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1. Definitions 
Bid: the offer submitted to the City by a Bidder in response to this Solicitation. 
Bidder: any Person submitting a Bid in response to this Solicitation. 
City: the City of Gaithersburg, Maryland, a municipal corporation of the State of Maryland. 
City Manager: the City Manager of the City or his or her designee.  
Contract: the binding agreement awarded pursuant to this Solicitation, if any. 
Contractor: the Bidder awarded the Contract. 
Lowest Responsive Bid :  the Bid  accepted by the City, which offers the lowest total price, including 
alternates if awarded, and that fully conforms in all material respects to the requirements of this 
Solicitation, all form and substance included. 
Mayor and Council: the Mayor and City Council of the City. 
Person: any individual, or association or business recognized by law. 
Procurement Webpage: http://www.gaithersburgmd.gov/government/procurement. 
Responsible Bidder: a Bidder who meets all of the minimum qualifications specified in this 
Solicitation and who is fully capable to and able to evidence its ability to provide the Services under 
the Contract. 
Services: the goods and/or services described in this Solicitation and to be provided to the City by 
the Contractor under the Contract. 
Solicitation Documents: this Solicitation and any and all documents issued and/or used by the City 
to solicit Bid s, including but not limited to: addendums, amendments, forms and specifications. 
Solicitation Schedule: refers to the events and dates and times thereof specified in Section 3.1 of 
this Solicitation.  
Solicitation: Request for Bids. 
Submission Deadline: the date and time, specified in this Solicitation, by which all Bids shall be 
submitted to and received by the City. 
 

http://www.gaithersburgmd.gov/government/procurement
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2. Introduction and Scope of Work 
2.1. INTRODUCTION 

The City is seeking sealed Bid Proposals for maintenance and safety repairs to the City of 
Gaithersburg Olde Towne Parking Garage, located at 112 Olde Towne Avenue, Gaithersburg, 
Maryland 20877 (“Parking Garage”).  The services include: concrete deck surface preparation 
and sealing, parking spaces re-striping, and painting of identified metal railings. 

 

2.2. BACKGROUND 
A. Gaithersburg is among the largest cities in the State of Maryland, with a population in 

excess of 69,000, occupying more than 10 square miles within Montgomery County. The 
City provides many services including police protection, licensing and permitting, 
building inspections, recreation and cultural activities, street maintenance, recycling 
collection, stormwater management, housing and community development, and snow 
removal. Read more about our mission and vision at 
https://www.gaithersburgmd.gov/about-us/mission-vision-guiding-principles. 
 

B. This project is for maintenance and safety repairs at the City of Gaithersburg Olde Towne 
Parking Garage located at 112 Olde Towne Avenue, Gaithersburg, Maryland 20877.  The 
repairs shall include:  concrete deck surface preparation and sealing, parking spaces re-
striping, and painting of identified metal railings.  The project involves: 

 

i. Using existing drawings (to be provided by City) to prepare layout drawings for 
striping each level (including DOJ-ADA requirements) and providing record 
drawings for completed work. 

ii. Preparing the parking deck surface for sealant application.  Base scope is level 1,2,6 
& 7.  Sealing on all other levels shall be add alternates. 

iii. Applying sealant to levels 1,2,6 & & of parking garage. 
iv. Re-striping of parking spaces on all levels (including ADA requirement) and other 

floor markings (drive arrows, stop strips, etc.). 
v. Painting of identified metal railings.  

vi. Add Alternate Work (Price to be a separate line item in Bid). 
 

C. CHALLENGES - The Contractor shall consider the below listed challenges in performing 
the scoped services: 

 

i. The project must be performed in phases at each level of the Garage.  This is due to 
the below listed existing conditions: 
 There are multiple users of the Garage with assigned and non-assigned parking 

spaces.  This may require temporary reassignment of parking spaces. 
 There are only two vehicle entrances/exits to and from the Garage. 
 There is a skywalk entrance/exit on the fourth level of the Garage that will require 

pedestrian traffic coordination. 
 The Garage is required to remain fully or partially functional during the entire 

project.  Moving vehicles will require detours and redirection. 
 The City may identify and provide additional parking spaces close to the Garage.  

The Contractor shall be responsible to coordinate the redirection of vehicles to the 
additional parking spaces by means of signs (signs must be approved by the City). 

 

ii. The Contractor shall account for weather (temperature, rain and humidity) 
challenges. 
 

iii. The Contractor shall consider other work challenges such as: 
 Site protection to prevent damages to parked or moving vehicles. 
 Site protection to prevent injuries to pedestrians. 
 City/County noise ordinance 
 Work schedule:  Consideration should be given to the fact that the Garage is 

connected to two residential apartment buildings. 
  

https://www.gaithersburgmd.gov/about-us/mission-vision-guiding-principles
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2.3. PROJECT SCOPE OF WORK 
The project Scope of Work shall include the below details on re-striping and resealing of the 
Olde Towne Parking Garage plus other additional work.  The Contractor is responsible for 
ensuring that all work performed shall be in accordance with all applicable Federal, State, 
County and City of Gaithersburg codes, regulations and requirements, as well as all Federal 
and local environmental codes and requirements as it relates to run-off water during 
construction (refer to EPA, MDEPA & others).  Phasing plan and noise control plans are to be 
provided by Contractor and approved by the City prior to the start of work. 
 

2.4. WORK TASKS  
The contractor shall perform the below described work tasks in a very professional like 
manner and per the material manufacture application specifications.  The below work tasks 
shall only be performed after all required submittals are received and approved by the city. 
A. The Contractor shall assign a field superintendent and a Project Manager for this project.  

The field superintendent shall meet with the City’s Project Manager on a weekly basis to 
discuss project progress, and the Contractor’s project team shall also participate in a 
monthly project progress meeting.  The Contractor’s Project Manager shall develop an 
agenda for each meeting, which shall at a minimum include base original project schedule, 
current progress, deviations from the original schedule, submittals and payment, request 
for information (RFI) logs for each meeting, etc.  Contractor shall prepare meeting minutes 
for review and acceptance by the City; meeting schedules will be finalized in pre-
construction meeting and the Contractor shall prepare minutes for review and acceptance 
by the City. 

 

B. Surface Preparation Requirements  
The surface preparation includes removal of existing stripes, signs and lines as well as 
cleaning of surface to prep for sealing the concrete surface and restriping.   

 

i. Remove all existing stripes, signs and lines by professional scarifying, power washing 
or sand blasting.  The acceptable method of removal process shall be proposed and 
tested by the Contractor but must be approved by City before implemented.  Newly 
scarified, power washed or sand blasted surfaces shall not be too visibly 
distinguishable from the rest of the concrete surfaces. 
 

ii. Contractor shall perform the below steps in preparation of the concrete surface for 
sealant application and restriping. 

 

a. The Contractor shall inspect surface profile for the level of cleaning needed and 
current surface porosity for each garage level. 

b. The Contractor shall clean all concrete surfaces that are to be sealed.  All surfaces 
must be free of all dirt, dust and any other contamination that will come between 
the sealer and the surface. 

c. While in some cases, a good broom, blower or power wash may be all that is 
needed to remove loose dirt, more stubborn contaminants shall require removal 
by scrubbing with soap and water followed by a clean water rinse or acid etching 
followed by neutralization.  The Contractor shall perform the acid etching task 
upon request by the City.   

d. The Contractor shall consider residue from stain and dyes, excess release powder 
and efflorescence as surface contamination.  

e. The Contractor shall consider efflorescence and stain residue as their extreme pH 
levels can affect sealer chemistry.  A sealer that exhibits white “curds” in the film 
or soft spots shall be considered as failed due to a surface in pH imbalance. 

f. The City shall approve the needed process of cleaning before Contractor starts 
cleaning.   
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C. Resealing Requirements 
Upon acceptance by the City of each section of surface prepared, the Contractor shall 
apply a minimum of two applications of the City approved sealant as specified by the 
manufacturer.  During the resealing phase, the Contractor shall: 

 

i. Provide all needed sealant to seal the garage deck on levels 1, 2, 6 & 7.  Given that the 
garage concrete deck surface is a machine-troweled surface, the specified sealant shall 
either be a one-part sealer with a solids content lower than 30% (each level shall need 
a degree of additional prep to provide enough porosity to accept the sealer), or the 
specified sealant shall be a two-part polyurethanes and epoxies with solids in excess 
of 45% (each level shall need a degree of additional prep to provide enough porosity 
to accept the sealer).  City approval is required for selection.  A simple water test shall 
be required to see how well the water wets out the surface.  This shall be an effort to 
determine if the surface is ready to accept the sealer.   

ii. Apply one coat of City approved sealant to a 25 sq-yd area for City inspection and 
acceptance before proceeding to apply the complete first coat of sealant to the 
sectional surface. 

iii. Request City inspection and approval after the first application has cured and before 
application of the second and third application (if third application is required by 
sealant manufacturer specifications) for each section.  This is a requirement for all 
phases of the project. 

iv. Re-apply sealant to areas not approved or accepted by the City at no additional cost to 
the City. 

 

D. Re-striping Requirements 
By following the Contractor provided and City approved schedule and phasing plan, the 
Contractor shall orderly perform the below listed tasks.  As part of the scope of work for 
re-stripping the entire parking garage the Contractor shall: 

 

i. Use white and yellow traffic paint per MSHA Specification to stripe and paint all 
existing lines, stencils and numbers.   

ii. All striped lines shall be sized at 4”. 
iii. All non-parking zones shall be 4” stripe painted with yellow MSHA specified paint. 
iv. All ADA signs on floor shall be painted with MSHA specified blue and white paint. 
v. All directional arrows shall be sized, stenciled and submitted for City’s approval 

before painting. 
vi. Apply specified and City approved paint on approved marked/layout lines (All work 

shall be done by material manufacturer specifications). 
vii. After curing of paint, perform inspection with City to determine any correction of 

work. 
 

E. Additional Painting 
The Contractor shall provide paint and labor as approved by the City on all parking 
spaces, curbs, curb blocks, bollards, ADA parking spaces, no parking areas, electric vehicle 
stations, directional arrows, stop bars, parking space numbers, hand railings (all levels), 
and all others as needed and approved. 

 

F. Joint Caulking 
The Contractor shall remove all damaged slab to slab driveway concrete pavement joint 
caulking and replace as detailed below (does not include wall to wall or wall to slab 
concrete joints):   

 

i. Properly clean, dry and prepare the surfaces of all joints to apply caulking. 
ii. Apply caulking (caulking details as approved by the City) 

iii. Apply sealant to concrete pavement and caulked joints (two applications required). 
 

G. Add Alternate Work 
All work within this category shall be added to the base scope of work upon a City change 
order request and approval.  All requirements shall be accordance with this solicitation. 

 

i. Resealing of levels 3, 4 & 5 of the garage before striping 
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ii. Resealing of concrete floor in elevator lobby, all levels 
iii. Resealing of stairs and landings in East and West stairwells, all levels 
iv. Remove caulking and apply new caulking at all joints that are wall to slab and wall to 

wall. 
 

2.5. REQUIRED MATERIAL SPECIFICATIONS 
All material submittals shall be provided by the Contractor and approved by the City before 
start or work.  This includes materials used for: 
 

A. Parking space lines, crosshatching lines and no-parking lines/signs – (See Exhibit “A” for 
size details) Four inch (4”) lines with (2) coats of traffic paint per MSHA Specification. 

B. Direction Arrows – Four inch (4”) lines with two (2) coats of yellow traffic paint per MSHA 
Specification. 

C. Yellow curb – two (2) coats of yellow traffic paint per MSHA Specification. 
D. Handicap access sign (on ground) – See Exhibit “A” for size details.  Two (2) coats of white 

traffic paint per MSHA Specification, 
E. Concrete sealant – Selection of sealant will be based on level of porosity of concrete after 

testing. 
F. Caulking – As submitted by Contractor and approved by City. 
 

2.6. PROJECT CONDITIONS 
A. Key Personnel 

Contractor shall utilize the personnel and subcontractors named in its Bid.  The 
replacement or substitution of Key Personnel shall only be permitted with the prior 
written approval of the Project Manager. 
 

The Contractor shall have a full-time field superintendent present at all times the work is 
being performed.  This superintendent shall have a minimum of five (5) years of 
experience providing services similar to the Services hereunder.  Upon request, the 
Contractor shall submit a resume to the City Project Manager for review and approval.  
The resume shall include the education and experience of the superintendent.  The 
Contractor shall only assign a superintendent to the project once it receives written 
approval by the City’s Project Manager.  

