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REQUEST FOR QUOTE (RFQ) 

DATE:  May 22, 2024 

REQUEST FOR QUOTE #: RFQ 2024-002/On Call T&M Electrical Services 

CITY CONTACT: Sunil Prithviraj, Capital Projects Program Manager, Department of 
Public Works 

PHONE: 240-805-1266

E-MAIL: sunil.prithviraj@gaithersburgmd.gov 

QUOTE DUE DATE:           June 21, 2024, by 2:00 PM 

SUMMARY: 
The City is soliciting quotes from qualified and licensed commercial electrical Contractors to 
establish an On-Call Time and Material (T&M) contract to provide labor, tools, equipment, and 
necessary material (unless provided by the City) for electrical maintenance, repairs, replacements, 
troubleshooting, equipment assessment, and new installation at various City facilities on “as needed” 
basis. The Contractor shall provide all necessary cutting, fitting, or patching and regulatory disposal 
of the debris generated from the work issued under this contract. 

Typical City facilities include Office buildings, Community Centers, Historic buildings, Museums, Arts 
Gallery, Residential buildings, Community Rental Program Spaces, etc. Individuals who would like to 
inspect or visit any of the buildings before submitting a quote shall contact Sunil Prithviraj directly. 

1. QUOTE SUBMISSION:
Offerors shall submit their quotes which include information requested in Section 2 of this
solicitation and prices using City provided Price Sheet with authorized signatures. Any
additional cost shall be submitted in a separate sheet as an attachment to the City Price Sheet
with explanations of such costs in detail. All quotes are to be emailed to
sunil.prithviraj@gaithersburgmd.gov by 2:00 PM on June 21, 2024.

2. QUOTE PREPARATION:
Each complete Quote Proposal shall contain the following documents and forms:

A. Business Profile

mailto:sunil.prithviraj@gaithersburgmd.gov
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This section shall include: 

 The legal name of the business and, if applicable under this Solicitation, the trade 
name of the business; 

 The type of business (i.e. corporation, limited liability corporation or company, 
partnership, etc.); 

 The state where this business is domiciled (formed); 
 The location of the principal office and any and all branch office(s) for the business; 
 The nature of the business; and 
 The geographical area(s) the business services. 
 Brief history of your company, length of existence, and services provided. 
 Describe the current business culture of your firm. This shall include identification 

of what percent of your business is commercial and what percent is residential. 
 Indicate if your company has ever had compliance issues with laws and ordinances 

related to electrical services. If yes, provide details (date, type of violation, etc.). 
 

B. Capabilities and qualifications 
This section shall describe the capabilities and qualifications of, and the resources 
available to, the Offeror to provide the Services: 
 Demonstrate that your company maintains sufficient staff and other resources 

needed to provide electrical services.  
 Offerors shall submit a complete list of personnel who will be used to fulfill the 

terms of this Contract. For each individual listed provide resumes including the 
level of experience with documentation supporting their certifications or 
licensure.  

 Company’s safety training procedures. 
 

C. References 
List of all contracts awarded to your company within the last five (5) years at a 
commercial, governmental, or educational institutional agency. Include, at a minimum, 
the following information: company or jurisdiction, name, phone, and email of the 
client’s contract manager. 
 

D. Price proposal sheet  
The Offeror shall submit the price proposal using City provided form. 

3. OFFEROR REQUIREMENTS: 
Offerors must be established Contractors, experienced in providing the type of services 
requested under this Request for Quote (RFQ), and staff shall be properly licensed in the State of 
Maryland at all levels necessary to perform work covered by the RFQ.  Offerors are required to 
have engaged in the services at a commercial, governmental, or educational intuitional agency 
for a period of at least five (5) years and shall currently employ sufficient staff to perform the 
services defined in the Scope of Work.   
 

