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1. Definitions 
Proposal: the offer submitted to the City by an Offeror in response to this Solicitation. 
Offeror: any Person submitting a Proposal 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 Offeror awarded the Contract. 
Lowest Responsive Proposal:  the Proposal 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 Offeror: Offeror 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 
Proposals, including but not limited to: addendums, amendments, forms and specifications. 
Solicitation Schedule: the events and dates and times thereof specified in Section 3.1 of this Solicitation.  
Solicitation: Request for Proposals 
Submission Deadline: the date and time, specified in Section 3.1 of this Solicitation, by which all Proposals 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 purpose of this solicitation is to establish a multi-year contract for routine and emergency janitorial 
services at City facilities. Contractor shall provide all labor, materials, equipment, and quality control 
inspection for the complete, satisfactory, and high quality janitorial service for the following locations located 
in the City of Gaithersburg:  

L.I.N Location Address 
Size 
Sq.ft 

No. 
Levels 

1 City Hall 31 S. Summit Avenue, Gaithersburg, MD-20877 26,000 4 

2 14 Fulks Corner Ave. Facility 14 Fulks Corner Avenue, Gaithersburg, MD-20877 10,800 2 

3 Department Public Works 800 Rabbitt Road, Gaithersburg, MD-20878 6,500 3 

4 B&O Train Station 5 S. Summit Avenue, Gaithersburg, MD-20877 400 1 

5 B&O Train Museum 9 S. Summit Avenue, Gaithersburg, MD-20877 400 1 

6 Rolling Stock Caboose and Budd car 9 S. Summit Avenue, Gaithersburg, MD -20877 1,100 1 

7 Casey Community Center 810 S. Frederick Avenue, Gaithersburg, MD-20877 15,150 2 

8 Comfort Station & Pavilions at Bohrer Park 
and City Hall  

506 S. Frederick Avenue, Gaithersburg, MD-20877 
31 S. Summit Ave, Gaithersburg, MD-20877 

600 
600 

1 
1 

9 Gaithersburg Aquatic Center 2 Teachers way, Gaithersburg, MD-20877 4.500 1 

10 Activity center at Bohrer Park 506 S. Frederick Avenue, Gaithersburg, MD-20877 40,000 1 

11 Gaithersburg Arts Bran 311 Kent square Road, Gaithersburg, MD-20878 9,300 2 

12 Water Park at Bohrer Park 512 S. Frederick Avenue, Gaithersburg, MD-20877 5,500 1 

13 Skate Park at Bohrer Park 510 S. Frederick Avenue, Gaithersburg, MD-20877 700 1 

14 Olde Towne Youth Center 301 Teachers way, Gaithersburg, MD-20877 7,000 1 

15 Robertson Park Youth Center 801 Rabbitt Road, Gaithersburg, MD-20878 6,300   1 

16 Olde Towne Parking Garage 112 Olde Towne Avenue, Gaithersburg, MD-20877 212,000   6 

17 Community Services office at Wells 
Robertson House 

1 Wells Avenue, Gaithersburg, MD-20878 650   1 

18 Kentlands Market Square 40 Market St., Gaithersburg, MD-20878 
Service 9 outdoor trash and recycle bins 

N/A 1 

19 16 S. Summit Ave and outbuilding facility 16 S. Summit Avenue, Gaithersburg, MD 20877 38,910 3 

As Needed Basis 

 20 Benjamin Gaither Center   80 A Bureau Dr., Gaithersburg, MD 20877 10,192 1 

21 Kentlands Mansion 320 Kent Square Rd., Gaithersburg, MD 20878 10,060 3 

22 Other facilities  City may add future facilities to this contract  TBD TBD 
 

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. The City seeks to establish a partnering relationship with the Contractor to accomplish the program 
objectives of this contract. The objective of the partnering process is to provide an effective problem-
finding/problem-solving management team composed of personnel from all parties responsible for 
maintaining the quality of our facilities, thus creating a single culture with one set of goals and objectives. 
Partnering requires that all parties recognize and address those opportunities and challenges that shall be 

https://www.gaithersburgmd.gov/about-us/mission-vision-guiding-principles
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confronted to help maintain the health of the Contractor/City relationship. The relationship is based on 
trust, dedication to common goals, and an understanding of each other's individual expectations and 
values. The outcome of this initiative is for the City to leverage Contractor expertise to assist City in 
accomplishing these goals and objectives. 

2.3. Scope of Work, Requirements, Standards and Provisions 
This scope of services describes the minimum requirements of the City of the Gaithersburg and acceptable 
outcomes to be performed by the Custodial Contractor (known from here after as Contractor or Offeror). 
City’s contract administrator referred in this solicitation as Contract Administrator, CA, City staff, designee and 
Contract Officer (CO). 
The Contractor shall closely monitor all aspects of the work, identify deficiencies and implement corrective 
actions, without reliance on the City oversight. Custodial and related services provided by the Contractor are 
arranged and contract administration is provided the City assigned staff. 
A. Goals and Objectives  

1. Furnish all personnel, labor, equipment, materials, tools, supplies, supervision, management, 
training/certifications, and services, except as may be expressly set forth as City furnished, except to 
the extent any of the supplies may be furnished directly by the City under the contract, and otherwise 
accomplish all actions necessary to or incident to, perform and provide the work efforts described in 
the contract. The building(s) shall be fully staffed, beginning the first day of work under the contract 
and throughout the entirety of the contract, unless authorized by the City contract administrator or 
their designee.  

2. Provide custodial services to setup equipment and furniture for various City programs scheduled in 
City facilities. 

3. Maximize the use of green goods/environmentally friendly, products and materials. 
4. Ensure that their employees are properly trained, licensed and/or certified to operate necessary 

building systems or equipment for which licensed and/or certified personnel are required by Federal, 
State, or local laws; codes, permits or ordinances 

5. Be responsible to make the management and operational decisions to meet the quality performance 
standards required under this contract. 

6. Use innovation, technology and other means and methods to develop and perform the most efficient 
cleaning services for the building. 

7. Implement an effective Quality Control Plan (QCP). 
8. Implement an effective service call system that results in prompt, professional, and courteous 

resolution of City concerns of services provided under this Contract. 
9. Keep the City contract administrator (CA) or their designee informed of current status of the work 

being performed, provide work schedules and provide other pertinent information such as defined 
dates/times of completion, etc. as needed. 

10. To extent possible reduce the environmental impacts of work performed under this contract by using 
environmentally sound practices, processes, and products. 

11. Provide training/certifications for their employees that stress stewardship and effective 
communication in cleaning practices. Current information on stewardship, training, educational 
materials and other issues can be found on the web sites including but not limited to Stewardship for 
the Cleaning of Commercial and Institutional Buildings (www.astm.org) and ISSA’s website 
(www.issa.com). 

12. Coordinate with the City designated staff who obtain access to restricted access spaces. 
B. Cleaning Schedules and Hours 

The Contractor shall provide sufficient staffing and means to respond to service requests during the 
cleaning hours, stated on the Building Information Sheet in Exhibit A. Contractor shall be available for 
emergency janitorial service work 365 days a year, 24 hours a day, and shall respond to the Contract 
Administrator within one (1) hour following notification and work shall commence service within two (2) 
hours. Contractor shall provide emergency contact person’s name, cell phone number, email address to 

http://www.issa.com/
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contact during normal business hours (7:00am-6:00pm) and also contact person’s name. cell phone 
number and email address for after normal business hours (6:00pm-7:00am) and weekends. 

C. Building Specific Work Scope 
Refer to Exhibit B. Typical list of tasks included in the exhibit, task may be added or deleted throughout 
the life of this contract such changes and cost associated with them will be negotiate and mutually agreed  
to amend the contract as needed.  

D. Building Specific Fixture Counts and Floor Finishes  
The Offeror/Contractor shall refer to Exhibit C for Fixture Counts and floor finishes schedule and fixture 
counts, intent of this exhibit is for reference only and to provide general details of finishes, contractor 
responsible for field inspections and verifications, this list shall not be used as final guide to provide price 
proposals.  

             

E. Sustainable Cleaning - The Contractor is required to conduct custodial and related services utilizing 
industry best practices and guiding principles to minimize the City facilities environmental footprint. The 
Contractor and their personnel shall employ practices and use products and equipment that are energy-
efficient, water-efficient, minimize material resource use, and optimize indoor air quality. Examples of such 
practices include: 
1. Communicating the building’s sustainability performance goals and requirements, as directed by the 

CO or their designee. 
2. After cleaning or leaving a room that is unoccupied, turn off lights and water faucets. 
3. Closing window blinds when practical, especially in the summer, over long weekends, and during 

extended closures of the building. 
4. Turning off equipment when not in use. [Note: The Contractor shall never turn off or unplug City 

equipment in the space they are cleaning without prior written approval by the City staff. The 
Contractor must ensure that workers do not adjust mechanical equipment controls for heating, 
ventilation and air conditioning systems.] 

5. Notifying the CA or designee of any observed water leaks, nonfunctioning light fixtures, broken exist 
signs or any other damages observed. 

6. When replacing existing equipment, strive to acquire replacement equipment in the top 25% of 
efficiency as per the Energy Star guidelines. 

7. Employing practices that reduce dependency on non-renewable sources of energy. 
 

F. Cleaning Products and Supplies - The Contractor shall provide standard and Green Seal Standard (GS-
37) cleaning supplies and equipment,  a nd labels must clearly note all ingredients for types of products, 
along with any ratings if applicable. The Green Cleaning Program shall incorporate the following policies 
and procedures guidelines: 

 Procedure Guidelines for Green Cleaning 
 Cleaning Product Purchasing Guidelines 
 Procedures and Strategies for Reductions in Water, Energy, and Chemical Use 
 

1. Contractor shall provide all cleaning products and supplies, unless otherwise stated, which include but 
is not limited to: paper towels, 2-ply toilet tissue, soap, detergents, cleansers, deodorizers, wax, 
disinfectants, trash bags, toilet seat protectors and sanitary napkins where containers and dispensers 
are provided. The products provided by the Contractor shall be environmentally preferable products 
and shall meet the requirements in at least one of the following third party standards:  
 Green Seal Standards 
 Environmental Choice Program’s EcoLogo for Cleaning and Janitorial Products 
 Greenguard Environmental Institute Standards 
 U.S. EPA Comprehensive Procurement Guidelines 
 U.S. EPA’s Design for the Environment (DFE) Standards 

2. Contractor shall furnish after award but prior to the start of the contract beginning a list of all 
proposed cleaning products and supplies including the manufacturer, brand name, intended use and 
the environmental third-party standard that the product falls under. The Contract Administrator will 

https://greenseal.org/
https://greenseal.org/
https://www.usgbc.org/credits/eqp3
https://www.usgbc.org/credits/eqp3
https://new.usgbc.org/
https://new.usgbc.org/
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approve the list after the list is reviewed to ensure that the cleaning products and supplies are 
environmentally friendly, non-toxic and non-hazardous to humans. Contractor shall provide samples 
if requested by the Contract Administrator. 

3. Contractor shall re-submit product information for any cleaning product or supply that does not meet 
the City’s requirements. If the Contractor changes or substitutes products during the performance of 
this contract, the Contract Administrator shall be furnished the product information and sample, if 
requested, for approval prior to the change. No substitutes shall be made following the start of the 
contract without prior approval by the Contract Administrator. 

4. Material Safety Data (MSDS) shall be furnished by the Contractor for all chemical cleaning products 
and any applicable supplies being used at any City location. The sheets are to be kept in a properly 
marked binder in an agreed upon location by both the Contractor and the Contract Administrator. The 
binder is to be updated by the Contractor as cleaning products and/or supplies are added or deleted 
from use at any of the locations. A binder with the product sheets shall be kept at each location and 
accessible to all employees. 

5. The City shall review or test products to insure that the cleaning products and supplies being provided 
by the Contractor are of acceptable quality and meet the standards required. 

6. The Contractor shall also ensure that:  
a. Vacuum cleaners meet the Carpet and Rug Institute (CRI) Seal of Approval https://carpet-

rug.org/testing/seal-of-approval-program/certified-vacuums.  
b. Chemical concentrates that require dilutions are used whenever possible as compared to ready-

to-use products.  Dilution control equipment should be utilized to ensure correct dilutions of 
concentrates and to protect workers from exposure to concentrated chemicals. 

