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ADDENDUM #1 

REQUEST FOR PROPOSAL (RFP) 
NO. 2026-013 

 
Effective: December 4, 2025 
 

Solicitation Title: City of Gaithersburg Staffing Assessment 
 

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

Q.1. The requirement states offerors need to submit 3 references for local government 
agencies of similar size. Will The City modify the requirement to include references from 
federal governments, non-profits, or commercial entities of comparable size? Will the City 
accept experience in corporate re-organizations to satisfy at-least 1 of the 3 required 
staffing studies described in Section 4.1 B iii.? 

 
A. The City will accept references and completed projects from federal and/or 

state agencies, local municipalities and commercial entities. Non-profit 
organizations remain unacceptable as references and projects.  
 

B. For section 4.1, B, iii, at least two completed projects must be with federal 
or state agencies.  You may include 1 corporate project that meets work 
scope outlined in this solicitation. 

 
Q.2. What is the estimated cost of this solicitation? Does the City have a not-to-exceed budget 

for this assessment? Does the City have an estimated or historical cost for this service that 
can be shared with offerors? 

 
A. The City does not have an estimated cost or not-to exceed budget for this 

assessment but will review all submitted proposals based on the scope of 
work provided and relative costs. 
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Q.3.  Will the City consider additional submission criteria as outlined in section 4.2 of the RFP 
such as: Consideration small and disadvantaged business who are enrolled in the State 
program, similar to an 8A vendor; and past performance. 

 
A. The City welcomes all interested firms to submit a proposal.  There are no 

MBE/DBE requirements for this solicitation.  
 
Q.4.  Is there a page limit to this submission? 
 

A. There are no page limits to your submission.  Please follow the format 
guidelines outlined in section 4.2.   

 
Q.5. When reviewing past performance, will the technical evaluation team consider 

comparable staff assessments performed recently for government agencies at the state 
and Federal level? 

 
A. Yes. Preferably the City would like the Offeror to present completed 

projects for federal or state agencies of similar size and complexity to the 
City.   At least two projects must be government related. 

 
Q.6.  Can we see an organization chart with the breakdown of staffing in each department? 
 

A. That information will be provided to the contract awardee.  
 
Q.7. The Bidder References form requests “Type of Construction”, “Location of Construction”, 

“Construction Period (in days)”, and “Construction Completion Date.” Assuming this is a 
holdover from previous RFP, should we provide the project scope in lieu or “Type of 
Construction” and project dates in lieu of Construction Period and Complete Date? 

 
A. Yes, please complete with the project information.  See corrected form 

attached to this addendum. 
 
Q.8. 4.B.iii asks bidders to “Provide at least three completed staff studies with (3) local 

government agencies of comparable size (500+ employees)” in the technical approach 
section. Can this be included in section D. References to avoid duplicate information? 

 
A. Yes, but please specify in your proposal that you are using the References 

section to present your completed projects.  
 
Q.9. Who will be leading/managing the project from the City? Which departments do you 

anticipate being on the project team from the City? 
 

A. The Assistant City Manager and the Director of Human Resources.  
 
Q.10. What is the catalyst for this study? What is this initiative tied to? 
 

A. This is a budget priority of the Mayor and City Council.  
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Q.11. The RFP mentions an option to participate in a public meeting or work session. Can you 
explain how you envision that session, including its purpose and intended outcomes? 

 
A. Your role would be to briefly summarize your findings to the Mayor and 

Council, respond to questions from them and offer any additional context 
needed to support their understanding of the project findings. 

 
Q.12. The RFP lists the project period being from December 2025 – June 2026. Is that timing 

tied to a specific need in the organization?  
 

A. No.  
 

Q.13. Have benchmark organizations been identified? Will the City provide a preferred peer list 
for comparison (e.g., Rockville, Bowie, Frederick, Annapolis), or should the consultant 
propose similar-size municipalities? 

