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ADDENDUM #1
REQUEST FOR PROPOSALS (RFP)

NO. 2024-014

Effective: April 5, 2024

Solicitation Title: Facilities Architectural, Engineering and Related Services
Issued By: City of Gaithersburg

Procurement Division
31 S Summit Avenue
Gaithersburg, Maryland 20877

The purpose of this Addendum is to provide additional clarification to submit the proposed project team 
qualification and experience. The solicitation section 4.1, A, iv (Proposed Project Team Qualification and 
Experience) is revised and replaced in its entirety as follows:

iv. Proposed Project Team Qualifications and Experience
Include a staffing plan, shown in the organization chart format, and the qualifications and
experience of the staff you will assign to this account if your firm is selected for a contract. At a
minimum, the submission shall include:
a. Name of the designated manager(s).
b. Designated manager’s department/unit/division, functional discipline, responsibilities of all staff 

assigned to the account, as well as staff size and availability.
c. Resumes or descriptions of assigned manager and key staff for the service category including, but 

not limited to, education, professional experience, and certifications/licenses as an attachment 
to Form SF330.

d. A list of projects completed by the proposed project team related to the chosen category and in 
the same capacity within the past five (5) years, which are similar in scope to the City's needs. At 
least one (1) project example must be within the Washington, D.C./Baltimore metropolitan area.

e. Program Manager’s current workload and method of managing capacity.
f. Proof that the Offeror’s firm is licensed by and/or registered with the State of Maryland to

provide the Services.
g. Each Offeror must follow all of the instructions on Form SF330 (Rev. 7/2021) and complete all of 

the sections of the form. Offerors should complete Part I of the form with general information 
regarding their work qualifications.  Part II should be completed with specific information 
regarding the qualifications of the firm or division of the firm that will be completing the 
contracted tasks and the percentage of time worked against referenced projects in Section G of the 
SF330 Form.  This separate Part II should also be completed for each subcontractor whom the 
Offeror plans to use to complete the services. This separate Part II should also include the 
percentage of time each subcontractor may work against referenced projects in Section G of the 
Form SF330.
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