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Benefits of the SF 330 Form
 

� SF 254/255 merged into a single streamlined SF 330 reducing 
paperwork and manhours to produce 

� Expands essential information about qualifications and 
experience such as the newly required matrix of all 

� Facilitates electronic usage by organizing the form in data 
blocks 

� Reflects current architect-engineer disciplines, experience 
types and technology 

� Eliminates information of marginal value such as a list of all 
offices of a firm 



Part 1 
General InformationGeneral Information
 

NEW
 



99 Layout changesLayout changes 



NEW
 

99 Contact information consolidatedContact information consolidated
 



NEW 

“If a firm has branch offices, indicate each i“If a firm has branch offices, indicate each innddiividviduuaall 
branch office thatbranch office that wwiill have all have a keykey role orole o nn the team”the team” 

99 255 Block 4255 Block 4 -- moved to Part 2moved to Part 2
 

NEW 

99 255 Block 6255 Block 6 -- rolled into Section Crolled into Section C 



99 Organization chartOrganization chart 
referencedreferenced 

NEW 



Questions???Questions???
 



ResumesResumes
 NEW
 



NEW 

NEW 

99 Other ProfessionalOther Professional 
Qualifications include:Qualifications include: 
¾¾PublicationsPublications 
¾¾OrganizationOrganizational Mal Meembershipsmberships 
¾¾CertificationsCertifications 
¾¾TrainingTraining 
¾¾AwardsAwards 
¾¾Foreign LanguagesForeign Languages 



NEW 

“Provide up to 5 projects in which the person had a significant“Provide up to 5 projects in which the person had a significant role that demonstrates therole that demonstrates the 
person’s capability relevant to her/his proposed role in this coperson’s capability relevant to her/his proposed role in this contract”ntract” 

NEW 

“If not complete, leave year completed“If not complete, leave year completed 
blank and indicate status in briefblank and indicate status in brief 
description and specific role”description and specific role” 

99 Only 5 projects per personOnly 5 projects per person 
99 Can use previous experienceCan use previous experience 

as long as box is not checkedas long as box is not checked 
99 Must list year completedMust list year completed 

unless still in design orunless still in design or 
constructionconstruction 



Questions???Questions???
 



Project PagesProject Pages
 NEW 



99 Example project key numberExample project key number 

NEW 

99 Dates for professional services as wellDates for professional services as well 
as construction completionas construction completion 



NEW 

99 Proof of teaming arrangements and past experienceProof of teaming arrangements and past experience 
with subconsultants listed in proposalwith subconsultants listed in proposal 

99 Only subconsultants that worked on the projectOnly subconsultants that worked on the project andand 
are on team should be listedare on team should be listed 

99 May limit outreach, new teaming opportunitiesMay limit outreach, new teaming opportunities 



Questions???Questions???
 



NEW
 

“The matrix is intended to graphically depict which key personne“The matrix is intended to graphically depict which key personnell 
identified in Section E (resumes) worked on the example projectsidentified in Section E (resumes) worked on the example projects 
listed in Section F (project pages)”listed in Section F (project pages)” 

99 Matrix Proves:Matrix Proves: 

¾¾ ExistingExisting 
relationshipsrelationships 

¾¾ Team pastTeam past 
experienceexperience 

¾¾ ProjectProject 
managemanager’sr’s 
experienceexperience 

¾¾ ConsistencyConsistency 

“List the key“List the key nn uumbers (from projectmbers (from project 
pages) and titles of expages) and titles of exaammple projectsple projects 
in tin thhe same order as they ape same order as they appear inpear in 
Section F (project pages)”Section F (project pages)” 



Questions???Questions???
 



Additional InformationAdditional Information 



Questions for 


SF 330 - Part 1
 



Part 2 
General InformationGeneral Information 

99 254 is completely254 is completely 

replacedreplaced
 

NEW 

99 EPC codes replacedEPC codes replaced 
with new experiencewith new experience 
categoriescategories 
(profile codes)(profile codes) 

99 New disciplineNew discipline 

codescodes 

(function codes)(function codes)
 

NEW 



NEW 

99 If multiple offices submitting, one per office isIf multiple offices submitting, one per office is 
requiredrequired 

99 Subconsultant must prepared a Part II for eachSubconsultant must prepared a Part II for each 
submittalsubmittal 



99 List function codesList function codes 
numericallynumerically 

99 20 codes (max)20 codes (max) 

99 AdditionalAdditional 
disciplines can bedisciplines can be 
addedadded 

99 Each personEach person 
counted only oncecounted only once
(multiple disciplines need to(multiple disciplines need to 
have primarhave primaryy)) 

99 Can be completedCan be completed 
for company orfor company or 
branch officebranch office 



99 List profile codesList profile codes 
numericallynumerically 

99 Last 5 years onlyLast 5 years only 

99 Additional codesAdditional codes 
can be addedcan be added 

99 Particular projectParticular project 
can be listed withcan be listed with 
one experienceone experience 
category or brokencategory or broken 
up into componentsup into components 
as best reflectsas best reflects 
experienceexperience 



99 Revenue for firm forRevenue for firm for 
last 3 yearslast 3 years 



Questions???Questions???
 



Submittal Requirements
For AsFor As--Needed Rotation ListsNeeded Rotation Lists
Electronic or Paper Submission of SOQs 

A. Submit: 

One (1) original paper copy with original signatures, 

One (1) additional paper copy, and
 
Six (6) electronic (CD) copies. 

This new option is a PILOT and not a permanent policy change. 

B.	 Electronic SOQ copies must be submitted in Adobe (PDF) format, on 
CD, with secure digital signature(s) on each copy. 

C. 	 For each discipline submit six CDs; each CD must contain one (1) PDF 
file for one discipline (include sub-discipline, if applicable). The PDF file 
must be encrypted and secured, and must have the print function enabled. 
A full version of Adobe Acrobat is necessary to meet these requirements. 
Each CD must also be signed on the top surface label. Submit your CDs in 
standard 3/8” jewel cases; see the Illustrated Electronic SOQ for further 
instructions. 



D. Firms not wishing to submit electronic documents may submit one (1) 
original paper copy with original signatures and seven (7) paper copies. 

E. 	Upon review of the SOQ, we may ask for corrections. Therefore, 

please follow all instructions carefully. If you are required to make 

corrections, we will ask you to provide a new set of SOQs.
 

F. 	Disciplines requiring further review and rating by the Consultant 
Nominating Committee may require firms to submit additional (up to 8) 
paper copies. These paper copies must be exact copies of the original 
SOQ. Any submittal that is found not to be an exact copy may be 
rejected for non-responsiveness. That firm’s SOQ may not be sent to the 
CNC and may be denied placement on the Consultant Rotation List. 
SOQs shall be stapled, not bound. Neither plastic covers nor dividers are 
acceptable as part of your Statement of Qualifications. Submittal 
envelopes and boxes must be marked on the outside with the name of 
the discipline and either the word “Large” or the word “Small.” 