 
A. Comparable municipalities are Rockville and the City of Frederick. 

 
Q.14. Please describe any existing or past relationships your organization has with vendors on 

similar or related projects. 
 
A. We have no existing or past relationships with vendors on similar or related 

projects.  
 

Q.15. The solicitation specifies submitting the proposal via email in PDF format. Could you 
please confirm if any other file formats (e.g., Microsoft Word) are acceptable, and if 
there are any specific instructions for submitting supplementary materials such as 
attachments or references? Can the City provide a word version of Attachment B, 
please? Should required forms (Attachment A) be submitted as a separate combined 
PDF or merged within the main proposal file? 
 
A.  Please refer to section 4.2.  Only PDF format is acceptable.  All attachments 

must be in one email submission and must also be in PDF format.  You may have 
separate pdf files (ie, Cost Proposal, Attachment A, Technical Proposal), but all 
components must be submitted in one email submission. FILE LINKS or 
Shareable file links are UNACCEPATBLE and your proposal will be deemed non-
responsive and removed from further consideration. 
 

B. Attachment B is a fillable pdf form. A Word Version will not be provided. 
 

Q.16. The solicitation notes that overtime, vehicle rental, meals, lodging, and per diem will not 
be reimbursed unless approved by the City. Is there a formal process for requesting 
approval for such expenses, or is there additional guidance on how these reimbursements 
are handled? 

 
A. Use Attachment B, Price Proposal sheet,  to list your charges as stipulated 

(outline profit and overhead). This is a fixed price contract.  If it is 
determined there needs to be a change in scope of work the parties will 
mutually agree to execute an amendment. 

 



 

Addendum No. 1 | RFP2026-013 
City of Gaithersburg Staffing Assessment  
 Page 4 

Q.17. The document outlines evaluation criteria, including the technical approach, 
qualifications, and pricing. Could you clarify how the pricing component will be weighed 
in relation to the technical approach? Are there any minimum thresholds or specific 
scoring methods used in the evaluation? 

 
A.  Evaluation Criteria is outlined in section 5.3 of the solicitation.  

 
Q.18. The specified contract period runs from December 1, 2025, through June 30, 2026, with 

an automatic renewal option. Could you provide more details on the renewal process? 
Specifically, how will the renewal be initiated, and is there an option for the contractor to 
opt out before the renewal takes effect? 
 

A.  The contract has automatic renewals and both parties have the option to 
terminate contract prior to renewal term. 

 
Q.19. The solicitation mentions that obvious errors in calculations may result in rejection 

unless corrected. Could you clarify what constitutes an "obvious error"? Furthermore, is 
there a formal process for submitting corrections prior to the evaluation, and how will 
such corrections be handled? 

 
A. If the Offeror catches an error(s) and immediately notifies procurement then 

we will review with the project manager.  It’s at the City’s discretion to accept 
any modified or corrected proposal. 
 

Q.20. The form requests references for projects completed by the Bidder/Offeror within the 
last five years. We intend to engage subcontractors for specific aspects of this project. 
Would it be appropriate to include subcontractor references in this section, or should we 
focus solely on the Bidder’s own references and experience for this form. 

 
A.  No.  Only references for the prime is needed, however ensure you list the 

subcontractors on the Subcontractor form in Attachment A. 
 

Q.21. The solicitation requires contractors to maintain specific insurance coverage, including 
general liability, workers' compensation, and professional liability. Is it mandatory to 
submit proof of insurance with the proposal, or can this documentation be provided after 
the contract is awarded, if we are selected?   

 
A.  Evidence of insurance is not needed until an award is granted.  You do not 

have to submit with your proposal. 
 

Q.22. The solicitation references Notary Attestation for several forms. Could you confirm if 
notary attestation is required for all documents submitted, or if it applies only to specific 
forms?   

 
A.   Read the forms carefully and notarize the forms that request that 

information. 
 
