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Gaithersburg

REQUEST FOR QUOTE (RFQ)

DATE: June 4, 2025

REQUEST FOR QUOTE #: RFQ2025-003/Security Services for City Events
CITY CONTACT: John Leache, Police Lieutenant

PHONE: 240-805-1792

E-MAIL: John.Leache@gaithersburgmd.gov

QUOTE DUE DATE: June 23, 2025 by 2:00 PM

Summary:

The City of Gaithersburg (“City”) is soliciting quotes for a qualified Contractor to provide
Security Guard Services for planned City events. Contractor shall provide trained and Maryland
State certified, professional, courteous, uniformed, and equipped, armed and unarmed Security
Guards and Security Guard Supervisors, for the following special events conducted by the City:

Summerfest Celebration
Kentland’s 5K Race

Labor Day Parade
Oktoberfest at the Kentlands
Book Festival

Winter Lights

1 11¢6¢

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 23, 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:
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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 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 Offer
-

C. References

or 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.

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. Quote Price Sheet

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

E. Offeror must be registered to provide services and in good standing to do business within

the state of

3. DEFINITIONS

Maryland.

A.  PostOrders: Post Orders are proprietary documents created, issued, and maintained by the
City. General Post Orders apply to all Locations. Site-Specific Post Orders are unique to the
requirements of the Location or the Post to which they apply. Both General Post Orders and
Site-Specific Post Orders are to be followed by Contractor completely and at all times.

B. Security

Incident Report: A Security Incident Report (SIR) must be used by Contractor to

report significant security incidents, including, but not limited to, incidents involving any
use of force, detention of an individual, any incident requiring law enforcement or
emergency response or backup, building or area evacuations, or bomb threat. Except as
otherwise stipulated, SIRs are to be completed and submitted to City Police within five (5)
days of the Special Event.
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4. SUPERVISION
Security Guards shall be adequately supervised by Security Guard Supervisors. Contractor shall
employ atleast one (1) Security Guard Supervisor for each event, and one (1) additional Security
Guard Supervisor for every ten (10) Security Guards.

5. SPECIAL EVENT STAFFING PLAN
Special Event staffing plan requirements are provided by City staff prior to each event. In the
event that Special Event requirements change during the term of the Contract, City staff will
provide Contractor with a revised plan indicating the minimum staffing required.

6. CONTRACTOR STAFFING PLAN

A.

Contractor shall prepare a staffing plan for each Special Event, to demonstrate how
Contractor intends to fill each Post, pursuant to the requirements of the Special Event plan.

A completed Contractor Staffing Plan by Special Event shall be submitted for each event, for
review and approval by City staff at least ten (10) Business Days prior to the Special Event.

Contractor shall provide sufficient Security Guards and Security Guard Supervisors,
including relief for breaks and meal periods where necessary, to ensure there are no Open
Posts at any time.

Posts are to be filled, according to Special Event staffing plan requirements, at all times,
unless City staff gives written approval of an exception, modification, or change.

Security Guard Supervisor coverage shall be provided as described in the Special Event's
staffing plan. The required ratio of one (1) Security Guard Supervisor for ten (10) Security
Guards shall be maintained at all times.

City shall view any Open Post as a serious breach of Contract performance. More than three
(3) Instances of an Open Post during any Special Event shall subject Contractor to
significant additional assessments, liquidated damages, and possible forfeiture of Post,
termination of the Contract, and/or debarment.

Failures to fill Security Guard Supervisor positions as required shall constitute an Open Post
and shall subject Contractor to Open Post assessment(s), as specified herein.

When a condition exists wherein there is imminent danger of injury to the public or damage
to property, the Security Guard shall control the situation and intervene, as appropriate, to
prevent injurious acts to persons or property. As soon as it is safe to do so, Security Guard
shall notify Security Guard Supervisor and/or City Police of the incident. Security Guard
Supervisor shall contact the City Police to advise them of the situation.

Security Guards and Security Guard Supervisors may be required to appear in court or
make statements to investigators regarding job-related incidents. In the event that the
Security Guard or Security Guard Supervisor is called upon as a witness for a job-related
incident, City will reimburse Contractor for Court Appearances and/or City Investigations,
for the court appearance or investigation interview, based on review and approval by City
Chief of Police.

7. INSURANCE

A.

