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Develop and Implement Competitive Promotional Process for the City Of Gaithersburg Police Department  

 

REQUEST FOR QUOTE (RFQ) 

 

DATE:    May 22, 2025 

REQUEST FOR QUOTE #: RFQ2025-002/Develop and Implement Competitive Promotional 
Process for the City of Gaithersburg Police Department 

CITY CONTACT: John Leache, Police Lieutenant 

PHONE:    240-805-1792 

E-MAIL:   John.Leache@gaithersburgmd.gov  

QUOTE DUE DATE:                 June 24, 2025 by 2:00 PM 
 
SUMMARY:  
The City of Gaithersburg (“City”) operates a nationally accredited law enforcement agency known as 
the Gaithersburg Police Department located at 16 S. Summit Avenue, Gaithersburg, MD 20877. The 
City is soliciting quotes from qualified Contractors to develop and implement a competitive 
promotional process for the ranks of Corporal and Sergeants, both of which are hereinafter referred 
to jointly as (“Ranks”) and sometimes individually as (“Rank”).  
 
1. QUOTE SUBMISSION: 

Offerors shall submit their quotes which include information requested in Section 2 of this 
solicitation and prices using the City provided Price Sheet with authorized signatures. Any 
additional cost shall be submitted on a separate sheet as an attachment to the City Price Sheet 
with explanations of such costs in detail. Any question(s) shall be submitted via email, prior to 
the quote due date.  All quotes are to be emailed to John.Leache@gaithersburgmd.gov by 2:00 PM 
on June 24, 2025. 
 

The Contractor shall, in the usual and customary manner consistent with the highest industry 
standards,  provide the Services as described herein.  
 

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

A. Business Profile  

This section shall include: 

 The legal name of the business and, if applicable under this Solicitation, the trade 
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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 with an emphasis on your 

history, philosophy, vision and policies that include Diversity, Racial Equity and 
Inclusion.  

 

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 services as outlined in this solicitation.  
 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 supporting documentation such as any certifications or 
licensures.  
 

C. References 
Provide the names of clients your company has serviced at a commercial, 
governmental, or law enforcement 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 an established Contractor, experienced in providing the type of services 
requested under this Request for Quote (RFQ), and the firm shall be properly licensed and 
registered in the State of Maryland to perform work covered by the RFQ.  Offerors are required 
to have engaged in the services at a commercial, governmental, or law enforcement 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.   
 

4. CONTRACT TERM: 
The Contract shall continue in full force and effect for two (2) years from its effective date. Upon 
the expiration date or applicable anniversary thereof, the term of the Contract shall be 
automatically renewed for up to three (3) 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 $22,000 per contract year. 
 

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: 
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1) Comprehensive commercial general liability insurance in an amount no less than 

one million dollars ($1,000,000); and 
2) Professional liability insurance (errors and omissions) in an amount not 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). 

 
6. SCOPE OF SERVICES: 

A. Job Task Analysis (“JTA”) Component: 
Over the course of the contract term, the Contractor shall conduct a Job Task Analysis for 
the promotional process in accordance with the full Job Task Analysis (“JTA”) conducted 
in 2024.  As part of the JTA, the Contractor shall: 
 

i. Develop and disseminate extensive surveys asking the Ranks to rate the 
importance and frequency of various Task Statements (“TS”) and Knowledge, 
Skills, and Abilities (“KSAs”).  

ii. The results of the surveys will be used to develop the TS and KSAs for the 
promotional process. In the past several years, there have been changes to laws 
and/or to the Department’s policies and procedures.  A Currency Analysis was 
conducted to identify how these changes affect the TS and KSAs in years when a 
JTA was not administered (2014, 2016, 2018, 2021, and 2023).  The Contractor 
will use what was developed pursuant to the previous JTA along with information 
from the most recent Currency Analysis as the starting point for the new JTA.   

iii. Incumbent Corporals and Sergeants will have the opportunity to rate the 
importance and frequency of various Task Statements (“TS”) and Knowledge, 
Skills, and Abilities (“KSAs”) through the JTA survey conducted by the Contractor.    

iv. The JTA allows the Department to ensure the promotional process is valid and 
legally defensible 
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B. Written Examination Component: 

i. The Contractor shall develop a Written Examination in accordance with the 
Department’s General Orders (“General Orders”), which shall utilize the KSAs 
as source material. The Contractor and subject matter experts from within the 
Department shall develop questions directly from the source material and shall 
review all Written Examination questions. No situational questions will be 
prepared for the Written Examination. 

ii. The Written Examination will be conducted on a date jointly agreed upon by 
the Contractor and the Chief of Police. Additional information such as test 
length, location and time of the test will be announced later by the Contractor 
and the Chief of Police. The written KSAs will be forwarded to all Candidates at 
least three (3) months prior to the date of the Written Examination. 
 

C. Personnel Assessment Phase Component: 
The Contractor shall develop a Personnel Assessment Phase (“PAP”) in 
accordance with the General Orders, which shall encompass:  

i. A Structured Resume and an Oral Interview. Each Candidate shall receive a 
detailed guide for submitting their Structured Resume, including the applicable 
KSAs for their Rank.  

ii. Assessors will review and score each Structured Resume for the Ranks.  
iii. The Oral Interview will consist of a series of situational questions governed by 

the instructions contained in the Special Order issued for the Ranks pursuant to 
the Written Examination.  

iv. Candidates will be scored based upon their responses to the individual questions. 
Each question is linked to the KSAs identified as critical by the JTA.  

v. The Contractor shall provide training to the PAP assessors to ensure 
independence and objectivity in rating the Structure Resume and Oral Interview. 
 

D. Eligibility List Component: 
The Contractor shall develop an Eligibility List for each Rank in accordance with the 
General Orders. Candidates must complete the Written Examination, Structured Resume, 
and Oral Interview to appear on the Eligibility List. The final scores for the Written 
Examination, Structured Resume, and Oral Interview will be computed based on the 
weights determined by the Chief of Police and Contractor. The Eligibility List established 
for each Rank pursuant to the Process shall be valid for one (1) or two (2) years following 
the effective date of the Eligibility List as determined by the Chief of Police and dependent 
upon the staffing needs of the Department. 

 
7. ATTACHMENTS: 

 Price Sheet 
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