
1.7.2 The proposal is conditional, incomplete, or irregular in such a way as to make the     

proposal indefinite or ambiguous as to its meaning. 
1.7.3      The proposal has any provision reserving the right to accept or reject award, or to enter  

           into a contract pursuant to an award, or provisions contrary to those required in the  
                solicitation. 

1.7.4 The Contractor is debarred or suspended 
 

             1.8   ADDENDA TO THIS RFP 
 

Mohave Community College may need to issue one or more addenda related to this RFP. Such 
addenda shall be posted on the Mohave Community College website - 
(http://www.mohave.edu/procurement). 

 
It shall be the responsibility of prospective vendors and other interested parties to familiarize themselves with the web 
site and visit it regularly during the RFP process for updated information or addenda related to this RFP 

 
This process is intended to ensure that all vendors have equal access to information relative to this RFP. No 
information communicated verbally shall be effective unless confirmed by written communication from the 
Purchasing Department of the College. 

 
             1.9   RIGHTS RESERVED 
 

Mohave Community College reserves the right to not make an award of this RFP, to award in part, to reject any and all 
proposals, in whole or in part, and to waive technical defects, irregularities and omissions if, in its judgment, the best 
interest of Mohave Community College will be served. 

 
 

1.10      INSPECTION OF PROPOSALS and CONFIDENTIAL INFORMATION 
 

Proposals shall be available for public inspection after the contract is signed by all parties. Information marked as 
“confidential” in any proposal shall be honored as such, to the extent allowable under the Freedom of Information 
Act. 

 
Mohave Community College treats Proposals as confidential until after the contract is executed. At that time they 
become subject to disclosure under the Freedom of Information Act. If a respondent wishes to supply any information, 
which it believes is exempt from disclosure under the Act that respondent should summarize such information in a 
separate envelope and each page submitted should clearly state "Confidential," but otherwise be presented in the same 
manner as the Proposal. However, any such information is provided entirely at the respondent's own risk and Mohave 
Community College assumes no liability for any loss or damage which may result from the College’s disclosure at any 
time of any information provided by the respondent in connection with its proposal. 

 
       1.11    CONTRACT 
 

All provisions of this Request for Proposal and the successful proposal, as mutually agreed upon by subsequent 
negotiation, provide the specifications for, and obligations of both parties to be executed by any duly authorized 
representative(s). This Request for Proposal and the successful proposal will constitute the fundamental outline of the 
awarded contract. 
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           1.12        TERM OF CONTRACT 
 

The term of a contract resulting from this RFP will be for ONE (1) year, starting April 15, 2020, with options to      
extend  for additional one year periods, with the mutual consent of the contractor. 

 
          1.13       CONTRACT EXCLUSIVITY 
 

Note that the award made under this RFP will not be an exclusive contract.  The College reserves the right to perform 
work in connection with this contract with its own forces and/or other vendors related to the contract in whichever 
manner is deemed to be in the best interest of Mohave Community College. 

 
1.14       RFP TERMS AND CONDITIONS 

 
The terms and conditions should be reviewed carefully to ensure full responsiveness to the RFP. The anticipated     
agreements will be, in form and substance, consistent with applicable College policy and regulations and State of 
Arizona statutes and regulations regarding the creation and execution of such contracts. The failure of any respondent to 
receive or examine any contract, document, form, addenda or to visit the sites and acquaint itself with conditions there-
existing, will not relieve it of any obligation with respect to its proposal or any executed contract. The submission of a 
proposal shall be conclusive evidence and understanding of Mohave Community College’s intent to incorporate such 
terms and conditions into the subsequent contracts. 

 
1.15   ADVERTISING 

 
In submitting a proposal, the Vendor agrees, unless specifically authorized in writing by an authorized     representative 
of Mohave Community College, on a case by case basis, that it shall have no right to use, and shall not use, the name of 
Mohave Community College, its officials or employees, or the Seal of the College, a) in any advertising, publicity, 
promotion; nor b) to express or imply any endorsement of agency’s services; nor c) to use the name of the state, its 
officials or employees or the College seal or logo in any manner (whether or not similar to uses prohibited by 
subparagraphs (a) and (b) above) except only to manufacture and deliver in accordance with this agreement such services 
as are hereby contracted by Mohave Community College. 

 
1.16        NONDISCRIMINATION 

 
The proposer shall not discriminate against any employee or applicant for employment because of race, creed, color, 
religion, national origin, sex, age, sexual orientation, physical or mental disability, or any other group covered by law. 
The proposer shall take affirmative action to ensure applicants are employed and the employees are treated during 
employment without regard to their race, creed, color, religion, national origin, sex, age, sexual orientation, physical or 
mental disability, or any other group covered by law, except where it relates to bona fide occupational qualifications 
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Section 2. Scope of Work 
 

2.1 BACKGROUND 
Mohave Community College is located in Northwestern Arizona in Mohave County with four campuses in the 
County.  These include Kingman, AZ, Bullhead City, AZ, Lake Havasu City, AZ and Colorado City, AZ. 