G. Hazard Material Communication Plan (HMCP) 
The Contractor shall submit a hazard material communication plan in accordance with the OSHA 
requirements in 29 C.F.R. § 1910.1200. The plan will list all chemical products proposed to be used in the 
performance of the contract, and include current Safety Data Sheets (SDS) for each product. The plan shall 
include documentation of training for all Contractor staff in the plan and the hazard communication 
standard. The plan shall also identify the method of labeling the Contractor will use for all chemical product 
containers, including secondary dispensing containers used on site. The standard requires the Contractor 
to maintain a copy of their written Hazard Communication Plan onsite and it must be readily available to 
employees. The Hazard Material Communication Plan is due to the CO or their designee within 15 calendar 
days after the start of the contract. The sustainable cleaning and hazard communication plans may be 
combined into a single document at the discretion of the Contractor. 

H. Occupational Safety and Health Administration (OSHA) Guideline Compliance 
The Contractor shall be responsible for compliance with all applicable federal, state, and local laws, rules, 
regulations, procedures, and guidelines regarding safety. Failure of the Contractor or their employees to 
comply with all applicable laws, regulations and rules shall permit the City to immediately terminate this 
Contract without liability, termination of such contract at City’s sole discretion. 

 

1. SAFETY DATA SHEETS - The Contractor shall furnish to the Contract Administrator copies of Safety 
Data Sheets (SDS) sheets for all products used prior to beginning service in the Facilities and must 
update copies of the SDS on an annual basis. In addition, each time a new chemical or cleaning product 
is introduced into the Facilities, a copy of that product's SDS must be provided to the Contract 
Administrator, prior to the product being used in any Facility. 
The Safety Data Sheets must be in compliance with OSHA Regulation 1910.1200, paragraph g. or SDS 
sheets. 

2. LABELING OF HAZARDOUS MATERIALS - Contractor shall comply with OSHA Regulation 1919.1200, 
paragraph f, concerning the labeling of all chemical containers. The Contractor shall purchase and 
issue all chemicals in their original containers. Materials that require precautionary warnings shall 
have affixed to all containers such labels or markings as are prescribed by law, regulatory agencies or 
this Contract. Markings or labeling of materials containing hazardous or toxic substances or wastes 
shall be in accordance with all Federal, State and County laws, ordinances, rules and regulations. 

 

https://carpet-rug.org/testing/seal-of-approval-program/certified-vacuums.
https://carpet-rug.org/testing/seal-of-approval-program/certified-vacuums.
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3. CAUTION SIGNS - Contractor shall use caution signs as required by OSHA Regulation 1910.144 
and 1910.145 at no cost to the County. Caution signs shall be on-site on commencement of 
Contract. A minimum of one sign per floor is required. 

 

4. OSHA GUIDELINES OF BLOOD PATHOGENS - Contractor shall comply with the OSHA 
Standard 29CFR1910.1030 Blood Borne Pathogens as it pertains to the training, safety, and 
equipment needed for all employees engaged in custodial service.  Contractor shall be 
responsible for compliance on date of Contract acceptance and shall provide proof to the Contract 
Administrator. Due to the nature of custodial work, proof of compliance with OSHA regulation 
1920.1200, Hazard Communication, shall be provided to the Contract Administrator upon award of 
the Contract. Personal Protection Equipment (PPE) must be kept in each janitorial closet for 
staff to use. This must be labeled as such and kept in supply at all times. This PPE must include masks 
and gloves. Until otherwise mandated by County Administration all staff members are to wear 
compliant face masks during their shift. 

I. General Cleaning Instructions and Standards 
1. General Performance Standards: 

All services shall be performed with the utmost regard for customer and staff safety as well as the 
protection of property, and all work shall be performed in an efficient, workmanlike manner and shall 
meet the highest standards for the type of service being performed. Refer to section 2.3.9 L for 
appearance and clean factors.  
A. City buildings shall be maintained in a manner that ensures a clean appearance. For the purposes 

of this contract “clean” is defined as the absence of: 
 

Cloudy film Fingerprints Mold Smudges 
Cobwebs Graffiti Odors Spillage 
Coffee Grounds Grease Oil Spots 
Debris Grime Paper Stains 
Dirt Gum Residue Tape 
Discarded materials Ink Rust Tar 
Dust Litter Scale Trash 
Encrustation Marks Scum Watermarks 

or any other extraneous matter on any surface or object in order 
to present a lustrous appearance (as applicable), and an overall 
appearance of cleanliness 

B. The Contractor shall provide a level of cleaning that is at least equal to standards defined by the 
Building Service Contractors Association (BSCA) for “adequate” cleaning. “Adequate” shall be 
defined as a cleaning standard that will provide neither serious nor repeated criticism. 

C. Surfaces: Dust and dirt shall be removed and not scattered about. No feather dusting shall be used. 
Surfaces shall be free of dust, dirt, prints, spots, and stains after cleaning is completed. 

D. Floors: All floors shall be free of dust, dirt, or streaks of any kind. No dirt or dust shall be left 
behind including under furniture, pipes, benches, chairs, worktables, doors, corners, or any other 
object that is not installed or securely fastened in place. 

E. Carpet Runners: For purposes of this contract, the top side of the runners with carpet affixed shall be 
interpreted to be carpet with respect to carpet requirements; additionally, requirements 
pertaining to carpet runners apply. Any time a liquid is to be applied to the floors as required by the 
specifications listed in this solicitation, such as mopping or waxing, all carpet runners are to and 
removed before the application, and the floors allowed to dry before replacing the carpet runners. 

F. Rest  Room  Facilities:  After  cleaning:  sinks,  toilets  and  urinals  shall  be  free  of  stains,  odors, 
deposits, and residues; metal fixtures shall be free of water spots and residues; floors, walls, and stalls 
shall be free of deposits, dirt, and residues. 
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G. Ceilings: Diffusers and heating/cooling returns shall be free of clinging dust after vacuuming. Light 
covers shall be free of dust, dirt, grime, and streaks after cleaning. 

H. Trash:  All  trash  removed  from  waste  baskets/trash  receptacles  and  other  items  specifically 
marked  "trash"  shall  be  removed  from  the  building  and  placed  in  the  designated containers 
outside the building. 

I. Carpet runners, furniture, and other items that are moved by the Contractor must be replaced. 

J. Germicidal Properties: The Contractor shall use only germicidal disinfectants that bear an 
Environmental Protection Agency (EPA) Registration Number and are EPA approved for COVID-
19 disinfection. 

K. Disinfect against SARS-Cov-2: Contractor shall follow guidelines from CDC and EPA, electrostatic 
sprayer shall be used treat hard to reach surfaces and large office spaces.  

L. Appearance factors and levels of clean (APPA Standards) 
Level-1 Orderly Spotlessness 
 Floors and base moldings shine and/or bright and clean; colors are fresh. There is no buildup in 

corners or along walls. 
 All vertical and horizontal surfaces have freshly cleaned or polished appearance and no 

accumulation of dust, dirt, marks, streaks, smudges, or fingerprints.  
 Washroom and shower fixtures and tile gleam, and are odor-free. Supplies are adequate. 
 Trash Containers and clean and odor free.  

 Level-2 Ordinary Tidiness  
 Floors and base moldings shine and/or bright and clean; colors are fresh. There is no buildup in 

corners or along walls, but there can be up to two days’ worth of dust, dirt, stains, or streaks. 
 All vertical and horizontal surfaces are clean, but marks, dust, smudges, and fingerprints are 

noticeable upon close observation.    
 Washroom and shower fixtures and tile gleam, and are odor-free. Supplies are adequate. 
 Trash Containers and clean and odor free.  

Level-3 Casual inattention 
 Floors are swept or vacuumed clean, but upon close observation there can be stains. A buildup 

of dirt and/or floor finish in corners and alongside walls can be seen. 
 There are dull spots and/or matted carpet in walking lanes. There are streaks or splashes on base 

molding. 
 All vertical and horizontal surfaces have obvious dust, dirt, marks, smudges, and fingerprints. 
 Trash containers hold only daily waste, and are clean and odor free.  

M. City Requirement of Appearance Levels Of Clean 
The following appearance levels of clean shall be maintained by the cleaning contractor  
 Level-1:  Vestibules, stairwells, visitor’s area, elevators, restrooms, showers, hallways, lobby, 

conference rooms, lunch rooms. 
 Level-2: Offices, circulating area, entrances and exits, exterior restrooms, loading docks. Parking 

garage elevators, entrances doors, stairwell doors and handrails. 
 Level-3: Pavilions, parking lots, parking garage (exception areas in level-2), exterior walkways up 

to 10 feet the building. 
2. Trash Removal and Containers: 

Contractor shall remove and dispose of all trash daily and deposit in the trash dumpsters adjacent to the locations 
or designated locations after first placing trash in tie enclosure plastic bags. Extreme care shall be taken to place all 
trash as compactly as possible to maximize space in the dumpsters. Once trash has been disposed of in the 
dumpsters, Contractor shall ensure that all covers, lids and/or containment area gates are securely closed and 
latched.  Trash containers located in each site shall be emptied daily. All trash containers shall have plastic liners. If 
a plastic liner is not contaminated with food or other vermin breeding substances, it may be re-used. Trash 
receptacles, both interior and exterior, shall be cleaned out using a neutral detergent solution. For restroom trash 
receptacles a germicidal cleaner is recommended. Covers/lids shall be replaced on outside trash and recycling 
receptacle after emptying. Wipe exterior of trash and recycling receptacles and recycling containers clean. For 
severely soiled containers, clean with detergent solution.  The Pavilions, B&O Train Station, Community Museum, 
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and Kentlands Market Square have no trash or recycle dumpsters adjacent to the facilities. Contractor shall dispose 
at nearest City facility dumpster; locations to be provided during contract kick off meeting.   

3. Hard Surface Floors – Ceramic, Vinyl, Rubber and Concrete: The Contractor shall verify that all floor 
finishes, seals, spray buff solutions and other such chemicals applied to non-carpeted floors provide 
adequate protection against slippery floors. Any observed instances of slippery or slick floors shall be 
corrected immediately upon discovery and use of Caution signs are to be used until conditions are 
corrected.   

A. Sweep, using soft hair brooms sprayed with a non-oily sweeping compound. Sweeping shall leave the surfaces 
uniformly clean of all dust and surface dirt, including corners. Surface accumulation of hardened dirt that cannot 
be loosened with the broom shall be loosened (using means not to damage the floor) to permit removal by 
sweeping.   

B. Dust mop, using floor mops treated with a non-oily floor mop compound. Dust mopping shall leave the surfaces 
uniformly clean of all dust and surface dirt, including corners and places inaccessible to the mop. Surface 
accumulation of hardened dirt that cannot be loosened with a mop shall be loosened (using means not to damage 
the floor) to permit removal by dust mopping.  

C. Wet mopping of bare floors shall be cleaned using disinfectant cleaner(s). Floors, surfaces, baseboards, and 
corners shall be clean and dry. Walls, baseboards, and other surfaces shall be clean with no marks from the 
equipment. There shall be no visible buildup of finish in corners or crevices.  

D. Damp mop, using a clean mop and clean water or neutral detergent.  Contractor shall dust mop floors prior to 
damp mopping to remove loose dirt and dust. Damp mopping shall leave the floor clean and free from streaks, 
stains and film. Scrub heavily soiled areas as needed with mop or other scrubbing equipment and strong cleaning 
solution to remove all heavy soil, stains and traffic marks. There shall be no splashes left on walls, baseboards, 
furniture or other adjacent surfaces, and floors shall be left damp, not wet. If a strong cleaning solution is used, 
floors shall be rinsed afterwards with clean water. Contractor shall not “cross-use” mops. Mops are to be cleaned 
daily, rinsed and wrung dry. Mop buckets shall be rinsed, drained and allowed to dry. Mops will not be permitted 
to stay in mopping solution for extended periods of time or overnight. Mops are to be in good condition at all 
times.  

