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REQUEST FOR QUOTE (RFQ)

DATE:     April 24, 2023
REQUEST FOR QUOTE #: RFQ 2023-006

Window and Glass Surface Cleaning Services at City Facilities

CITY CONTACT:   Melanie Brown, Project Manager
     Phone: 240-805-1254

Email: melanie.brown@gaithersburgmd.gov 

PROJECT LOCATION:                                  Various City Facilities 

QUOTE DUE DATE:                              May 18, 2023 by 2:00 p.m.

DESCRIPTION OF WORK:  
The City is seeking price proposals from qualified contractors to enter into a contract to provide 
window and glass surface cleaning services on an “as needed” basis (“Services”) at various City 
facilities.  

1. SITE VISIT
The prospective Bidder may schedule a site visit to inspect the existing conditions for a full 
assessment of the work and access to the site before submitting a quote by contacting Melanie 
Brown, Project Manager at 240-805-1254 or emailing: melanie.brown@gaithersburgmd.gov. Site 
visits will be scheduled between 7:00 a.m. and 2:00 p.m., Tuesday through Thursday.

All prospective Bidders are encouraged to familiarize themselves with all requirements for the 
Services.  Failure to do so will not relieve the successful Bidder from complying with the 
requirements of these specifications at no additional cost to the City of Gaithersburg. 

2. CONTRACT AWARD
A. The City intends to award the Contract to one (1) Bidder; however, the City reserves the right 

to award the Contract to multiple Bidders and/or to award the Contract in whole or in part if 
such a selection is best suited for the City. 

B. The selected Bidder is required to submit a certificate of insurance (COI) and to sign a City 
contract; samples of both accompany this solicitation.  

3. BIDDERMINIMUM QUALIFICATIONS OF BIDDER

A. Bidders shall meet the following minimum qualifications to be eligible to submit a proposal: 
I. The Bidder’s firm shall have a minimum of five (5) years of experience providing Services 

similar to those under this Solicitation.
II. The Bidder firm shall be able to fulfill obligations under the terms and conditions of this 

Solicitation and subsequent contract.
III. The Bidder firm and service staff must be trained and understand all requirements to 

perform the services requested in this Solicitation.
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IV. The Bidder firm shall own labor, material, equipment, and supervision necessary to 
provide Services similar to those under this Solicitation, subcontracting such services is 
not allowed. 

 

4. QUOTE SUBMISSION 
Bidders must submit the following items with their proposal: 
 

A. Statement of qualification: shall include business profile such as: 
I. Legal name, location of principle office, and any branch offices. 

II. Type of business (i.e. Corporation, Limited liability, Partnership, etc.). 
III. The nature of Business. 
IV. The geographical business service area(s). 
V. Brief history of your company, length of existence, and services provided. 

VI. Indicate if your company has ever had compliance issues with laws and ordinances, if 
yes, provide details (dates and type of violations, etc.). 

VII. Demonstrate your company maintains sufficient staffing and equipment to provide 
Services. 

VIII. Submit a copy of licenses, business licenses, and any certifications. 
IX. Provide a minimum of three references to which your company provided a similar type 

of services as requested in this Solicitation, the references shall include the following 
information: company name, address, contact name, phone number, email address, 
service duration, date of services, length of service contracts, etc.  

X. Provide proposed means and methods for execution of work at Selected Facilities 
(ladders, scaffolding, lift, etc.) 

  

Bidder shall submit a PDF version of their quotes via email to 
melanie.brown@gaithersburgmd.gov on or before the due date and time, which is 
May 18, 2023 by 2:00 p.m. using the City provided price sheet with authorized 
signatures (See attachment).  Any additional cost shall be submitted on a separate 
sheet with explanations of such costs in detail.   

5. CONTRACT TERM AND PRICE ADJUSTMENTS 
A. The initial Contract term shall continue in full force and effect until June 30, 2024.  Upon the 

expiration date or applicable anniversary thereof, the term of the Contract shall be 
automatically renewed for up to four (4) successive terms of one (1) year each unless either 
party provides written notice to the other party no less than 90 days before the expiration 
date of the then existing term that it does not wish to renew the Contract.  The total duration 
of the Contract, including renewal terms, shall not exceed five (5) years. 

B. Contract hourly labor rates shall remain firm-fixed for the initial twelve (12) months.  
Thereafter, price adjustments to Contract hourly labor rates may be permitted after twelve 
(12) months in accordance with and subject to the following: 

 

I. The Contractor’s written request submitted to the City, no less than 30 days prior to the 
respective renewal date.  The City will not consider late requests for adjustments to the 
Contract hourly labor rates. 

