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Pre-Bid Meeting  

Agenda & Minutes  
 
 
Meeting Date:   10:00 a.m., September 8, 2016 
 
Location:            City of Gaithersburg Public Works, 800 Rabbitt Road Gaithersburg, MD 20878 
 
Project:               Snow & Ice Removal Services for Various City Facilities       
                            
Meeting:             Pre-Bid Meeting   
 
 

Attendees Attended 
(Y/N) 

Name Agency/Institution Phone Email  

Ron Kaczmarek COG-DPW 301-258-6370 rkaczmarek@gaithersburgmd.gov Y 
Nidia Smith Small’s Trucking LLC 301-275-6339 smallstruckingllc@gmail.com Y 
     
     
     
     
     
     
     
     
     
     
     
     
     
 
MEETING AGENDA 

 

 Introduction: 
• Ron Kaczmarek- City of Gaithersburg, Facilities & Capital Project Division Chief, and 

Contract Manager for this Solicitation 
• Please ensure that you complete the Sign-in Sheet, please make sure your name and 

your company’s name are legible and that you provide both a phone number and 
email address. 

• The purpose of this meeting is to highlight key information pertaining to the solicitation of 
a qualified Contractor for the City of Gaithersburg to perform Snow and Ice Removal 
Services at Various City Facilities.    

mailto:rkaczmarek@gaithersburgmd.gov
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• This solicitation is for services that will be handled solely by the successful bidder with City 
oversight.  Currently the City has experienced a growth in the number of new City Streets 
that has strained the resources of the Public Works Operations Division that handles Snow 
Removal Services.  The City has decided for FY2017 that major City Owned Parking Lots 
and City Owned Facilities Parking Lots and Sidewalks will be contracted out and be the 
sole responsibility of a contractor.   

• No statements myself or any other City employee make during this meeting or during the 
site visit will modify or change any provision included in the Solicitation Documents. In the 
event of conflict of inconsistency between any information provided today and in the 
Solicitation Documents, the Solicitation Documents will control. Only changes that are 
issued in writing by Addendum will change the provisions of the Solicitation Documents. It 
is the Offerors responsibility to read and comply with the Solicitation Documents to avoid 
being considered a non-responsive offeror. 

• This is a not mandatory meeting so proposal submitted by those attending or not 
attending today’s pre-bid meeting will be considered. 

 
 Procurement Particulars: 

• Basis of Award: The award will be made to bidder submitting a responsive bid that is most 
technically acceptable. 

• Communications: All communications and/or questions that you might have during the 
procurement process must be directed to me at the email address provided in the 
Solicitation document. Submit all questions or requests for clarification in writing. If you 
have an issue with the solicitation document, please indicate where that problem or 
concern appears in the document.  

• COG Quote Form & Certifications: Make sure your quote utilizes the City’s forms provided 
in Attachment A and Exhibit C. which are included in the solicitation. The use of substitute 
quote forms other than clear and correct photocopies will not be permitted.  
- Bid Package:  

o One original paper Technical Proposal, four (4) identical copies and one (1) 
identical electronic copy CD or Flash Drive in sealed envelope labeling 
Solicitation # and name of the project.    

o Proposal Package will consists of three (3) separate packages 
o Technical Proposal 
o Price Proposal 
o Electronic Copy 

- Proposals will remain binding for 180 days after the submission date. 
- The City may request additional information during the evaluation process. 
- Once a selection is made, and upon approval and receiving the required contract 

documents from the selectee, the City Manager will sign the contract and the NTP 
will be issued. 

• Responsiveness Checklist: The offeror can use Section 4 as the responsiveness checklist that the 
City will use. This can be found starting on page 5 of the Solicitation. Offerors should use the 
checklist to verify that all items on the checklist have been included in its quote. Missing 
elements from the checklist may result in your quote being deemed non-responsive, thereby 
eliminating that offeror from further consideration. 
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• Evaluation Criteria:  The offeror can refer to Section 5 as to the criteria that the City of 
Gaithersburg will use to evaluate these proposals.  This can be found starting on page 9 of the 
Solicitation. 

o Understanding the Requirements and Ability to Meet them 
o Work Plan 
o Management Plan and Timeline 
o Firm Experience & Capabilities 
o Staff Qualification, Experience and Capabilities 
o Price 

 
 Solicitation Schedule: 

• Solicitation schedule, refer to page #4 of the Solicitation. 
ACTION Scheduled Date 

Request for Proposal Issued Friday – August 26, 2016 
Pre-Proposal Meeting Thursday – September 8, 2016 
Offeror’s Question Deadline Thursday – September 15, 2016 by 1 p.m. 
City’s Answers to Questions Issued Wednesday – September 21, 2016 by 5 p.m. 
Submission Deadline Wednesday – September 28, 2016 by 11 a.m. 
Opening of Proposals Wednesday – September 28,2016 @ 11:05 a.m. 
Tentative Offeror’s Interviews Week of October 3rd , 2016 
Tentative Mayor & City Council Approval Monday – October 24, 2016 
Tentative Final Agreement & NTP NLT November 1, 2016 

   
Offeror’s selected for interviews will be notified by Friday September 30, 2016.  

• Contract terms: The terms and conditions of this contract shall be followed as stated in 
Sections 5 & 6 of the solicitation.  

 
 Questions 

• Only questions answered by written Addendum will be binding. Oral and other 
interpretations or clarifications discussed today will be without legal effect. Any questions 
are to be submitted in writing to Ronald Kaczmarek prior to 1:00pm EST deadline set on 
September 15, 2016 in order for the response to be issued in a timely addendum.  
 

 Contract Overview & Requirements: 
• Contract Term: Base Year till June 30, 2017 and up to four (4) option years. 

o Years 2-5 if executed will have additional facilities added per bid sheet. 
o Prices for Year 1 and then Year 2-5 are fixed per bid sheet.  

• Insurance Requirements: 
o Auto Insurance: $1,000,000 
o General Liability: $1,000,000 
o Worker’s Compensation:  $1,000,000 

• Bonds: 
o Bid Bond: 5% of the Year 1 Price Proposal 
o Payment Bond: 10 days after NTP 100% Cost of Year 1, then in Year 2-5 additional 

bonds will be needed for each year for 100% of that cost. 
• Retainer: 

o Contract has a yearly retainer of $6,000 
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o Paid in 6 monthly installments of $1,000 
o Should be deducted from monthly invoices. 

• Review of Special Terms & Conditions and Scope of Work: 
o Begins on page 24 of the Solicitation starting in Section 7.8 
o Reminder that Offeror’s have the following options when if they chose to bid on 

this City Contract 
 Whether or not the City of Gaithersburg provides rocks salt for the 

contractors use. 
• Salt Brine will be provided as well if the contractor chooses to use. 

 Bid a lump amount of snow to be removed from sidewalks and parking 
lots that is spread among all the locations within this solicitation. 

• The Contractor also has the ability to offer a rate for additional 
snow removal above and beyond the proposed lump amount 
based on a per inch amount. 

 
 Open Discussion and Q/A Session: 
 Adjorn 

It is the Bidder’s responsibility to acknowledge any and all addenda that are issued 
by the City of Gaithersburg in its Bid Letter.  The IFB and all addenda can be 
downloaded at the City of Gaithersburg website.  Please go to to address below and 
click on the corresponding project’s hyperlink: 
http://www.gaithersburgmd.gov/government/procurement/current-bids  
 

http://www.gaithersburgmd.gov/government/procurement/current-bids

	Attendees