E. Spray buff vinyl flooring (Vinyl Composite Tile - VCT) using a floor polishing machine and clean water or wax 
compatible with wax currently on the floor. Floors shall be damp mopped prior to spray buffing. Spray buff 
immediately after being damp mopped until the floor is dry and glossy. If necessary, dust mop floor after buffing 
to remove all loose waxy residue.  

F. Strip and refinish vinyl tile flooring. Prior to stripping and refinishing remove all old wax, stubborn soils and 
stains using a rotary machine, automatic scrubber, or other similar purpose equipment and liquid stripping 
solution. Strip areas in corners, at baseboards and other areas inaccessible with cleaning equipment by hand or 
other methods as necessary. The floor shall be left clean, dry, free of stripping solution and ready for a new finish.  

G. Apply wax using a new mop or other equipment according to manufacturer instructions, applying at least two 
coats. Wax shall be applied evenly and shall cover the entire floor surface. All buffers shall have white vinyl 
guards to prevent them from marring walls and moldings. Scrub and disinfect all bathroom tile floors using a 
clean mop or other cleaning equipment with germicidal cleaner, leaving floor completely clean, disinfected, and 
free of streaks, stains, mildew, odor, and film. Contractor shall sweep or dust mop prior to scrubbing to remove 
loose dirt and dust. Additionally, all cove base shall be wiped clean with a clean lint-free cloth or sponge damped 
with germicidal cleaner. Floors, base moldings, and grout shall be clean, free of debris and other foreign matter. 
The floors shall maintain their natural luster and not have a dull appearance. Mops and cleaning rags shall be 
cleaned and sanitized before and after each day of use. Mops and cleaning rags used in restrooms including 
diapering areas in restrooms and Child Care centers shall not be used to clean any other areas.  

H. Wood Floors: Water solutions shall not be used on wood flooring. There shall be no dry stripping methods used 
on wood flooring.  Stripping Floors: The old finish or wax shall be removed in accordance with standard 
commercial practices and spots shall be eliminated. There shall be no evidence of burns or wax build-up in 
corners or crevices.  Finishing Floors: Walls, baseboards, and other surfaces shall be free of residue and marks 
from equipment. Floors shall have no streaks, mop strand marks, or skipped areas. The applied finished area 
shall have a uniform luster.  Sealing Floors: Sealant must adhere to the floor. Floor areas must be evenly coated 
with a slip resistant seal.    

I. Concrete Floors: Damp mop, using a clean mop and clean water or neutral detergent. Detergent shall not damage 
epoxy floor finish. Contractor shall sweep floors prior to damp mopping to remove loose dirt and dust. Damp 
mopping shall leave the floor clean and free from streaks, stains and film. There shall be no splashes left on walls, 
baseboards, furniture or other adjacent surfaces, and floors shall be left damp, not wet. 
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4. Carpeted Floors: Vacuum carpeted floors using an industrial vacuum cleaner which incorporates 
brushing or beating action and is adjustable to thoroughly clean all carpet types and heights. Carpets 
shall be left clean of all dust, loose particles and imbedded dirt for their full depth of the carpet. If 
necessary, spot clean using a spot remover solution to clean the carpet of spots and stains. All sweepers 
and vacuums shall have white vinyl guards to prevent them from marring walls and moldings.  
A. Contractor shall move out of the way chairs, floor chair pads, trash cans, small pieces of furniture and 

free standing trash receptacles, etc. to prepare area for vacuum cleaning. Small pieces of furniture 
means all furniture except file cabinets, storage cabinets, bookcases, desks, computer furniture with 
computer equipment and any piece of furniture attached to a wall or other part of the building. 
Replace all items moved after vacuuming. Steam clean carpeted floors using a hot extraction method 
safe for all carpets, and quick drying. Immediately prior to steam cleaning, vacuum, spot clean and 
pre-treat heavily soiled areas.  

B. If necessary, corners and areas not accessible to machines shall be cleaned by hand. Moveable 
furniture (excluding desks, large tables, file cabinets, credenzas and shelving units) shall be moved 
prior to cleaning and shall be moved back into place after cleaning, placing all furniture on moisture 
barriers.  

C. Extraction (Public Areas Only): Spills, crusted materials and removable spots shall be removed 
immediately on next cleaning. Harsh brushing or scrubbing shall not be used to minimize 
deterioration or fuzzing of the carpets and rugs. Cleaned areas of carpets and rugs shall be reasonably 
blended with surrounding carpets.  

D. The Contractor shall coordinate with the CO or their designee the times when carpet shall be cleaned. 
The carpet shall be dry before customers occupy the building on the next business day. The 
Contractor shall take measures to prevent the growth of mold and is responsible for any remediation 
that may be required. Moving of furniture and equipment is to be coordinated with the CO or their 
designee. Any furnishings or equipment moved are to be returned to their original positions.  

E. Spot Cleaning: A spot is defined as approximately 12” X 12”. Carpet surfaces shall be free of removable 
spots, soiled traffic patterns, debris, gum, and crusted materials. 

5. Interior Walls 
Dust walls, moldings, doorframes, and tops of doors using a clean lint-free cloth treated with a non-oily 
cleaner to leave surfaces free of dust, loose dirt, and webs. Spot clean walls using a clean lint-free cloth 
and neutral detergent solution to leave walls free of streaks and stains. Scrub and disinfect walls, including 
switch plates and incidental hardware, vertical grills and louvers, using a clean lint-free cloth or sponge 
and germicidal cleaner, leaving walls and surfaces completely clean, disinfected, and free of streaks, stains, 
mildew, odor and film.  

6. Floor Mats and Runners  
A. The City shall furnish all mats and runners. Mats and runners shall be laid out as specified by the CO 

or their designee at main entrances, main lobbies, main and secondary corridors at all times. Mats and 
runners shall be free of spots, soiled traffic patterns, gum, and crusted materials. They shall be cleaned 
in accordance with the manufacturer's instructions. Any City provided mats and runners that are 
found to be non-repairable or cannot be cleaned shall be brought to the attention of the CO or their 
designee so they can be replaced.  

B. In the event of wet or inclement weather, mats and runners shall be placed at entrances and at other 
areas identified by the CO or their designee prior to the building occupants reporting to work. Wet or 
inclement weather mats and runners shall be removed, cleaned, and stored by the Contractor when 
the CO or their designee determines that they are no longer required. 

 

7. Fixtures and Furniture 
A. Clean and disinfect water fountains. Clean metal type fountains using a germicidal cleaner and polish 

sides of fountain with a clean lint-free cloth, leaving the water fountain free of streaks and film. Clean porcelain 
type fountains using a germicidal cleaner and dry with clean lint-free cloth. If necessary, porcelain type fountains 
shall be scoured with abrasive cleaner to remove mineral deposits.  

B. Dust and clean light fixtures using a clean dry lint-free cloth, or water and a neutral detergent if necessary, 
leaving surfaces clean of all dust, insects and other foreign matter. Empty and clean ash tray receptacles. Clean 
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the sand in sand type urns with a sand screen or sieve to remove all butts, ashes, and other debris. Wipe exterior 
of urn with a damp lint-free cloth to remove all surface soil and stains. Clean ashtrays by removing butts, ashes, 
and debris, wiping clean with detergent, and polishing with clean dry lint-free cloth.  

C. Dust furniture, including shelves, windowsills and all other surfaces, using a lint-free cloth treated with a non-
oily cleaner to remove all dust, loose dirt and webs. Move and replace small items as needed to facilitate dusting. 
Computers and other office equipment are not to be cleaned by the Contractor. Clean furniture by damp wiping 
vinyl, glass, plastic or leather furniture, and vacuuming lint-free cloth furniture to remove all loose dirt, lint and 
dust.  

D. Dust blinds using a lint-free cloth treated with a non-oily cleaner to remove all dust, loose dirt and webs. Clean 
switch plates and hardware using a clean lint-free cloth dampened with a neutral cleaner. Wipe dry and polish 
metal surfaces. Clean vertical grilles, ceiling grilles and louvers by dusting using finger duster or lint-free cloth 
treated with a non-oily cleaner, or vacuum to remove all dust, loose dirt, lint and webs. If necessary, clean with 
a clean lint-free cloth or sponge dampened with a neutral cleaner, wipe dry and polish metal surfaces.  

E. Clean rug type walk-off mats by vacuuming or sweeping to leave mat clean of all loose dirt and soil.  
F. Clean handrails, hardware and accessories using a clean lint-free cloth dampened with neutral cleaner. Wipe dry 

and polish.  
G. Clean dry erase boards and marker tray using a clean lint-free cloth leaving board and tray clean and free of 

residue.  

8. Restrooms, Locker Rooms, Break Rooms, Fitness Centers 
All areas shall be cleaned in accordance with the applicable standard service requirements outlined in 
other standards and procedures section 2.3.6. These areas and surfaces shall be cleaned and disinfected 
using EPA registered disinfectants or another product containing the same active ingredient(s) at the 
same or greater concentration. Food contact surfaces such as tenant break room counters and dining 
tables shall be cleaned and sanitized with products safe for food contact.  
A. Contractor shall perform the following work in each restroom to ensure the restroom is kept clean 

and free of odors: 
Partitions, doors, vents, sills, and walls shall have no dirt, bodily fluids, waste, and graffiti. Shower 
curtains shall be cleaned and free of mold and dirt. Shower liners present in locker rooms shall be 
cleaned and free of mold and dirt. Shower liners shall be replaced at the Contractor’s expense and at 
a minimum of annually. Locker exterior surfaces shall be free of dust and streaks. 
All areas shall be free of discarded material and trash shall be emptied to prevent the containers from 
overflowing. 

B. Dispensers: The Contractor shall provide dispensers, including dispensers in break rooms. The 
Contractor shall replenish supplies and fill dispensers as a standard service. Any Contractor provided 
dispensers must be approved by the City Contract administrator or their designee prior to installation. 
The supplies for the provided dispensers shall be compatible with the dispenser’s manufacturer’s 
requirements. Hand soaps shall not contain antibacterial agents except where required by Federal, 
State, local requirements and health codes. Monies collected from tampon and sanitary napkin 
dispensers shall be retained by the Contractor who shall provide and replenish the product at their 
expense. The Contractor shall provide dispenser batteries. In facilities where the Contractor is 
responsible for dispenser installation, the Contractor shall ensure dispensers are installed in the 
proper location. All dispensers installed at accessible lavatories and those serving the general space 
must meet the requirements for operable parts in the Architectural Barriers Act Accessibility 
Standards (ABAAS section F205 ) to ensure use by people with disabilities. Any wall or paint damages 
resulted from installation or replacement of dispensers shall be repaired by the contractor and such 
repairs shall be notified to the City contract administrator or designee and receive written acceptance 
of such repairs in writing. 

C. Receptacles: The Contractor shall provide receptacles. The Contractor, with proper training in blood 
borne pathogens, shall wear disposable gloves to empty, clean, and disinfect all sanitary napkin and 
waste receptacles. Sanitary napkin disposal containers shall be lined with new receptacle bags.  

D. Equipment: All vinyl surfaces of exercise equipment and exercise mats shall be wiped clean and have 
no dust, dirt, and spots. Cleaning shall be performed under and around without moving or lifting items. 
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E. Fixtures: All fixtures (washbasins, urinals, modesty panels, toilets, shower stalls, etc.) shall be cleaned 
and disinfected. All fixtures shall maintain a high level of luster and have no dirt, mold, mildew, streaks, 
or encrustation.  

F. Drinking Fountains/ Bottle Filling Stations (in all locations): All fountains and bottle filling 
stations shall be cleaned, disinfected, free of dirt, watermarks, and other debris or encrustations. 