II. The City’s approval. 
III. Increases shall be based on the Consumer Price Index (CPI-U), as published by the U.S. 

Department of Labor, Bureau of Labor Statistics.  The rate shall be in accordance with 
the Consumer Price Index (CPI-U) All Items, Washington-Arlington-Alexandria, DC-VA-
MD-WV, Core Based Statistical Area, over the most recent twelve (12) months from the 
date of the proposed date of the request for which the CPI-U is available.  Hourly rate 
increases shall not exceed three (3) percent regardless of the actual percentage change 
in the CPI-U.  
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IV. Retroactive price adjustments or increases that are cumulative for prior years shall not 
be allowed. 

 

6. PERMITS AND INSPECTIONS 
The Contractor shall be responsible for any permits and licenses and coordinate any inspections 
necessary to properly perform the work under the Contract.  The City acknowledges and agrees 
to waive the fee for any permits that are both requested by and issued by the City. 
 

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

II. Comprehensive commercial general liability insurance in an amount no less than one 
million dollars ($1,000,000); and 

III. Workers’ compensation insurance in an amount no less than one million dollars 
($1,000,000). 

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

D. The Contractor acknowledges and agrees that its failure to provide the City with a certificate 
of insurance and/or the failure by the City to demand the delivery of said certificate shall not 
operate or be deemed to operate as a waiver of the insurance and associated endorsements 
required under this provision, and the Contractor shall hold the City harmless from any 
liability arising as a result of any such failure(s). 

 

8. WORK SCOPE 
The successful Contractor (“Contractor”) shall provide management, supervision, labor, 
equipment, tools, transportation, materials, specified supplies, cleaning products, and other 
incidentals as required to perform on call as needed comprehensive exterior window and glass 
cleaning services at selected City facilities.  These services include, but are not limited to: 
 

A. Cleaning the exterior surfaces of all glass and window surfaces using a cleaning brush, 
squeegee and/or lint-free cloth to obtain a uniformly bright surface free of drips, streaks, and 
any foreign material or matter. 

B. Removal of all dirt, grime, cobwebs, stains, and moisture from the window frames, sills, and 
ledges. 

C. Glass surfaces and windows must be without streaks, film smudges, deposits, or stains and 
be uniformly bright in appearance.  Adjacent surfaces must be wiped clean.  Frames, casings, 
sills, and ledges must be free of soil, dirt, tape, tape residue, smudges, and/or splash marks. 

D. Drip marks, splashed glass cleaner, and all other types of soil streaks must be removed from 
all adjacent surfaces such as walls, frames, casing, and trim. 

E. All glass doors and glass panels adjacent to glass doors must be cleaned. 
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F. Within 30 days of the Contract award, the Contractor shall develop with the City’s input a 
service schedule based on City’s proposed work outlined in this Solicitation.  The schedule 
shall include proposed dates and time frame of services, such schedule shall be submitted for 
City’s review and approval. 

G. The Contractor shall coordinate services as per the planned schedule; if for any reason 
Contractor cannot complete the services as scheduled; such changes shall be notified to the 
City within 24 hours. Prior to visiting facilities for Services, 48-hour advance written notice 
by email to the City staff is required. 

 

9. GENERAL RESPONSIBILITIES 
A. Contractor Responsibilities 

The Contractor must receive written authorization prior to performing any scheduled work 
from the Contract Administrator or designee.  The Contractor must provide a written work 
plan with a detailed schedule of work to the designated Contract Administrator or designee 
no less than seven (7) business days before a project start date.  The City reserves the right 
to request an additional lead-time for the project based on site and/or agency operational 
needs.  The Contractor shall arrange for a timely inspection with the designated City 
representative immediately after project completion.  If the work does not comply with the 
City inspection specifications of the contract resulting from this RFQ, the Contractor shall be 
informed by the City representative and required to re-do the affected areas within a 48-hour 
period. 