A. Maryland Department of Labor Licenses 
The Contractor staff must be certified and licensed by the Maryland Department of Labor, 
the Contractor providing electrical services at City facilities shall have the following 
licensed staff: 
 

Master Electrician 
Journeyman Electrician  
Apprentice Electrician  
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B. Safety Training 

The Contractor staff assigned to work in City facilities shall have OSHA-10 general 
industry safety and NFPA 70E electrical safe work practice training. 
 

C. Staff experience   
Refer to Section 8 of this solicitation. 

 
4. CONTRACT TERM: 

The Contract shall continue in full force and effect for 12 months from its effective date. 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 the other party provides 
written notice to the other party no less than 90 days prior to 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.  
 

The contract value is anticipated not to exceed $29,000 per contract term (12 consecutive 
months). 
 

5. 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: 
 

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

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

3) 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 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). 
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6. SCOPE OF SERVICES: 
The following is an outline describing the Scope of services anticipated to be required of the 
Contractor under the terms and conditions of this Contract.  The Contractor is to perform 
maintenance, repair, renovations, installation, or alteration of electrical systems including power, 
lighting, electrical-related fixtures, and any other components in both commercial and 
residential settings. The services shall include, but are not limited to: 

A. Installing additional electrical circuits. 
B. Replacing existing electrical circuits. 
C. Replacing panels and sub-panels. 
D. Installing new panels and sub-panels. 
E. Installing dedicated lines and grounds. 
F. Electrical hook-up to system furniture. 
G. Electrical system testing, troubleshooting, and inspections.  
H. Replacing motors. 
I. Lighting upgrades. 
J. Repair/replace city-owned low-voltage transformers. 
K. Demolition and/or altering existing electrical systems. 
L. Pool equipment electrical bond testing. 
M. Circuit tracing. 
N. Underground electrical circuit tracing. 
O. MDP testing, infrared testing. 
P. Switch Gear testing. 
Q. Other electrical services as needed by the City. 

 
7. GENERAL CONDITIONS: 

A. The Contractor shall ensure a drug, alcohol, and tobacco-free workplace is maintained on 
this contract pursuant to the City of Gaithersburg’s Rules and Regulations. 
 

B. The Facilities and Maintenance staff can provide access to the building Monday through 
Friday 7:00 am to 3:00 pm. The City may require the services to be completed outside of 
normal work hours. The Contractor’s employees will not be permitted on the job site 
during non-working hours, without specific written authorization from the employer and 
the approval of the City Project Manager or designee. 
 

8. CONTRACTOR’S PERSONNEL   
The following are the definitions of labor classifications. The Contractor will provide 
background information sufficient to satisfy this definition related to persons who will be 
performing work under the terms and conditions of this Request for Quotes: 

A. Master Electrician 
Licensed Master Electrician is responsible for the onsite supervision, condition 
evaluation, project recommendations, emergency execution, and communication with 
the City. Preferably two (2) years with the company and at least three (3) at the 
supervisory level. 
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B. Journeyman Electrician 
Qualified persons with a minimum of three (3) years of field experience who work 
under the guidance of a Master Electrician. 
 

C. Apprentice 
The entry-level electrician works under the instructions of the Master Electrician. 
 

D. Helper/Laborer 
An inexperienced (under 2 years’ experience) person is required to assist the qualified 
persons to perform the work. 

9. MATERIALS: 
 

A. The Contractor shall bill the City only for the actual price paid plus up to 10% markup 
or as proposed in the Offeror's quote sheet for the parts used on the project. Parts 
ordered and not used on the project shall remain the property of the Contractor. The 
Contractor upon completion of the job shall provide to the City an itemized list of all 
materials, parts, and supplies on his company invoice. The City reserves the right to 
request copies of supplier invoices to verify the price paid by the Contractor. 

 
B. The City reserves the right to provide parts and materials for a project if it is in the best 

interest of the City. A scope of work will be provided by the City and the Contractor’s 
contract labor rates will apply. The decision to provide parts and materials by the City 
shall be made by the Contract Administrator or designee. 