G. Empty trash receptacles and sanitary napkin containers prior to cleaning and dispose of trash 
accordingly. Replace appropriate liners in all receptacles. Clean and disinfect fixtures including toilet 
bowls, urinals and sinks using a clean lint-free cloth and a germicidal cleaner. Do not “cross-use” lint-
free cloths or sponges used on toilet bowls and urinals with any other surfaces. Thoroughly scrub all 
surfaces, including outside of fixtures, pipes, fittings, wall area and floor in the immediate area of the 
fixture, leaving surfaces clean and free from streaks, stains, mildew, odor, mineral deposits and film. 
Wipe dry with a clean lint-free cloth after scrubbing. Clean and disinfect all accessories including 
dispensers, disposal, shelves, mirrors, partitions and partition doors using a clean lint-free cloth or 
sponge dampened with a germicidal cleaner, leaving the area clean and disinfected, and free from 
streaks, stains, mildew, odor and film. Wipe all surfaces dry with a clean lint-free cloth and polish 
metal surfaces. Replace restroom supplies as necessary including toilet paper, paper towels and soap. 
Supplies shall be of quality in accordance with the standards of the industry and requirements of this 
bid. Supplies, where applicable, shall be compatible with existing holders and accessories. 

9. Kitchenettes and Employee Lounge 
Contractor shall perform the work stated below for each kitchen and employee lounge to ensure that these 
areas are kept free and clean of odors. Clean and disinfect all countertops, sinks (including hardware), 
shelves, cabinets and appliances using a clean lint-free cloth or sponge dampened with a germicide 
cleaner, leaving the area and surfaces clean, disinfected and free from streaks, stains, mildew, odor and 
film. Wipe all surfaces dry with a clean lint-free cloth and polish metal surfaces. Sweep and damp mop 
flooring. Sweep using soft hair brooms sprayed with a non-oily cleaner leaving the surfaces uniformly 
clean of all dust and surface dirt, including corners. Damp mop, using a clean mop and clean water or 
neutral detergent. Damp mopping shall leave the floor clean and free from streaks, stains, and film. Scrub 
heavily soiled areas as needed with mop or other scrubbing equipment and strong cleaning solution to 
remove all heavy soil, stains and traffic marks. There shall be no splashes left on walls, baseboards, 
furniture or other adjacent surfaces, and floors shall be left damp, not wet. If a strong cleaning solution is 
used, floors shall be rinsed afterwards with clean water.  

10. Glass Surfaces 
Clean all interior and exterior glass surfaces and mirrors with an appropriate glass-cleaning product. 
Where applicable clean both sides; wipe dry and polish, leaving glass transparent and/or free of streaks 
and smudges. All dirt, grease, insects and foreign material shall be cleaned from sashes, sills, jambs and 
mullions. When cleaning exterior glass doors, Contractor shall include all glass storefronts adjacent to 
the entrance doors, and up to 10 feet above ground level.  

11. Pressure Washing 
Power wash concrete deck and walkways with 2000 to 3000 psi water pressure with an optimum flow 
rate of 4 gallons per minute. Contractor shall provide equipment. Turbo nozzles shall be utilized to cut 
through heavily soiled areas, but Contractor shall take care and keep the nozzle in constant motion to 
avoid unevenly cleaned areas. Contractor shall scrape away and remove any gum and other substance 
on the concrete prior to pressure wash. No chemicals shall be used during the power washing process, 
unless deemed necessary to remove grease or oil. If necessary, the Contractor shall use the chemical 
cleaner only after it has been approved by the Contract Administrator. Chemical cleaner shall be applied 
as directed. 

12. Bodily Fluids Cleaning 
All custodial staff shall complete annual blood borne pathogen training by attending online OSHA BBP. 
Contractor shall have the ability to provide a crew, PPE, HazMat equipment on an as needed basis, to 
properly clean and dispose of bodily fluids and any bio-hazardous waste as the result of the cleaning. 
Bodily fluid may include urine, blood, vomit, etc., in small to moderate quantities. When this type of 
cleaning is requested, Contractor shall follow the CDC standards and procedures for cleaning and 
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disposing of bodily fluids. Locations for cleaning bodily fluids are not restricted to the specific locations 
listed, but may include areas in or around any and all City facilities, property and/or vehicles. 

13. Surfaces 
A. Horizontal Surfaces: Routinely wipe down all solid, high-touch (frequently touched) surfaces with 

cleaning products containing soap or detergent. All horizontal surfaces (within approximately 10 feet 
from the floor) shall be wiped clean and free of dust, dirt, or smudges. Cabinets and desks with papers, 
computers, and keyboards shall not be disturbed.  

B. Metal, Brass, Woodwork, and Stainless Steel: Surfaces (including corners, crevices, moldings, ledges, 
handrails, grills, doors, door knobs, door frames, kick plates, etc.) shall be wiped cleaned and have no 
dirt, dust, streaks, spots, or smudges. 

C. High-Touch Surfaces: The Contractor must routinely wipe down all solid, high-touch (frequently 
touched) surfaces with cleaning products containing soap or detergent. Cleaning products, methods 
and application should be chosen so as not to damage interior finishes or furnishings, Examples of 
high-touch (frequently touched) surfaces include, but are not limited to the following: handrails, door 
knobs, access control panels, light switches, countertops, water faucets and handles, elevator buttons, 
sinks, toilets and control handles, table tops, restroom stall handles, toilet paper and other paper 
dispensers, door handles and push plates, and water cooler and drinking fountain controls.  

14. Refrigerator 
Contractor shall clean City furnished refrigerators in conference rooms and lunch rooms as per City 
provided schedule. Cleaning scheduled shall be developed in collaboration with the City staff and 
schedule be posted on each refrigerator door. Remove and dispose food container as per City staff’s 
instructions and clean and wipe stains and disinfect with food safe approved cleaners, detailed 
instructions will be provided once cleaning scheduled are developed.   

15. Elevators and Stairways 
Door Tracks: Tracks shall be cleaned and free of dirt, built up grime, and other matter.  
Exterior and Interior Car Surfaces: Surfaces shall be cleaned and have no marks, streaks or smudges. 
Carpets and floors shall be free of removable spots, dirt, and debris. Floors requiring a finish shall be 
maintained at a high luster. Exposed Surfaces, Treads, Risers and Landings: Stairways, escalators, 
entrances, landings, railings, risers, ledges, elevator panels and buttons (inside and outside of the 
elevator cab), grills, doors, radiators, and surrounding areas shall have no dirt, litter, residue or grime. 

16. Interior Window Washing  
The windows shall be cleaned and free of dirt, streaks, and shall not be cloudy. Window sashes, sills, 
woodwork, and other surroundings of glass shall be wiped clean and free of drippings. Windows shall be 
cleaned once per year. Cleaning frequencies requested by City that are above the ‘once per year’ standard 
shall be completed on a reimbursable basis and be approved by the City Contract administrator their 
designee. In the event there is blast protection film, the Contractor shall follow the manufacturer's 
recommendations for appropriate window cleaning methods. The Contractor shall comply with 
ANSI/IWCA I-14.1, and all Federal, State and local regulations. 

17. Blinds and Coverings (Not Including Drapes, Curtains and Unique Coverings)  
Dusting of Blinds and Coverings: All blinds, coverings, cord tapes, and valances shall be wiped clean and 
have no dust and spots. Blinds and coverings that are not operating properly shall be reported to the City 
CA or their designee for repair 

18. Fine Arts Collection  
The Contractor shall work with the City CA or their designee to identify artworks in the building which 
are considered part of the City’s fine arts collection. The Contractor shall work with the City CA or their 
designee to determine the best way to ensure that regular maintenance such as floor polishing, dusting, 
and window washing are accomplished in these areas; and to identify and help mitigate site-specific 
hazards such as pests that may damage the artworks. Decorative surfaces and artwork should not be 
cleaned, adjacent surfaces should only be wiped clean (no spraying) and acids, peroxides, alcohol and 
chlorine bleach should not be used on historic materials. Also, the CDC and EPA do not endorse the use 
of fogging applications. The Contractor shall use cleaning products in accordance with directions 
provided by the manufacturer. 
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19. Historic Buildings  
The Contractor shall work with the City CA or their designee to identify materials in historic buildings 
that require special care. Decorative surfaces should not be cleaned, adjacent surfaces should only be 
wiped clean (no spraying) and acids, peroxides, alcohol and chlorine bleach should not be used on 
historic materials. Also, the CDC and EPA do not endorse the use of fogging applications. The Contractor 
shall use cleaning products in accordance with directions provided by the manufacturer. The Contractor 
shall work with the City CA or their designee to determine the best way to ensure that regular 
maintenance does not harm historic materials and finishes. 

20. Concessions (Cafeterias, Snack Bars and Vending Machine Areas)  
The Contractor shall be responsible for cleaning and disinfecting the concession areas (cafeterias, snack 
bars, coffee bars, and vending machine rooms). The Contractor is responsible for trash and recycling 
collection and removal. The Contractor shall clean, disinfect and ensure the areas are free of spillages, 
food crumbs, spots, smudges, marks, and soil build-up. These areas include: 1) serving area floors , 2) 
floors in the dining area,  3) interior windows (including ledges and frames) and 4) cleaning of dining 
room equipment (tables, table tops and bases, chairs, booths, counters, tray carts, furniture, water 
stations, and trash/recycling collection stations). Also, food contact surfaces such as public area service 
counters and dining tables shall be cleaned and sanitized with products safe for food contact.  

21. Excrement Removal (Human, Bird and Animal)  
Cleaning: All steps, stairs, entrances, sidewalks, arcades, landings, and balconies shall be cleaned of 
excrement only by staff fully trained in Center of Disease Control & Prevention (CDC) precaution 
protocols. Contractor staff shall use the appropriate protective measures and wear personal protective 
equipment as required by CDC when cleaning areas contaminated by excrement. Knowledge of safety 
requirements in cleaning areas contaminated by bat, pigeon, or other avian pest excrement is required. 
The Contractor shall fully train all employees designated to perform these services in accordance with 
Occupational Safety and Health Administration (OSHA) standards and OSHA approved Federal, State, and 
local regulations. 

22. Janitorial Porter Services   
Contractor’s Porter staff are required to perform the following tasks along with general cleaning services: 
Re-arranging furniture and furnishings, special event cleaning support, moving furniture from storage to 
program spaces, setup tables, chairs and furnishings as directed by City staff, clean and disinfect 
furniture, upon end of events/programs staff require to clean to move furniture back into storage area 
within the facility. Set up and remove sports equipment as directed and trained by the City staff. The 
following facilities need Janitorial porter services, 

a. Activity Center at Bohrer Park 
b. Casey Community Center 
c. Benjamin Gather Center  (additional services at hourly rate-as needed basis) 
d. Kentlands Mansion (additional services at hourly rate-as needed basis) 

The City may add additional facilities for these services as required. 

23. Emergency Services - defined as unscheduled cleaning or porter services, any prescheduled services or 
services requested when cleaning staff already present at City facilities for regular cleaning or scheduled 
cleaning shall not be considered as emergency services.  

24. Leaf Removal  
The Contractor shall remove leaves in front of building entrances and exits. Throughout the year, the 
Contractor shall remove minor accumulations due to isolated leaf drop and shall check all storm drain 
openings on the premises within 10 feet of building perimeter and remove any leaves or debris that have 
accumulated. 

J. Storage 
City Contract Administrator shall coordinate and provide the Contractor designated on-site storage areas to 
store cleaning materials and supplies. Contractor responsible installing shelving as needed to organize and 
store supplies and equipment. Contractor shall maintain the storage areas in hazard-free, neat, clean and safe 
condition. 



Request for Proposal 2023-001  
Custodial Services for City Facilities Page 14 

K. Access to Locations 
Contractor will be given access to all locations by the Contract Administrator. The City Contract 
Administrator will provide the Contractor City issued proximity access ID cards and/or keys, security codes 
to access the locations. Contractor shall be responsible for the safe keeping of all proximity cards, keys and 
codes while in their custody and shall not be shared with any persons other than the Contractor’s employees 
and proximity cards with photo IDs are assigned to specific employee and shall not be shared between 
contractor’s staff. Contractor shall report all lost or stolen cards and keys to the City Contract Administrator 
within twenty-four (24) hours after discovery of the loss. Contactor shall reimburse the City for the total cost, 
as determined by the City, for re-keying the facility or for duplicating additional keys. Upon expiration or 
termination of the contract, the Contractor shall immediately return all City issued keys, badges and cards to 
the Contract Administrator. Contractor shall be responsible for any lost keys, card keys and any inherent 
damages (i.e. rekeying of whole facility). The decision to re-key the whole facility is solely that of the City. 
Upon completion of the contract, final payment shall be withheld until all issued keys, badges and cards are 
returned to the City Contract Administrator.  

