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ADDENDUM #1 

 

NO. RFP2026-016 
 
Effective: January 5, 2026 

Solicitation No: RFP2026-016 
 
Solicitation Title: Meeting Management System 

Issued By: Department of Finance & Administration  
Procurement Division 
31 S. Summit Avenue 
Gaithersburg, Maryland 20877 

 

This Addendum is incorporated into and made part of the above named Request for Proposals 
(“Solicitation”).  The purpose of this Addendum is to publish the questions received regarding this 
solicitation and the associated responses. 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. How many administrative users will require access to the system? 
 
A. Currently there are three administrative users managing user accounts, making 

structural changes to agenda layout, as well as other advanced tasks. How many 
will be required depends on the capabilities of administrative versus other 
accounts in the proposed system. 

 
Q.2. Will external stakeholders (e.g., committee members) need access for agenda 

review or voting? 
 
A. Some Body Members (currently only the Mayor and City Council) can log in to view 

documents prior to public publishing (though they are not part of the System’s 
approval flow). Voting on agenda items is not in the scope of this RFP. 
 

Q.3. Are there specific accessibility standards beyond ADA compliance (e.g., WCAG 
2.1)? 
 
A.  ADA standards are listed in the System Characteristics form.  The RFP requires that 

System must be fully compliant with applicable federal and state regulations.  The 
system should comply with title 2 of the ADA that apply to local government. See 
section 7.29 of the RFP for additional information. 
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Q.4. Should the public portal support multilingual content out of the box, or is this 
optional? 
 
A.   This is an optional requirement and listed on the System Characteristics form as 

such. If this functionality is offered at additional cost please indicate on the 
Additional Information section of the System Characteristics form. 
 

Q.5. Does the City require live streaming for all meeting bodies or only select ones? 
 
A.   Only select meeting bodies. See section 2.2.C of the RFP for additional information. 

 
Q.6. Is automatic captioning and transcription mandatory or optional? 

 
A. This is an optional requirement and listed on the System Characteristics form as 

such. If this functionality is offered at additional cost please indicate on the 
Additional Information section of the System Characteristics form. 
 

Q.7. Which existing systems must integrate with the new solution (e.g., Laserfiche, 
Office 365)? 
 
A. Integration with any other software is optional and listed on the System 

Characteristics form as such. If this functionality is offered at additional cost please 
indicate on the Additional Information section of the System Characteristics form. 

 
Q.8. Are there any ERP or financial systems that need connectivity for agenda items 

with fiscal impact? 
 
A. Integration with any other software is optional and listed on the System 
Characteristics form as such. If this functionality is offered at additional cost please 
indicate on the Additional Information section of the System Characteristics form 
 

Q.9. Does the City require Single Sign-On (SSO) integration with its current identity 
provider (e.g., Azure AD)? 
 
A. SSO is an optional requirement and listed on the System Characteristics form as such. 

If this functionality is offered at additional cost please indicate on the Additional 
Information section of the System Characteristics form. 
 

Q.10. Are all 26 years of archives required to be migrated into the new system, or will 
some remain in legacy storage? 
 
A.   All archives are required to be migrated into the new system 

 
Q.11. Should video/audio archives be migrated in full resolution or optimized for 

storage? 
 
A. The City is open to optimization for storage as long as there is not a significant drop 

in video/sound quality. If this has a cost impact, we welcome you to provide details 
in the Additional Information of the System Characteristics form next to the “Hosts 
video files for completed meetings” and “Hosts audio files…” requirements. 
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Q.12. Are all 26 years of archives required to be migrated into the new system, or will 
some remain in legacy storage? 
 
A.  All archives are required to be migrated into the new system. 

 
Q.13. Should video/audio archives be migrated in full resolution or optimized for 

storage? 
 

A. The City is open to optimization for storage as long as there is not a significant drop 
in video/sound quality. If this has a cost impact, we welcome you to provide details 
in the Additional Information of the System Characteristics form next to the “Hosts 
video files for completed meetings” and “Hosts audio files…” requirements. 
 

Q.14. Does the City prefer on-site training, virtual sessions, or a hybrid approach? 
 
A. The City has no preference as long as training results in our user base being 

able to utilize the system effectively. 
 

Q.15. Should training include public-facing staff or only internal administrators? 
 
A.  This depends heavily on the Proposed System and how public-facing staff is 

defined. Under the Existing System, Body Members receive a very brief 
overview of the system as part of their onboarding as they are simply logging 
into the system to review documents and are not making edits or approvals 
within the application. This level of use is unlikely to require an in-person 
session and could probably be managed through an instructional guide. 
 