The Contractor shall be responsible for obtaining and maintaining in force, at its expense,
policies of insurance with minimum limits as follows:
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I.  Police or security officer professional liability insurance in an amount not less than
One Million Dollars ($1,000,000.00) per occurrence and Five Million Dollars
($5,000,000.00) general aggregate; and

[I. Commercial automobile liability insurance in an amount not less than One Million
Dollars ($1,000,000.00) per occurrence; and

[II. Comprehensive general liability insurance combined with police or security officer
professional liability insurance in an amount not less than One Million Dollars
($1,000,000.00) per occurrence and Five Million Dollars ($5,000,000.00) general
aggregate as a combined single limit; and

IV. 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 ($1,000,000.00).

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. CONTRACTOR'S RESPONSIBILITIES

A. Contractor shall provide background-cleared, certified, trained, uniformed and equipped,
professional and courteous, armed and unarmed Security Guards and Security Guard
Supervisors, as needed by the City, including for the following purposes:

i. Maintain road closures;

ii. Provide a uniformed presence to act as a deterrent to crime;
iii. Intervene to prevent injurious acts to persons and property;
iv. Safeguard City property against fire, theft, vandalism;

v. Prevent entry of firearms and contraband;

vi. Provide information and assistance to the public as needed;
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vii. Contractor shall provide background-cleared, trained, professional and courteous
Security Supervisors, as needed.

B. General

i.  Contractor shall provide, at Contractor's expense, all working materials/documents
necessary to perform the services required hereunder, including but not limited to:
1) documents, 2) log sheets, and 3) stationary.

ii.  Contractor-owned equipment and related accessories which are used by Security
Guards and Security Guard Supervisors to provide services under the Contract must
be kept clean at all times and shall be maintained according to manufacturer
standards. Special Event Staff may from time to time inspect such items to ensure
they are in proper working order.

C. Background Investigations

i.  All armed and unarmed Security Guards and Security Guard Supervisors providing
services under the Contract shall be required to undergo and pass a background
investigation, to the satisfaction of the City as a condition of beginning and
continuing to provide services under the Contract. Subsequent investigation or
information obtained by the City may cause a background clearance to be revoked,
in which case that Security Guard or Security Guard Supervisor cannot provide
further services under the Contract.

ii.  Suchbackground investigation mustinclude, but shall not be limited to, information
obtained through fingerprints submitted to the Maryland State Police to include
state, local, and federal-level review, which may include, but shall not be limited to,
criminal conviction information. The fees associated with the background
investigation shall be at the expense of the Contractor regardless if the member of
Contractor's staff passes or fails the background investigation.

iii.  City will not accept any of Contractor's employees who have been involved in any
of the following:

a) Felony conviction;
b) Conviction for a sex offense;

c) Military conduct that involved dishonorable discharge, bad conduct, or
an undesirable discharge;

d) Conduct that would preclude the employee from receiving a bond;

e) Convictions of drunk or reckless driving within the last three (3) years;
or

f)  Any pattern of irresponsible behavior including, but not limited to,
unsatisfactory driving or employment records. The background
investigation requirements are subject to change at any time, at the sole
discretion of City.

D. Security Guard Supervisor(s):

Security Guard Supervisors shall have a minimum of two (2) years paid armed or unarmed
security experience within the last three (3) years.
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E.

G.

Security Guard(s):

Security Guards shall have one (1) year paid armed or unarmed security experience within
the last three (3) years.

Military Service:
Military service may be accepted as meeting all or part of the security experience
requirements, if security experience is clearly articulated in the candidate's job history.

Site /Post-Specific Orientations and Training:

Contractor shall conduct site/post-specific orientation and training to ensure assigned
Security Guards and Security Guard Supervisors are familiar with the Location and
understand the general Post Orders and Site-Specific Post Orders and understand their
responsibilities in the Location.

9. CONTRACTOR FURNISHED ITEMS

A.

D.

Uniforms/Identification Badges:

Contractor shall ensure that all on-duty Security Guards and Security Guard Supervisors
wear complete uniforms. Uniforms must be provided by Contractor, at Contractor expense,
tailored for the employee, and be the same for all assigned Security Guards and Security
Guard Supervisors, unless an exception is required or approved by the City. Security Guard
and Security Guard Supervisor uniforms shall always be clean and neatly pressed.

Security Guard Equipment/Accessories:

All armed and unarmed Security Guards and Security Guard Supervisors (including relief,
as required) shall be equipped with at least the equipment/accessories outlined in this
document.

Materials and Equipment:

The purchase and maintenance of all materials/equipment to provide the required services
is the responsibility of Contractor. Contractor shall ensure all materials and equipment are
available and that equipment is clean, well maintained, in good operating condition, neat
and professional in appearance, meets manufacturer standards, is safe for the environment,
and is safe for use by the employee.