 
10. SAFETY: 

 
A. All persons performing electrical work for the City shall use and adhere to the NFPA, 

OSHA, NEC or other applicable electrical safety programs, including their “Lock-
out/Tag-out” and “Energized Electrical Work” policies. 

B. The Contractor is responsible for supplying the appropriate signs, flagging, and/or 
fencing to identify the construction area and to restrict entry. It is the duty of the 
Contractor to ensure a safe environment for its staff, sub-Contractors, and any 
occupants in the vicinity. 

C. At no time shall the Contractor leave any electrical switchgear, panels, or energized 
devices open or exposed in a public area without having qualified electrical 
personnel working on or guarding the exposed electrical components. 

D. At all times enforce suitable rules and provide any and all guards, fences, dust barriers, 
and/or protective devices required for the safe completion of the Services. Task orders 
may specify requirements.  

E. Confine operations at the site to the areas permitted under the task order.  Any and all 
portions of the site, beyond the areas on which work is indicated, shall not be disturbed.  

F. Conform to any and all site rules and regulations affecting the work while performing 
the tasks. 

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

H. Site shall not be unreasonably encumbered with materials or equipment.  Confine any 
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and all storage of materials, and locations of storage sheds, to the areas within the work 
area. 

I. The Contractor is responsible for protecting smoke-sensing devices to prevent false 
alarms while performing work.    

J. The Contractor shall remove all dust and debris resulted from work performed on both 
interior and exterior surfaces and prepare spaces for occupancy. 
 

11. GUARANTEE AND WARRANTY: 
Work performed under this contract shall have one (1) year guarantee from the date of work 
acceptance.  The Contractor shall replace all defective and broken parts and make all required 
repairs during the warranty period without cost to the City. These guarantees and warranties 
shall be in addition to the manufacturer’s standard guarantee and warranty. 
 

12. TIMELY COMPLETION OF WORK: 
The Contractor shall proceed diligently to complete the work during regular working hours 
without interruption, except for scheduled lunch breaks.   

Scheduling of priority work, including the interruption of a current assignment, requires the 
advance approval of the City Contract Administrator or designee.  Priority work identified by 
the City Contract Administrator or designee shall take precedence over current work. 

13. TASK ORDER PROCESS 
The City will issue Task Orders (TO) on an as-needed basis; task orders will specify the job 
location, the work scope, the response due date, the quote due date, the work completion date, 
and other specific requirements and provisions that may apply to the task order. The 
Contractor shall respond to the task order by the due date with the following but not limited to: 
 

Site Visit:  As needed, the Contractor shall request for site visit with the Task Order issuer to 
survey the site condition and to understand the work scope before submitting the Task Order 
cost proposal.  
 

Written Quotes: The Contractor shall provide a written “not to exceed” quote for all non-
emergency projects. These quotes shall include the number of hours, hourly rate, number and 
classification of personnel required, equipment, itemized material cost with city-allowed 10% 
markup and other costs to complete the task. The Contractor shall respond to requests for 
quotes within the due date specified in the task order. It is the Contractor’s responsibility to 
ensure they have all the information to prepare accurate quotes, if needed to clarify the work 
scope a site survey shall be requested. 
 

14. CONTRACT ADMINISTRATION 
The City’s Contract Administrator shall serve as the liaison between the City and the Contractor 
and shall have the authority to: 
A. Give direction to the Contractor, monitor and inspect the Contractor’s performance to 

ensure complete and satisfactory performance of the Contract and quality of the 
Contractor’s work under the contract; 

B. Serve as the records custodian for the Contract, which includes: issuing notices to 
proceed; preparing reports; and approving and/or rejecting invoices for payment. 

C. The Contract Administrator is NOT authorized to interpret ambiguities in the Contract 
language or to make determinations (as opposed to recommendations) that: alter, 
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modify, cancel, or terminate the Contract or any portions thereof; or waive the City’s 
rights under the Contract. 