 

B. Schedule of Services 
i. Time of Start and Completion:  City anticipates issuing Notice to Award in April 2022 

and at which that time, Contractor may start submittal and permit approval process 
(if necessary).  Within ten (10) calendar days following the effective date of the 
Contract, the City will issue the Contractor a written Notice to Proceed (hereinafter 
referred to as “NTP”).  From the date of Notice to Proceed, the Contractor shall 
complete the services in full within seventy-five (75) calendar days (hereinafter 
referred to as “Completion Date”).  Contractor may work on weekend to meet 
Completion Date.  Refer to Section 6.4.I.III for weekend work approval process. 

 

ii. Work Hours:  The work done under the Contract shall be performed Monday through 
Friday between the hours of 7:00am and 4:00pm.  The Contractor shall be fully 
responsible for securing the work zones during the construction period.  

 

iii. Weekend Work and City Holidays: Work performed on weekends and City observed 
holidays shall only be permitted with prior written approval.  The Contractor shall 
request in writing to the City’s Project Manager seven (7) calendar days prior to 
starting weekend or holiday work and get a written approval prior to scheduling the 
work.  City observed holidays are as follows: 

 

 New Year’s Day 
 Martin Luther King, Jr. Day 
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 Presidents Day 
 Memorial Day 
 Juneteenth 
 Independence Day 
 Labor Day 
 Veterans Day 
 Thanksgiving Day 
 Thanksgiving Friday 
 Christmas Day 

 

iv. Time Extensions 
a) No Time Extension extending the Contract Period shall be effective unless granted 

in writing, and signed by the City Project Manager.  In case of a continuing cause of 
delay, only one notice shall be required.  The Contractor shall apply for any Time 
Extension in writing, setting forth in detail the reasons for and causes of the delay, 
and an estimate of the probable cost and effect of such delay on the progress of the 
Work. 

 

b) If adverse weather conditions are the basis for the Time Extension request, such 
request shall be documented by data substantiating that weather conditions were 
abnormal for the period of time, could not have been reasonably anticipated, and 
had an adverse effect on the scheduled project.  Any business day which prevents 
Contractor to work less than 50% of the work day due to weather conditions is 
considered abnormal conditions.  This 50% requirement of a work day is based off 
of the allowable work hours per the City noise ordinance. 

 

c) Delays caused by the failure of the Contractor’s material men, manufacturers, and 
dealers to furnish approved working drawings, material, fixtures, equipment, 
appliances, or other fittings on time or the failure of Subcontractors to perform their 
work in conformity with the Construction Schedule shall not constitute a basis for 
extension of time.  

 

C. Site Safety and Use of Premises At all times while performing work under the Contract, 
the Contractor shall: 

 

i. Be fully responsible for securing the work zone, sidewalks, public roadways and other 
public access areas during the construction period. 

ii. At all times enforce suitable rules and provide any and all guards, signs, dust barriers 
and/or protective devices required for the safe completion of the Services.  

iii. Confine operations at the Parking Garage to the areas permitted under the Contract.  
Any and all other portions of the Parking Garage shall not be disturbed.   

iv. Conform to all safety, site rules and regulations affecting the work while engaged in 
construction. 

v. Keep planned egresses outside the construction zones clear and available to the public 
during normal operation hours.  Do not use these areas for parking or the storage of 
materials; parking areas and areas for the storage of materials shall be limited to those 
areas within the construction zone. 

vi. Not unreasonably encumber the Parking Garage with materials or equipment.  Confine 
any and all storage of materials, and locations of storage sheds, to the areas within the 
construction zone.  If any additional storage is necessary, obtain and pay for such 
storage off site. 

 

D. Field Verification and Identification 
The Contractor shall verify all field conditions and dimensions within five (5) days of 
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mobilizing construction site activity.  The Contractor shall report any discrepancies 
and/or conflicts to the Project Manager.  In the event that field conditions differ 
significantly from the Contract documents, a revision will be issued by the City with 
sketches and/or revised Contract documents. 

 

E. Construction Schedule 
 

i. The Contractor shall submit a Project Schedule in Microsoft Project software to the 
City’s Project Manager for approval prior to starting any of the work, and shall not 
begin any such work until the Project Schedule is approved in writing by the City’s 
Project Manager.  Each week the Contractor works the Project Schedule shall be 
updated and the Contractor shall prepare and submit a weekly report to the City’s 
Project Manager, which shall include the following: 

 Name of Project 
 Project Number 
 Date of the report 
 Weather conditions 
 Manpower status on each type of work being performed 
 Weekend and/or holiday work 
 Work progress 
 Any and all environmental problems and/or corrections; and 
 Other information such as special events or occurrences, accidents, 

recommendations, suggestions, visitors, any major equipment and/or 
materials received, test reports, inspections, equipment start-up and 
check-out, and occupancy, etc. 

 

I. In addition, the Contractor shall take any and all necessary action required to 
alert the City’s Project Manager of any and all items which could result in a 
claim.   

 

F. Permits and Inspection 
 

i. The Contractor shall obtain any and all permits, licenses, and/or inspections and 
coordinate any and all inspections necessary to properly perform the work under 
the Contract.  The City acknowledges and agrees to waive the fee for any permits 
that are both required and issued by the City. 

ii. The Contractor shall give all notices and comply with any and all laws, ordinances, 
rules, and/or lawful orders.  If the Contractor observes that any portion of the 
Contract is at variance with any applicable law, statue, and/or building code, the 
Contractor shall promptly notify the City in writing and necessary changes will be 
accomplished by modification. 

 

G. Change Order, Overhead and Profit 
 

i. For any and all change orders in work under the Contract (“Change Order”), the 
percentages for overhead and profit markup shall not exceed 10%. 
  

H. Shop and As-Built Drawings 
The Contractor shall provide Shop Drawings as needed and As-Built Drawings shall 
be provided as part of the project closing documents. 
 

I. Maintenance Manuals 
The Contractor shall provide a maintenance manual which shall include a 
recommended preventative maintenance plan, maintenance schedule, and 
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vendor/manufacturer information for materials used on this project for future 
repairs.  

 
J. Project Closeout 

Upon written notification by the Contractor that the work is complete, the City will 
conduct a final inspection of all work.  When the City determines that the work has 
been satisfactorily completed, and the Contract requirements are fully satisfied 
(including warranty documents, final inspections and maintenance manuals), the 
City will issue the Contractor a Project Acceptance Letter and process the final 
payment 

 
2.7. PERMITS AND LICENSES 

The Contractor is responsible for obtaining any necessary licenses, permits, and inspections, 
and for complying with any applicable Federal, State and municipal laws, codes and 
regulations, in connection with the execution of the work without additional expense to the 
City. The Contractor shall take proper safety and health precautions to protect the work, the 
workers, the public and the property of others.  The Contractor is also responsible for all 
materials delivered and work performed until completion and acceptance of the entire 
project.  
 
 

2.8. REPRESENTATIONS OF CONTRACTOR 
The Contractor represents and warrants: 

 

A. The firm is financially solvent and that its team is experienced in and competent to 
perform the type of work, or to furnish the plans, materials, supplies or equipment to be 
performed or furnished,  

 

B. The Contractor has carefully examined the plans, the specifications and the site of the 
work and that from the Contractor’s own investigations, he/she has satisfied themselves 
as to the nature and location of the work, the integrity, quantity of surface and subsurface 
materials likely to be encountered, and character of equipment and other facilities 
needed for the performance of the work, the general and local conditions and all other 
materials which may in any way affect performance of the work. 

 
3. SOLICITATION SCHEDULE AND INFORMATION 
3.1. SOLICITATION SCHEDULE 

Below is the schedule of events for this Solicitation.  The City reserves the right to modify the 
Solicitation Schedule at any time as best may serve the interests of the City; any and all 
modifications shall be made by addendum or amendment and posted on the Procurement 
Webpage.  Unless otherwise specified, all references herein to times of day shall be Eastern 
Time (daylight or standard, as applicable). 
 

EVENT  DATE  TIME 
A. Solicitation Issued:  February 22, 2022  N/A 
B. Pre-Submission Meeting:  March 9, 2022  at 11:00 AM 
C. Offeror Questions Due in Writing:  March 15, 2022  by 5:00 PM 
D. Q&A Addendum Issued:  March 18, 2022  by 5:00 PM 
E. Submission Deadline:  March 23, 2022  by 5:00 PM 

3.2. PRE-SUBMISSION MEETING 
An optional Pre-Submission Meeting at the location shown below on the date and at the time 
specified in the Solicitation Schedule.  Attendance of the Pre-Submission Meeting is not 
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mandatory but is strongly encouraged.  Offerors are expected to bring a copy of all the 
Solicitation Documents to the Pre-Submission Meeting; the City will not provide copies. 

 

Olde Towne Parking Garage, Ground Floor Elevator Lobby 
112 Olde Towne Avenue 
Gaithersburg, Maryland 20877  
 

3.3. SUBMISSION OF BIDDER QUESTIONS 
All questions regarding this Solicitation: (i) shall be submitted by email to the Procurement 
Division, at procurement@gaithersburgmd.gov; and (ii) shall be received by the date and 
time specified in the Solicitation Schedule.  The solicitation number and title must be 
included in the subject line of the email. Any and all questions received not in compliance 
with this paragraph will not be answered unless the City, at its sole discretion, deems that a 
response to a question is necessary to clarify anything in the Solicitation Documents. 

 

3.4. CITY’S ANSWERS TO BIDDER QUESTIONS 
The City’s answers to questions submitted by Bidders will be posted by addendum on the 
Procurement Webpage on the date specified in the Solicitation Schedule. 

 
4. Bid Preparation and Submission Instructions 
4.1. BID PREPARATION  

In order to provide each Bidder with an equal opportunity for consideration, adherence to a 
standardized bid format is required; any Bid submitted outside of the required format shall 
be cause for the Bid to be rejected as non-responsive.  All Bids shall include material 
organized into sections with the same headings as follows: 

 

A. Business Profile 
A cover letter prepared on official business stationary signed by an individual 
authorized to bind the Bidder to its Bid, and shall include the contact information of 
an individual to whom the City should direct correspondence. This business profile 
shall include a summary of the business, history, capabilities and qualifications and 
shall not exceed two (2) pages in length. 
 

B. Financial Wellness 
The Bidder shall include evidence of financial solvency, i.e, recent audited financial 
statements, attestation letter from a financial institution, etc.   
 

C. Safety, Professional Development and Quality Control Programs 
This section of the Bid Proposal relates to the Bidder’s safety, professional 
development and quality control programs, and shall include and describe the 
following (not to exceed three pages): 
i. The Bidder’s training programs, such as management, OSHA and technical 

training programs. 
ii. Any and all of the Bidder’s quality control measures. 
 

D. Construction Plan 
This section of the Bid Proposal shall include a projected project schedule and phase 
plan, schedule of values, and construction progress reporting methods. 
 

E. Pricing 
This Section of the Bid shall include the below listed information: 
i. Completed Bid Proposal Price Sheet using the Bid Proposal Price Sheet provided 

in Attachment B of this Solicitation, which is signed by a person authorized to bind 
the Bidder to its Bid Proposal. 
 

mailto:procurement@gaithersburgmd.gov
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ii. Bidder shall submit complete and detailed worksheets including Construction 
Specifications Institute (CSI) 2016 or newer Master Format Division Line Item 
Estimate Sheets showing how the summary totals were developed. 

F. Required Forms 
I. This section of the Bid shall include the following completed forms, blank copies 

of which are included in Attachment A hereto: 
a. Addendum and Amendment Acknowledgement 
b. Affidavit of Qualification to Bid 
c. Bid Submission Certification 
d. Bidder References (At least three (3) customers from projects completed 

by the Bidder within the last three (3) years that were similar in size and 
scope of this solicitation.) 

e. List of Subcontractors 
f. Conflict of Interest Certification 
g. Litigation and Lien Information 
h. Vendor Request form 
i. W-9 

 

II. All documents and forms shall be completed in their entirety and, when 
applicable, be notarized and/or signed in ink by an authorized or duly authorized 
representative of the Bidder. 
 

4.2. BID SUBMISSION 
The Bidder shall submit its Bid in accordance with and subject to the following instructions 
and conditions:  
A. The Bidder shall submit its Bid to the Procurement Division by email to  

2022-024RFB@gaithersburgmd.gov. The Bid shall be a single file (all documents combined 
into one document) in portable document format (PDF). Bids not received by the 
Submission Deadline shall be deemed non-responsive. 

B. The City shall assume no responsibility for delays or errors in the delivery of any Bid.  
C. The Bidder is strictly prohibited from submitting its Bid by facsimile or by postal mail.  

The Bidder may not submit its Bid to any email address other than the one provided at 
Section 4.2.A above.  Any and all Bids submitted not in compliance with this Section shall 
be rejected as non-responsive and be removed from consideration. 

