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ADDENDUM #1 

REQUEST FOR PROPOSALS (RFP) 
NO. 2024-015 

 
Effective: June 12, 2024 
 

Solicitation Title: Ed Bohrer Parent Resource Center 
 

Issued By: City of Gaithersburg 
Procurement Division 
31 S Summit Avenue 
Gaithersburg, Maryland 20877 

 
 

The purpose of this Addendum is to publish the questions received regarding this solicitation and the 
associated responses. Except as amended herein, all terms and conditions in the solicitation remain 
in full effect. This Addendum is incorporated into and made part of the above named Request for 
Proposals. The City is not responsible for the content of the questions and has provided the most 
comprehensive answers based on the interpretation of the questions. 
 
The solicitation is amended as follows: 
 

1. New! Attachment B, Cost Proposal Budget Sheet 
Please use the attached price sheet to submit your cost proposal. 

 
2. Section 2.3, A, is replaced in its entirety with: 

The Contractor shall provide the Services to a minimum of 225 unduplicated parents 
of school aged children who are residents of the City. City street addresses will need 
to be provided for each individual client to ensure services to City residents are 
meeting contract requirements. 

 
Below are the questions received and the City’s response: 
 

Q.1. Please let us know what the numbers served have been for the past 2-3 years so we 
have an understanding of how many people are served and if the current Contractor 
is meeting or exceeding the expectation of 350 unduplicated parents served.. 

A. Per the amended section 2.3, A, the City has changed the requirement from 350 to 
225 unduplicated parents. For the past 2 years, the contractor was required to serve 
200 unduplicated City residents. In FY23 240 clients were served, and year-to-date 
through quarter 3 FY24, 216 clients have been served.  
 

Q.2. Is there a required format for the proposal narrative – font size, spacing, maximum 
page length? 

A. There are no formatting requirements other than to submit the proposal in a pdf 
format (Section 4.2). 
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Q.3. Are we required to provide all educational programs listed in scope of work section 
H (page 3 of RFP) in the proposed work plan? 

A.  The classes listed are what the current Contractor is providing City residents. 
Offeror shall indicate which program(s), if any, they are unable to provide.  The City 
would prefer that all classes listed be provided within the following limits: 

1. ESOL literacy:  Beginner 2x/week and Intermediate classes 2x/week, 2.5 
hours each,  2x/week, including childcare for participating parents 

2. Financial fitness education: 6x/year 
3. Housing preservation: quarterly, 4x/year 
4. Education assistance: ongoing (daily), as needed 
5. Citizenship and/or Immigration Services: referrals as needed, and 2x/year 

have organizations come and share information 
6. Computer classes: Summer  - (10 computers) 4 weeks, 2x/week 
7. Job readiness and/or training programs: refer to City Vocational Partners 
8. Parenting classes and parent-school engagement services to City parent 

residents: 1x/month 
 

Offeror(s) serving multilingual communities must include a specific outreach 
plan to focus on multilingual outreach and service. 

 
 

Q.4. Should we include the cost of cleaning the interior of the Parent Resource Center in 
the request budget, or will MCPS be responsible for this? 

A. No, MCPS will be responsible for cleaning this space. 
 

Q.5. Should we include the cost of photocopying in the request budget, or will 
Gaithersburg Elementary School allow staff to make photocopies at the school? 

A. Photocopying should be included in the requested budget. 
 

Q.6. Should we include the cost of furnishings (e.g., desks, tables, chairs) in the request 
budget, or will the Center already be furnished? 

A.  The Center will be furnished with what is currently there (desks, tables, chairs, 
computers, daycare equipment, etc). If there is a need for more furniture, the cost 
will be incurred by the Contractor. 
 

 

Q.7. Are the following costs allowable line items in the requested budget:  
• Client assistance (e.g., gift cards for food or clothing, utility assistance)  
• Cost of client refreshments provided during the five extracurricular activities/events   
• Bus costs and mileage for parent excursions/field trips. 

A. Gift Cards for food and clothing are acceptable; utility assistance will not be accepted 
as the City currently funds the Upper Montgomery Assistance Network (UMAN). 
Clients should be referred to UMAN or with the City of Gaithersburg Community 
Services Division who can refer to the County. 

B. Yes, cost for client refreshments for the five extracurricular activities/events are 
acceptable. 

C. Gas and mileage costs will not be accepted. However, assistance for public 
transportation is acceptable only for approved parent excursions and field trips in 
collaboration with the Contractor. 

 

Q.8. Is there a required budget format?  Should we include an in-kind column? 
A. Yes, there is a required budget format, please see Attachment B. Yes, please indicate 

if your organization can provide services through outside funding or donations.  
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EXPENSE CATEGORIES

Personnel Expenses*
-$                            
-$                            
-$                            

Sub -Total Salaries -$                                     -$                                            -$                            
Fringe Benefits -- Cannot exceed 35% of Total -$                                     -$                                            -$                            

Sub-Total Personnel -$                                     -$                                            -$                            
Operating Expenses*:

-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            
-$                            

Sub-Total Operating -$                                     -$                                            -$                            
Direct Costs (Personnel + Operating) -$                                     -$                                            -$                            

Total Indirect (itemize indirect costs below table)
TOTAL   -$                                     -$                                            -$                            

Financial Contributors to Activity: Example
United Way
Montgomery County
Church of XXXXXXX

Indirect Costs -- Cannot exceed 15% of Total Example
Telephone

ATTACHMENT B-Cost Proposal

Signature:

Date:

Organization Name:

Print Name:

-$                                  

-$                                  
-$                                  

Activity Total

-$                                  
-$                                  

-$                                  

Program Manager is paid at an annual rate of $61,818 ($29.72/hr).  Program considers 1,784 hours of the standard work year (2080 hrs.) as productive work hours (annual leave, sick leave, and 
holidays are considered non-productive hours). The time staff take for holidays/leave are paid via the fringe benefit account. To get the cost of each position, the pay rate is divided by 2080 and 
then multiplied 1784, the productive work hours.

*The categories listed above are some possibilities .  Please add or subtract categories as they apply to your organization so that the full cost of the program is reflected.  Please list the 
categories in alphabetical order.

-$                                  

 In Kind Donations 

Example of  Salary Calculations:

NOTES:

Remember to change the 
percentage in the 
highlighted cells so the 
formula calculates properly.

-$                                  
-$                                  

Activity Annualized 
Salary or Expenses

 Amount Requested From 
City of Gaithersburg For 

Activity 

 OTHER FUNDS (Mont. Co., 
United Way) For Activity: List 
all contributors below table 



Program = providing services and classes to parents at the Parent Resource Center

Program = providing health and mental health services to adults

Program = providing emergency and self-sufficiency assistance to Montgomery County families/individuals

Activity = providing emergency and supplemental food and nutrition assistance to City of Gaithersburg residents
Program = providing emergency and supplemental food and nutrition assistance to Montgomery County families/individuals

Activity = providing financial wellness education and coaching to City of Gaithersburg residents/households
Program = providing vocational counseling to Proficient and non-Proficient English speakers
Activity = providing vocational counseling to City of Gaithersburg Proficient and non-Proficient English speakers

Activity = providing health and mental health services to City of Gaithersburg residents (adults)

Activity = providing emergency and self-sufficiency assistance to City of Gaithersburg residents
Program = providing financial wellness education and coaching to individuals/households

Activity = providing services and classes to Gaithersburg parents at the Parent Resource Center

Program vs. Activity:
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