Q.23. Can the consultant/offeror provide a timeline of deliverables? Or will they have to strictly 

follow the proposal response format? 
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A. Offeror may suggest alternative timelines and deliverables.  
 

Q.24. Will the City of Gaithersburg provide the offeror/consultant with the Regulatory, 
Organizational Strategic needs? 
 
A.  All information required for Offer to complete work scope will be provided.  
 

Q.25. Will proposals be deemed non-responsive if prior experience does not include projects 
with government agencies of 500+ employees or with public safety/public works 
departments? 
 

A. Yes. At least two (2) projects must be with government agencies (federal or 
state) of similar size and complexity to the City. The City would prefer firms 
with experience with public safety/public works departments, but other 
government departments are acceptable. 

 
Q.26. Can the Consultant/Offeror provide in their writing of proposed key personnel? 

 
A. Offeror may suggest alternative key personnel in addition to the specialties 

listed in solicitation.  
 

Q.27. What specific pain points or inefficiencies prompted this staffing assessment? 
 

A. No specific pain points or inefficiencies prompted this staffing assessment. 

Q.28. What internal data sources will be made available (e.g., HRIS, payroll, budget data, time 
data/tracking reports, service request logs, organization charts, employee roster with 
Department/Division/function, manager alignment, FTE/employee type)? 
 
A. All data sources needed will be provided to awarded vendor to meet project 

scope. 
 

Q.29. Does the City intend to award the contract to the best value bid or the lowest bid? 
 
A. The City will assess the proposals based on the evaluation criteria listed in 

section 5.3.  Contract award is granted to the Offeror that is the most 
Responsible Offeror (meets or exceeds required technical factors) at the 
best price.  

Q.30. Are there labor unions, employee associations, or advisory boards that should be 
engaged in the process? 
 

A. No. 
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Q.31. Will elected officials (Mayor and Council) participate directly in any workshops or 
presentations? 

 
A. At this time the Mayor and Council will not participate in any workshops. 

However, awarded vendor may have to present findings to Mayor and 
Council. 
 

Q.32. What outcomes would success look like for City leadership and Council (e.g., cost 
savings, improved service delivery, modernized structure)? 
 
A. The goal is to have an independent assessment which will review our 

staffing levels, organizational structure, workload distribution, and 
operational efficiency across all departments. The resulting 
recommendations will be evaluated to determine the appropriateness and 
efficiency of current and future staffing. 

 
Q.33. Can Bidders propose exceptions to contract terms and conditions? 

 
A. Yes.  Any language exceptions must be submitted with your firm’s proposal.  

 
Q.34. How will the City use the results (e.g., to guide budget decisions, organizational 

restructuring, or workforce planning)? 
 

A. The goal is to have an independent assessment which will review our 
staffing levels, organizational structure, workload distribution, and 
operational efficiency across all departments. The resulting 
recommendations will be evaluated to determine the appropriateness and 
efficiency of current and future staffing. 
 

Q.35. Can Bidders provide fully loaded rates vs. breaking out direct, overhead and profit? 
 
A. Yes, but please indicate your intention on the Price Proposal Sheet 

(Attachment B). 
 

Q.36. Are there existing performance dashboards or workload measures in place? 
 

A. There are no existing performance dashboards or workload measures in 
place. 
 

Q.37. What is the City’s current technology environment (HR systems, performance 
management tools, etc) that might influence staffing and process efficiency? 
 

A. Currently the City has no performance dashboards or workload measures 
in place. 
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Q.38. Are there additional milestones (e.g., Mayor and Council updates) in addition to the 
deliverables provided? 
 
A. At this time there are no additional milestones, however, the City’s Project 

Manager may determine work scope needs to be expanded.  Any changes to 
work scope will be mutually agreed between the parties and ensured through 
a contract amendment. 

 
Q.39. What level of City staff availability is anticipated for interviews and focus groups? How 

many interviews and focus groups are expected? 
 