 
5. Notices to Bidders 
5.1. DISCLAIMER 

This is a Solicitation only, it is not a contract.  The City shall assume no obligation to pay or 
reimburse any Person for any costs, fees or expenses incurred in preparation of a response 
to this Solicitation, or for any meetings and/or travel costs related to such response.  All Bid 
s submitted to and accepted by the City shall become the exclusive property of the City and 
shall not be returned.  The City reserves the right to reject any or all Bid s in full or in part 
and/or to waive any technicalities and/or informalities as best may serve the interests of the 
City.  The City is under no obligation to any Bidder until a contract is executed for the Services 
described herein. 
 

5.2. ACCEPTANCE 
The submission of a Bid shall constitute acknowledgement and acceptance by the Bidder of 
the requirements, specifications and terms and conditions specified herein. 
 

5.3. AUTHORITY TO DISTRIBUTE SOLICITATION DOCUMENTS 
The City is the sole entity with the authority to issue and/or distribute any Solicitation 

mailto:2022-024RFB@gaithersburgmd.gov
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Documents and/or information related thereto.  Any and all Solicitation Documents obtained 
from any source other than the City may be incomplete or incorrect.  The City assumes no 
responsibility for any error, omission or misinterpretation resulting from the reliance or use 
of any Solicitation Documents not both issued and distributed by the City.  Any and all 
Solicitation Documents shall be posted on the Procurement Webpage. 
 

5.4. RESTRICTED DISCUSSIONS 
Bidders are prohibited from discussing this Solicitation or any part thereof with any 
employee, agent, or representative of the City except as expressly authorized herein.  The City 
may, in its sole discretion, reject the Bid  submitted by any Bidder who is in violation of this 
provision.  Any and all verbal statements and/or answers to questions relative to this 
Solicitation shall not be considered binding, valid or enforceable. 
 

5.5. STATE OF MARYLAND BID AND CONTRACT REQUIREMENTS 
A. Bidders must be qualified to bid in the State of Maryland in accordance with §16-202 and 

§16-203 of the State Finance and Procurement Article of the Annotated Code of Maryland. 
 

B. To enter into any contract with the City, Bidders must be in compliance with the State of 
Maryland Code of Regulations Title 21, State Procurement Regulations. 

 

5.6. ADA REQUIREMENTS 
Individuals with a disability, who would like to receive the information in this Solicitation in 
another form, may contact the City’s Procurement Division by phone at 301-258-6320 or by 
email to procurement@gaithersburgmd.gov. 

 
 

The remainder of this page intentionally left blank. 

mailto:procurement@gaithersburgmd.gov
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6. Solicitation and Contract Terms and Conditions 
The following terms and conditions shall apply to and survive this Solicitation and be incorporated into the Contract: 
 

6.1. HEADINGS 
Any and all of the headings contained in any of the Solicitation Documents are for reference purposes only and shall 
not in any way affect the meaning or interpretation of any of the same. 
 

6.2. ACCEPTANCE AND REJECTION OF BIDS 
The City reserves the right: (i) to accept or reject any or all Bids in whole or in part; (ii) to waive any technicalities 
or informalities in Bids; and (iii) to cancel or postpone this Solicitation at any time if determined to serve the best 
interests of the City.  The City may reject the Bid of any Bidder in arrears or in default to the City on any contract, 
debt, or other obligation. 
 

6.3. ACCURATE INFORMATION 
The Bidder certifies that all information provided or to be provided to the City is true and correct and may be relied 
upon by the City in awarding the Contract.  Any false and/or misleading information is cause for the City to reject 
the Bidder’s Bid or to terminate the Contract if awarded to the Bidder.   Such rejection or termination shall relieve 
the City of any direct or consequential damages or costs incurred by the Bidder. 
 

6.4. ADDENDA AND AMENDMENTS 
In the event any addenda or amendments are issued to this Solicitation, all the terms and conditions of this 
Solicitation shall govern and apply unless specifically stated or modified in any such addenda or amendments.  Any 
and all written communication not posted on the Procurement Webpage relative to this Solicitation shall not be 
considered binding, valid or enforceable.  It is the responsibility of the Bidder to inquire about and obtain any and 
all addenda and/or amendments issued, all of which shall be published on the Procurement Webpage. 
 

6.5. ALTERNATE BIDS 
The Bidder is expected to clearly respond to the requirements set forth in this Solicitation. Any and all alternate Bids 
for the Services shall be rejected as non-responsive and shall be removed from consideration. 
 

6.6. BINDING BID 
All Bids shall remain binding for 180 calendar days following the Submission Deadline; Bids may not be withdrawn 
at any time within this period.  In the event an award is not made during such period, all Bids shall be automatically 
extended and remain binding for an additional 180 calendar day period.  Bids shall automatically be renewed until 
such time as either an award is made or proper notice is given to the City by a Bidder of its intent to withdraw its 
Bid.  Bids may only be withdrawn by written notice to the City at least fifteen (15) calendar days prior to the 
expiration of the then current 180 calendar day period. 
 

6.7. CONFIDENTIALITY 
A. The City agrees, to the extent permitted by law and in accordance with the terms set forth in this Solicitation, to 

hold all confidential information and material belonging to the Bidder in strictest confidence.  The Bidder shall 
specify in writing to the City the information and/or material the Bidder deems to be a trade secret or other 
confidential information and/or material.  Written notification shall also contain the reason such information 
and/or material is considered to be a trade secret and/or confidential. 

 

B. The Bidder agrees that all knowledge and information it may receive from the City or from its officials, employees 
or other sources, or by virtue of the performance of Services under and pursuant to the Contract, if awarded the 
Contract, which are included or referenced in Title 4 of the General Provisions Article of the Annotated Code of 
Maryland, shall not be directly or indirectly disclosed to any person whatsoever unless authorized to do so by the 
City Manager.  This confidentiality provision shall also apply to any information, activity, or record designated by 
the City as being “confidential” or “privileged”. 

 

6.8. CONTRACT AWARD 
A. It is the intent of the City to award the Contract to one (1) Bidder.  The City reserves the right to award the 

Contract to multiple Bidders and/or to award the Contract in whole or in part. Award shall be to the Responsible 
Bidder that submits the Lowest Responsive Bid.  If for any reason, through no fault of the City, the Contract is not 
executed within thirty (30) days of formal award, the City may withdraw the award and award to the Responsible 
Bidder that submitted the next Lowest Responsive Bid, or solicit new Bids. 

 

B. In the event the City receives only one (1) Bid in response to this Solicitation, the City reserves the right, in its 
sole discretion, to proceed as a negotiated procurement with the Bidder that submitted the Bid. 
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6.9. ERRORS IN BIDS 
Obvious error(s) in calculations in any Bid may not be corrected without the prior written consent of the City and 
may be cause for the Bid to be deemed non-responsive.  If an error is made in an extended price, the unit price will 
govern. 
 

6.10. INTEREST IN MORE THAN ONE BID AND COLLUSION 
Multiple Bids submitted in response to this Solicitation by any Bidder under the same or different names shall be 
rejected as non-responsive.  Reasonable grounds for believing that any Bidder has interest in more than one (1) Bid 
for this Solicitation, both as the Bidder and as a subcontractor for another Bidder, shall result in the rejection of all 
Bid s in which the Bidder has interest and disqualify the Bidder from responding to any reissuance of this Solicitation.  
However, a Person acting only as a subcontractor may be included as a subcontractor for multiple Bidders.  The City 
may reject all Bids if reasonable cause exists for believing that collusion exists among Bidders. 
 

6.11. LATE BIDS 
It is the responsibility of the Bidder to ensure the delivery of its Bid by the Submission Deadline and to the location 
specified in Section 4.2 of this Solicitation.  Any and all Bids delivered or submitted late or to any location other than 
the designated location shall be rejected as non-responsive.  The submission of any Bid by way of facsimile or postal 
mail is strictly prohibited; any and all Bids submitted as such shall be rejected as non-responsive.  The City assumes 
no responsibility for any delays and/or errors in the delivery of a Bid; postmarking by the Submission Deadline shall 
not substitute for actual receipt.  Any and all Bids submitted not in compliance with any of the provisions of this 
paragraph shall be rejected as non-responsive. 
 

6.12. MODIFICATIONS TO BIDS 
The Bidder may only modify its Bid prior to the Submission Deadline and in accordance with and subject to the 
following: 
 

A. The City shall consider a modified Bid as an entirely new Bid and shall replace the original Bid, which shall be 
deemed to be withdrawn and null and void. 

 

B. The modified Bid shall be subject to all the requirements, specifications and terms and conditions set forth herein. 
 

C. Notwithstanding the provisions with respect to the submission of a Bid herein, the modified Bid shall clearly be 
labeled “Modified Bid”. 

 

6.13. RETURN OF BID BONDS 
In the event a bid bond is required under this Solicitation, all such bonds shall be retained by the City until the 
Contract is executed or until such time that a Bidder requests its Bid to be withdrawn in accordance with Section 5.6 
(Binding Bid) of this Solicitation. The City shall immediately return the bid bond of any Bidder whose Bid is deemed 
by the City to be non-responsive, or shall immediately return all bid bonds in the event the Solicitation process is 
canceled by the City. 
 

6.14. OPTIONAL GOODS AND/OR SERVICES 
The City reserves the right to request and evaluate optional goods and/or services which may be in the best interests 
of the City, and to negotiate the price of such goods and/or services with the successful Bidder or with another 
Bidder, whichever is determined to be the most advantageous to the City.  While pricing for optional goods and/or 
services may be requested in this Solicitation, the City is under no obligation to consider such optional goods and/or 
services when selecting the successful Bidder unless otherwise stated. 
 

6.15. SOLICITATION DOCUMENTS 
The Bidder is expected to carefully and thoroughly examine all of the Solicitation Documents for accuracy and 
completeness, and to become familiar with the same.  If doubt exists as to the meaning and/or intent in or of any of 
the Solicitation Documents, the Bidder shall make an inquiry as to such meaning and/or intent.  The failure of the 
Bidder to examine and become familiar with any and all of the Solicitation Documents shall in no way relieve the 
Bidder of its obligations under the Contract, if awarded to the Bidder.  The submission of a Bid shall be taken as 
prima facie evidence of compliance with this provision and that the Bidder fully understands everything in the 
Solicitation Documents. 
 

6.16. SOLICITATION PROTEST 
Any protest of this Solicitation shall be in writing to the City Attorney.  The provisions of COMAR Title 
21.01.03.01A(7), State Procurement Regulations, do not apply to municipalities and are not applicable to this 
Solicitation.  Protests of alleged improprieties in this Solicitation shall be filed prior to the Submission Deadline.  Any 
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written protest shall, at a minimum, include: (i) the name, address, telephone number, and if available, email address 
of the Person making the protest; (ii) the Solicitation number and a detailed statement of the legal and factual 
grounds for the protest, including a description of resulting harm to the Person making the protest; and (iii) any and 
all copies of supporting exhibits, evidence and/or documents to substantiate the claim. 
 

6.17. USE OF BROKER 
The Bidder warrants that no person or selling agency has been employed or retained to solicit or secure the Contract 
upon an agreement or understanding for a commission, percentage, brokerage, or contingent fee, except bona fide 
employees, or bona fide established commercial or selling agencies maintained by the Bidder for the purpose of 
securing business. For violation of this provision, the City shall have the right, in its sole discretion:  (i) to terminate 
or suspend the Contract without liability to the City, its officials or employees; or (ii) to deduct from the Contract 
price or consideration, the full amount of such commission, percentage, brokerage, or contingent fee. 
 

6.18. ASSIGNMENT OF THE CONTRACT 
The City’s rights under the Contract are personal to the Contractor.  It is mutually understood and agreed that the 
Contractor shall not assign, convey, sublet, transfer or otherwise dispose of its Contract or its right, title or interest 
therein, or its power to execute the Contract, to any other person without the express written consent of the City; 
however, in no case shall such consent relieve the Contractor from its obligations under the Contract, or change the 
terms and conditions of the Contract. 
 

6.19. CHANGES IN GOODS AND/OR SERVICES 
The City, without invalidating the Contract, may order changes in the goods and/or Services within the general scope 
of the Contract, consisting of additions, deletions and/or other revisions, and the Contract sum and term shall be 
adjusted accordingly.   Any cost or credit to the City from a change in Services shall be determined by mutual written 
agreement between the City and the Contractor.  The Contractor shall provide all of the goods and services that may 
be required to complete the Contract at the price agreed upon.  Any alterations of variables to the terms of the 
Contract shall not be valid or binding upon the City unless made in writing and signed by the City and the Contractor. 
 

6.20. CONTRACT DISPUTES 
Any and all disputes arising under the Contract, except under the provisions for termination, which are not disposed 
of by agreement between the City and the Contractor, shall be decided under procedures A-D listed below.  Pending 
final resolution of a dispute, the Contractor shall proceed diligently with Contract performance.  A claim must be in 
writing for a sum certain and any money requested must be fully supported by all cost and pricing information. 
 