Q.16. Does the City expect vendors to provide ongoing support beyond implementation 
(e.g, annual maintenance, feature updates)? 

 
A.  The City expects ongoing support for the system after implementation. See section 

2.5 of the RFP for details.  
 

Q.17. Are there any SLAs (Service Level Agreements) the City requires for uptime and 
response times? 

 
A. Proposals are required to include a filled out SLA Form (Attachment C). Although 

there are no specific SLA requirements listed in the solicitation document, responses 
will be considered in the evaluation. 

 
Q.18. What are the top three priorities for the City in selecting a solution (e.g., cost, ease 

of use, integration capability)? 
 
A. The Current System is approaching End of Life. For full list of priorities in selecting 

a solution, please see the RFP. 
 

Q.19. Will the City consider phased implementation, or does it require full deployment 
by January 2027? 

 
A.  Although the City is open to phased implementation, the RFP requires that 

deployment be completed by January 2027. 
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Q.20. What is the maximum number of residents expected to join or stream or has 
joined or streamed a meeting simultaneously? 

 
A.  Meetings are streamed to several platforms: YouTube, Facebook, X, and through the 

Meeting Center. There is also a live cable feed and meetings are hosted in Teams. All 
streams outside of the Meeting Center’s Public Portal are managed by the City and 
out of scope for this project. The Meeting Center stream generally has a lower 
viewership rate and rarely sees more than 20 live viewers.  
 

Q.21. Are there specific meetings (e.g., budget hearings) that historically attract 
significantly higher attendance online? 

 
A.  Budget meetings, planning meetings, and zoning changes tend to see the highest 

attendance 
 

Q.22. Does the City anticipate simultaneous uploads of large agenda packets by multiple 
departments? 

 
A.  It is unlikely (though not impossible) that this would be an issue. Only two users are 

actually uploading the large agenda packets and the two Meeting Bodies that require 
large agenda packets are added on different days of the week.  
 

Q.23. Should the system automate ADA accommodation requests or simply provide a 
submission form? 

 
A. ADA accommodation requests are an optional requirement. A form would be 

adequate for this requirement but the City is interested in learning about additional 
capabilities a system offers in ADA accommodation requests. Please include an 
explanation and cost implications in the relevant Additional Information section of 
the Systems Characteristics Form.  

  
Q.24. Does the City have expectations for maximum response time when searching 

across 26 years of indexed documents? 
 

A.  The RFP does not specify a specific maximum response time. The Current System 
responds within a couple of seconds.  
 

Q.25. Beyond Laserfiche and Office 365, does the City anticipate integrating with other 
CRM or citizen engagement platforms in the next 3–5 years? 

 
A. The City is in the early stages of investigating the implementation of a CRM platform 

for residents. Although there are no plans for integration at this time, Offerors are 
welcome to list available integrations their solution offers. 

 
Q.26. Are there any conditional workflows that involve external stakeholders (e.g., legal 

counsel) outside the City network? 
 

A. External stakeholders are not currently included in conditional workflow.  
 

Q.27. What are the City’s required Recovery Time Objective (RTO) and Recovery Point 
Objective (RPO) SLAs for the system? 
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A. Proposals are required to include a filled out SLA Form (Attachment C). 
Although there are no specific SLA requirement listed in the solicitation 
document, responses will be considered in the evaluation. 
 

Q.28. Does the City require vendors to provide annual penetration testing reports or 
vulnerability assessments? 

 
A.  This is not a requirement of this solicitation. 

   
Q.29. Approximately how many staff members will require initial and ongoing training? 

 
A. The number of staff requiring initial training is hard to gauge as it will depend on the 

Proposed System. It is reasonable to expect up to 10 users to attend administrative 
level training. Depending on the Proposed System it is possible that users who are 
only entering agenda items would only need documentation or a recorded training 
video. There is no requirement in the RFP for ongoing training.  

 
Q.30. Are there plans to add modules like legislative management or citizen 

engagement in the future? 
 

A. There are no plans to add these functionalities at this time. 
 

Q.31. Are you interested in producing your own video stream, or are you looking for 
video production as a service? 

 
A.  Meetings are currently streamed to several platforms: YouTube, Facebook, X, and 

through the Meeting Center. There is also a live cable feed and meetings are hosted 
in Teams allowing citizens to engage. All streams outside of the Meeting Center are 
managed by the City and out of scope for this project. Video production is also 
managed by City Staff. Only the live stream hosted within the Proposer’s public 
meeting portal should be included in the proposal. 