A. Fifty (50)-to-seventy five (75) interviews and ten (10)-to-fifteen (15) 
employee focus groups (6-10 participants each).  The goal is to capture 
leadership perspectives, workflow realities and frontline employee 
experiences. Additional stakeholder sessions may be added if needed to 
understand service expectations or inter-department impacts.  

 
Q.40. Are there any departments excluded from this staffing assessment? 

 
A. No.    

 
Q.41. Can the City confirm that the contract for this opportunity is a Firm Fixed Price 

Contract? 
 
A.  Yes, this is a firm fixed price contract.  However, if any work scope is 

changed and/or added, parties will mutually agree and enact a contract 
amendment. 
 

Q.42. Section 2.3 E. i. – Can the City provide some additional context on what agency future 
goals are for staffing and service delivery? 
 
A. The City’s goals include: 

• Planning for a future focused workplace (preparing for future 
initiatives projects, technology and changes in service delivery).  

• Confirmation of current capacity. 
• Benchmarking against best practices. 
• Ensuring equity and consistency across the organization (balanced 

workloads, responsibilities across similar positions). 
• Strengthening organizational resilience (opportunities for cross-

training) 
 

Q.43. Has the City identified any anticipated changes in population, service delivery models, 
regulatory requirements, or organizational goals that should inform this assessment, 
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or will the consultant be responsible for researching and developing these projections 
as part of the scope? 

 
A. The Consultant is expected to do all relevant research to achieve project 

objectives. 
 

Q.44. Is there a required timeframe within which key personnel’s experience must have 
occurred (e.g., within the past five years)? 

 
A. As stated in section 2.4, the Project Manager must have at least five (5) 

years’ experience in providing staffing assessments outlined in this 
solicitation. 
  

Q.45. Section 2.4 states "Consultant firm must be registered and in good standing to provide 
services within the state of Maryland.", however the required proposal format does not 
mention Good Standing certification. 
 

A. Please check your firm status with the state of Maryland by going to 
webpage https://egov.maryland.gov/businessexpress. You do not need to 
provide a certificate with your proposal submission, but if your firm is not 
in good standing, it will be eliminated from consideration. 

 
Q.46. Has a previous assessment been performed? If so, can the City provide any material or 

analytical data generated from the previous assessment? 
 

A. No previous assessment has been performed. 

Q.47.   Section 4.1 C. iii. – Should resumes for key Project Managers be included as an 
attachment at the end of the proposal or under Section C. of Attachment A? The RFP 
prescribes a standard format (cover letter, executive summary, organizational 
overview, key staff bios, methodology, project plan). Please confirm whether resumes 
count toward the page expectation or can be placed in an appendix 

 
A. It is at the Offeror’s discretion how to present the resumes in your proposal 

however there are no forms in the Attachment A (Required Forms) for 
resumes.  Please ensure all requested information is included in your  
proposal submission or your proposal will be deemed non-responsive and 
removed from further consideration. 
 

Q.48. Optional services. Would the City like pre priced options (e.g., additional interviews, 
extra peer cities, implementation workshops) listed on/with Attachment B, or 
provided as a separate schedule for transparency?  
 

A. If your firm is proposing alternative scope please include a separate 
schedule for transparency. However, ensure that you provide a price 

https://egov.maryland.gov/businessexpress
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proposal for original base scope outlined in the solicitation and use the 
required Attachment B. 

 
Q.49. The RFP notes net 30 terms. Does the City prefer milestone-based invoices tied to 

deliverable acceptance (e.g., kickoff, interim, draft, final) or monthly billing? 
 

A. Please refer to section 8.2, Payments, in the solicitation.  
 

Q.50. Diversity, equity, sustainability content. Section 4.1 invites Offerors to include policies 
or plans for Diversity/Racial Equity and Sustainability. Are there specific goals, 
frameworks, or reporting the City wants highlighted (e.g., local supplier inclusion, 
green practices)?  
 