A. All disputes, claims, questions of fact or interpretations of the documents of the Contract not disposed of by 
agreement or express provision of the Contract arising between the City and the Contractor after performance of 
the Contract has commenced but before final payment and termination of the Contract, are decided by the City 
Manager. 

 

B. The City Manager must give the Contractor not less than three (3) working days to submit documentation and 
written reasons supporting the Contractor's position in the dispute.  The City Manager may consider any other 
information or written submissions from City employees or agents and may conduct an informal, non-record 
hearing for receipt of testimony, evidence and/or argument.  The City Attorney may participate in the hearings 
to protect the City's interest. 

 

C. The City Manager must render a decision, in writing, stating reasons for such decision and provide copies to the 
Contractor and the City Attorney.  If the decision is mailed to the Contractor, it must be mailed "certified" and 
dated the date of mailing; otherwise, it must be dated the date of delivery to the Contractor. 

 

D. The City Manager’s decision may be submitted to Binding Arbitration by either Party under the auspices of an 
arbitrator appointed by the American Arbitration Association. 

 

6.21. DISSEMINATION OF DATA 
The Contractor shall not release any information related to the Services under the Contract or publish any reports 
or documents related to the same without the prior written approval of the City.  The Contractor shall include a 
similar provision in all subcontracts. 
 

6.22. EMPLOYMENT AS INDEPENDENT CONTRACTOR 
The City and the Contractor recognize and agree: (i) that the Contractor shall act as an independent Contractor to 
the City; (ii) that the Contract does not create any actual or apparent agency, partnership, franchise, or relationship 
of employer and employee between the parties; (iii) that neither party shall be entitled to participate in any of the 
other party’s benefits, including without limitation, any health or retirement plans; (iv) that the Contractor shall not 
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be entitled to any remuneration, benefits, or expenses other than as specifically provided for in the Contract; and (v) 
that the City shall not be liable for any insurance, taxes, or withholding for or on behalf of the Contractor; all such 
insurance, taxes or withholding, and costs for same, shall be the sole responsibility of the Contractor. 
 

6.23. ETHICS LAWS AND REQUIREMENTS 
The Contractor shall comply with the financial disclosure and conflict of interest and lobbying provisions of the City’s 
ethics laws, which may be found on the City’s website.  
 

6.24. FORCE MAJEURE 
The City and the Contractor acknowledge and agree that either party hereto will be relieved of its obligations 
hereunder in the event and to the extent that the performance of its obligations under the Contract is delayed or 
prevented by any cause beyond its control, including, without limitation, acts of God, public enemies, war, 
insurrection, acts or orders of governmental authorities, fire, flood, explosion, or riots (“Force Majeure”).  Failure to 
receive necessary materials and supplies will not excuse performance hereunder unless such failure is itself due to 
an event of Force Majeure.  A party obtaining relief under this provision shall make every reasonable effort to 
minimize the effects thereof and will promptly resume performance as soon as possible. 
 

6.25. GOVERNING LAW 
The Contract shall be construed in accordance with the laws and regulations of the Federal Government, State of 
Maryland, and the City.  For purposes of litigation involving the Contract, exclusive venue and jurisdiction shall be in 
the Circuit Court of Maryland for Montgomery County, District Court of Maryland for Montgomery County or the 
United States District Court of Maryland. 
 

6.26. IMMIGRATION REFORM AND CONTROL ACT 
The Contractor shall warrant that it does not and shall not hire, recruit or refer for a fee for employment under the 
Contract, an alien, knowing the alien is an unauthorized alien, and hire any individual without complying with the 
requirements of the Immigration Reform and Control Act of 1986 (“Act”), including but not limited to any verification 
and record keeping requirements.  The Contractor shall further assure the City that, in accordance with the Act, it 
does not and will not discriminate against an individual with respect to hiring, or recruitment or referral for a fee, of 
the individual for employment or the discharging of the individual from employment because of such individual's 
national origin or in the case of a citizen or intending citizen, because of such individual's citizenship status. 
 

6.27. INCONSISTENT PROVISIONS 
Notwithstanding any provisions to the contrary in the terms and conditions of any contract supplied by the 
Contractor, the conditions of this Solicitation and the Contract supersede those terms and conditions in the event of 
inconsistency.  In the event of any inconsistency between any of the provisions of this Solicitation and any of the 
provisions of the Contract, the provisions of the Contract shall take precedence over and supersede those provisions 
in the event of any inconsistency. 
 

6.28. INDEMNIFICATION 
A. The Contractor shall agree to indemnify, hold harmless and defend the City from and against all claims, demands, 

actions, suits, damages, liabilities, losses, settlements, judgments, costs and expenses (“Claim”) suffered or 
incurred by the City or any third party resulting from any negligent acts by or errors or omissions of the 
Contractor, its employees, agents or subcontractors in connection with the performance of the Contract, except 
that if the City reasonably determines that any indemnified Claim might adversely affect the City, the City may 
take control of the defense at the City’s expense.  The Contractor may not consent to the entry of any judgment 
or enter into any settlement of any Claim without the City’s prior written consent, which may not be unreasonably 
withheld. 

 

B. In the event of litigation between the City and the Contractor arising under, related to, or in connection with the 
Contract, the prevailing party shall be entitled to recover reasonable attorneys' fees from the non-prevailing 
party at the arbitration, trial and/or appellate levels. 

 

6.29. LAWS AND REGULATIONS 
The Contractor shall comply with any and all applicable federal, state and local laws, codes and regulations with 
respect to the Services under the Contract. 
 

6.30. NO LIENS 
The Contractor shall have no title or interest in any of the goods delivered to the City under the Contract.  In no event 
shall the Contractor encumber any such goods delivered to the City with any lien of any kind or offer such goods as 
collateral in any transaction whatsoever.  The Contractor shall, upon completion of the Services, provide the City 
with a Release of Liens from any subcontractor or other supplier. 

https://www.gaithersburgmd.gov/government/city-code-regulations
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6.31. NO WAIVER 
Except as otherwise specifically provided in the Contract, a waiver by either party to the Contract of any breach of 
any provision of the Contract, or either party's decision not to invoke or enforce any right under the Contract, shall 
not be deemed a waiver of any right or subsequent breach, and all provisions of the Contract shall remain in force. 
 

6.32. NONEXCLUSIVE 
Nothing in the Contract shall be deemed to act as a bar to the City’s solicitation or purchasing of equipment, goods 
or services from any other company or entity. 
 

6.33. NON-DISCRIMINATION REQUIREMENTS 
A. The Contractor acknowledges and agrees that during the term of the Contract it shall: 
 

I. Not discriminate against any employee or applicant for employment because of race, color, creed, religion, 
ancestry, sex, sexual orientation, national origin, affection preference, gender identity, genetic testing, 
disability, age, marital status or status with regard to public assistance or as a disabled veteran or veteran of 
the Vietnam era. 

 

II. Take affirmative action to ensure that applicants and employees are treated without regard to their race, 
color, creed, religion, ancestry, sex, sexual orientation, national origin, affection preference, gender identity, 
genetic testing, disability, age, marital status or status with regard to public assistance or as a disabled 
veteran or veteran of the Vietnam era.  Such action shall include but not be limited to the following: 
employment, upgrade, demotion or transfer; recruitment or recruitment advertising, layoff or termination; 
rates of pay or other forms of compensation; and selection for training, including apprenticeship. 

 

III. In all solicitations for employees, state that all qualified applicants will receive consideration for employment 
without regard to race, color, creed, religion, ancestry, sex, sexual orientation, national origin, affection 
preference, gender identity, genetic testing, disability, age, marital status or status with regard to public 
assistance or as a disabled veteran or veteran of the Vietnam era.  The Contractor agrees to use clauses similar 
to those above in all contracts and subcontracts.  In the event the Contractor fails to comply with the 
nondiscrimination clauses of the Contract, or fails to include such provisions in all contracts and 
subcontracts, as hereinabove provided, the Contract may at the sole discretion of the City be declared void 
AB INITIO, canceled, terminated or suspended in whole or in part with waiver of any recourse by the 
Contractor against the City or its officials or employees, and the Contractor may be declared ineligible for 
further contracts with the City. 

 

B. Any employee, applicant for employment, or prospective employee with information concerning any breach of 
these requirements may communicate such information to City Manager who shall commence a prompt 
investigation of the alleged violation.  Pursuant to such investigation, the Contractor shall permit access to their 
books, records and accounts.  In the event the City Manager concludes, on the basis of such investigation, that the 
Contractor has failed to comply with these nondiscrimination clauses, the City Manager may invoke the remedies 
hereinabove set out. 

 

6.34. OWNERSHIP OF MATERIALS 
Unless otherwise agreed in writing by the City and the Contractor, any work, specifications, information, data, 
drawings, software and other items produced under the Contract, other than any Contractor Tool, is to be deemed a 
work-for-hire to the extent permitted by law, and, to the extent not so permitted, shall be assigned to, and shall 
become, the exclusive property of the City. 
 

6.35. PATENTS 
A. Whenever any article, material, appliance, process composition, means or things called for by the specifications 

(“Materials”) under this Solicitation is covered by Letters of Patent, the Contractor shall secure, prior to using or 
employing such Materials, the assent in writing of the owner or licensee of such Letters of Patent and file the 
same with the City. 

 
B. The Contractor shall defend, at its own expense, and pay the cost and damages awarded in any action brought 

against the City based on an allegation that the Materials provided by the Contractor infringe on any patent, 
copyright, license or trade secret.  In the event that an injunction shall be obtained against the City’s use of the 
Materials by reason of infringement of any patent, copyright, license or trade secret, the Contractor shall, at its 
own expense, procure for the City the right to continue using the Materials or replace or modify the same so that 
it becomes non-infringing. 
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6.36. INVOICES, PAYMENT TERMS AND TAXES 

The City shall only pay original proper invoices issued in accordance with the following: 
 

A. Original invoices shall include at a minimum, the Contractor’s name, address, telephone and fax numbers, and if 
applicable, email address and corresponding purchase order number. Invoices shall be submitted to: City of 
Gaithersburg, Accounts Payable Division, 31 South Summit Avenue, Gaithersburg, Maryland 20877. 
 

B. The City’s standard terms of payment are net thirty (30) days; however, this does not preclude the Contractor 
from providing a prompt payment discount for the payment of invoices in less than thirty (30) days.  Payments 
considered past-due may be subject to incurred interest not to exceed one percent (1%) per month. 
 

C. The City is exempt from sales and use taxes.  The Contractor shall exclude such taxes from all forms of requests 
for payments issued to the City; the City shall not be liable for or pay or reimburse the Contractor for any such 
taxes. 

 

6.37. RECORDS 
The Contractor shall retain any and all records and documents relating to the Services under the Contract for a 
minimum of five (5) years following payment of the Contractor’s final undisputed proper invoice for the complete 
rendered Services.  The Contractor shall make available to the City, State of Maryland and any and all appropriate 
Federal agencies, all records and documents with respect to any and all matters under the Contract at any time 
during normal business hours, as often as the City deems necessary, to audit, examine, and make copies, excerpts 
and/or transcripts of any and all relevant data. The Contractor shall include similar provisions in all subcontracts. 
 

6.38. SUBCONTRACTORS 
The Contractor acknowledges and agrees: that if it shall be necessary to hire or subcontract with competent 
personnel to fulfill its obligations under the Contract, it shall do so at its own expense; and to ensure that any and all 
work assigned to any subcontractor shall be performed in compliance with all of the terms and conditions of the 
Contract.  Nothing contained in the Contract shall create any contractual relation between any subcontractor and 
the City. 
 

6.39. SURVIVAL 
The representations, warranties and indemnities contained herein shall survive the termination of the Contract. 
 

6.40. TERMINATION 
A. Termination for Cause 
 

I. If through any cause, the Contractor fails to fulfill in a timely and proper manner its obligations under the 
Contract, or if the Contractor violates any of the provisions of the Contract, the City may upon written notice 
to the Contractor, terminate the right of the Contractor to proceed under the Contract or with such part or 
parts of the Contract to which there has been default, and may hold the Contractor liable for any damages 
caused the City by reason of such default and termination, if the default is not corrected within 15 days’ notice 
to cure.  In addition, the Contract may be terminated for the bankruptcy, dissolution, assignment for the 
benefit of creditors, or other similar action of the Contractor. 

 

II. In the event of termination, any completed Services performed by the Contractor under the Contract shall, at 
the option of the City, become its property and the Contractor shall be entitled to receive equitable 
compensation for any work completed to the satisfaction of the City.  The Contractor, however, shall not 
thereby be relieved of liability to the City for damages sustained by the City by reason of any breach of the 
Contract by the Contractor, and the City may withhold any payments to the Contractor for the purpose of 
setoff until such time as the amount of damages due the City from the Contractor is determined.  The 
Contractor shall not be responsible for damages under this article solely for reasons of delay if the delay is 
due to causes beyond its control and without its fault or negligence, but this shall not prevent the City from 
terminating the Contract for such delay. 