 

B. Contractor Furnished Resources 
The Contractor is responsible for furnishing, maintaining, and certifying (according to all 
current and future OSHA/MOSH regulations at no additional costs to the City) all safety signs, 
safety equipment, all window washing equipment, man lifts, mobile and aerial platforms, 
company vehicle(s) and all other equipment required to perform exterior glass cleaning 
service.  Adequate equipment must be available at all times to permit the timely completion 
of all operations at no additional cost to the City.  The Contractor will maintain equipment in 
good operating condition at all times while performing services on City property.  The 
Contractor must have a sufficient workforce of skilled manpower for window washing 
services.  The Contractor must provide competent supervisors to oversee the performance of 
all work and employees while providing services on City property.  The Contractor must have 
an adequate workforce and equipment stock to perform work at multiple sites 
simultaneously as required by the Contract Administrator or designee.  Work must be done 
in a professional manner and meet the requirements of applicable current and future local 
Municipal, and State of Maryland codes and standards.  The Contractor must provide the 
proper lift equipment that will not cause damage to any surface.  The contractor must use 
only OSHA/MOSH-compliant equipment, including scaffolding, fall arrest protection, ladders, 
and necessary hand tools customary to the trade when required to reach exterior glass and 
window surfaces.  The Contractor shall ensure that all personnel are adequately trained and 
certified and must maintain current up-to-date certifications to operate all equipment as 
required by applicable industry standards and by local, County, State, and Federal 
regulations, rules, and practices.   

 

C. Contractor Employee Badging 
The Contractor may be required to provide all employees, including supervisors with an 
identification badge while working at certain facilities.  The badge must be worn outside of 
clothing in a manner that is easily visible to the public.  The Contractor will ensure that all 
employees wear their identification badges at all times while working on City premises.  
Information required on the badges must contain the Contractor’s company name, 
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employee’s fire name, middle initial, and last name.  Dimensions of the badge will be a 
minimum size of 2”x3.5” and all wording will be in English with a lettering size minimum of 
.25” in size.  All badges must be returned to the Contractor upon the termination of its 
employee(s).  

 

Contractor employees assigned to high-security facilities or sensitive work areas will be 
issued a “Visitor” badge by the facility coordinator at the site.  Badges must be worn at all 
times while working on the premises along with the employee’s company identification 
badge.  The “Visitor” badge must be returned to the facility coordinator when the Contractor 
employee(s) has finished their work shift at the site, no “Visitor” badges are to be removed 
from the site. 

 

D. Contractor Communication 
The Contractor is to identify one Lead Supervisory Staff Member for all onsite City projects 
and furnish a working cell phone number for each Lead Supervisor to the designated City 
representative prior to project commencement.  A supervisor must be on-site at all times and 
will function as the contact for the Contract Administrator or designee.  The supervisor(s) 
assigned to work under the provision of this contract must be able to communicate clearly in 
the English language. 

 

E. Days and Hours of Service 
All scheduled services will be performed between the hours of 7:00 a.m. and 4:00 p.m., 
Monday through Friday, with the exception of City holidays.  These times will be considered 
normal working hours under this contract.  City holidays are as follows: 

 

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

No overtime or holiday work is authorized. 
 

At the commencement of this contract, the Contractor and the Contract Administrator or 
designee will develop a schedule defining the time and date of proposed services based on 
the City’s operational needs.  No work is to begin until this schedule is finalized and approved 
by the Contract Administrator or designee.  Any deviation from an approved schedule must 
be approved by the Contract Administrator or designee.  

 

F. Window Cleaning 
Where applicable, the Contractor must clean the plastic window surfaces with a neutral 
detergent or an approved equivalent, cleaning product must have the approval of the 
Contract Administrator or designated City representative before it is used on surfaces.  
Cleaning solutions shall not be harmful to glass, window components including frames, 
weather stripping, window trim, solar window film, glazing compounds, or any surrounding 
surfaces. 

 

The Contractor must not use scratching or abrasive cleaners or equipment on glass or 
window surfaces. 

 

The Contractor must report promptly to the Contract Administrator or designee of any pre-
existing damage to the window, glass surfaces, or associated hardware or any condition that 
may require attention for repair, adjustment, or replacement.  Additionally, it is the 
responsibility of the Contractor to report any damage to City property incurred by the 
Contractor’s employee(s), either by accident or intention. 
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Immediately upon the Contactors completion of cleaning the designated glass/window 
surface(s), the Contractor must dry all windows and glass surfaces, window frames, sills, and 
any other adjacent surfaces serviced by the Contractor, leaving the surface(s) free of streaks, 
lint, and visible residue.  The Contractor must remove any scuffmarks caused to City property 
during the course of the work. 

 

G. Deliverables Prior to Start of Work 
At the commencement of work at each facility, the name(s) of all the Contractor’s supervisors 
who will be on the job site together with the working contact telephone numbers will be 
provided by the Contractor to the Contract Administrator or designee. 

 

Copies of the Material Safety Data Sheets (MSDS) for all chemical products the Contractor will 
use on the job site will be provided by the Contractor to the Contract Administrator or 
designee prior to the commencement of work. 