The Contractor’s Assigned Manager will be the primary contact for the City and shall review 
task orders and assign them to appropriate staff, review quotes before submitting them to the 
City, follow up with the City on work completion and City satisfaction with the work, respond to 
the City’s questions, additional tasks including but not limited to, Addressing City concerns 
about Contractor’s performance, proper invoice submission, and any other contract 
administration related issues.  
A designated point of contact: the name of the contact, main contact number, emergency contact 
number (if different), 

a) A designated backup contact and a clear process to notify the designated City 
representative ANY TIME the backup is replacing the primary and has contact information 
different from the primary. It is strongly encouraged that contact numbers remain the 
same. 

b) At all times during the term of this contract, the Contractor shall have in his employment a 
minimum of one licensed electrician to perform the service under this contract. The Contract 
shall have the licensed electrician in the Contractor’s employment at the time the Contractor 
submits a quote 

c) The Contractor’s Personnel shall present a professional appearance and shall be neat, clean, 
well-groomed, and properly uniformed, and shall conduct themselves courteously and 
respectably while on any and all City properties. 

d) The Contractor’s Personnel shall not to be accompanied on City’s premises by 
acquaintances, family members, or any other person unless the individual is an authorized 
employee of the Contractor.  The City prohibits teenagers, minors, or children from working 
on City-owned property under this Contract. Unauthorized persons discovered on the City’s 
premises will be immediately escorted off the property. 

 
15. REGULAR AND EMERGENCY SERVICES:  

The Contractor shall furnish a minimum of two (2) telephone numbers to the City. One 
number where they may be reached during normal working hours and a backup number for 
a twenty-four (24) hour emergency service. 

A. Request for Normal Service 
I. The City issues a task order (Sample attached as Exhibit A) which clearly defines 

job location, work scope, site visit schedule (if applicable), work completion date, 
and other specific requirements. 

II. The Contractor sends a Lead person to evaluate the situation that requires a call 
for service. 

III. The Contractor prepares a proposed solution and provides an estimated cost in 
writing consistent with the terms and conditions of the Contract. 

IV. The City representative evaluates the proposed solution, cost, and schedule.  if the 
Contractor’s proposal is acceptable City submits a task order for signatures to 
both parties (City and Contractor), once task order signed by both parties, a   
notice to proceed (NTP) will be issued.  If the proposal is not acceptable the City 
representative will contact the Contractor and work to achieve a mutually 
agreeable solution and then issue NTP based on the revised proposal. Should a 
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mutually agreeable solution not be reached the City reserves the right to solicit 
an alternative Contractor for the work. 

V. Upon completion of the work, the Contractor shall contact City staff for inspection, 
make corrections as required, and submit an invoice for payment. The invoice 
MUST reference the task order number, job location, and date of Service. 

 

B. Request for emergency services 
When it has been determined that an emergency exists, the C i t y  will place a 
phone call to the phone number provided by the Contractor. If the Contractor has 
not responded within one (1) hour, a second call will be placed to the phone number 
provided by the Contractor. Non-responsiveness to an emergency service may cause 
termination of the contract. 

The Contractor shall respond to the request for emergency services within two (2) 
hours of receipt of the request and meet City staff at the emergency location to assess 
the condition and implement safety measures to protect the occupants and the 
facility. If permanent repairs can’t be completed at the time of the emergency visit 
temporary safe repairs shall be done, such repairs shall be reviewed and approved by 
the City before implanting.  

Emergency service requests will be defined as such by the City at the time of 
placement of the request for service and such designation will be reserved for such 
situations in which, if the condition were to remain unchecked, it would present a 
threat to the safety of individuals using or working in the facility or could result in 
significant property and systems damage. The emergency designation is solely at the 
City representative’s discretion and will be clearly stated at the time of service 
request. 