 

B. Termination for Convenience 
 

I. The City may, upon written notice and without cause, terminate the Contract in whole or in part at any time 
for its convenience.  In such instance, payment shall be made to the Contractor for the reasonable costs of the 
work performed through the date of termination.  Termination costs do not include lost profits, consequential 
damages, delay damages, unabsorbed or under-absorbed overhead of the Contractor or its subcontractors 
or suppliers.  Failure of the Contractor to include a termination for convenience clause into its subcontracts 
and material purchase orders shall not result in any liability to the City for lost profits in conjunction with a 
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termination for convenience. 
II. The Contractor expressly waives any damages, delay damages, or indirect costs which may arise from the 

City’s election to terminate the Contract in whole or in part for its convenience. 
 

C. Termination for Non-Appropriation of Funds 
The City shall not be obligated to the Contract for any future fiscal year until funds are appropriated for each such 
future fiscal year.  In the event funding appropriation is not approved, the City may, upon written notice, terminate 
the Contract in whole or in part and without penalty or expense to the City.  The effect of such action shall terminate 
the Contract on the last day of the fiscal year for which appropriations were made. 
 

7. Special Terms and Conditions 
7.1. BONDS 

A. The Bidder shall submit with its Bid an executed bid bond in an amount equal to 3% of the Bidder’s total Bid 
price.  The bond shall include a certified copy of the Power of Attorney of the attorney-in-fact that executed the 
bond. 

 

B. The Contractor shall, within ten (10) business days following receipt of a notice of intent to award issued by the 
City, furnish to the City an executed payment bond and executed performance bond, both of which shall: (i) be in 
an amount equal to one hundred percent (100%) of the total Contract sum; (ii) bear the same effective dates; (iii) 
be executed prior to the effective date of the Contract and not expire prior to the end of the term of the Contract; 
and (iv) include a certified copy of the Power of Attorney of the attorney-in-fact that executed the bond. 

 

C. Each bond shall be executed in accordance with and subject to the following: 
 

I. The bonding entity shall: (i) be registered and in good standing in the State of Maryland in accordance with 
the State of Maryland Code of Regulations Title 21, State Procurement Regulations; (ii) maintain a rating of A-
minus (A-) or better with A.M. Best; and (iii) consent to exclusive venue and jurisdiction in the Circuit Court 
for Montgomery County, Maryland.  This provision shall apply to any and all co-sureties utilized by the 
bonding entity in execution of the bond. 

 

II. The bid bond, payment bond and performance bond shall include provisions similar to the following: 
 

 GOVERNING LAW. This Bond shall be governed by, and construed in accordance with the laws of the State 
of Maryland without regard to its conflict of laws provisions. 

 

 NO THIRD PARTY BENEFICIARIES.  The Surety provides this Bond for the sole and exclusive benefit of the 
City and, if applicable, any dual oblige designated by attached rider, together with their heirs, administrators, 
executors, successors and assigns.  No other party, person or entity shall have any rights against this Surety. 

 

 VENUE.  In the event any legal action shall be filed upon this Bond, venue shall lie exclusively in the Circuit 
Court for Montgomery County, Maryland. 

 

III. In addition, the bid bond and performance bond shall also include a provision similar to the following: 
 

 WAIVER OF NOTICE.  The Surety waives notice of any modifications to the Contract, including changes in 
the Contract Time, the Contract Sum, the amount of liquidated damages, or the Work and/or Services 
performed. 

 

7.2. LIQUIDATED DAMAGES 
.  In the event the Contractor fails to complete the Services by the Completion Date, for reasons which the Contractor 
is solely responsible, the Contractor shall pay to the City, as liquidated damages and not as a penalty, the sum of three 
hundred dollars ($300.00) for each working day beyond the Completion Date for which the Contractor fails to 
complete the Services. 

 

7.3. WARRANTIES 
The Contractor shall provide a written warranty for a minimum of one (1) year to cover any and all defects in 
materials and/or workmanship.  Should the manufacturer’s warranty for materials exceed one (1) year, the later 
warranty period shall apply.  All warranties shall start from the date of project acceptance by the City. 
 

7.4. INSURANCE 
A. The Contractor shall at all times during the term of the Contract carry and maintain in full force and effect, at its 

expense, policies of insurance with minimum limits as follows: 
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I. Comprehensive commercial general liability insurance in an amount not less than One Million Dollars 
($1,000,000); and 

 

II. Workers’ compensation insurance for all non-City employees and workers employed by the Contractor, in an 
unlimited amount for worker’s compensation insurance as required by Maryland law; and for employer’s 
liability insurance, in an amount not less than One Million Dollars ($1,000,000). 

 

III. Automobile liability insurance in an amount no less than one million dollars ($1,000,000). 
 

B. The City shall be named as an additional insured under the comprehensive commercial general liability policy, 
and shall receive at least thirty (30) days written notice of any cancellation of that policy, such that any 
cancellation shall not be effective with respect to the City for thirty (30) days after such written notice is given. 

 

C. Prior to the execution of the Contract, the Contractor shall provide the City with a certificate of insurance, which 
shall: (i) evidence the above policies; (ii) name the City as additional insured with respect to the comprehensive 
commercial general liability insurance policy only; and (iii) contain a provision that requires the Contractor’s 
insurers to provide the City with a written notice of any cancellation of the insurance and that such cancellation 
shall not be effective with respect to the City for thirty (30) days after such written notice is given. 

 

D. The Contractor shall also immediately notify the City in writing with a copy of any written notice from the 
Contractor’s insurers of any cancellation or adverse material change in that policy.  The Contractor acknowledges 
and agrees that its failure to provide the City with such notice, a certificate of insurance and/or the failure by the 
City to demand the delivery of said notice or insurance certificate shall not operate or be deemed to operate as a 
waiver of the notice, insurance and associated endorsements required under this provision, and the Contractor 
shall indemnify, defend and hold the City harmless from any liability arising as a result of any such failure(s). 

 

7.5. PAYMENTS 
Payments under the Contract shall be paid following the completion of milestones by the Contractor, to be later 
established and agreed upon between the City and the Contractor, and following the City’s acceptance and receipt of 
an undisputed proper invoice(s) for the same.  The City shall only pay invoices issued in accordance with Section 
5.36 of this Solicitation. 
 

 
 

8. Attachments and Exhibits 
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City of Gaithersburg 
Addendum and Amendment Acknowledgment 

= 
Solicitation No. 

Please complete this form in its entirety and include it with your Bid Proposal. 

Name of Entity: 

Street Address: 

City, State & Zip Code: , 

ADDENDUM/AMENDMENT ACKNOWLEDGMENT 

1.  Addendum  /   Amendment No: Date of Issuance: 

2.  Addendum  /   Amendment No: Date of Issuance: 

3.  Addendum  /   Amendment No: Date of Issuance: 

4.  Addendum  /   Amendment No: Date of Issuance: 

5.  Addendum  /   Amendment No: Date of Issuance: 

I hereby acknowledge receipt of the addendum(s) and/or amendment(s) listed herein and attests that 
all requirements stated therein have been incorporated into my Bid Proposal. 

Signature Title Date 

Printed Name 

Addendum and Amendment Acknowledgment Page 1 of 1 



City of Gaithersburg 
Affidavit of Qualification to Bid 

= 
Solicitation No. 

Please complete this form in its entirety and include it with your Bid Proposal.  For the purpose of 
completing this form, “entity” means an individual, sole proprietor, partnership, corporation, limited 
liability corporation (LLC), company, or association. 

*Does not apply to individuals or sole proprietors – indicate with “N/A”

I HEREBY AFFIRM THAT: 

1. I am the   and the duly authorized 

representative of the entity    and that I possess the 

legal authority to make this affidavit on behalf of myself and the entity for which I am acting. 

*2. The entity   is either a Maryland 
corporation or is a foreign corporation properly registered with the Maryland State Department of 
Assessments and Taxation, in compliance with the State of Maryland Code of Regulations, Title 21, State 
Procurement Regulations. 

3. Except as described in Paragraph five (5) below, neither I nor the above entity, nor to
the best of my knowledge, any of its officers, directors, or partners, or any of its employees directly 
involved in obtaining contracts with the State of Maryland or any municipality, county, bi-county, or 
multi-county agency, or subdivision of the State of Maryland have been convicted of, or have pleaded 
nolo contendere to a charge of, or have, during the course of an official investigation or other 
proceeding, admitted in writing or under oath, acts of omissions which constitute bribery, attempted 
bribery, or conspiracy to bribe, whether or not in furtherance of obtaining a contract with a public body, 
under the provisions Md. Code Ann., State Finance and Procurement Article, §16-202 (1995 Repl. Vol.) 
and Article 27 of the Annotated Code of Maryland or under the laws of any local, state or the federal 
government (conduct prior to July 2, 1977 is not required to be reported). 

4. List any conviction, plea, or admission described in paragraph three (3) above, with the
date, court, official, or administrative body; the individuals involved and their position with the entity; 
and the sentence or disposition, if any.  Otherwise, state “none” as appropriate. 

5. Neither I nor the above entity, nor to the best of my knowledge an officer, partner,
controlling stockholder or principal of the Bidder, or any other person substantially involved in the 
Bidder’s contracting activities has: (1) been convicted under the laws of the State of Maryland, another 
state or the United States of: (i) a criminal offense incident to obtaining, attempting to obtain, or 
performing a public or private contract, except as provided in Section 16-202 of the State Finance and 
Procurement Article of the Annotated Code of Maryland; or (ii) fraud, embezzlement, theft, forgery, 
falsification or destruction of records, or receiving stolen property; (2) been convicted of a criminal 
violation of an antitrust statute of the State of Maryland, another state or the United States; (3) been 
convicted of a violation of the  Racketeer Influenced and Corrupt Organization Act, or the Mail Fraud Act, 
for acts in connection with the submission of bids for public or private contracts; (4) been convicted of a 
violation of Section 14-308 of the State Finance and Procurement Article of the Annotated Code of 
Maryland; (5) been convicted of a conspiracy to private contract; (4) been convicted of a violation of 

Title 

Name of Entity 

Affidavit of Qualification to Bid Page 1 of 2 



Affidavit of Qualification to Bid 

Section 14-308 of the State Finance and Procurement Article of the Annotated Code of Maryland; (5) 
been convicted of a conspiracy to commit any act or omission that would constitute grounds for 
conviction under any of the laws or statutes described herein; (6) been found civilly liable under an 
antitrust statute of the State of Maryland, another state or the United States for acts or omissions in 
connection with the submission of bids for public or private contracts. 

6. Bidder hereby declares that this Bid Proposal is made without any connection or
collusion with any person, entity or corporation making a Bid Proposal for the same work; that pursuant 
to this affidavit; that the attached specifications and any drawings referred to herein have been carefully 
examined and are understood; that careful examination has been made as is necessary to become 
informed as to the character and extent of the work required; and, that if this Bid Proposal is accepted, 
this Bidder will contract to do, for the price stated in the Bid Proposal, all of the work described in the 
specifications, drawings and contract conditions. 

7. I acknowledge that this affidavit is to be furnished to the City Manager or designee for
the City of Gaithersburg, Maryland.  I further acknowledge that, if the representations set forth in this 
affidavit are not true and correct, the City of Gaithersburg may terminate any contract awarded and take 
any other appropriate action. 

I do solemnly declare and affirm under the penalties of perjury that the contents of this affidavit 
are true and correct. 

Signature Witness 

Affidavit of Qualification to Bid Page 2 of 2 

Date 

NOTARY ATTESTATION 

State of: 

County of: 

I hereby certify that on this   day of  

the subscriber, a Notary Public in and for the State of 

aforesaid, personally appeared  

, 20 , before me 

 and County 

, known to me to be the 

person whose name is subscribed to this instrument and acknowledged that same was executed 

for the purposes contained therein. 

Witness my hand and Notarial seal: 

My Commission expires:  

Notary Public: 
Printed Name 



City of Gaithersburg 
Bid Proposal Submission Certification 

= 
Solicitation No. 

Please complete this form in its entirety and include it with your Bid Proposal.  For the purpose of 
completing this form, “entity” means an individual, sole proprietor, partnership, corporation, limited 
liability corporation (LLC), company, or association. 

Name of Entity: 

Contact Person: 

Street Address: 

City, State & Zip Code: , 

Telephone Numbers: (P)  (F) 

BID PROPOSAL SUBMISSION CERTIFICATION 

The response to Solicitation No.   as submitted includes this Bid Proposal 
Submission Certification Form and the Affidavit of Qualification to Bid Form, Conflict of Interest 
Certification Form, and Litigation and Lien Information Form.  I, the undersigned, hereby attest to the 
truth and completeness of the information and responses provided and certify that my entity has met 
the minimum selection criteria as outlined in the Solicitation document. 

