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REQUIREMENTS FOR LETTERS OF QUALIFICATION 
 
 

________________________________________________________________________________ 
Name of committee or group 
 
 
_____________________________________________________________ 
Project 

 
 

Your Letters of Qualification should include the following information: 
 
1. Name, address, and brief history of firm.  
2. Resumes of key personnel to be assigned to this project. 
3. Related experience during the last two years. (On complex and unique projects, may 

be extended beyond 2 years.) 
For Example: 

a. Include projects where professional design services related to design work were 
performed. 
b. Include examples of other projects that are similar in scope to this one. 
c. Include examples of project budgeting, cost estimating and results.  
Include the name of the project, a contact person, and dollar amount for each 
example. 

4. You are invited to include a maximum of one page (may allow more) of information 
not included above if you feel it may be useful and applicable to this project. 