L. Snow Removal During cleaning hours City may ask custodial staff to remove snow from building entrance 
and exist ways up to 10 feet from doorways and apply ice melt. The City will provide shovels, scrappers and 
ice melt as needed. 
 

M. Electronic Time Reporting 
The Contractor shall provide an electronic time tracking system for tracking hours worked by the contractor. 
This system will be required for every facility in this contract. The use of sign in sheets and timecards will 
not be accepted as a way of tracking time. The electronic time reporting documents will be provided to and 
reviewed by the City contract administrator every two weeks to ensure the contractor is providing at least 
the minimum number of hours required by this contract. 

N. Protocol for Measuring and Monitoring Cleaning Effectiveness 
This section sets forth a protocol for measuring and monitoring cleaning performance in institutional and 
commercial facilities. A standardized protocol of this nature is critical in assessing the effectiveness of a 
facility’s cleaning program, geared toward providing a clean healthy indoor environment for the benefit of 
all who occupy that facility, including employees and visitors.  
Information collected through this process is critical in improving cleaning effectiveness as well as ensuring 
that a desired level of cleanliness is maintained.  

1. Written Plan  
A facility shall develop and implement a comprehensive written plan describing the process to be used 
to measure and monitor the effectiveness of the cleaning processes used by the facility. The written plan 
shall include, at a minimum, the elements contained in this section.  

2. Building Audit  
A. A building audit shall be conducted to establish baseline conditions and otherwise assess the level 

of cleanliness of a facility. This audit involves a walk-through inspection of the facility and seeks to 
simply answer the question: “Does the facility look and smell clean?” Two sample building audit 
forms are provided for reference in Exhibit D, the Long Form is a comprehensive format covering 
cleaning and maintenance activities common to most institutional and commercial facilities. Short 
Form is a more concise format covering cleaning activities only. These sample building audit forms 
should be adapted to meet the particular needs of a facility. The building audit should be conducted:  

 Initially upon implementation of the Clean Standard to establish baseline conditions;  
 Four times per year (once per quarter) to be scheduled at the convenience of staff and performed 

consistently each year; and  
 Whenever there is a significant change in conditions or procedure (e.g., new cleaning program, 

significant construction activity, etc.)  
B. A completed building audit provides a record of the conditions of specific locations within the facility 

as well as an overall assessment of the facility’s condition.  
C. Upon completion of each audit contractor shall submit audit reports to City Contract Administrator 

for review, Audit records shall be submitted should be maintained for 3 years along with a summary 
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of findings and suggested changes. This summary consolidates the findings of the audit into a 
concise dated document for implementation and follow-up. 

3. High Touch Points  
A. A Contractor shall identify “high touch points” (HTPs) within the facility that shall include, but not be 

limited to: (a) desks and similar surfaces such as work tables, (b) cafeteria or breakroom tables, (c) 
restroom stalls and stall doors, and (d) sink fixtures and sink surroundings, especially in restrooms.  

B. Contractor may wish to include other high touch points based on experience or unique 
circumstances, etc., such as floors, drinking fountains, doorknobs or handles, doors, countertops, and 
handrails. Contractor shall clean HPTs four (4) times a year. 

4. Effective cleaning measuring system - Contractor shall develop scoring system similar to ISSA standards 
for measuring methodology (ATP-RLU table) in order to measure effectiveness of their cleaning. Upon 
their monthly comprehensive inspections each building shall be scored and compared with baseline 
score to determine which buildings need improvements and implement quality improvement plans.     

 

O. Quality Control, Quality Assurance Plan 
Contractor shall develop and implement a comprehensive written plan describing the process to be used to 
measure and monitor the effectiveness of the cleaning processes used by the Contractor. Finalized plan shall 
be submitted to the City Contract Administrator for review acceptance, Plan shall include, at a minimum, 
the elements contained in this section.  
1. Quality Control Program (QCP) - The Quality Control Program is a system for identifying and 

correcting deficiencies in the quality of services before the level of performance becomes unacceptable. 
Preparation of this document is the responsibility of the Contractor.  After contract award and prior to 
mobilization, the Contractor shall develop a Quality Control (QC) Plan that establishes procedures and 
responsibilities for controlling the quality of work to be performed. The Contractor is responsible for 
the implementation of the QC Plan and plan shall include at a minimum the following cleaning objectives. 

A. Restorative Cleaning (Deep Cleaning) - Intense services that may be performed multiple times 
per year, but more likely performed annually or less (e.g. stripping and refinishing)  

B. Routine Cleaning - Tasks performed at least once daily or multiple times a month (e.g. daily, 
weekly, two times per month, three times a month, etc.)  

C. Sanitize - This is the process of removing dirt and certain bacteria so that the number of germs is 
reduced to a level that the spread of disease is unlikely.  

D. Service Calls - Service calls are considered standard service requirements, such as nonrecurring 
requests for rearranging of furniture in a conference room, special events support, spills, 
replenishing restroom supplies, etc.  

E. Spot Mopping - A type of mopping usually associated with the cleaning of spills that occur during 
operating hours or mopping only noticeable soiled areas to reduce labor hours.  

F. Standard Services - A standard service is defined as all the services that are included in the 
monthly price or are defined in the contract document. Prices are to include all applicable labor, 
materials, supplies, training/certifications, equipment (except as otherwise provided), 
supervision, and management.  

G. Stewardship - This is the responsibility for managing, conducting or supervising the quality, state 
or condition of a commercial or institutional building.  

H. Strip and Refinish - The restorative process of removal of all pre-existing coats of seal and/or 
finish (getting down to the bare floor), detailing all corners, edges and cove base followed by 
multiple applications of seal and/or finish to protect the floor and enhance appearance.  

I. Stripping Chemicals - Aggressive chemicals designed to remove old floor finish. Stripping 
chemicals are generally high alkaline (sometimes bordering on caustic) and can be damaging to 
some floor coverings.  

J. Wet Mopping - The process for removal of soil adhered to a hard flooring surface and includes; 
spot, damp, wet and aggressive mopping techniques. 



Request for Proposal 2023-001  
Custodial Services for City Facilities Page 16 

Part of quality control program shall include daily visual inspection of all sites shall be made of all 
areas by the Contractor’s supervisor to ensure that a high-quality standard of cleaning is being 
maintained.  

The City reserves the right to use a checklist of duties for any location if deemed necessary. Supervisor 
shall use standardized checklist for daily inspections and such reports shall be submitted the City 
contract administrator weekly. 

2. Review of Contractor's Quality Control Program (QCP) – Prior to mobilization the Contractor is 
required to prepare QCP and submit copy of the plans for City reference. During the first 6 months of 
the new base year the contract administrator will review the Contractor’s QCP files monthly. If 
acceptable, the review shall be reduced to a quarterly basis. If quality drops, contract administrator will 
inspect Contractor QC files at a higher frequency (i.e. weekly, monthly) to determine if proper controls 
are being implemented. Contract administrator will review Contractors QC files to determine if:  
a. Routine Inspections are being performed as outlined in the Contractor’s QCP. 
b. Documentation is being performed in accordance with Contractor’s QCP. 
c. QCP is effective which shall be determined by reviewing the City’s own inspection reports and 

complaints and comparing them with inspections/documentation accomplished by the Contractor. 
Reviews should determine if there are differences between what the Contractor thinks and shows 
is acceptable versus what the Government accepts. 

If QCP is not effective, City contract administrator or designee may request contractor to revise QCP to 
better achieve desired quality.   

3. Training Records Review - The Contractor is responsible for providing trained personnel that know 
their job assignments and are capable of performing them satisfactorily. In addition, the Contractor is 
responsible for providing training throughout the contract. The City will review the Contractor’s 
training plans and records to ensure they are complying with this requirement. 

4. Quality Assurance Surveillance Program - This Quality Assurance Plan (QASP) is designed to provide 
the City with an effective surveillance method of monitoring and evaluating the Contractor's 
performance for custodial and related services, program intended to ensure that the Contractors are 
achieving the performance quality levels required under the custodial and related services contracts 
and focusing on the Contractors' quality control program. The City periodically validates the execution 
of the Contractors' quality control program by reviewing such areas as the Contractors' inspection 
forms, service call logs, facility users’ complaints, facility users’ satisfaction surveys, and the timeliness 
of corrective actions.  Inspections conducted through the QASP and histories of contractor performance 
also help ensure that contract awards and deductions are executed in accordance with the contract 
requirements. 
A. Methods of Surveillance - The method of surveillance is based on the performance of the contract 

terms and specifications. Each requirement will describe the tasks to be performed and the standard 
for successful performance. City intends to monitor and evaluate the Contractor's performance based 
on any or all of the following surveillance methods: 

1. Periodic Surveillance Inspections  
This method consists of selected surveillance tasks by the City that do not require 100 percent 
Inspection, or are performed on a random basis. The contract administrator or designee will 
evaluate the Contractor’s reports, surveys, etc. on a daily, weekly, biweekly, monthly, quarterly, 
semiannual, annual or biennial basis. 

2. Facility Users’/ Facility Managers Interviews  
All facility users/facility managers concerns will be documented and evaluated on a planned 
schedule developed by the City Contract Administrator or designee. This method may help the 
City to focus on areas that may require further action by the Contractor. 

3. Service Request Documentation  
This method of surveillance will provide information to the City, such as identification of the 
types of service requests received, the frequencies of service requests, corrective action taken, 
timeliness of completion, and any other pertinent data. At a minimum, this method must be 
performed on a monthly basis. 
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4. Tenant Satisfaction Surveys  
The City conducts surveys for facility users/managers (will be identified the City). These surveys 
gather important data in many areas, including specific categories pertaining to the operation 
and maintenance buildings. The surveys provide the Contract Administrator with satisfaction 
scores that can be further evaluated to determine if there are any weaknesses within the various 
programs. There are various measures that can be taken, such as reviewing the survey’s 
comments, obtaining further feedback from the users/managers, or sharing the information 
with the Contractor to establish a plan of action. 

P. Uniforms - Contractor’s employees must wear uniforms at all times while on City property identifying the 
Contractor’s business name and the employees name. The City will provide photo identification cards that 
must be worn at all times while working in City facilities. Contractor and his employees, while on City 
property, must comply with the Maryland Occupational Safety and Health Act (MOSHA) of 1973 and any 
amendment thereof. 

Q. Lost and Found - Any articles found by the Contractor’s employees while on a City property shall be turned 
to City Contract Administrator or designee who will take responsibility of the found property. 

R. Equipment - Contractor shall furnish and maintain all equipment necessary to perform the janitorial 
services. The equipment must be of sufficient quality to meet or exceed requirements for 
commercial/industrial cleaning. All equipment shall be in good, safe working condition and properly 
maintained throughout the term of the contract. Contractor shall have physical possession of all required 
equipment prior to award. Prior to award at a central location, the Contract Administrator shall require a 
walk-through for inspection of all pre-award required equipment that shall be used for this contract. The 
Contractor and the Contract Administrator shall cooperatively map out a meeting location prior to award 
of this contract in order for the inspection of required equipment to take place. The City of Gaithersburg 
reserves the right to inspect the Contractor’s equipment at any time prior to and/or after the award of the 
contract. Any equipment determined to be in poor condition shall be replaced immediately (before the next 
scheduled cleaning) at the Contractor’s expense.  
Several City buildings have large surface areas of rubber floor finish, contractor shall use an automatic walk 
behind floor sweeper (wet/dry) and store onsite for cleaning staff to use on their daily cleaning routine. 
Activity Center requires contractor to have automatic walk behind (wet/dry) floor sweeper to maintain 
gymnasium and other floors in this location.   

S. Equipment Maintenance - Contractor shall develop equipment preventative maintenance program and this 
program shall be part of overall quality control program. Equipment shall be inspected on regular basis 
prior to each use for safety and proper operation. Vacuum cleaners bags or dust collectors shall be emptied 
regular basis, dust and EPPA filters shall be replaced and cleaned as recommended by equipment 
manufacturer, electrical cords and moving parts of cleaning equipment shall be inspected prior to each use.  

