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TOWN OF MARLBOROUGH, CONNECTICUT 

REQUEST FOR QUALIFICATIONS 
 

EXECUTIVE SEARCH FIRM TO HIRE TOWN MANAGER  

 
Marlborough, CT (6,150+/- pop.) seeks an Executive Search firm to assist in finding a 
creative, proactive community leader committed to excellence in public service to serve 
as our first Town Manager. A fiscally stable community, Marlborough is located 20 
minutes from Hartford and 100 miles from Boston or NYC, with easy access to the 
ocean or mountains. A quiet, mostly residential community, Marlborough is desirable for 
families with many activities centered on beautiful Lake Terramuggus, the amenities of 
Blish Park, and its excellent schools. In recent years, significant investments in 
municipal infrastructure and our schools have set the course for continued growth of our 
town. 
 
A 2021 Charter Revision (www.marlboroughct.net) has increased our Board of 
Selectmen from three to five members, and has approved a Town Manager (in lieu of a 
First Selectman) as the Chief Administrative and Operating Officer. The Town Manager 
will oversee 35+/- F/T and P/T employees, an FY22/23 Operating/Capital Improvement 
Budget of $7.7M (does not include $19M for local elementary and Regional MS/HS 
educational expenses). Marlborough is a welcoming place to live and work with 
outstanding community involvement and volunteerism. 
  
 
SUBMITTAL REQUIREMENTS  

 
The Town seeks Statements of Qualification from Executive Search Firms with a demonstrated 
ability to recruit executive personnel who will be an asset and a “correct fit” with current staff and 
the community. We are seeking experienced firms that have demonstrated successful 
recruitment and hiring of Town Managers.  
 
All responses to this RFQ shall include the following:  
 
Cover Letter: The legal name, address, email address, and telephone number of the proposer. 
The letter should outline all partnerships, subcontractors, etc. that would be part of the project 
team, along with the name and position of the person who will be the primary contact throughout 
the project. The cover letter should be signed by the person who has the authority to bind the 
proposing firm to the submitted proposal. 
 

http://www.marlboroughct.net/


 
 

 

Provide a concise and focused overview to introduce your company and your company’s 
background. Provide an executive level summary of the overall statement of 
qualifications/proposal. Describe the proposed organizational structure for the project team 
planning to undertake the project, their roles, reporting responsibilities and team interface with 
the Town’s Town Manager Search Committee and Board of Selectmen. The name of the lead 
contact person should be included along with an email contact. 

 
Résumés: Given the nature of the project and its utmost importance to the Town, it is essential 
to fully understand the experience and capabilities of all key members of the proposed 
recruitment team. Resumes of all key team members to be involved are required and should 
include: education and professional qualifications, relevant experience, and details regarding 
the specific role proposed for the project.  
 
Experience and Qualifications: Describe in detail respondent’s qualifications to perform the 
requested services with emphasis on Town Manager/CEO searches conducted for 
municipalities. The description should include a list of recent searches successfully conducted 
for other municipalities and respondent’s personnel responsible for those searches. Respondent 
must identify any searches for Town Manager/CEO conducted in the State of Connecticut 
during the past five (5) years. Provide three (3) successful recruitment projects including the 
following information for each: date completed, location, and community size.    
 
Description of the Recruitment Process: In connection with the Scope of Services, describe 
in detail the steps respondent would take to conduct the recruitment of a Town Manager, 
including the time necessary for each step, respondent’s personnel involved with each step, the 
role of Town personnel and others in the process and any Town resources necessary to support 
the process. Include a sample of any recruitment brochures or advertising tools that your 
company uses. Identify the nature and scope of the services that would be required of the Town 
in this process.  

 
References: Respondent must provide a minimum of three (3) references from clients for whom 
respondent has provided similar services within the last three (3) years. 
 
 

SCOPE OF SERVICES 
 
Development of Recruitment Strategy and Content: Work with Marlborough’s Town 
Manager Search Committee and Town Staff as necessary to prepare a candidate profile and 
the recruitment materials necessary to conduct the recruitment. Identify sources and sourcing 
methods likely to produce strong candidates. 
 