Signature Witness 

Bid Proposal Submission Certification Page 1 of 1 

Date 

NOTARY ATTESTATION 

State of: 

County of: 

I hereby certify that on this   day of  

the subscriber, a Notary Public in and for the State of 

aforesaid, personally appeared  

, 20 , before me 

 and County 

, known to me to be the 

person whose name is subscribed to this instrument and acknowledged that same was executed 

for the purposes contained therein. 

Witness my hand and Notarial seal: 

My Commission expires:  

Notary Public: 
Printed Name 



City	of	Gaithersburg	
Bidder	References	Form	

Bidder	References	Form	 Page	1	of	2	

Solicitation	No.	

Please	complete	this	form	in	its	entirety	and	include	it	with	your	Bid	Proposal.	The	City	reserves	
the	right	 to	reject	Bid	Proposals	 from	any	Bidder	 that	does	not	meet	 the	minimum	qualifications.	The	
Bidder	 shall	 be	 competent	 and	 experienced	 with	 an	 established	 reputation	 within	 the	 community	
performing	the	type	of	work	required	under	the	Solicitation	and	subsequent	contract.	

Name	of	Bidder:	

Street	Address:	

City,	State	&	Zip	Code:	 ,	

Provide	contact	information	for	three	customers	for	which	the	Bidder	completed	projects	within	the	last	
five	(5)	years	that	were	similar	in	size	and	scope	to	the	Services	under	the	Solicitation.	

1. REFERENCE
Name	(Business):

Address:

Name	of	Contact:

Contact’s	Phone	Number: Contract	Sum:	

Type	of	Construction:

Location	of	Construction:

Construction	Period	(in	days):	 	

Construction	Completion	Date:	 	

Scope/Description	of	Work:	
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2. REFERENCE
Name	(Business):

Address:

Name	of	Contact:

Contact’s	Phone	Number: Contract	Sum:	

Type	of	Construction:

Location	of	Construction:

Construction	Period	(in	days):	 	

Construction	Completion	Date:	 	

Scope/Description	of	Work:	

3. REFERENCE
Name	(Business):

Address:

Name	of	Contact:

Contact’s	Phone	Number: Contract	Sum:	

Type	of	Construction:

Location	of	Construction:

Construction	Period	(in	days):	 	

Construction	Completion	Date:	 	

Scope/Description	of	Work:	



City	of	Gaithersburg	
Subcontractor	References	Form	

Subcontractor	References	Form	 Page	1	of	1	

Solicitation	No.	

Please	 complete	 this	 form	 in	 its	 entirety	 for	 each	 subcontractor	 and	 include	 it	with	 your	Bid	
Proposal.	 	 The	 City	 reserves	 the	 right	 to	 reject	 any	 subcontractor	 that	 does	 not	meet	 the	minimum	
qualifications.	 The	 subcontractor	 shall	 be	 competent	 and	 experienced	with	 an	 established	 reputation	
within	 the	 community	 in	 the	 performance	 of	 the	 type	 of	 work	 required	 under	 the	 Solicitation	 and	
subsequent	contract.	

Name	of	Subcontractor:	

Street	Address:	

City,	State	&	Zip	Code:	 ,	

Provide	contact	information	for	three	customers	for	which	the	subcontractor	completed	projects	within	
the	last	five	(5)	years	that	were	similar	in	size	and	scope	to	the	Services	required	under	the	Solicitation.	

1. REFERENCE
Name	(Business):	
Address:	
Name	of	Contact:	 Phone	Number:	
Description	of	Work:	

2. REFERENCE
Name	(Business):	
Address:	
Name	of	Contact:	 Phone	Number:	
Description	of	Work:	

3. REFERENCE
Name	(Business):	
Address:	
Name	of	Contact:	 Phone	Number:	
Description	of	Work:	



City of Gaithersburg 
Conflict of Interest Certification 

= 
 Solicitation No.   

Please complete this form in its entirety and include it with your Bid Proposal.  For the purpose of 
completing this form, “entity” means an individual, sole proprietor, partnership, corporation, limited 
liability corporation (LLC), company, or association. 

*Does not apply to individuals or sole proprietors – indicate with “N/A” 

Name of Entity:   

* Federal ID No:   

Contact Person:   

Street Address:   

   

City, State & Zip Code:  ,     

Telephone Numbers: (P)   (F)   

 (P)   (C)   

Email Address:   

Email Address:   

CONFLICT OF INTEREST CERTIFICATION 
 

I HEREBY CERTIFY, on behalf of   that no 

employee, agent or elected official of the City of Gaithersburg, or member of a commission, board or 

corporation controlled or appointed by the Mayor and Council of the City of Gaithersburg has received 

or has been promised directly or indirectly, any financial benefit by way of fee, commission, finder’s fee, 

or in any other manner, remuneration directly or indirectly related to this contract.  Upon request by the 

City Manager or designee, or other authorized agent, as a prerequisite to payment pursuant to the terms 

of a contract awarded pursuant to this Bid Proposal submission, will furnish to the City, under oath, 

answers to any interrogatories and comply with any request to review documents related to a possible 

conflict of interest as herein embodied. 

 
I HEREBY CERTIFY, on behalf of    that no 

employee or agent of   is a member, employee, 

or elected official of the  City of Gaithersburg of any agency, commission, or board of the City of 

Gaithersburg or is the spouse or any other relative of any of the foregoing.  If unable to so certify, the 

details of any such relationship with the City of Gaithersburg are as follows: 

  

Name of Entity 

Name of Entity 

Name of Entity 
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Conflict of Interest Certification 

I do solemnly declare and affirm under the penalties of perjury that the contents of this affidavit 
are true and correct. 

Signature Witness 

Conflict of Interest Certification Page 2 of 2 

Date 

NOTARY ATTESTATION 

State of: 

County of: 

I hereby certify that on this   day of  

the subscriber, a Notary Public in and for the State of 

aforesaid, personally appeared  

, 20 , before me 

 and County 

, known to me to be the 

person whose name is subscribed to this instrument and acknowledged that same was executed 

for the purposes contained therein. 

Witness my hand and Notarial seal: 

My Commission expires:  

Notary Public: 
Printed Name 



City of Gaithersburg 
Litigation and Lien Information 

= 
 Solicitation No.   

Please complete this form in its entirety and include it with your Bid Proposal.  For the purpose of 
completing this form, “entity” means an individual, sole proprietor, partnership, corporation, limited 
liability corporation (LLC), company, or association. 

Name of Entity:   

Street Address:   

   

City, State & Zip Code:  ,     

Telephone Numbers: (P)   (F)   

LITIGATION INFORMATION 
Is your entity currently involved in any litigation or had a litigation claim(s) within the previous twenty-
four (24) month period? 

 Yes /  No 

If yes, please provide a detailed list including case number, jurisdiction, status and brief 
summary of such litigation. 

Case Number  Jurisdiction  Status  Summary  

        

        

LIENS 
Does your entity have any outstanding mechanics liens? 

 Yes /  No 

If yes, please explain:    

   

Does your entity have any outstanding tax liens? 

 Yes /  No: 

If yes, please explain:    

   

 
 
        
Signature  Title  Date  
 
  
Printed Name 

Litigation and Lien Information Page 1 of 1 



Form    W-9
(Rev. October 2018)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

a Go to www.irs.gov/FormW9 for instructions and the latest information.

Give Form to the  
requester. Do not 
send to the IRS.
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.

1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2  Business name/disregarded entity name, if different from above

3  Check appropriate box for federal tax classification of the person whose name is entered on line 1. Check only one of the 
following seven boxes. 

Individual/sole proprietor or 
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) a 
Note: Check the appropriate box in the line above for the tax classification of the single-member owner.  Do not check 
LLC if the LLC is classified as a single-member LLC that is disregarded from the owner unless the owner of the LLC is 
another LLC that is not disregarded from the owner for U.S. federal tax purposes. Otherwise, a single-member LLC that 
is disregarded from the owner should check the appropriate box for the tax classification of its owner.

Other (see instructions) a 

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):

Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)

(Applies to accounts maintained outside the U.S.)

5  Address (number, street, and apt. or suite no.) See instructions.

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the instructions for Part I, later. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN, later.
Note: If the account is in more than one name, see the instructions for line 1. Also see What Name and 
Number To Give the Requester for guidelines on whose number to enter.

Social security number

– –

or
Employer identification number 

–

Part II Certification
Under penalties of perjury, I certify that:
1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and
2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue

Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am
no longer subject to backup withholding; and

3. I am a U.S. citizen or other U.S. person (defined below); and
4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.
Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding because 
you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage interest paid, 
acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and generally, payments 
other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the instructions for Part II, later.

Sign 
Here

Signature of 
U.S. person a Date a

General Instructions
Section references are to the Internal Revenue Code unless otherwise 
noted.
Future developments. For the latest information about developments 
related to Form W-9 and its instructions, such as legislation enacted 
after they were published, go to www.irs.gov/FormW9.

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an 
information return with the IRS must obtain your correct taxpayer 
identification number (TIN) which may be your social security number 
(SSN), individual taxpayer identification number (ITIN), adoption 
taxpayer identification number (ATIN), or employer identification number 
(EIN), to report on an information return the amount paid to you, or other 
amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following.
• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual
funds)
• Form 1099-MISC (various types of income, prizes, awards, or gross
proceeds)
• Form 1099-B (stock or mutual fund sales and certain other
transactions by brokers)
• Form 1099-S (proceeds from real estate transactions)
• Form 1099-K (merchant card and third party network transactions)
• Form 1098 (home mortgage interest), 1098-E (student loan interest),
1098-T (tuition)
• Form 1099-C (canceled debt)
• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident
alien), to provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might 
be subject to backup withholding. See What is backup withholding, 
later.

Cat. No. 10231X Form W-9 (Rev. 10-2018)



Form W-9 (Rev. 10-2018) Page 2 

By signing the filled-out form, you: 
1. Certify that the TIN you are giving is correct (or you are waiting for a 

number to be issued),
2. Certify that you are not subject to backup withholding, or
3. Claim exemption from backup withholding if you are a U.S. exempt 

payee. If applicable, you are also certifying that as a U.S. person, your 
allocable share of any partnership income from a U.S. trade or business 
is not subject to the withholding tax on foreign partners' share of 
effectively connected income, and 

4. Certify that FATCA code(s) entered on this form (if any) indicating 
that you are exempt from the FATCA reporting, is correct. See What is 
FATCA reporting, later, for further information.
Note: If you are a U.S. person and a requester gives you a form other 
than Form W-9 to request your TIN, you must use the requester’s form if 
it is substantially similar to this Form W-9.
Definition of a U.S. person. For federal tax purposes, you are 
considered a U.S. person if you are:
• An individual who is a U.S. citizen or U.S. resident alien;
• A partnership, corporation, company, or association created or 
organized in the United States or under the laws of the United States;
• An estate (other than a foreign estate); or
• A domestic trust (as defined in Regulations section 301.7701-7).
Special rules for partnerships. Partnerships that conduct a trade or 
business in the United States are generally required to pay a withholding 
tax under section 1446 on any foreign partners’ share of effectively 
connected taxable income from such business. Further, in certain cases 
where a Form W-9 has not been received, the rules under section 1446 
require a partnership to presume that a partner is a foreign person, and 
pay the section 1446 withholding tax. Therefore, if you are a U.S. person 
that is a partner in a partnership conducting a trade or business in the 
United States, provide Form W-9 to the partnership to establish your 
U.S. status and avoid section 1446 withholding on your share of 
partnership income.

In the cases below, the following person must give Form W-9 to the 
partnership for purposes of establishing its U.S. status and avoiding 
withholding on its allocable share of net income from the partnership 
conducting a trade or business in the United States.
• In the case of a disregarded entity with a U.S. owner, the U.S. owner 
of the disregarded entity and not the entity;
• In the case of a grantor trust with a U.S. grantor or other U.S. owner, 
generally, the U.S. grantor or other U.S. owner of the grantor trust and 
not the trust; and
• In the case of a U.S. trust (other than a grantor trust), the U.S. trust 
(other than a grantor trust) and not the beneficiaries of the trust.
Foreign person. If you are a foreign person or the U.S. branch of a 
foreign bank that has elected to be treated as a U.S. person, do not use 
Form W-9. Instead, use the appropriate Form W-8 or Form 8233 (see 
Pub. 515, Withholding of Tax on Nonresident Aliens and Foreign 
Entities).
Nonresident alien who becomes a resident alien. Generally, only a 
nonresident alien individual may use the terms of a tax treaty to reduce 
or eliminate U.S. tax on certain types of income. However, most tax 
treaties contain a provision known as a “saving clause.” Exceptions 
specified in the saving clause may permit an exemption from tax to 
continue for certain types of income even after the payee has otherwise 
become a U.S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception 
contained in the saving clause of a tax treaty to claim an exemption 
from U.S. tax on certain types of income, you must attach a statement 
to Form W-9 that specifies the following five items.