 
The Office of Community Education (herein after referred to as “CE”) offers non-credit classes, programs and 
certificates in a variety of topics to meet the demands of these communities. By attending the classes, clientele 
develop new skills, gain credentials and acquire practical new skills for continued career growth. 

 
For more information on CE visit https://www.mohave.edu/about/community-education/#. 

 
2.2 OBJECTIVES 

 
CE would like to expand its non-credit course and certificate offerings in order to continue to be a vital 
resource for professional and individual growth to the Mohave County communities. 

 
It is Mohave Community College’s intent to select several qualified Vendors in various areas of expertise to 
conduct online classes. To that end Mohave Community College expects to award several contracts as a result 
of this RFP. 

 
 

2.3 SCOPE OF WORK 
 

Awarded vendors shall be required to develop coursework in collaboration with CE, conduct online 
courses and certify completion of courses by the students so CE can grant certificates where applicable. 

 
   Mohave Community College/CE is currently interested in offering courses that include, but are not limited to – 
 

• Advanced Career Training online classes 
• Business (i.e. research, statistics, data analysis, office operations, cyber security, accounting and 
   finance for managers, customer service, human resources, leadership) 
• Education (i.e. professional development for Educators) 
• Communications (i.e. Effective communication skills, social media, computer skills (Adobe 

                             Suite, Microsoft Excel, Word Press, SQL), Business Writing, photography, digital and media 
                             marketing, web design) 

• Voice-over classes (Train to be a professional voice-over for movies, etc.) 
• Youth technology classes (i.e. Coding, Minecraft, App Attack, Code Breakers,  
   Make Your First Video Game) 
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The list is presented as a representation of topics and is NOT intended to be final or complete. 
Respondents are encouraged to offer other topics that are relevant and may be of interest to Mohave 
Community College/CE’s target clientele. 

 
As CE’s primary function is to assist businesses with gaining the knowledge they need to be competitive, 
the courses ultimately offered MUST be offered at a reasonable cost to CE’s clientele. Fees charged by 
vendors must be reasonable and competitive. Mohave Community College reserves the right to negotiate 
fees in order to make the courses practical for the clientele. 

 
Course durations may vary and be as short as a two-hour seminar or as long as a 45-hour class, depending 
on the topic. 

Profit sharing proposals should include explicitly detailed breakdowns of how course fees will be distributed, 
conditions for renegotiation of terms, how the funds shall be managed and by whom, including the expectation of 
who processes the funds and reimburses the other via invoice, how the courses shall be scheduled and who shall 
manage the schedule, how the schedule will be communicated/presented to the clientele. 

Mohave Community College reserves the right to determine when and if courses being provided by the vendor 
are offered as a part of the CE course schedule. 

Vendor must have the capability of offering refunds to CE clientele, and proposal should include explicit 
description of the conditions for refunds. 

Vendor should provide explicit descriptions regarding the effect of course cancellations due to low or no 
enrollment, emergency closures, instructor availability, etc., including how said cancellations should be processed, 
and the financial effects of those cancellations. 

Vendor should provide explicit description regarding the collection, use, and retention of clientele information, 
including how access is provided to said information and the process of elimination of said information. 

Vendor should provide references for locations where they are currently providing services or have provided 
services within the past 12 months. 

Vendor should provide explicit description regarding the availability of instructor qualifications/credentials if the 
vendor is providing the instructor, including how those qualifications/credential can be accessed for review. 

Vendor should provide explicit description regarding the availability and degree of technical support related to any 
technology or software required for implementation of and throughout the duration of offered courses, including 
all methods by which such technical support can be accessed. 

Vendor should clearly establish point(s) of contact related to the various aspects of the agreement, including, 
but not limited to, the instructional and financial aspects of the agreement, and the means by which said point(s) 
of contact can be reached. 
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Section 3. Proposal Requirements 
 

3.1 RESPONSE REQUIREMENTS 
 

Companies or individuals may submit responses to one, two or all three of the categories listed above. If a 
company or individual responds to more than one category, the responses MAY be in the same sealed 
envelope, but each response must be presented individually and clearly separated (for instance by staples or 
paper clips). Note that the required State forms (appendix IV) need only be included once. 

 
Failure to supply any information required to accompany the proposals may cause a rejection of the 
proposal as non-compliant. Mohave Community College reserves the right to request additional 
information and/or presentations, if clarification is needed. 

 
Proposals that do not substantially conform to the contents of the bid request, consequently altering the basis 
for proposal comparison, may be disregarded and considered as unresponsive. 

