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REQUEST FOR STATEMENT OF QUALIFICATIONS FROM 
FIRMS TO BE PLACED ON A PRE-QUALIFIED TECHNICAL REGISTRANTS LIST 

FOR SELECTED PROFESSIONAL SERVICES 
TOWN OF GILBERT, ARIZONA 

 
Solicitation Name: Pre-Qualified Technical Registrants List  
Deadline:   July 7, 2025 at 2:00 p.m. 
Submittal Location: Electronic Only via e-Builder 
GILBERT Staff Contact: Casey Ambrose (casey.ambrose@gilbertaz.gov) 
RFQ available at:  Town of Gilbert Website ONLY (at no charge) 
    http://www.gilbertaz.gov/rfp 
    e-Builder Specific Documentation 
     
 
1.0 REQUEST FOR QUALIFICATIONS 

The Town of Gilbert invites qualified technical registrants (Firms) to submit qualifications for 
consideration in the development of a list of pre-qualified technical registrants to complete designated 
projects (Projects). The selected Firms will be placed on a list which the Town will utilize for the direct 
selection of the appropriate Firms for Projects.  The Town does not guarantee that a Firm placed on the 
list of pre-qualified technical registrants will ever be awarded a contract. 

 
Submissions must be made via the following link.  
https://gateway.app.e-builder.net/app/bidders/landing?accountid=3c1a5940-f22f-437a-8d5a-

97bb70b62547&projectid=4779b307-c234-4813-8274-3cd20b6b5785&bidpackageid=e2504b1f-56b1-

4cbb-860b-ace4f2150c9e 

 
Submissions received through any other means will not be reviewed, and a firm may not be notified if 
received in error. 
 

2.0 INSTRUCTIONS 
Electronic Statements of Qualifications will be received via the web page until 2:00 p.m. MST, July 7, 
2025. SOQ’s must be submitted in a single online submission in accordance with the requirements of 
the Request for Qualifications (RFQ).  The SOQ must include all information items listed in the RFQ in the 
order listed as a single package.  Any SOQ received after the time specified will be removed from 
consideration and the Firm will be notified of the disqualification.  No physical submittals or 
amendments will be accepted.  It is the Firm’s responsibility to assure SOQ’s are received through the 
webpage on or before the deadline.  
 
The SOQ shall include a one-page cover letter plus a maximum of fifteen (15) pages to address the 
Digital Submittal requirements as set forth in this RFQ. The full submittal may not exceed 17 pages 

https://gilbertaz.gov/
mailto:casey.ambrose@gilbertaz.gov
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(including cover) for any reason. The SOQ document name must follow the naming convention of 
“Company Name.SOQ.PQTR2026” (ie. ABCContractors.SOQ.2026) 

 
Please be advised that failure to comply with the following criteria will result in disqualification: 

 
• Receipt of submittal by the cut-off date and time specified. 
• Receipt of submittal at the proper web page 
• Completion of the form at the submittal web page in its entirety 
• Adherence to maximum page requirements. 
• Incorrect naming convention 
• Acknowledgement of all addenda in the cover letter. 
• Supplemental resumes, pages, and content are not allowed and will not be considered.  

 
Adherence to the maximum page criteria is critical; each page formatted as a maximum 8-1/2” x 11” 
with criteria information will be counted.  Pages and tabs that have photos, charts, graphs or criteria 
information will be counted towards the maximum number of pages.  The minimum allowable font size 
shall be 11, including pullouts, captions, and footnotes. Page size may not exceed 8-1/2” x 11”. 
Hyperlinks/QR codes, etc. to other digital content is prohibited. A standard front cover will count 
towards the page total; a back cover, tabs, etc. will count against the page total. Digital submissions are 
not considered as a double-sided page, the total number of pages in the PDF may not exceed 17 pages.  

 
A pre-submittal conference will be held via Microsoft Teams on June 19, 2025 @ 10 a.m. (MST) as 
described at the  
https://teams.microsoft.com/l/meetup-
join/19%3ameeting_MWNlZjg2YTUtYjE2ZC00YjMwLTkwYmUtODM1YjZiMTM3OWVh%40thread.v2/0?co
ntext=%7b%22Tid%22%3a%222a562d2d-fcdc-4929-be1e-
96860c5d7b0b%22%2c%22Oid%22%3a%22f5aceb1e-8d21-4517-8127-7e4a78a45575%22%7d 
 
Attendance at this meeting is highly encouraged since vital information necessary to the understanding 
of the projects available and the selection processes will be discussed.   
 
Pre-Qualified Technical Registrants Additional Meetings: 
Additional meetings to review technical issues, answer additional questions, or provide information can 
be scheduled via questions portal on e-Builder. 
 