Conduct Candidate Search: Conduct a national search to identify strong candidates for the 
Town of Marlborough Town Manager position using all appropriate sourcing methods. 
 
Identify and Submit Candidates for Consideration: Conduct an initial evaluation of 
prospective candidates based upon the Qualifications Assessment, including screening 
interviews and other identified assessment tools to determine which candidates will be 
submitted to the Town Manager Search Committee for consideration.   
 
Conduct a background check, compliant with all legal requirements for background checks 
(including but not limited to the Fair Credit Reporting Act), for advancing candidates including 
but not limited to references, employment and educational verifications, driving history, local, 



 
 

 

state and federal criminal history checks, civil litigation history, complaints by or against 
candidates with local, state and/or federal agencies, bankruptcy and credit checks, and any 
other screening processes deemed appropriate.  
 
Interview Process: Coordination of interviews, assistance with development of evaluation 
criteria, preparation of Search Committee members to conduct interviews and prepare 
assessments in an effective and legally compliant manner. Prepare a comprehensive written 
summary for each qualified candidate to be submitted to the Town Manager Search Committee 
and Board of Selectmen for consideration. 
 
Hiring Process: Assistance as necessary with the hiring process, including but not limited to 
recommendations concerning compensation and other terms of an employment agreement. 
 
Other Information: Respondents may submit any other information that is not described in this 
RFQ that would be beneficial to the Town. If in the Respondent’s opinion, the Town has 
overlooked anything material or relevant, such item(s) shall be brought to the Town's attention 
and be included in the RFQ. 
 
Disclosure Upon Receipt: Upon selection, all responses become "Public Records" subject to 
public disclosure. 
 
 
PRICE PROPOSAL: 
 
Respondents should submit pricing details under separate cover on any and all fees and 
related search and hiring expenses including progress payment structure (if applicable) and any 
rebate of fees in the event of an unsuccessful placement. 
 
 
QUESTIONS AND AMENDMENTS: 
 
No interpretation of the meaning of the Request for Qualifications will be made to any proposer 
orally. Every request for such interpretation should be in writing, e-mailed to 
TownClerk@marlboroughct.net, or faxed to 860-295-0317.  To be considered, such requests 
must be received at least seven (7) business days prior to the date fixed for the opening of 
qualifications.  
 
Any and all such interpretations and any supplementary instructions will be in the form of written 
addenda to the specifications which, if issued, will be posted on the Town of Marlborough 
website under Town Clerk’s page, not later than three (3) business days prior to the date fixed 
for the opening of proposals. Each proposer is responsible for checking the website to 
determine if the Town has issued any addenda and, if so, to complete its proposal in 
accordance with the RFQ as modified by the addenda. Proposer will submit written 
acknowledgement of any addendums to their response, and failure of any proposer to receive 
such addenda or interpretation shall not relieve any proposer from any obligations under their 
qualifications as submitted. Proposers are prohibited from contacting any other Town employee, 
officer or official concerning this RFQ. A proposer’s failure to comply with this requirement may 
result in disqualification. 
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EVALUATION CRITERIA:  
 
A review and evaluation of the responses contained in the previous section will serve as a basis 
of selection of the recruitment firm judged best suited to meet the Town’s goals. Those deemed 
best suited then may be asked to submit a more detailed proposal or invited for an interview. 
 
 
SELECTION: 
 
The Town reserves the right to amend its evaluation criteria as the Town, in its sole discretion, 
shall determine appropriate, and to utilize as needed, an independent review team. The Town 
reserves the right to reject any or all submittals; to waive any informality or irregularity not 
affected by law; to evaluate, in its absolute discretion, the qualifications submitted.  
 
 
 
 
 
 
 
 
The Town of Marlborough, Connecticut is an equal opportunity employer and requires an 
affirmative action policy for all its Contractors/Vendors as a condition of doing business with the 
Town, per Federal Order 11246; by submitting an RFQ response for this project, all respondents 
agree to this condition.  Should the Town choose to audit respondents for compliance, they will 
agree to cooperate fully. This RFQ has been prepared solely to solicit qualifications and does 
not constitute a contract offer. 

 