1. Contractor shall develop equipment quarterly preventative maintenance program which includes 
check lists for each type of equipment and all maintenance program shall be in compliance with 
equipment manufacturer, contractor shall share inspections reports with City contract 
administrator upon request.  

2. Contractor shall prepare SOP (Standard operating procedures) for each of the equipment, custodial 
staff shave have proper training prior to use of any equipment, and training records shall be 
maintained in written format with trained staff signatures acknowledging they received the 
training.  Contractor’s vacuums used to clean City buildings shall not exceed nose levels 65db.  

T. Accident Prevention and Protection of Facilities and Occupants - Precautions shall be exercised at all times 
for the protection of persons and property. Contractor performing services under this contract shall 
conform to all relevant OSHA, State, County, and City regulations during the course of such effort. Any fines 
levied by the above mentioned authorities for failure to comply with these requirements shall be borne 
solely by the Contractor. 
Barricades and/or signage shall be provided and posted by the Contractor when work is performed in areas 
traversed by persons, or when deemed necessary by the Contract Administrator. When washing or waxing 
floors, warning signs must be placed in the area making the public aware of the conditions of the floor. Signs 
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shall remain in place until floors have thoroughly dried. Once dry, signs shall be removed and stored in 
janitorial closets (if applicable) or with the Contractor. 
Contractor shall provide for a neat, clean, and safe environment at all times. All vehicles, trailers, and other 
equipment must be in proper working order. Contractor’s vehicles must be clearly marked with the 
company’s name and/or logo. 
Contractor shall take all necessary precautions to protect existing City equipment, Contractor’s equipment, 
City facilities, and occupants from damages or harm caused by any work. Damage by the Contractor to any 
person or property, public or private, shall be repaired and/or compensated by the Contractor, at no cost to 
the City. Any damages or injuries shall be reported to the Contract Administrator, in writing, within 24 hours 
of occurrence. Prior to leaving the building and/or completed section of the location being serviced, it shall 
be the responsibility of the Contractor to close and lock all windows, turn off all lights (except if otherwise 
directed) and securely fasten and/or lock all doors. Contractor shall leave work site clean and free of any 
tools and other materials related to the work. Contractor shall prohibit employees from disturbing papers 
on desks, opening desk drawers or cabinets, using computers, telephones, office equipment or any other 
equipment located in offices.  

U. Employees 
1. Contractor shall maintain a fully qualified work force and shall make available throughout the period of 

the contract a sufficient number of employees to perform all required services within the hours 
indicated in the schedule. 

2. Contractor’s employees shall be thoroughly trained and instructed as to the required duties and 
methods of performance for each location serviced. All employees, while on site, shall receive close and 
continuing first line supervision. Additionally, all employees shall maintain a courteous and respectful 
attitude toward the public and City personnel at all times. At no time shall there be any soliciting or 
requesting of gratuities of any type. 

3. Contractor’s employees shall work quietly and unobtrusively to avoid interfering with the work 
environment of the locations being serviced during normal business hours. 

4. Within ten (10) days of award, the successful Contractor shall furnish to the Contract Administrator a 
list of names of the employees assigned to the contract. An updated list shall be submitted to the 
Contract Administrator when changes of employees occur. 

5. Contractor shall obtain and maintain criminal background checks on all employees assigned to this 
contract prior to the start of the contract or upon employment during the contract period. Contractor 
shall inform the City of Gaithersburg of any criminal convictions of any type, for any contract employee, 
prior to the start of the contract. Contractor shall provide copies of the background checks to the 
Contract Administrator fifteen (15) days prior to the start of the contract or if a new employee, ten (10) 
days prior to beginning work at any City location. 
Background checks by the contractor shall consist of the following: 
 National, State of Maryland, County and local criminal history checks. 
 Organized Crime checks 
 Fingerprints checks 

6. City of Gaithersburg may conduct its own additional background checks for the contractor’s employees 
assigned to work in high security areas. 

7. The City may require the dismissal of any employee who the City determines, at its sole discretion, as 
incompetent, careless, insubordinate, or who violates any governmental law, rule or regulation in a City 
facility. The City may require at its sole discretion, reassignment and restricted access of any employee 
the City believes may be a security risk. 

8. Contractor shall submit background checks every two (2) years during contract terms for its staff assigned to work 
in City of Gaithersburg facilities.   

V. Supervisor 
Contractor's supervisors shall be thoroughly familiar with all phases of the contract work and shall possess 
a minimum of two (2) years of supervisory experience managing janitorial crews and overseeing janitorial 
services. The Contract Administrator shall review each supervisor's qualifications and should a supervisor 
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lack the necessary qualifications, the Contractor shall replace such supervisor with a more qualified person. 
Supervisors shall be well qualified to operate all equipment under their charge and be able to train the 
Contractor’s employees in its operation. Contractor’s supervisor(s) must be able to understand and 
communicate in English both spoken and written. Contractor’s supervisor(s) shall each day be responsible 
for inspecting and confirming that each location was properly cleaned according to the frequency and 
cleaning specifications of this bid. 

W. City Holidays and Inclement weather 
The City observes the holidays listed below. If holiday fall on Saturday, Friday prior to that day will be a 
holiday if it falls on Sunday following Monday will be a holiday. 

 New Year’s Day 
 Martin Luther King Day 
 President’s Day 
 Memorial Day  
 Juneteenth Day 
 Independence Day  
 Labor Day 
 Veterans Day 
 Thanksgiving Holiday (Thursday and Friday) 
 Christmas. 

Veterans Day-Activity Center opens from 3:00pm-10:00pm, contractor shall provide services during these 
hours. 
Juneteenth Day- Activity Center and Casey Community Centers are open, contractor shall provide services 
as per contract at these facilities. 
New Year’s Eve and Christmas Eve-Activity Center and Casey Community Center facilities closes at 
4:00pm, contractor shall provide all services until facility closes. 
Pavilions are open during holidays-Contractor shall provide services as per contract at these facilities.  
Inclement Weather- City will post facilities closures due to inclement weather on City website, 
https://www.gaithersburgmd.gov/ 
Contractor responsible for checking such closures and notify their staff as needed, if facilities closed for two 
or more consecutive weekdays, City will negotiate adjustment to monthly services cost for service not 
provided during city closure. 
Certain essential facilities open during inclement weather such as Police Station and Public Works facilities, 
contractor shall make possible efforts to provide basic custodial service (such as servicing trash recycle 
receptacles, clean and disinfect restrooms, mop and sweep common hallways and corridors, lunch rooms, 
etc.). 

2.4. Minimum Qualifications of Offerors 
The City of Gaithersburg reserve the rights to reject proposals not meeting the minimum requirements. The 
Offeror shall be a competent and experienced contractor with an established reputation within the community.  
Offeror shall have performed similar work for minimum period of five (5) years. Offeror shall furnish a 
representative list of five (5) projects involving work as specified, two of which shall be last jobs completed.  
If an Offeror provided similar services to the City of Gaithersburg within four (4) years from the date of this 
solicitation, requirement of minimum 5 years’ experience doesn’t apply.    

2.5. Contract Period and Renewals 
A. The resultant contract period shall be from the date of contract awarded through June 30, 2024. 
B. By mutual agreement of parties, the resultant contract will be automatically renewed at five (5) additional 

one-year periods at a time through June 30, 2027.  
  

https://www.gaithersburgmd.gov/
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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:  July 8, 2022  N/A 
B. Pre-Submission Meeting:  July 14, 2022  at 10:00 AM 
C. Offeror Questions Due in Writing:  July 21, 2022  by 5:00 PM 
D. Q&A Addendum Issued:  July 26, 2022  by 5:00 PM 
E. Submission Deadline:  August 4, 2022  by 5:00 PM 

 

3.2. PRE-SUBMISSION MEETING  
A. A mandatory Pre-Submission Meeting will be held at the location shown below on the date and at the time 

specified in the Solicitation Schedule.  Attendance of the Pre-Submission Meeting is mandatory and is 
strongly encouraged. Offerors that do not attend the meeting shall not be allowed to submit a proposal. 
Offerors are encouraged to bring a copy of all the Solicitation Documents to the Pre-Submission Meeting; 
the City will not provide copies. 

 

City of Gaithersburg  
Activity Center (next to Gaithersburg High School)  
506 South Frederick Avenue,  
Gaithersburg, Maryland 20877 
 

B. Optional Pre-Submission Walking Tour 
An optional walking tour will commence immediately following the pre-submission meeting. The tour will 
include site visits to Activity Center, Skate Park, Water Park and Casey Community Center, Old Town Youth 
Center, Robertson Park Youth Center, Public Works. Contractor may visit public parking facility without City 
staff’s escort. 
Offerors are encouraged to become familiar with and take into consideration, site conditions, nature of the 
work, and potential difficulties to be encountered in performance of the work which may affect the work 
and check all dimensions at each site. 
No plea of ignorance of conditions that exist or may hereafter exist on the site of the work, or difficulties 
that may be encountered in the execution of the work, as a result of failure to make necessary investigation 
and examination, will be accepted as an excuse for failure or omission on the part of the contractor to fulfill 
in every detail all requirements set forth herein. 
The Offeror, in carrying out the inspections, shall employ methods or means as to not cause interruption of 
or interference with the City programs and work of any other contractor, or City personnel at the site. 
Offeror shall not visit City facilities for inspection purposes without City’s prior approval.  

 

3.3. SUBMISSION OF OFFEROR QUESTIONS 
All questions regarding this Solicitation: (i) shall be submitted in writing 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. The City’s responses to questions received will be issued via Addendum to this solicitation on the 
date specified in the Solicitation Schedule. 

 

  

mailto:procurement@gaithersburgmd.gov
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4. PROPOSAL PREPARATION AND SUBMISSION INSTRUCTIONS 
4.1. PROPOSAL PREPARATION  

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

A. TECHNICAL PROPOSAL 
i. Executive Summary 

A cover letter prepared on official business stationary signed by an individual authorized to bind 
the Offeror to its Proposal and shall include the contact information of an individual to whom the 
City should direct correspondence. This section shall summarize the organizational structure and 
size of the business, and provide the business’s date of organization and current principal and 
place of business, additional locations, and services offered – with emphasis on information 
related to this solicitation, history, vision, philosophy, and policies or plans for Diversity/Racial 
Equity and Sustainability. 

ii. Understanding of the Requirement and Technical Approach 
a. Discussion of the requirements as they are analyzed by the Offeror and proposed scope of work 

directly correlated to this solicitation. 
b. Discussion of the Offeror’s awareness of the potential difficulties in the completion of this 

undertaking and resolution strategies, as well as any alternative approaches. 
c. Preliminary Work Plan that describes the phases into which the proposed work scope can be 

logically divided and performed and a timeline for executing the plan. 
d. Contract administration methodology specific to the City. 
e. Performance measurement and monitoring plans specific to meet City requirements. 
f. A proposed list of equipment including the manufacturer and model along with the quantity 

currently owned by the Offeror.  
g. Quality Control, Quality Assurance, Quality Improvement plans specific to meet City 

requirements. 
h. Samples of inspection reports, digital tools used to manage City Contract requirements. 
i. Staff training programs.  
j. Staff safety trainings. 
k. Green cleaning programs. 
l. On-call and emergency response plan. 
m. List of equipment owned by Offeror/firm currently that are required to perform tasks to meet 

contractual obligations which shall include hardware, administrative tools and staffing level. 
iii. Organizational and Staff Experience 

Offerors must describe their qualifications and experience in performing the work prescribed in 
this solicitation, and include resumes, certificates of all staff proposed to assign for this contract. 
Offeror shall submit detailed qualifications and experience for the proposed supervisor, contract 
administrator that will be assigned for the City Contract that may result from this solicitation, once 
contract awarded these personnel can’t be changed without City’s prior approval. 

iv. References 
Offerors must provide at least five (5) customer references for similar or related tasks performed 
for organizations of similar size and complexity. A reference sheet is provided in Attachment A of 
this solicitation. 