 
 

The following information is to be provided in the Bidder’s response. 
 

• List of topics/categories for which you wish to be considered 
• Related documented professional experience and qualifications 
• Copies of any pertinent certifications, degrees, etc. 
• Current resume for all persons to be considered under this RFP 
• Letters of recommendation from two or more past or current clients 
• References (Appendix I) 
• Completed Proposal Certification (Appendix III) 
• Complete fee Structure. Clarify if different fees would apply to different courses. 

 Divulge any and all peripheral or ancillary costs that would be passed on to the College. 
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Section 4. Bid Evaluation Criteria 
 
 

EVALUATIONS– The awards made as a result of this RFP will be based upon a comprehensive review and 
analysis of all proposals by the Evaluation Committee, and negotiation of the proposal which best meets the needs 
of the College. Award will be based on a points-earned matrix derived from a technical and financial evaluation. 

 
Awards shall be made to the most responsive bidders offering the best value as determined by the College. All 
bidders submitting proposals concur with this method of award and will not, under any circumstances or in any 
manner, dispute any award made using this method. 

 
The College will include in its evaluation: proposals, presentations (SEE NEXT PAGE), references and 
interviews. In addition, the award will be predicated upon the successful negotiation of the specific terms and 
conditions to be included in the final Agreement. The College will be the sole judge of the suitability of the 
proposed final Agreement. 

 
All proposals will be evaluated by a committee, which will use the specific evaluation criteria listed below. 
Proposals will be evaluated as to the vendor’s response to the following criteria: 

 
CRITERIA- 

 

• Professional Experience and Qualifications, including resumes 
• Certifications, Degrees, etc. 
• Demonstrated willingness and ability to work with Mohave Community College/CE when scheduling courses 
• Fee Structure 

 
Supplemental Information: As part of the review process, the College may request the bidder to supply, in 
writing, clarifications, additional documentation or information needed to fairly evaluate each proposal. 

 
Presentations: The College reserves the right to request formal presentations from all or a “short list” of the 
respondents. If requested, presentations shall include a brief overview of your written proposal, a more in-depth 
discussion and demonstration of the solution being offered, and questions and answers. It is anticipated that each 
presentation will not exceed two (2) hours and may, depending on the number of companies invited, be limited to 
90 minutes. No proposer will be entitled to be present during, or otherwise receive any information regarding, 
any other presentation of any other proposer. 

 
Review of References: Each proposer is required to provide a list of references as requested above with which it 
is currently or has recently provided similar services. Please include name, title, telephone number and e-mail 
address of a contact person at each institution. The College reserves the right, but is not obligated to, contact and 
review the program of any institution by any proposer as a reference. 

 
Supplier Representatives: Proposer must identify the people it anticipates representing the Vendor in developing 
and implementing the Agreement. The College may conduct interviews with identified supplier representatives as 
a part of its evaluation process. 

 
The College will include in its evaluation: proposals, presentations, references and interviews. In addition, the 
award will be predicated upon the successful negotiation of the specific terms and conditions to be included in the 
Agreement. The College will be the sole judge of the suitability of the proposed Agreement. 

 
Requests for Clarification by the College: The College may request that any proponent clarify or 
supplement any information contained in any Proposal. Proposers are required to provide a written response 
within two (2) business days of receipt of any request for clarification by the College. 
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Appendix I. REFERENCES 
 
 

Proposals should include five institutions where you or your organization has provided course development and 
delivery services similar to those being proposed for Mohave Community College/CE. 

Any experience with ANY Arizona State agency MUST be included here. 
Please include name, title, telephone number and e-mail address of a contact person at each institution. 
References may be checked electronically; the requirement for e-mail addresses is a mandatory 
requirement. 

 
 

References: Institution               Contact                                  Telephone No. 
 

Reference #1   ______________________________________________________________________________ 
 

E-mail:   ___________________________________________________________________________________ 
 
 
 

Reference #2 _______________________________________________________________________________ 
 

E-mail:  ___________________________________________________________________________________ 

 
 
 

Reference #3 _______________________________________________________________________________ 
 
E-mail:    ____________________________________________________________________________________________ 
 

 

Reference #4  _______________________________________________________________________________ 
 

E-mail:     ____________________________________________________________________________________________ 
 

 

Reference #5  _______________________________________________________________________________ 
 

E-mail:  _________________________________________________________________________________
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Appendix II. INSTRUCTIONS TO PROPOSERS 
 
 

Proposals must be addressed and delivered to Mohave Community College, President’s Office, Bldg. 100,  
1971 Jagerson Ave, Kingman, AZ  86409 on or before the time and date set for closing. Proposals should 
 be in a sealed envelope marked: 

 
Name of Proposer: 
Title of Proposal: Non Credit CE courses  
RFP Number: RFP 09-1920 
Proposal Due Date: April, 10, 2020 

 
No telephone, telegraphic or facsimile proposals will be considered. 