 
Q.32. Will relevant experience demonstrated by proposed subcontractors be 

considered valid in meeting the requirement for experience with similar systems 
and successful integrations with other document management systems? If so, are 
there any specific conditions or documentation required for subcontractor 
experience to be accepted as part of our proposal? 

 
A.  Relevant experience by subcontractors will be considered.  Experience must be with 

the same system being proposed. Subcontractor documentation should be submitted 
as per the requirements of the solicitation document in Attachment A. 

 
Q.33. Can the Gaithersburg team share how your experience with the current IQM2 

solution has been? 
 

a. Has it fallen short of meeting your needs in any way? 
A. Although clunky and showing its age, IQM2 meets the functional 

requirements of our organization. 
 

b. What is your biggest complaint or source of dissatisfaction? 
A. Managing background materials. IQM2 takes a long time to integrate large 

images and files, only allows users to upload one item at a time, and has no 
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native way to reorder background materials once they have been added to 
a packet. 

c. What are your main reasons for conducting a competitive procurement at 
this time? 
A. The existing system is approaching End of Life. 

 
Q.34. What operating systems are used at Gaithersburg - are all users running windows 

machines, Mac, or a mix of both? 
 

A. All City staff utilize Windows systems. 
 

Q.35. Describe or provide a sample of your item submission forms (cover sheets). 
 

A. See the first page of Exhibit A. 
 

Q.36. What SSO provider do you have today? 
 
 A. The City primarily utilizes Entra ID, but also supports LDAP and Active Directory. 
 

Q.37. What do your approval workflows look like? “EX: Resolutions must be seen by 
Clerk, Finance, & Legal while Ordinances must be seen by a different progression 
of departmental approvers. Please provide as much detail as possible. " 

 
A.  Currently many packet elements (including resolutions) are approved and reviewed 

by various stakeholders prior to their entry into the Existing System. The only existing 
workflow integrated into IQM2 is for Mayor and City Council Meetings: User submits 
an agenda item -> Approval to department head -> If it has any financial impact, 
approval to Finance Department Head -> Approval to City Clerk Team. Once it reaches 
this point, workflow is no longer managed in IQM2. The Clerk’s Team reviews, edits 
as needed, and final approval is managed by the City Clerk. Once final approval is 
received, the agenda packet is scheduled for publication. The Mayor and Council 
members are alerted via email that the agenda is ready for review, and members are 
then able to log in and review the documents prior to publication. Other bodies use 
IQM2 for agenda creation but workflow is handled of IQM2. 

 
Q.38. Are you interested in producing your own video stream, or are you looking for 

video production as a service? 
 

A.  Meetings are currently streamed to several platforms: YouTube, Facebook, X, and 
through the Meeting Center. There is also a live cable feed and meetings are hosted 
in Teams allowing citizens to engage. All streams outside of the Meeting Center are 
managed by the City and out of scope for this project. Video production is also 
managed by City Staff. Only the live stream hosted within the Proposer’s public 
meeting portal should be included in the proposal. 

 
Q.39. How many meetings per year would you like to have livestreamed? 

 
A. There were approximately 85-90 livestreamed meetings in 2025. 
 

Q.40. How many total hours per year would you estimate livestreaming meetings? 
 

A. The total hours in 2025 were about 170-180. 
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Q.41. Are you interested in having closed captions provided on the livestream and video 
archive (recording), or only on the video archive (recording)? 

 
A. The City is potentially interested in both. Closed captions are an optional 

requirement and listed on the System Characteristics form as such. If this 
functionality is offered at additional cost please indicate on the Additional 
Information section of the System Characteristics form. 

 
Q.42. Would you like closed captions only for English, or English and Spanish? 

 
A. The City is potentially interested in both. If multilingual functionality is offered at 

additional cost please indicate in the relevant Additional Information section of the 
System Characteristics form. 

 
Q.43. Do you have a preference between AI-generated closed captions (mid- to high-

80s% accuracy) or human-generated (mid- to high-90s% accuracy)?  
 

A. Closed captions are optional - either of these is an acceptable response. If there is a 
cost impact for please indicate on the Additional Information section of the System 
Characteristics form. 

 
Q.44. Are you looking to incorporate live/remote voting functionality for your elected 

officials?  
 

A.  This functionality is out of project scope.  Proposers are welcome to indicate whether 
this functionality is available and what the optional cost would be. 

 
 

Q.45. If possible, please share the approximate budget for this project. 
 

A. The City declines to list its budget for this project. Award of the Contract, if any, shall 
be to the most Responsible Offeror whose Proposal is deemed by the City to provide 
the best value, price and technical factors considered.   

 

 

~ END OF ADDENDUM ~ 