B. COST PROPOSAL 
This Section of the Proposal include all costs necessary to complete the scope of services and meet  
requirements set forth in this solicitation, hourly rate shall include fully burdened costs. The City 
reserves the right to add or delete any item(s) from the bid in whole or in part at the City’s discretion. 
The Proposal shall include a complete and signed Price Proposal Form, which is included in 
Attachment B.  

 

i. Rates  
All labor rates for additional and/or emergency work requested on this bid shall be inclusive of all 
labor, equipment, materials, tools, incidentals and any charge necessary to complete the work. No 
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additional charges for mobilization, demobilization, equipment transport, fuel, and fuel 
surcharges, disposal fees/increases, travel time, mileage or wait time will be allowed.  
Modification to the City provided Price Proposal Sheet/s are not allowed, any Offeror submit 
modified/revised price sheet may be disqualified and considered nonresponsive.  

ii. Price Adjustments 
a. All prices quoted must be held firm for the first base contract years through June, 2024. Prices 

quoted shall include all direct and indirect overhead costs including but not limited to 
transportation, general and administrative costs, taxes, materials, insurance and equipment 
normal and customary to the trade. 

b. A request for price adjustment is subject to approval or rejection by the City. Annual changes 
in cost for any subsequent contract years may be based on the Consumer Price Index (CPI), or 
other relevant indices, not to exceed 3%. The request for a change in the unit price shall include 
as a minimum, (1) the cause for the adjustment; (2) proposed effective date; and, (3) the 
amount of the change requested with documentation to support the requested adjustment (i.e., 
appropriate Bureau of Labor Statistics, Consumer Price Index (CPI), for all urban consumers 
issued for the Washington, DC Metropolitan Area by the United States Department of Labor’s 
Bureau of Labor Statistics, change in manufacturer's price, etc.).  

c. The request for the increase must be accompanied with supporting documentation justifying 
the requested price adjustment. Price increase requests shall be submitted sixty (60) prior to 
each contract term expiration. A price increase, if approved, shall be effective sixty (60) days 
from the date of receipt of the Contractor’s request and shall be in effect for a period of one 
year. 

C. 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/Propose 
c. Proposal/Bid Submission Certification 
d. References  
e. Conflict of Interest Certification 
f. Litigation and Lien Information 
g. W-9 
h. Vendor Request form 

 

All documents and forms shall be completed in their entirety and be signed by an authorized or duly 
authorized representative of the Offeror. 

4.2. PROPOSAL SUBMISSION 
The Offeror shall submit its Proposal in accordance with and subject to the following instructions and 
conditions:  

A. The Offeror shall submit its Proposal to the Procurement Division by email to   
2023-001@gaithersburgmd.gov  The Proposal shall consist of:  

 

i. Technical proposal 
ii. Cost Proposal 

iii. Attachment A (Required Forms)  
 

B. Proposals not received by the Submission Deadline shall be deemed non-responsive. 
C. The City shall assume no responsibility for delays or errors in the delivery of any Proposal. 
D. The Offeror is strictly prohibited from submitting its Proposal by facsimile or by postal mail.  The 

Offeror may not submit its Proposal to any email address other than the one provided at Section 4.2.A 
above.  Offerors may not submit links to proposals. Any and all Proposals submitted not in 
compliance with this Section shall be rejected as non-responsive and be removed from consideration. 

E. Offerors will receive a confirmation of receipt email with date and time stamp after proper 
submission of proposals. If no email is received please contact Procurement immediately at 
Procurement@gaithersburgmd.gov or by phone at (240)805-1165. Do not submit proposals to this 
email address. 

mailto:2023-001@gaithersburgmd.gov
mailto:Procurement@gaithersburgmd.gov
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5. Evaluation Criteria and Selection Process 
5.1. AWARD 

Award of the Contract, if any, shall be to the Offeror(s) whose Proposal is deemed by the City to provide the 
best value, price and technical factors considered. 
 

5.2. SELECTION COMMITTEE 
The City shall assign a committee comprised of personnel it considers to be stakeholders in the project to: 
review, evaluate and score all Proposals; conduct interviews, if required; and select and recommend the most 
qualified Offeror for the Contract award (“Selection Committee”). 
 

5.3. EVALUATION CRITERIA 
The Selection Committee will evaluate each Proposal on the following criteria: 

a. Demonstrated understanding of the requirement-5 
b. Technical Approach–30 pts 
c. Qualifications, Experience and Capabilities – 25 pts 
d. Pricing – 40 pts. 

 

5.4. SELECTION PROCESS 
Below is the anticipated selection process for this Solicitation; however, the City reserves the right, in its sole 
discretion, to modify this process as best may serve the interests of the City. 
A. Review for Responsiveness 

Procurement shall perform an initial review of each Proposal to determine its responsiveness to the 
requirements set forth in this Solicitation. Following the initial review, the Committee Chair shall 
distribute all responsive Proposals to the Selection Committee to be evaluated and scored. Proposals 
determined to be nonresponsive shall not be distributed to the Selection Committee, subject to approval 
by the Project Manager and Procurement Manager. 

B. Evaluation and Scoring 
The Selection Committee shall evaluate and score each responsive Proposal to determine the 
responsibility of the respective Offeror to perform the Services and to establish a list of the highest 
ranking Offerors or identify the best value Proposal. 

C. Interviews 
Following the evaluation and scoring of all responsive Proposals, the Selection Committee may require 
an interview with the highest ranking Offerors, each of whom may be required to make a presentation, 
content of the presentation shall be specifically tailored to City’s cleaning and custodial programs.  
Following interviews, if any, the Selection Committee will score each Offeror interviewed on their 
interview and make a recommendation of tentative award to the City Manager or Designee.  Formal 
award may be contingent on the approval by the City’s Mayor and City Council.  The City reserves the 
right to require any Offeror to make a presentation in order to substantiate the qualifications and/or 
abilities of the Offeror to perform under the Contract. 

6. NOTICE TO OFFERORS 
6.1. 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 Proposals 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 Proposals 
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 Offeror until a contract is executed for the Services described herein. 
 

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

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



Request for Proposal 2023-001  
Custodial Services for City Facilities Page 24 

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. 
 

6.4. RESTRICTED DISCUSSIONS 
Offerors 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 
Proposal submitted by any Offeror 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. 
 

6.5. STATE OF MARYLAND BID AND CONTRACT REQUIREMENTS 
A. Offerors 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, Offerors must be in compliance with the State of Maryland Code of 
Regulations Title 21, State Procurement Regulations. 

 

6.6. REPRESENTATION OF OFFEROR 
The Offeror represents and warrants that 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. 

 

6.7. 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. 
 

7. SOLICITATION AND CONTRACT TERMS AND CONDITIONS 
The following terms and conditions shall apply to and survive this Solicitation and be incorporated into the 
Contract: 
 

7.1. 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. 
 

7.2. ACCEPTANCE AND REJECTION OF PROPOSALS 
The City reserves the right: (i) to accept or reject any or all Proposals in whole or in part; (ii) to waive any 
technicalities or informalities in Proposals; 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 Proposal of any Offeror in arrears or in 
default to the City on any contract, debt, or other obligation. 
 

7.3. ACCURATE INFORMATION 
The Offeror 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 Offeror’s Proposal or to terminate the Contract if awarded to the Offeror.   Such rejection or termination 
shall relieve the City of any direct or consequential damages or costs incurred by the Offeror. 
 

7.4. 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 Offeror to inquire about and obtain any 
and all addenda and/or amendments issued, all of which shall be published on the Procurement Webpage. 
 

7.5. ALTERNATE PROPOSALS 
The Offeror is expected to clearly respond to the requirements set forth in this Solicitation. Any and all alternate 
Proposals for the Services shall be rejected as non-responsive and shall be removed from consideration. 
 

mailto:procurement@gaithersburgmd.gov
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7.6. BINDING PROPOSAL 
All Proposals shall remain binding for 180 calendar days following the Submission Deadline; Proposals may not 
be withdrawn at any time within this period.  In the event an award is not made during such period, all Proposals 
shall be automatically extended and remain binding for an additional 180 calendar day period.  Proposals shall 
automatically be renewed until such time as either an award is made or proper notice is given to the City by an 
Offeror of its intent to withdraw its Proposal.  Proposals 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. 
 

7.7. 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 Offeror in strictest confidence.  The Offeror 
shall specify in writing to the City the information and/or material the Offeror 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 Offeror 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”. 

 

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

Contract to multiple Offerors and/or to award the Contract in whole or in part. Award shall be to the 
Responsible Offeror that submits the Lowest Responsive Proposal.  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 Offeror that submitted the next Lowest Responsive Proposal, or solicit new 
Proposals. 
 

B. In the event the City receives only one (1) Proposal in response to this Solicitation, the City reserves the right, 
in its sole discretion, to proceed as a negotiated procurement with the Offeror that submitted the Proposal. 

 

7.9. ERRORS IN PROPOSALS 
Obvious error(s) in calculations in any Proposal may not be corrected without the prior written consent of the 
City and may be cause for the Proposal to be deemed non-responsive.  If an error is made in an extended price, 
the unit price will govern. 
 

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

7.11. LATE PROPOSALS 
It is the responsibility of the Offeror to ensure the delivery of its Proposal by the Submission Deadline and to the 
location specified in Section 4.2 of this Solicitation.  Any and all Proposals delivered or submitted late or to any 
location other than the designated location shall be rejected as non-responsive.  The submission of any Proposal 
by way of facsimile or postal mail is strictly prohibited; any and all Proposals 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 Proposal; 
postmarking by the Submission Deadline shall not substitute for actual receipt.  Any and all Proposals submitted 
not in compliance with any of the provisions of this paragraph shall be rejected as non-responsive. 
 

7.12. MODIFICATIONS TO PROPOSALS 
The Offeror may only modify its Proposal prior to the Submission Deadline and in accordance with and subject to 
the following: 
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A. The City shall consider a modified Proposal as an entirely new Proposal and shall replace the original Proposal, 

which shall be deemed to be withdrawn and null and void. 
B. The modified Proposal 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 Proposal herein, the modified Proposal 

shall clearly be labeled “Modified Proposal”. 
 

7.13. 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 Offeror requests its Proposal to be withdrawn in accordance with 
Section 5.6 (Binding Proposal) of this Solicitation. The City shall immediately return the bid bond of any Offeror 
whose Proposal 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. 
 

7.14. 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 Offeror or with 
another Offeror, 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 Offeror unless otherwise stated. 
 

7.15. SOLICITATION DOCUMENTS 
The Offeror 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 Offeror shall make an inquiry as to such meaning and/or intent.  The failure of 
the Offeror to examine and become familiar with any and all of the Solicitation Documents shall in no way relieve 
the Offeror of its obligations under the Contract, if awarded to the Offeror.  The submission of a Proposal shall be 
taken as prima facie evidence of compliance with this provision and that the Offeror fully understands everything 
in the Solicitation Documents. 
 

7.16. 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 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. 
 

7.17. USE OF BROKER 
The Offeror 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 Offeror 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. 
 

7.18. 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. 
 

7.19. 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 
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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. 
 

7.20. 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. 

 

7.21. 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. 
 

7.22. 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 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. 
 

7.23. 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 at: 
http://www.gaithersburgmd.gov/government/city-code. 
 

7.24. 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. 
 

7.25. GOVERNING LAW 
The Contract shall be construed in accordance with the laws and regulations of the Federal Government, State of 
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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. 
 

7.26. 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. 
 

7.27. 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. 
 

7.28. 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. 

 

7.29. 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. 

 

7.30. 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. 
 

7.31. 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. 
 

7.32. 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. 
 

7.33. 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, 
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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. 

 

7.34. 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. 
 

7.35. 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. 

 

7.36. 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, Department of Public Works, 800 Rabbitt Road, Gaithersburg, Maryland 20878. 

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. 
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7.37. 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. 
 

7.38. 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. 

 

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

7.40. 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 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. 
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8. SPECIAL TERMS AND CONDITIONS 
8.1. BONDS 

A. Bid Bond: The Offeror shall submit with its Proposal an executed bid bond in an amount equal to 5% of the 
Offeror’s total Proposal price.  The bond shall include a certified copy of the Power of Attorney of the attorney-
in-fact that executed the bond, Bonds payable to City of Gaithersburg. 
Failure to submit a bid deposit may result in rejection of the bid. Bid deposits will be returned to 
unsuccessful Offeror upon the award of the Contract. 
Non-performance by the successful Offeror, or its failure to execute the agreement, meet the bond 
requirements and provide all required documents within fifteen (15) business days after the award, shall 
result in the bid deposit being forfeited to the City as liquidated damages. 
 