Vehicles

i.  Contractor shall provide vehicles for Contractor's relief personnel and Security Guard
Supervisors to enable them to provide relief, make their rounds of inspections,
conduct random site visits, and fulfill relief and supervisory responsibilities at the
different Locations.

ii.  Contractor may provide vehicles to Security Guard personnel who may be required
to use vehicles to perform their assigned duties. Contractor vehicles shall be clearly
identified, and must be well maintained and kept clean at all times.

10. TRAINING/FIREARMS QUALIFICATIONS

A.

Security Guard and Security Guard Supervisor Training must meet all standards as
provided by the State of Maryland.

Contractor shall ensure that all firearms training is in compliance with the Maryland Police
training Commission Firearms Training Standards. Firearms training is required for all
armed Security Guards and Security Guard Supervisors
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City Staff may audit Contractor's training classes and/or inspect employee training records
at any time.

Contractor shall submit to City Police, ten (10) Business Days prior to commencing Work
under the Contract, a report of the training courses completed by Security Guards and
Security Guard Supervisors assigned to provide services under the Contract. This report
shall include a roster of Security Guards and Security Guard Supervisors and each training
course attended.

Contractor shall ensure that Security Guards and Security Guard Supervisors understand
their roles and responsibilities, under the Contract, to intervene to prevent injurious acts
to persons and property; provide a uniformed presence as a deterrent to crime; know the
content and Location of Post Orders; understand their role and responsibilities at the
specific Location; and provide a professional and courteous demeanor to City clients,
employees, and other Security Guards and Security Guard Supervisors.

Contractor shall ensure all Security Guards and Security Guard Supervisors are trained in
their assigned tasks and in the safe handling of equipment. All equipment shall be checked
by the user daily for safety. All Security Guards and Security Guard Supervisors shall be
provided with, and trained in the use of, safety and protective equipment by Contractor,
according to OSHA standards.

Contractor shall require all armed Security Guards and Security Guard Supervisors to
qualify with their weapon annually, according to State of Maryland Police Training
Commission requirements. Firearms qualification slips shall be filed with Contractor,
maintained in the Training File, and be available for audit by City, upon request.

11. CONTRACTOR WORK REQUIREMENTS

Security Guard and Security Guard Supervisor General Requirements and Qualifications:

A.

Security Guards and Security Guard Supervisors shall possess basic writing skills and
computer knowledge for note-taking and completing report forms, the ability to write
and speak in English, without the assistance of a translator, the ability to work with the
public and with City employees, and the ability to accept responsibility and work
independently.

Security Guards and Security Guard Supervisors must be at least eighteen (18) years of
age to provide services under the Contract.

Security Guards and Security Guard Supervisors shall have a working knowledge of
pertinent Maryland Criminal Law.

Security Guards and Security Guard Supervisors shall keep current and have the proper
and current certificates and licenses required to perform the services under this Contract.

Security Guards and Security Guard Supervisors shall be in good physical condition and
shall be able to carry out all Work requirements specified in the Contract.

12. GENERAL PERFORMANCE REQUIREMENTS
Security Guards and Security Guard Supervisors are required to perform the following general
performance work requirements:

A.

Security Guards and Security Guard Supervisors shall not read, or use personal radios,
cellular telephones, televisions, any kind of electronic entertainment devices, Compact
Disc players, at their Posts at any time.
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Security Guards and Security Guard Supervisors shall be punctual, remain awake, alert,
and attentive during their shifts, without exception.

Security Guards and Security Guard Supervisors shall be attired in full uniform with
identification badges.

Security Guards and Security Guard Supervisors shall present a businesslike demeanor
at all times. Excessive socializing with the public, City employees, or other Security
Guards and Security Guard Supervisors during working hours is prohibited.

Security Guards and Security Guard Supervisors shall have a good working knowledge of
self-defense and lawful public restraint procedures. Security Guards and Security Guard
Supervisors shall react quickly and take command of emergency situations and use sound
judgment and discretion in handling unruly members of the public.

Security Guards and Security Guard Supervisors shall follow all Federal, State, and local
laws that apply to the provision of security guard services, particularly those dealing with
arrest, licensing, training, and certifications as set forth by the State of Maryland.

Armed Security Guards and Security Guard Supervisors shall not bring in, and shall not
use, unauthorized firearms, holsters, and ammunition at any Location at any time.

. In the event of an incident involving serious misuse of authority or violation of firearm

regulations by a Security Guard or any Contractor employees, City Police may proceed
with and conduct an administrative investigation. Contractor shall fully cooperate with
City Police in such situation, including, but not limited to, submitting documentation
requested by City Police, and allowing Contractor employees to be interviewed at a
location designated by City Police.

Contractor shall maintain all firearms, ammunition, and accessories in good working
condition.