1. The treaty country. Generally, this must be the same treaty under 
which you claimed exemption from tax as a nonresident alien.

2. The treaty article addressing the income.
3. The article number (or location) in the tax treaty that contains the 

saving clause and its exceptions.
4. The type and amount of income that qualifies for the exemption 

from tax.
5. Sufficient facts to justify the exemption from tax under the terms of 

the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows an 
exemption from tax for scholarship income received by a Chinese 
student temporarily present in the United States. Under U.S. law, this 
student will become a resident alien for tax purposes if his or her stay in 
the United States exceeds 5 calendar years. However, paragraph 2 of 
the first Protocol to the U.S.-China treaty (dated April 30, 1984) allows 
the provisions of Article 20 to continue to apply even after the Chinese 
student becomes a resident alien of the United States. A Chinese 
student who qualifies for this exception (under paragraph 2 of the first 
protocol) and is relying on this exception to claim an exemption from tax 
on his or her scholarship or fellowship income would attach to Form 
W-9 a statement that includes the information described above to 
support that exemption.

If you are a nonresident alien or a foreign entity, give the requester the 
appropriate completed Form W-8 or Form 8233.

Backup Withholding
What is backup withholding? Persons making certain payments to you 
must under certain conditions withhold and pay to the IRS 24% of such 
payments. This is called “backup withholding.”  Payments that may be 
subject to backup withholding include interest, tax-exempt interest, 
dividends, broker and barter exchange transactions, rents, royalties, 
nonemployee pay, payments made in settlement of payment card and 
third party network transactions, and certain payments from fishing boat 
operators. Real estate transactions are not subject to backup 
withholding.

You will not be subject to backup withholding on payments you 
receive if you give the requester your correct TIN, make the proper 
certifications, and report all your taxable interest and dividends on your 
tax return.
Payments you receive will be subject to backup withholding if: 

1. You do not furnish your TIN to the requester,
2. You do not certify your TIN when required (see the instructions for 

Part II for details),
3. The IRS tells the requester that you furnished an incorrect TIN,
4. The IRS tells you that you are subject to backup withholding 

because you did not report all your interest and dividends on your tax 
return (for reportable interest and dividends only), or

5. You do not certify to the requester that you are not subject to 
backup withholding under 4 above (for reportable interest and dividend 
accounts opened after 1983 only).

Certain payees and payments are exempt from backup withholding. 
See Exempt payee code, later, and the separate Instructions for the 
Requester of Form W-9 for more information.

Also see Special rules for partnerships, earlier.

What is FATCA Reporting?
The Foreign Account Tax Compliance Act (FATCA) requires a 
participating foreign financial institution to report all United States 
account holders that are specified United States persons. Certain 
payees are exempt from FATCA reporting. See Exemption from FATCA 
reporting code, later, and the Instructions for the Requester of Form 
W-9 for more information.

Updating Your Information
You must provide updated information to any person to whom you 
claimed to be an exempt payee if you are no longer an exempt payee 
and anticipate receiving reportable payments in the future from this 
person. For example, you may need to provide updated information if 
you are a C corporation that elects to be an S corporation, or if you no 
longer are tax exempt. In addition, you must furnish a new Form W-9 if 
the name or TIN changes for the account; for example, if the grantor of a 
grantor trust dies.

Penalties
Failure to furnish TIN. If you fail to furnish your correct TIN to a 
requester, you are subject to a penalty of $50 for each such failure 
unless your failure is due to reasonable cause and not to willful neglect.
Civil penalty for false information with respect to withholding. If you 
make a false statement with no reasonable basis that results in no 
backup withholding, you are subject to a $500 penalty.
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Criminal penalty for falsifying information. Willfully falsifying 
certifications or affirmations may subject you to criminal penalties 
including fines and/or imprisonment.
Misuse of TINs. If the requester discloses or uses TINs in violation of 
federal law, the requester may be subject to civil and criminal penalties.

Specific Instructions
Line 1
You must enter one of the following on this line; do not leave this line 
blank. The name should match the name on your tax return.

If this Form W-9 is for a joint account (other than an account 
maintained by a foreign financial institution (FFI)), list first, and then 
circle, the name of the person or entity whose number you entered in 
Part I of Form W-9. If you are providing Form W-9 to an FFI to document 
a joint account, each holder of the account that is a U.S. person must 
provide a Form W-9.

a. Individual. Generally, enter the name shown on your tax return. If
you have changed your last name without informing the Social Security 
Administration (SSA) of the name change, enter your first name, the last 
name as shown on your social security card, and your new last name.  
Note: ITIN applicant: Enter your individual name as it was entered on 
your Form W-7 application, line 1a. This should also be the same as the 
name you entered on the Form 1040/1040A/1040EZ you filed with your 
application.

b. Sole proprietor or single-member LLC. Enter your individual
name as shown on your 1040/1040A/1040EZ on line 1. You may enter 
your business, trade, or “doing business as” (DBA) name on line 2.

c. Partnership, LLC that is not a single-member LLC, C
corporation, or S corporation. Enter the entity's name as shown on the 
entity's tax return on line 1 and any business, trade, or DBA name on 
line 2.

d. Other entities. Enter your name as shown on required U.S. federal
tax documents on line 1. This name should match the name shown on the 
charter or other legal document creating the entity. You may enter any 
business, trade, or DBA name on line 2.

e. Disregarded entity. For U.S. federal tax purposes, an entity that is
disregarded as an entity separate from its owner is treated as a 
“disregarded entity.”  See Regulations section 301.7701-2(c)(2)(iii). Enter 
the owner's name on line 1. The name of the entity entered on line 1 
should never be a disregarded entity. The name on line 1 should be the 
name shown on the income tax return on which the income should be 
reported. For example, if a foreign LLC that is treated as a disregarded 
entity for U.S. federal tax purposes has a single owner that is a U.S. 
person, the U.S. owner's name is required to be provided on line 1. If 
the direct owner of the entity is also a disregarded entity, enter the first 
owner that is not disregarded for federal tax purposes. Enter the 
disregarded entity's name on line 2, “Business name/disregarded entity 
name.” If the owner of the disregarded entity is a foreign person, the 
owner must complete an appropriate Form W-8 instead of a Form W-9.  
This is the case even if the foreign person has a U.S. TIN. 

Line 2
If you have a business name, trade name, DBA name, or disregarded 
entity name, you may enter it on line 2.

Line 3
Check the appropriate box on line 3 for the U.S. federal tax 
classification of the person whose name is entered on line 1. Check only 
one box on line 3.

IF the entity/person on line 1 is 
a(n) . . .

THEN check the box for . . .

• Corporation Corporation
• Individual
• Sole proprietorship, or
• Single-member limited liability
company (LLC) owned by an
individual and disregarded for U.S.
federal tax purposes.

Individual/sole proprietor or single-
member LLC

• LLC treated as a partnership for
U.S. federal tax purposes,
• LLC that has filed Form 8832 or
2553 to be taxed as a corporation,
or
• LLC that is disregarded as an
entity separate from its owner but
the owner is another LLC that is
not disregarded for U.S. federal tax
purposes.

Limited liability company and enter 
the appropriate tax classification. 
(P= Partnership; C= C corporation; 
or S= S corporation)

• Partnership Partnership
• Trust/estate Trust/estate

Line 4, Exemptions
If you are exempt from backup withholding and/or FATCA reporting, 
enter in the appropriate space on line 4 any code(s) that may apply to 
you.
Exempt payee code.
• Generally, individuals (including sole proprietors) are not exempt from
backup withholding.
• Except as provided below, corporations are exempt from backup
withholding for certain payments, including interest and dividends.
• Corporations are not exempt from backup withholding for payments
made in settlement of payment card or third party network transactions.
• Corporations are not exempt from backup withholding with respect to
attorneys’ fees or gross proceeds paid to attorneys, and corporations
that provide medical or health care services are not exempt with respect
to payments reportable on Form 1099-MISC.

The following codes identify payees that are exempt from backup 
withholding. Enter the appropriate code in the space in line 4.

1—An organization exempt from tax under section 501(a), any IRA, or 
a custodial account under section 403(b)(7) if the account satisfies the 
requirements of section 401(f)(2)

2—The United States or any of its agencies or instrumentalities
3—A state, the District of Columbia, a U.S. commonwealth or 

possession, or any of their political subdivisions or instrumentalities
4—A foreign government or any of its political subdivisions, agencies, 

or instrumentalities 
5—A corporation
6—A dealer in securities or commodities required to register in the 

United States, the District of Columbia, or a U.S. commonwealth or 
possession 

7—A futures commission merchant registered with the Commodity 
Futures Trading Commission

8—A real estate investment trust
9—An entity registered at all times during the tax year under the 

Investment Company Act of 1940
10—A common trust fund operated by a bank under section 584(a)
11—A financial institution
12—A middleman known in the investment community as a nominee or 
custodian
13—A trust exempt from tax under section 664 or described in section 
4947
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The following chart shows types of payments that may be exempt 
from backup withholding. The chart applies to the exempt payees listed 
above, 1 through 13.

IF the payment is for . . . THEN the payment is exempt 
for . . .

Interest and dividend payments All exempt payees except 
for 7

Broker transactions Exempt payees 1 through 4 and 6 
through 11 and all C corporations. 
S corporations must not enter an 
exempt payee code because they 
are exempt only for sales of 
noncovered securities acquired 
prior to 2012. 

Barter exchange transactions and 
patronage dividends

Exempt payees 1 through 4

Payments over $600 required to be 
reported and direct sales over 
$5,0001

Generally, exempt payees 
1 through 52

Payments made in settlement of 
payment card or third party network 
transactions 

Exempt payees 1 through 4

1 See Form 1099-MISC, Miscellaneous Income, and its instructions.
2 However, the following payments made to a corporation and   
reportable on Form 1099-MISC are not exempt from backup 

  withholding: medical and health care payments, attorneys’ fees, gross 
proceeds paid to an attorney reportable under section 6045(f), and 
payments for services paid by a federal executive agency.

Exemption from FATCA reporting code. The following codes identify 
payees that are exempt from reporting under FATCA. These codes 
apply to persons submitting this form for accounts maintained outside 
of the United States by certain foreign financial institutions. Therefore, if 
you are only submitting this form for an account you hold in the United 
States, you may leave this field blank. Consult with the person 
requesting this form if you are uncertain if the financial institution is 
subject to these requirements. A requester may indicate that a code is 
not required by providing you with a Form W-9 with “Not Applicable” (or 
any similar indication) written or printed on the line for a FATCA 
exemption code.

A—An organization exempt from tax under section 501(a) or any 
individual retirement plan as defined in section 7701(a)(37)

B—The United States or any of its agencies or instrumentalities
C—A state, the District of Columbia, a U.S. commonwealth or 

possession, or any of their political subdivisions or instrumentalities
D—A corporation the stock of which is regularly traded on one or 

more established securities markets, as described in Regulations 
section 1.1472-1(c)(1)(i)

E—A corporation that is a member of the same expanded affiliated 
group as a corporation described in Regulations section 1.1472-1(c)(1)(i)

F—A dealer in securities, commodities, or derivative financial 
instruments (including notional principal contracts, futures, forwards, 
and options) that is registered as such under the laws of the United 
States or any state

G—A real estate investment trust
H—A regulated investment company as defined in section 851 or an 

entity registered at all times during the tax year under the Investment 
Company Act of 1940

I—A common trust fund as defined in section 584(a)
J—A bank as defined in section 581
K—A broker
L—A trust exempt from tax under section 664 or described in section 

4947(a)(1)

M—A tax exempt trust under a section 403(b) plan or section 457(g) 
plan
Note: You may wish to consult with the financial institution requesting 
this form to determine whether the FATCA code and/or exempt payee 
code should be completed.

Line 5
Enter your address (number, street, and apartment or suite number). 
This is where the requester of this Form W-9 will mail your information 
returns. If this address differs from the one the requester already has on 
file, write NEW at the top. If a new address is provided, there is still a 
chance the old address will be used until the payor changes your 
address in their records.

Line 6
Enter your city, state, and ZIP code.

Part I. Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. If you are a resident alien and 
you do not have and are not eligible to get an SSN, your TIN is your IRS 
individual taxpayer identification number (ITIN). Enter it in the social 
security number box. If you do not have an ITIN, see How to get a TIN 
below.

If you are a sole proprietor and you have an EIN, you may enter either 
your SSN or EIN. 