B. Performance Bond: 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 performance bond in an amount equal to fifty 
(25%) of the total Contract sum.  The performance bond shall: (i) be executed prior to the effective date of the 
Contract and not expire prior to the end of the term of the Contract; and (ii) 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. 

8.2. DEFICIENCIES IN WORK 
A. Contractor will be given a copy of the Contract Inspection Report and Contractor shall promptly correct 

all apparent and latent deficiencies and/or defects in work, and/or any work that fails to conform to the 
contract requirements. All corrections shall be made within two (2) calendar days after such rejected 
defects, deficiencies and/or non-conformances are verbally reported to the Contractor by the Contract 
Administrator.  

B. The Contractor shall bear all costs of correcting such rejected work. If the Contractor fails to correct the 
work within the period specified the City may, at its discretion, notify the Contractor, in writing, that the 
Contractor is subject to contractual default if the corrections are not completed to the satisfaction of the 
City within three (3) calendar days of receipt of the notice. If the Contractor fails to correct the work 
within the period specified in the notice, the City shall place the Contractor in default, obtain the services 
of another vendor to correct the deficiencies and charge the Contractor for these costs; either through a 
deduction from the final payment owed to the Contractor or through invoicing. If the Contractor fails to 
honor this invoice or credit memo, the City may terminate the contract for default. 

C. The City reserves the right to terminate this contract after three (3) written complaints for lack of quality 
work performance. A thirty (30) day termination notice will be rendered by the Contract Administrator. 
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D. Notification of corrected deficiencies - Upon completion of correcting deficiencies contractor shall notify 
City contract administrator or designees with listing facility name, location of deficiency, description of 
deficiency, corrective measures and date corrected. Report shall include photos of corrected deficiency. 

 

8.3. NON PAYMENT AND DEDUCTIONS FOR FAILURE TO PERFORM 
The City reserves the right to deduct payment from the invoice for corrections not made in proportion with 
the unit prices quoted. The amount to be deducted will be at the discretion of the Contract Administrator. If 
the City requires outside services or the use of City personnel to correct noted deficiencies, the Contractor 
will be back charged for cost incurred. A clean and well maintained building is the City's goal and while the 
deduction provision for work omitted or improperly performed is designed to protect the City's interest, it 
is not ordinarily a desirable substitute for getting the job accomplished through the normal processes. It is 
the objective of the City to obtain a Contractor who will perform the complete janitorial service for each 
location as identified in the specifications and deductions will, therefore, be made as stipulated. If this 
provision of the contract must be invoked frequently, it will be indicative of overall nonperformance, and 
grounds for termination of the contract. In instances where restrooms are not satisfactorily cleaned, policed 
and serviced as determined by the Contract Administrator, deductions shall be made for the entire room at 
the rate indicated in the Schedule of Deductions. In instances where cleaning has not been satisfactorily 
performed, or any portion or portions of work omitted or improperly performed, a deduction for the entire 
room area shall be made at the rate indicated in the Schedule of Deductions.  
A. Service Required Daily or Weekly: If any work required for performance daily or weekly is omitted or 

unsatisfactorily performed, the attention of the Contractor or designated representative will be called 
to this failure or omission and a deduction will be made from any monies due or to become due to the 
Contractor. Costs to be deducted under this paragraph will be determined by using item unit costs 
shown in the Schedule of Deductions.  

B. Service Scheduled for Monthly, quarterly, Bi-annual, annual or As Needed: In the case of failure by the 
Contractor to comply with the frequency for those items scheduled for performance monthly, quarterly, 
bi-annual or as needed, the attention of the Contractor will be called to this failure or omission and shall 
be requested by the City to perform the omitted operation. 

C. If the Contractor does not comply with the request within such time as the City deems to be reasonable, 
the work shall be performed by other means, and the cost thereof will be deducted from any money due 
or to become due to the Contractor. If this omitted or unsatisfactory work cannot be accomplished by 
other means, and cannot be rescheduled, a deduction covering the cost of service omitted or not 
satisfactorily performed will be made from any monies due or to become due the Contractor. Costs to 
be deducted under this paragraph will be determined by using the unit costs shown in the Schedule of 
Deductions. Any other omitted or unsatisfactory work not specifically listed above or which does not 
clearly fall into one of the categories, it shall be deducted at the hourly rate indicated on the deduction 
table multiplied by the hours required to perform the omitted or unsatisfactory work.  
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D. Schedule of Deductions - These are deductive amounts to be taken out by the City from any forthcoming 
contract payments to the Contractor when contract discrepancies are discovered by the City contract 
administrator.  
TYPE OF INCIDENTS UNIT DEDUCT COST PER 
TRASH COLLECTION 
Missed emptying receptacle/cleaning 
Missed miscellaneous trash collection Receptacle 
cleaning & disinfecting 

Per Receptacle Per 
100 SQ. FT 
Per Receptacle 

$1.00 
$1.00 

RESTROOM CLEANING AND SERVICING 
Fixture cleaning and disinfecting Stall 
partition cleaning 
Mirror and chrome cleaning 
Tile de-scaling 

Per fixture 
Per partition/stall Per 
fixture 
Per 100 SQ. FT 

$2.45 
$2.45 
$1.98 
$1.00 

Grout cleaning Per 100 SQ. FT $1.00 
Ceramic tile floor/wall cleaning Per 100 SQ. FT $1.00 
Restroom servicing 
Vending concession (Dispensers) 

Per fixture Per 
fixture 

$2.45 
$45.00 

FLOOR MAINTENANCE 
Sweeping/dust mopping Per 100 SQ. FT $10.00 
Removing gum/tar, etc. Per 100 SQ. FT $0.75 
Spot mopping Per 100 SQ. FT $5.00 
Mopping Per 100 SQ. FT $15.00 
Spray buffing Per 100 SQ. FT $10.00 
Stripping and refinishing Per 100 SQ. FT $25.00 
Vacuuming Per 100 SQ. FT $15.00 
Spot cleaning Per 100 SQ. FT $3.00 
Shampooing Per 100 SQ. FT $25.00 
HORIZONTAL AND VERTICAL SURFACE CLEANING 
Spot Cleaning Per 100 SQ. FT $5.00 
Dusting Per 100 SQ. FT $5.00 
Dump wiping Per 100 SQ. FT $5.00 
Wall scrubbing Per 100 SQ. FT $5.00 
Baseboard cleaning Per 100 SQ. FT $5.00 
Cleaning Vents and grills Per 100 SQ. FT $5.00 
Cleaning light fixtures, diffusers Per 100 SQ. FT $5.00 
DRINKING FOUNTAIN 
Missed cleaning/disinfecting Per fixture $10.00 
VENETIAN BLINDS 
Cleaning and dusting Per Blind $2.60 
ELEVATOR AND STAIRWAYS 
Risers and thresholds 
Handrails  
Elevator Cab 

Per Flight 
Per Flight  
Per Cab 

$1.74 
$0.58 
$28.94 

OUTSIDE CLEANING 
Trash collection and removal Per 100 SQ. FT $0.58 
Sweeping Per 100 SQ. FT $0.58 
Policing Per 100 SQ. FT $0.58 
WINDOWS, GLASS AND DOORS 
Interior window cleaning Per Window $12.00 
Doors, partitions, display cases Per Frame $10.00 
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8.4. 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:
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 not less than One Million Dollars ($1,000,000); and
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).

8.5. PAYMENTS 
Payments under the Contract shall be paid monthly for the Services completed by the Contractor in the 
immediately preceding month, 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. 

9. ATTACHMENTS AND EXHIBITS

Attachment A - Required Forms
Attachment B - Price Proposal Form
Exhibit A - Facilities Cleaning Schedule
Exhibit B - Building Specific Cleaning Tasks
Exhibit C - Fixture Count and Floor Finishes
Exhibit D - ISSA Forms



ATTACHMENT A 



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/Propose 

= 
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/Propose 

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 this Solicitation 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/Offeror	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/Offeror	 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/Offeror	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:	



Bidder/Offeror	References	Form	 Page	2	of	2	

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	
Subcontractors	

LIST OF SUBCONTRACTORS	 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.	

Offeror:	

Street	Address:	

City,	State	&	Zip	Code:	 ,	

Provide	contact	information	for	three	potential subcontractors the offeror may employ to fulfill the 
requirements of the referenced solicitation.	

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

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

3. SUBCONTRACTOR
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 

Conflict of Interest Certification Page 1 of 2 



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 



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:

VENDOR REGISTRATION FORM



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

Request for Taxpayer 
Identification Number and Certification 

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

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

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. 

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

Individual/sole proprietor or 
single-member LLC 

C Corporation S Corporation Partnership Trust/estate 
Exempt payee code (if any) 

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=Partnership) ▶ 

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) ▶ 

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. Requester’s name and address (optional) 

6 City, state, and ZIP code 

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 

  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. 

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.

Sign 
Here 

Signature of 
U.S. person ▶ Date ▶
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 Employer identification number 

–

http://www.irs.gov/FormW9
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   The Offeror shall complete this form in its entirety and include in the Proposal. 

 Name of the Entity 

Street Address 

City, State &Zip Code 

A B C D E F G H I 
L.I.N Facility Name Proposed 

Number of 
Staff/Day 

Proposed 
Hours/Day 

Hourly Rate Total Labor 
Price/Day 

Monthly Labor 
Price 

Annual Labor 
Price 

Annual 
Supplies  
Price 

Monthly + 
Quarterly + Bi-
Annual + Annual 
services cost 

Total Annual 
Price $ 

1 General Conditions-Bonds, Insurance, etc. 

2 Initial Setup-Including all equipment 

3 City Hall 

4 14 Fulks Corner Facility 

5 Department of Public Works 

6 B&O Train Station 

7 Casey Community Center 

8 Comfort Station & Pavilions at Bohrer Park & City Hall 

9 Gaithersburg Aquatic Center 

10 Activity Center at Bohrer Park 

11 Gaithersburg Arts Barn 

12 Water Park at Bohrer Park- Season cleaning 

13 Water Park Offices 

14 Skate Park at Bohrer Park 

15 Old Town Youth Center 

16 Robertson Park Youth Center 

17 Old Town Parking Garage 

18 Community Services offices at Wells House 

19 16 South Summit Ave. 

21 Total Price Proposal 

City of Gaithersburg 

 Price Proposal Sheet 
  Solicitation No. 2023-001 
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UNIT PRICES 
 

#  
Description Cost by Square Foot or Hour 

Total Hours Proposed to Clean 800 Square 
Feet Area (Hr.) 

 
Total Price ($) 

1 Carpet cleaning by water extraction method (labor, 
material and equipment) $                                      / 10 SQ.FT. HRS. 

 

2 Non carpeted floor scrub and buffing $                                      /10  SQ.FT. HRS.  

3 Non carpeted floor strip and wax $                                     / 10 SQ.FT. HRS.  

4 Pressure wash concrete surfaces $                                   / 100 SQ.FT. HRS.  

 
3 

Emergency cleaning response after hours Monday-
Friday (6:00pm-6:00am)  
Friday 10:00pm to Monday 5:00am 

 
$                                    / HR. 

 
N/A 

 

4 Emergency cleaning response during normal business hours 
Monday-Saturday (6:00am-6:00pm) $                                   / HR. N/A 

 

5 Janitorial Porter Services-Cleaning Services $  /HR N/A  

6 Janitorial Porter Services-Meeting & Special Event Set-up & Cleaning $                                                                 /HR N/A  

7 Other items specify    

 7 a.    

 7 b.    

 7 c.    

 

By my signature: I hereby testify: that I am a duly authorized representative of the Entity named hereinabove; that I have fully examined and reviewed the items and totals represented on this Bid Proposal Price Sheet; and that they are 
accurate and complete. 

 
 
   

    Signature       Title        Date 

 

 
    Printed Name 
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