16. SERVICES HOURS/ RATES  
Note: Contractor’s hourly rate shall include all overhead costs  

A. Regular Services hours – The Contractor shall provide a fixed hourly rate for work 
performed during n o r m a l  business hours as defined in Section 11. 

B. Overtime services hours – The Contractor shall provide a fixed hourly rate for work 
performed Monday through Friday as defined in section 11. 

C. Emergency services hours -The Contractor shall provide a fixed hourly rate for 
emergency service;  Emergency services are defined as the services that need immediate 
response or response within 2 hours of notification.  The Contractor shall respond for 
emergency repairs twenty-four (24) hours per day, seven (7) days per week. City staff 
shall have the ability to contact the Contractor via phone, pager or some other 
communication device at all times. Once the City issues a call for emergency service, 
the Contractor shall arrive at the site of the emergency within two (2) hours or shall 
demonstrate that conditions were such that travel to the site would constitute an 
extremely hazardous, or there was some extraordinary impediment preventing travel 
to the site. If this is the case, the Contractor is required to immediately contact the 
requestor of the emergency service and communicate the problem. 

D. The Contractor may invoice only for productive, on the job-site, labor hours under this 
contract. Time utilized for transportation of workers, material acquisition, handling and 
delivery or for movement of Contractor-owned or rented equipment is not directly 
chargeable. The fixed hourly rates shall include all overhead costs. The City must 
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authorize overtime and emergency service prior to the commencement of the work. 
The City will not accept a quote with a minimum charge stipulation. 

 
17. WORK HOURS  

A. Regular work hours are defined as: Monday- Friday 7:00 a.m. to 5:00 p.m. 
B. Overtime work is defined as: Monday-Friday 5:00 p.m to 7:00 a.m. 
C. Emergency Hours are defined as: Any service not prescheduled.  

 
18.  HOLIDAY’S (OBSERVED): 

The City observes the following holidays: 
 New Year's Day 
 Martin Luther King Day 
 President’s Day 
 Memorial Day 
 Juneteenth 
 Independence Day 
 Labor Day 
 Veteran's Day 
 Thanksgiving Holiday (Thursday and Friday) 
 Christmas Day 

 
19. ATTACHMENTS: 

 Price Sheet 
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City of Gaithersburg 
 Price Sheet 
 Solicitation No.  RFQ 2024-002

The Offeror shall complete this form in its entirety and return it with its Quote Proposal. The 
Offeror is expected to review the   Solicitation   Document in its entirety and to understand the 
requirements and work scope prior to submitting a Quote Proposal. 

Quote Proposal 

No. Classification Hourly Rates Weighing Factor Total 

A. MASTER ELECTRICIAN 

I. Regular  Rates $ X 50 $ 

II. Overtime Rates $ X 20 $ 

III. Emergency Rates $ X 20 $ 

Subtotal  A $ 

B. JOURNEYMAN ELECTRICIAN 

I. Regular Rates $ X 100 $ 

II. Overtime Rates $ X 40 $ 

III. Emergency Rates $ X 30 

Subtotal  B $ 

C. APPRENTICE 

I. Regular Rates $ X 100 $ 

II. Overtime Rates $ X 40 $ 

III. Emergency Rates $ X 40 $ 

Subtotal  C $ 

D. HELPER/LABORER 

I. Regular Rates $ X 60 $ 

II. Overtime Rates $ X 40 $ 

III. Emergency Rates $ X 40 $ 

Subtotal  D $ 

(Subtotal A + Subtotal B+ Subtotal C + Subtotal D) $ 

Material Markup Enter value 0-10 below 

Offeror’s Proposed Material Markup (Maximum allowed markup is 10%)              % 
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By my signature, I hereby testify that I am a duly authorized representative of the firm and that I have fully 
entered, examined, and reviewed the items and totals represented on this Bid Proposal Price Sheet and they 
are accurate and complete. 

Name of the Offeror: 

Signature:      Date: _______________________________________ 

Print Name:      Title: _______________________________________ 
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