 
Proposals should include one (1) original (signed in ink) and two (2) copies as well as one complete 
copy electronically on CD or USB flash drive 

 
Proposers may withdraw their proposals at any time prior to the time and date set for opening. 

 
No department, school, or office at the College has the authority to solicit or receive 
official proposals other than the Procurement Department. All solicitation is performed under the 
direct supervision of the Procurement Department and in complete accordance with College policies 
and procedures. 

 
The College reserves the right to conduct discussions with proposers. During this 
discussion period, the College will not disclose any information derived from the proposals or from 
discussions with other proposers. Once an award is made, the solicitation file, and the proposals 
contained therein, are in the public record and will be disclosed upon request. 

 
Submission of a proposal against this RFP is your acknowledgement that subjective 

criteria will be used in the evaluation of proposals. Award shall be made to the responsible proposer(s) 
who is(are) determined to be the most advantageous to the College. Price, although an important 
consideration, will not be the sole determining factor. 

 
Proposals must be provided on the Proposal Certification page. Proposals on any other 

form will be considered informal and will be rejected. Conditional proposals will not be considered. All 
proposals must be signed by an individual authorized to extend a formal proposal. Proposals that are not 
signed may be rejected. 

 
The College reserves the right to reject any or all proposals or any part thereof, or to 
accept any proposal, or any part thereof, or to withhold the award and to waive or decline to waive 
irregularities in any proposal when it determines that it is in its best interest to do so. The College also 
reserves the right to hold all proposals for a period of 60 days after the opening date and the right to 
accept a proposal not withdrawn before the scheduled opening date. 

 
All proposals in response to this RFP are to be the sole property of  Mohave Community College and subject 

 to the provisions of the ARS Freedom of Information Act. 
 

Any alleged oral agreement or arrangement made by a vendor with any agency or 
employee will be superseded by the written agreement. 

 
Mohave Community College reserves the right to correct clerical errors in the RFP or vendor proposal. 
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No additions or changes to the original proposal will be allowed after submittal. While 
changes are not permitted, clarification at the request of the agency may be required at 
the bidder’s expense. 

 
Direct all inquiries relative to the conditions and specifications listed herein and 
any and all other communication related to this RFP to: 

 
Christine Van Vleet 
Director of Procurement 
1971 Jagerson Ave. 

           Kingman, AZ  86409 
         Phone: 928-757-0819 
         Fax:  928-757-0814 
         Email: cvanvleet@mohave.edu 
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 Appendix III. PROPOSAL CERTIFICATION 
 

PROPOSERS – SIGN AND SUBMIT THIS CERTIFICATION WITH PROPOSAL. 
 

Request for Proposal (RFP 09-1920), Non Credit CE Courses, I certify that: 
 

• This proposal is a legal and binding offer and I have the authority to bind the proposer indicated below 
to the specific terms, conditions and technical specifications required in this RFP and offered in the proposer’s 
proposal. I understand that by submitting this proposal, the proposer indicated below agrees to provide the 
services described in the proposal. 

 
• The contents of the proposal are true and accurate and that the proposer has not made any 
knowingly false statements in the proposal. 

 
• The proposal has been developed independently, without consultation or communication with any 
employee or consultant of Mohave Community College who has worked on the development of this RFP, or 
with any person serving as a member of the evaluation committee, or with any other proposer or parties for 
the purpose of restricting competition. 

 
• This bid is genuine and is not made in the interest of or on behalf of any undisclosed person, firm or 
corporation; that the proposer has not directly or indirectly induced or solicited any other proposer to put in a 
false or sham bid; that the proposer has not solicited or induced any person, firm or corporation to refrain from 
bidding; and that the proposer has not sought by collusion to obtain any advantage over any other proposer or 
over Mohave Community College. 

 
 

(Firm) (Phone no.) 
 
 

(Address) (Fax no.) 
 
 

(Address) (Federal I. D. no. or SSN) 
 
 

(Signature) (Date) 
 
 

(Title) 
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Appendix IV. RFP RESPONSE CHECK LIST 
 
 

A COMPLETE BID RESPONSE WILL INCLUDE THE SUBMISSION OF ALL THE 
ATTACHMENTS LISTED BELOW. 
PARTIAL ANSWERS AND/OR MISSING ATTACHMENTS MAY DEEM YOUR 
RESPONSE AS NON-COMPLIANT. NON-COMPLIANT BIDS ARE DISQUALIFIED 
FROM CONSIDERATION. 

 
 

[ ] Signed Proposal Certification (Appendix III) 

[ ] Complete fee structure. 

[ ] References (Appendix I), including past or current contracts with the 
State of Arizona or its agencies 
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