A. Diversity, equity and sustainability are core City values as outlined in our: 
City of Gaithersburg Strategic Plan. We want to align with vendors that 
share this common goal. 

 
Q.51. Given the RFP’s ownership of materials clause and records retention requirement, 

should proprietary tools be delivered as outputs (e.g., dashboards exported to 
Excel/PDF) with methods documented, but without transferring underlying tool IP? 
 

A. The parties will agree as to what format project information will be 
presented to the City. 
 

Q.52. On site vs virtual. The RFP allows either; does the City have a preference for on site 
touchpoints (kickoff, interim, final), and any security or scheduling constraints for in 
person sessions? 
 

A. The City will outline which meetings will be virtual or on-site.  There are 
no security or scheduling constraints anticipated at this time. 

 
Q.53. If Offerors are interviewed, will interview performance be scored and weighted or used 

as a tiebreaker? 
 

A. Interviews will be scored and evaluated along with the criteria outlined in 
section 5 of the solicitation. 

 
Q.54. Will the City accept electronic signatures on required forms and certifications? 

 
A. No.  All forms shall have original signatures.  

 
Q.55. Section 8.1 lists $1 million insurance minimums. Are lower limits acceptable for small 

firms if supported by project-specific endorsements? 
 

https://performance.envisio.com/dashboard/gaithersburgmd
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A. Insurance limits will not be changed for this solicitation.  All firms must 
meet insurance requirements outlined in section 8.1. 

 
Q.56. Will the City consider team proposals or joint ventures? 

 
A. Yes, joint ventures are acceptable.  Ensure that you follow the rules as 

outlined in section 7.10, Interest in More than One Proposal and Collusion. 
 

Q.57. Should the solution include competitive analysis of salaries? 
 

A. No. 
 

 

~END OF ADDENDUM ~ 



City	of	Gaithersburg	
Bidder	References	Form	

Bidder/Offeror	References	Form	 Page	1	of	2	

Solicitation	No.	

Please	 complete	 this	 form	 in	 its	 entirety	 and	 include	 it	 with	 your	 Bid/Proposal.	 The	 City	
reserves	the	 right	 to	 reject	 Bid/Proposals	 from	any	Bidder/Offeror	 that	does	not	meet	 the	minimum	
qualifications.	 The	 Bidder / O f f e r o r 	 shall 	 be	 competent	 and	 experienced	 with 	 an	
established	 reputation	 within	 the	 community	 performing	 the	 type	 of	 work	 required	 under	 the	
Solicitation	 and	 subsequent	contract.	

Name	of	Bidder:	

Street	Address:	

City,	State	&	Zip	Code:	 ,	

Provide	contact	information	for	three	customers	for	which	the	Bidder/Offeror	completed	projects	
within	the	last	five	(5)	years	that	were	similar	in	size	and	scope	to	the	Services	under	the	Solicitation.	

1. REFERENCE
Name	(Business):

Address:

Name	of	Contact:

Contact’s	Phone	Number: Contract	Sum:	

Type	of	Project/Construction:

Location	of	Project/Construction:

Project/Construction	Period	(in	days):	 	

Project/Construction	Completion	Date:	 	

Scope/Description	of	Work:	



Bidder/Offeror	References	Form	 Page	2	of	2	

2. REFERENCE
Name	(Business):

Address:

Name	of	Contact:

Contact’s	Phone	Number: Contract	Sum:	

Type	of	Project/Construction:

Location	of	Project/Construction:

Project/Construction	Period	(in	days):	 	

Project/Construction	Completion	Date:	 	

Scope/Description	of	Work:	

3. REFERENCE
Name	(Business):

Address:

Name	of	Contact:

Contact’s	Phone	Number: Contract	Sum:	

Type	of	Project/Construction:

Location	of	Project/Construction:

Project/Construction	Period	(in	days):	 	

Project/Construction	Completion	Date:	 	

Scope/Description	of	Work:	
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