If you are a single-member LLC that is disregarded as an entity 
separate from its owner, enter the owner’s SSN (or EIN, if the owner has 
one). Do not enter the disregarded entity’s EIN. If the LLC is classified as 
a corporation or partnership, enter the entity’s EIN.
Note: See What Name and Number To Give the Requester, later, for 
further clarification of name and TIN combinations.
How to get a TIN. If you do not have a TIN, apply for one immediately. 
To apply for an SSN, get Form SS-5, Application for a Social Security 
Card, from your local SSA office or get this form online at 
www.SSA.gov. You may also get this form by calling 1-800-772-1213. 
Use Form W-7, Application for IRS Individual Taxpayer Identification 
Number, to apply for an ITIN, or Form SS-4, Application for Employer 
Identification Number, to apply for an EIN. You can apply for an EIN 
online by accessing the IRS website at www.irs.gov/Businesses and 
clicking on Employer Identification Number (EIN) under Starting a 
Business. Go to www.irs.gov/Forms to view, download, or print Form 
W-7 and/or Form SS-4.  Or, you can go to www.irs.gov/OrderForms to 
place an order and have Form W-7 and/or SS-4 mailed to you within 10 
business days.

If you are asked to complete Form W-9 but do not have a TIN, apply 
for a TIN and write “Applied For” in the space for the TIN, sign and date 
the form, and give it to the requester. For interest and dividend 
payments, and certain payments made with respect to readily tradable 
instruments, generally you will have 60 days to get a TIN and give it to 
the requester before you are subject to backup withholding on 
payments. The 60-day rule does not apply to other types of payments. 
You will be subject to backup withholding on all such payments until 
you provide your TIN to the requester.
Note: Entering “Applied For” means that you have already applied for a 
TIN or that you intend to apply for one soon.
Caution: A disregarded U.S. entity that has a foreign owner must use 
the appropriate Form W-8.

Part II. Certification
To establish to the withholding agent that you are a U.S. person, or 
resident alien, sign Form W-9. You may be requested to sign by the 
withholding agent even if item 1, 4, or 5 below indicates otherwise.

For a joint account, only the person whose TIN is shown in Part I 
should sign (when required). In the case of a disregarded entity, the 
person identified on line 1 must sign. Exempt payees, see Exempt payee 
code, earlier.
Signature requirements. Complete the certification as indicated in 
items 1 through 5 below.
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1. Interest, dividend, and barter exchange accounts opened 
before 1984 and broker accounts considered active during 1983. 
You must give your correct TIN, but you do not have to sign the 
certification.

2. Interest, dividend, broker, and barter exchange accounts 
opened after 1983 and broker accounts considered inactive during 
1983. You must sign the certification or backup withholding will apply. If 
you are subject to backup withholding and you are merely providing 
your correct TIN to the requester, you must cross out item 2 in the 
certification before signing the form.

3. Real estate transactions. You must sign the certification. You may 
cross out item 2 of the certification.

4. Other payments. You must give your correct TIN, but you do not 
have to sign the certification unless you have been notified that you 
have previously given an incorrect TIN. “Other payments” include 
payments made in the course of the requester’s trade or business for 
rents, royalties, goods (other than bills for merchandise), medical and 
health care services (including payments to corporations), payments to 
a nonemployee for services, payments made in settlement of payment 
card and third party network transactions, payments to certain fishing 
boat crew members and fishermen, and gross proceeds paid to 
attorneys (including payments to corporations).  

5. Mortgage interest paid by you, acquisition or abandonment of 
secured property, cancellation of debt, qualified tuition program 
payments (under section 529), ABLE accounts (under section 529A), 
IRA, Coverdell ESA, Archer MSA or HSA contributions or 
distributions, and pension distributions. You must give your correct 
TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester
For this type of account: Give name and SSN of:

1. Individual The individual

2. Two or more individuals (joint  
account) other than an account 
maintained by an FFI

The actual owner of the account or, if 
combined funds, the first individual on 

the account1

3. Two or more U.S. persons 
    (joint account maintained by an FFI)

Each holder of the account 
 

4. Custodial account of a minor 
(Uniform Gift to Minors Act)

The minor2 
 

5. a. The usual revocable savings trust 
(grantor is also trustee) 
b. So-called trust account that is not 
a legal or valid trust under state law

The grantor-trustee1

The actual owner1

6. Sole proprietorship or disregarded 
entity owned by an individual

The owner3

7. Grantor trust filing under Optional 
Form 1099 Filing Method 1 (see 
Regulations section 1.671-4(b)(2)(i)
(A))

The grantor*

For this type of account: Give name and EIN of:
8. Disregarded entity not owned by an 

individual
The owner

9. A valid trust, estate, or pension trust Legal entity4

10. Corporation or LLC electing 
corporate status on Form 8832 or 
Form 2553

The corporation

11. Association, club, religious, 
charitable, educational, or other tax-
exempt organization

The organization

12. Partnership or multi-member LLC The partnership
13. A broker or registered nominee The broker or nominee

For this type of account: Give name and EIN of:
14. Account with the Department of 

Agriculture in the name of a public 
entity (such as a state or local 
government, school district, or 
prison) that receives agricultural 
program payments

The public entity

15. Grantor trust filing under the Form 
1041 Filing Method or the Optional 
Form 1099 Filing Method 2 (see 
Regulations section 1.671-4(b)(2)(i)(B))

The trust

1 List first and circle the name of the person whose number you furnish. 
If only one person on a joint account has an SSN, that  person’s number 
must be furnished.
2 Circle the minor’s name and furnish the minor’s SSN.
3 You must show your individual name and you may also enter your 
business or DBA name on the “Business name/disregarded entity” 
name line. You may use either your SSN or EIN (if you have one), but the 
IRS encourages you to use your SSN.
4 List first and circle the name of the trust, estate, or pension trust. (Do 
not furnish the TIN of the personal representative or trustee unless the 
legal entity itself is not designated in the account title.) Also see Special 
rules for partnerships, earlier.
*Note: The grantor also must provide a Form W-9 to trustee of trust.
Note: If no name is circled when more than one name is listed, the 
number will be considered to be that of the first name listed.

Secure Your Tax Records From Identity Theft
Identity theft occurs when someone uses your personal information 
such as your name, SSN, or other identifying information, without your 
permission, to commit fraud or other crimes. An identity thief may use 
your SSN to get a job or may file a tax return using your SSN to receive 
a refund.

To reduce your risk:
• Protect your SSN,
• Ensure your employer is protecting your SSN, and

• Be careful when choosing a tax preparer.
If your tax records are affected by identity theft and you receive a 

notice from the IRS, respond right away to the name and phone number 
printed on the IRS notice or letter.

If your tax records are not currently affected by identity theft but you 
think you are at risk due to a lost or stolen purse or wallet, questionable 
credit card activity or credit report, contact the IRS Identity Theft Hotline 
at 1-800-908-4490 or submit Form 14039.

For more information, see Pub. 5027, Identity Theft Information for 
Taxpayers.

Victims of identity theft who are experiencing economic harm or a 
systemic problem, or are seeking help in resolving tax problems that 
have not been resolved through normal channels, may be eligible for 
Taxpayer Advocate Service (TAS) assistance. You can reach TAS by 
calling the TAS toll-free case intake line at 1-877-777-4778 or TTY/TDD 
1-800-829-4059.
Protect yourself from suspicious emails or phishing schemes.  
Phishing is the creation and use of email and websites designed to 
mimic legitimate business emails and websites. The most common act 
is sending an email to a user falsely claiming to be an established 
legitimate enterprise in an attempt to scam the user into surrendering 
private information that will be used for identity theft.
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The IRS does not initiate contacts with taxpayers via emails. Also, the 
IRS does not request personal detailed information through email or ask 
taxpayers for the PIN numbers, passwords, or similar secret access 
information for their credit card, bank, or other financial accounts.

If you receive an unsolicited email claiming to be from the IRS, 
forward this message to phishing@irs.gov. You may also report misuse 
of the IRS name, logo, or other IRS property to the Treasury Inspector 
General for Tax Administration (TIGTA) at 1-800-366-4484. You can 
forward suspicious emails to the Federal Trade Commission at 
spam@uce.gov or report them at www.ftc.gov/complaint. You can 
contact the FTC at www.ftc.gov/idtheft or 877-IDTHEFT (877-438-4338). 
If you have been the victim of identity theft, see www.IdentityTheft.gov 
and Pub. 5027.

Visit www.irs.gov/IdentityTheft to learn more about identity theft and 
how to reduce your risk.

Privacy Act Notice
Section 6109 of the Internal Revenue Code requires you to provide your 
correct TIN to persons (including federal agencies) who are required to 
file information returns with the IRS to report interest, dividends, or 
certain other income paid to you; mortgage interest you paid; the 
acquisition or abandonment of secured property; the cancellation of 
debt; or contributions you made to an IRA, Archer MSA, or HSA. The 
person collecting this form uses the information on the form to file 
information returns with the IRS, reporting the above information. 
Routine uses of this information include giving it to the Department of 
Justice for civil and criminal litigation and to cities, states, the District of 
Columbia, and U.S. commonwealths and possessions for use in 
administering their laws. The information also may be disclosed to other 
countries under a treaty, to federal and state agencies to enforce civil 
and criminal laws, or to federal law enforcement and intelligence 
agencies to combat terrorism. You must provide your TIN whether or 
not you are required to file a tax return. Under section 3406, payers 
must generally withhold a percentage of taxable interest, dividend, and 
certain other payments to a payee who does not give a TIN to the payer. 
Certain penalties may also apply for providing false or fraudulent 
information.



Date:

Vendor Information:

Employer Identification Number or Social Security Number: 

Company or Individual Name:
Address:
City State Zip Code

Remit to Address: (If the same as Company or Individual Name address write SAME)
Company or Individual Name:
Address:
City State Zip Code

Contact Information:

Name: Title:
Phone: Fax:
Email:

Classification

Individual HubZone

Large Business Veteran Owned Business

Small Business Service Disabled Veteran Owned Business

Small Disadvantaged Business Native American Owned Business

Minority Owned Business AK Native American Owned Business

8(A) Certified Historically Black College & University

Woman Owned Business Non Profit

Other:

*Please return this form and a completed W-9 to: procurement@gaithersburg.gov

VENDOR REGISTRATION FORM



 
 

ATTACHMENT B 
 
 
 
 
 
 
 
 
 
 



City of Gaithersburg 
Bid Proposal Price Sheet 

 
 

Solicitation No. 2022-024 
 

The Bidder shall complete this form in its entirety and return it with its Bid Proposal. The Bidder shall be 
responsible for furnishing all equipment, labor and materials necessary to fulfill its obligations under the 
Contract. Upon City’s request the successful Bidder shall provide a detailed cost breakdown for City’s review and 
approval. 
 
Bidder: _______________________________________________________________________ 

 
 

 

Phase 
 

Item 
 

Item Description 
 
 

 

Total Cost 
 

 
I LUMP SUM PRICE FOR THE ENTIRE PROJECT AS SPECIFIED IN THE BID DOCUMENTS 

 1     Lump Sum Bid Price   

II ADD/SUBTRACT ALTERNATES 
 2 Resealing of levels 3, 4 & 5 of the garage before striping  

3 Resealing of concrete floor in elevator lobby, all levels  

4 Resealing of stairs and landings in East and West stairwells, all levels    

5 Remove caulking and apply new caulking at all joints that are wall to slab and wall to wall  

 Total Bid Proposal Price:   
 
 
 
     Bidder’s Signature: __________________________________________________  Date: ___________________ 
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Exhibit – A-4

(Parking Stall Layout and ADA Requirements)

This exhibit is to be used for informational purposes only. All needed measures are Contractor’s 
responsibility. Measures all drawings or picture of this exhibit are not to scale. 

1. Regular Parking Stall Layout
A. Parking Space length required by the City of Gaithersburg to be 17 feet in length.
B. Regular Parking Spaces required by City to be 9 feet in width. Residential, employee and 

commuter parking areas may be a minimum of 8.5 feet.

2. ADA Parking Spaces Requirements 
A. Eight Foot Handicap Van Space and both Eight and Five Foot Aisles
B. Regular Parking Spaces required by City to be 9 feet in width. Residential, employee and 

commuter parking areas may be a minimum of 8.5 feet.
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CITY OF GAITHERSBURG
DEPARTMENT OF PUBLIC WORKS

FINAL APPROVAL

APPLICATION NO._______________

DATE ________________________

BY __________________________

AFP-7670-2017
08/11/2017

CITY OF GAITHERSBURG 
PLANNING AND CODE ADMINISTRATION

31 S. SUMMIT AVE, GAITHERSBURG, MARYLAND 20877

MINOR AMENDMENT TO
FINAL PLAN APPROVAL 

THE CITY OF GAITHERSBURG PLANNING STAFF____
GRANTS MINOR AMENDMENT APPROVAL FOR_____
APPLICATION NO. ____________________________
WITH _ __ ( ) CONDITIONS. SEE S.D.A. LETTER.

DATE _________________ BY __________________

AFP-7670-2017
zero 0

8/11/2017 _____________________________________________________________ _______________ ____
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