 
3.0 GENERAL DESCRIPTION OF PRE-QUALIFIED TECHNICAL REGISTRANTS LIST 

3.1 Purpose:  

• To provide prospective Firms with the opportunity to indicate interest in being 
considered for Gilbert work and to establish areas of interest, expertise, and experience, 
as allowed by Gilbert policy. 

https://gilbertaz.gov/
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• To provide Gilbert with a technical registrant database (by interest and qualification) that 
will be used to develop shortlists with no further advertisement related to services as 
outlined in Section 1.0 of this RFQ. A complement of technical registrants that are 
shortlisted may be approached for additional information in order to make final 
selections related to the Projects identified by Gilbert. 
 

4.0 SELECTION PROCESS 
4.1 General: This RFQ is a means to establish qualifications only. To be eligible for 

consideration, Firms must be registered professionals in the State of Arizona if such registration 
is required by State law. The respondent Firms are responsible for the accuracy of information 
submitted but incur no obligation to enter into a contract as a result of the submittal. Gilbert will 
utilize material submitted as an aid in selection of prospective Firms.  
 
It is the sole obligation of the submitting Firm to prepare the submittal, complete the online 
form, upload the digital submittal, and click the submit button. A confirmation email will be sent 
to the email address indicated in the online form.  
 

4.2 Digital Submittal Review: Gilbert will review submitted documents and forms for 
completeness. If the submittal is complete, it will be approved. If there is a problem with the 
submittal, Gilbert will change the status to Revise – On-Hold.  Gilbert will notify the submitting 
Firm via email. The submitting Firm will then be able to make corrections and resubmit their 
entire updated Digital Submittal. If a revised submittal is incomplete or otherwise deficient, it will 
be rejected.  No additional corrections or changes to the Digital Submittal will be allowed until an 
annual update to the Technical Registrant’s list is announced, currently scheduled for January 
2025.  
  

4.3 Contract Applicability:  Only Gilbert-initiated master contracts or project-specific contracts 
will be binding on a Firm or Gilbert. Note: Please be advised that the Contracts provided as a part 
of this solicitation are for reference only and are subject to revision without notice.  

 
4.4 Selection Policy: Typically PM/CM services are typically contracted separately from 

architect/engineering services at GILBERT’s sole discretion.   As such, if a Firm is selected to 
provide architect/engineering services, it may not be eligible to provide the project/construction 
management services for that Project.  Likewise, if a Firm is selected to provide construction 
management services, it may not be eligible to provide the design services on that Project.  
Different firms sharing common ownership shall not be accepted.  Gilbert may change this policy 
at any time for any Project in its sole discretion. 

 
4.5 Notification:  Respondents will be notified by email when Gilbert begins using the 2024 Annual 

RFQ Submittals. 
 

https://gilbertaz.gov/
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5.0 USE AND APPLICATION OF THE PRE-QUALIFIED TECHNICAL REGISTRANTS LIST 
5.1 Fee Limit:  Professional services with fees near or over the procurement limits are generally 

procured by a separately advertised Request for Qualifications (RFQ) pertaining to that particular 
project. This RFQ shall only apply for projects for amounts up the maximum permitted under 
Gilbert’s Town code and state law. At present time, the maximum fee for a single project for 
these services is up to $500,000 for professional services. If these amounts are amended in 
future GILBERT policy or by governing law, these amounts will be likewise automatically 
amended in the existing RFQ.  
 

5.2 Individual Project or General Service Selection: 

• Identification of Project/Service: Gilbert will develop a summary of the project or service, 
including stakeholders and preliminary budget and timeline.  
 

• Firm Shortlist: Assigned Gilbert Project Manager will run queries against the information 
provided in the web form and Digital Submittal to identify firms with qualifications and 
interests matching the Project or Service. A short-list of three (3) to five (5) firms will be 
developed based on qualifications and submittals: 

• Demonstrated expertise/qualifications/experience on similar projects/services 
completed by firm, key personnel, or primary staff members; 

• Availability of adequate and qualified staff to complete the work; and 

• Client references. 
 

• Firm Additional Review: Occasionally, firms will be asked for additional information 
and/or will be invited to interview. The short-listed firms may be asked to provide 
additional information or have an interview with a Selection Committee prior to a final 
selection. Additional information, interviews, or a review of site conditions may be 
required as a part of the selection process. Firms may also be requested to participate in 
discussions with Gilbert staff prior to or during contract negotiations. 
 

5.3 Contract Negotiation: Gilbert shall negotiate with the selected Firm, and if negotiations are 
successful, the Firm will receive a project authorization. If negotiations are unsuccessful, then 
negotiations with the selected Firm will be formally terminated. Gilbert may undertake 
negotiations with the next most qualified Firm in sequence until an agreement is reached or an 
award is suspended.  
 

5.4 Exclusion: GILBERT reserves the right to select professional services by a separately advertised 
Request for Qualifications pertaining to any project at GILBERT’s discretion. 
 