 

H. Site Cleanup After Work 
Unless otherwise approved by the Contract Administrator or designee, the Contractor shall 
remove all materials, supplies, chemicals, tools, and equipment for the job site at the 
completion of each day’s work. 

 

10. SAFETY AND SECURITY 
The Contractor must provide and place sufficient easily visible safety signage and 
barriers/barricades around work areas in accordance with OSHA/MOSH requirements for the 
safety and protection of persons who may potentially come in contact with the Contractor’s work 
site while work is in progress.  The Contractor shall remove all easily visible safety signage and 
barriers/barricades around work areas immediately after completion of work.  At no time must 
signage and barricades be removed from the work site while work in is progress.  The Contractor 
and its employees shall comply with all applicable local, County, State, and Federal regulations, 
rules, and practices.  The Contractor is responsible for all injury to persons or damage to City 
property that occurs as a result of the Contractor’s negligence.  The Contractor must take all 
proper safety and health precautions to protect the work, the work site, their employees, the 
public, and the City of Gaithersburg property.  The Contractor is responsible for all materials 
delivered to the work site and the work performed until the final completion and acceptance of 
the work produced by the Contract Administrator or designee.  The Contractor must perform all 
its activities pursuant to this contract in a safe manner at all times.  The Contractor shall assume 
all responsibility and liability on the job site for the actions of all its personnel and 
subcontractor(s) who are performing work on behalf of the Contractor while on City property.  
The Contractor must provide and ensure that all its personnel at the work site properly wear all 
applicable safety devices and apparel at all times, including, but not limited to, fall arrest 
protection and safety shoes.  All aspects of the Contractor’s safety plan must comply with current 
OSHA/MOSH standards and shall be updated as required to correspond with all future 
OSHA/MOSH changes and applicable industry, local, County, State, and Federal regulations, rules, 
and practices at no additional cost to the City.   

 

Note:  Within ten (10) working days after the date of the City’s written notification of Intent to 
Award a Contract, the Contractor shall develop and provide to the City of Gaithersburg a written 
Safety Plan.  This plan shall include, but not be limited to, lift operation guidelines and 
certification information, fall/fall arrest protection, aerial platform safety, hazardous 
communication standards, and spill protection.   
 

The Contractor shall expressly undertake every precaution at all times for the protection of 
persons and property, including the Owner’s employees and the property it owns. 
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The Contractor shall be responsible for initiating, maintaining, and supervising all safety 
precautions and programs in connection with the work. 
The Contractor shall continuously maintain adequate protection of all work from damage and 
shall protect the City’s property from injury or loss arising in connection with this Contract. The 
Contractor shall make good any such damage, injury, or loss, except such as may be directly due 
to errors in the Contract Documents or caused by agents or employees of the Owner. The 
Contractor shall use customary and reasonable precautions, including suitable protective 
coverings wherever necessary, to prevent damage to adjoining areas. The Contractor shall 
adequately protect adjacent property as provided by law and the Contract Documents and shall 
provide and maintain all passageways, guard fences, lights, and other facilities for protection 
required by public authority, local conditions, or any of the Contract Documents. 
 

11. PERFORMANCE REVIEW MEETINGS 
The Contractor must meet with the Contract Administrator or designee and other 
representatives, at the discretion of the City, to review contract performance. 

 

12. PAYMENTS 
Payments under the Contract shall be made upon completion of each service specified in the 
Solicitation, such as: upon completion of scheduled services or additional services and associated 
reports and, acceptance of such work by the City and, following the receipt of undisputed proper 
invoices for the same.  Invoices must be submitted within 15 days of the date of acceptance of 
work by the City. 
 

13. UNAUTHORIZED USE OF CITY EQUIPMENT 
The Contractor’s personnel shall be prohibited from, at any time, the use of City equipment unless 
authorized by the City, including the use of non-pay telephones for any purposes other than a 
local emergency call. 
 

14. CONTRACTOR’S PERSONNEL 
A. While on City property, the Contractor’s personnel shall: present a professional 

appearance; be neat, clean, well-groomed, and properly uniformed; and conduct 
themselves in a courteous and respectable manner. 

B. The Contractor shall not allow any of its personnel who are under the influence of alcohol, 
drugs, or any other incapacitating agents to perform work under the Contract.  The 
Contractor’s personnel shall not use any City equipment or facilities, unless identified 
herein, or loiter in the areas being serviced. 

C. The Contractor shall not allow any of its personnel to use tobacco products while on City 
property. 

 

15. ATTACHMENTS 
   

 Price Proposal Sheet  
 Sample Contract 

  