  

https://gilbertaz.gov/


 

90 E. Civic Center Drive 

Gilbert, AZ 85296 Casey.Ambrose@gilbertaz.gov gilbertaz.gov 

 

6.0 DIGITAL SUBMITTAL OF QUALIFICATIONS REQUIREMENTS 
Each Firm must complete the form provided at the web page in its entirety to provide the necessary 
information for reviewing submittals and making future selections. Firms are encouraged to submit early 
to avoid technical challenges and identify any issues with submissions or form usage.  
 
In addition to the online web-form, Firms must submit a Submittal of Qualifications via that same web-
form not to exceed a total of seventeen (17) 8-1/2”x11” pages as a single .pdf via the upload feature on 
the web page. Cover page, and cover letters are included in the total page count. The total page count 
may not exceed seventeen (17) pages. The digital submittal must be less than 250MB. The digital 
submittal should be formatted such that text fields are searchable. The requirements for the digital 
submittal are as follows:  
 
6.1  PART ONE – Technical Registrant Overview 

• General information 

• Disciplines 

• Experience Emphasis 

• Arizona Professional Business or Registrant Licenses 
6.2 PART TWO – Discipline Summary 

• Provide a summary of firm’s capabilities within the selection categories and their 
respective categories/subcategories as listed on the submittal form. 

6.3 PART THREE – Project Responses 

• Example projects completed by Technical Registrant related to the 
project list located on the submittal form

• Project Title / Location 

• Year Completed – Professional Service 

• Year Completed – Construction 

• Project Owner Point of Contact Name, Email Address, Phone Number 

• Brief Description of project and relevance to projects noted in the project list 
 

6.4 PART FOUR – Key Personnel Resumes 

• Key staff related to the capabilities of the Technical Registrant. 

• Name, Title / Role in Firm 

• Years of Experience & Total / With Firm 

• Education – Degree / Specialization 

• Current Professional Registration(s) – State and Discipline 

• Project Specific Qualifications –  
o Relevant Project & Project Title / Location 
o Role in Project – Title 
o Brief Description of Role in Project 
o Project Reference 

 

https://gilbertaz.gov/
https://app.e-builder.net/public/Processes/StartProcess.aspx?ProcessID=d2ba00a56a794daabc481da752009c4b&PortalTypeID=7


 

90 E. Civic Center Drive 

Gilbert, AZ 85296 Casey.Ambrose@gilbertaz.gov gilbertaz.gov 

 

7.0 TOWN OF GILBERT CONTACT 
Questions must be directed electronically to Casey Ambrose via the e-Builder bidding platform, only.  All 
questions must be received by 6:00 p.m. (MST) Wednesday, June 18, 2025 so that responses may be 
posted on Gilbert’s website as an addendum to the RFQ.   

 
8.0 TERMS AND CONDITIONS 

8.1 This RFQ does not commit Gilbert to award any contract, to defray any costs incurred in the 
preparation of a response to this request, or to procure or contract for services. 

8.2 Gilbert reserves the right to extend the date by which the submittals are due. 
8.3 Gilbert reserves the right to cancel, in part or in its entirety, this RFQ including but not limited to: 

selection schedule, submittal date, and submittal requirements.  If Gilbert cancels or revises the 
RFQ, such action shall be published as an addendum to the RFQ. 

8.4 All submittals become the property of Gilbert.  Except for the name of firms on the final list, no 
information contained in a Statement of Qualifications shall be made public until after award and 
execution of a contract with an A/E firm. 

8.5 Gilbert reserves the right to request additional information and/or clarifications from any or all 
respondent Firms to this RFQ. 
 

9.0 EQUAL OPPORTUNITY 
Gilbert is an equal opportunity employer.  Minority and women’s business enterprises are encouraged 
to submit Statements of Qualifications on the Project. 
 

10.0 PROTEST POLICY 
The protest policy of the Town of Gilbert is attached. 
 

11.0 Addenda 
Firms shall confirm receipt of all addenda issued to this RFQ in its cover letter submitted with its 
Statement of Qualifications. It is the Firm’s sole responsibility to confirm receipt of all addenda issued to 
the RFQ. Failure to do so will result in the proposal being declared non-responsive and rejected. Firms 
will NOT be notified of addenda by fax. If addenda are issued they will be published on the Town of 
Gilbert project specific website at: 

 
e-Builder Project Specific Page 

 
 
Attachments: 
 
Pro forma contract for Professional Services (Form CIP1.8) 
Pro forma contract for Architecture/Engineer Services Design-Bid-Build (Form CIP2.2.3) 
Engineer Scope of Work (Form CIP2.2.4)  
Architect Scope of Work (Form CIP2.2.5)  

https://gilbertaz.gov/
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Bid Protest Policy (1.6.3) 
 

https://gilbertaz.gov/