Firearms and ammunition used by armed Security Guards and Security Guard
Supervisors shall be subject to inspection by City Police Armorers at any time.

. Armed Security Guards and Security Guard Supervisors shall adhere to the regulations

regarding proper use of firearms as set forth in Maryland law and regulations.

Smoking tobacco products and use of alcohol, illegal drugs are prohibited while on duty
during City Special Events.

13. INVOICES
Contractor shall furnish to City Police, in a timely manner, true, accurate, and complete
invoice(s), with all necessary supporting documentation, for each Special Event.

14. FIREARMS LIST

A.

For every Security Guard and Security Guard Supervisor performing services under the
Contract, Contractor shall provide a list of firearms to City Police, with the make,
manufacturer, and serial number of each Security Guard or Security Guard Supervisor's
firearm. The firearms list shall be provided prior to a Security Guard or Security Guard
Supervisor being assigned to a Location. Contractor is responsible for providing an updated
list when changes occur.
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B. Contractor shall be responsible for keeping the firearms list up-to-date, adding or deleting
personnel, and noting other changes as appropriate. Contractor shall provide the City Police
with updated firearms list upon request.

C. City Police shall verify the firearms list on at least an annual basis during the term of the
Contract to make sure that the firearms list is current and accurate.

15. SECURITY GUARD AND SECURITY GUARD SUPERVISOR TRAINING FILE

A. Contractor shall be responsible for maintaining a Training File for each employee assigned
to provide services under the Contract. The Training File shall contain copies of:

i.  Completed Contractor background investigation records;

ii.  Records of training received from Contractor or City with dated certificates of
completion;

iii. =~ Current cards, licenses, and certifications; a brief biological sketch of the
employee; and

iv.  Any additional information as required by the City.

B. The Training File shall be kept by Contractor, updated with current information on an
ongoing basis, and made available for inspection upon request by City, county, state, or
federal representatives. On-site storage and retrieval of Security Guard and Security Guard
Supervisor Training Files may be required, based on the needs of the location where
services are performed.

C. Security Guards and Security Guard Supervisors shall report the loss, theft, or misuse of any
weapon or equipment immediately to the City Special Event Staff. A written memorandum
or an incident report shall be submitted to the City Police describing the missing item, serial
number, date of incident, and name of employee assigned to the location.

D. Security Guards or Security Guard Supervisors shall immediately report to City Police any
incidents requiring fire, law enforcement, health authorities and/or Facility Administrator
response; or any incidents involving: arrest/detention of member of the public or assault,
force used by security guard, act or threat of physical violence, attempted suicide, bomb
threat, death at the Location, shooting, natural or manmade disaster, incident involving a
restraining order, evacuation or partial evacuation, visit by regulatory authorities, fire,
theft, flood, hazardous materials, hostage or barricade, mechanical or power failure,
discharge of firearms, bodily injury, allegation of sexual harassment or contact by Security
Guards. Security Guards or Security Guard Supervisors shall immediately follow up on
these incidents by preparing a written memorandum or a SIR. Written documentation shall
describe the incidents in detail, and be submitted to the City Police before the end of the
shift, or if incidents occur after hours, the next morning.

E. Reportallincidents of an emergency nature that may involve potential property damage or
personal injury to Security Guard Supervisor and/or City Police. Security Guard Supervisor
shall report the incidents to City Police, as outlined in Post Orders:

i.  Immediately request appropriate emergency aid;
ii.  Notify City Police as soon as practicably feasible; and

iii. ~ Prepare a written incident report, as required, and submit to City Police by
the end of the shift or if incidents occur after hours, the next morning.
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F. Any damage or injury resulting from the accidental discharge of a Security Guard’s or
Security Guard Supervisor’s firearm shall be the sole liability of Contractor. The Security
Guard Supervisor shall notify the City Police immediately of any accidental discharge and
submit an event report to the City Police before the end of their tour of duty.

G. Ifa Security Guard or Security Guard Supervisor displays any weapon in the performance
of their duties, the Security Guard Supervisor shall notify the City Police immediately and
submit an event report to the City Police before the end of their tour of duty.

= Attachments: Quote Price Sheet
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RFQ2025-003 QUOTE PRICE SHEET FOR SECURITY GUARD SERVICES

RESPONDENT INFORMATION

Company Name:

Contact Name:

Street Address:

City:

State: Zip Code:

Phone Number:

Email Address:

HOURLY RATES BY PERSONNEL CATEGORY

PERSONNEL CATEGORY HOURLY RATE

Security Guard Supervisor S
Armed Security Guard S
Unarmed Security Guard S
Dispatcher S

By my signature, | hereby testify that | am a duly authorized representative of the Company named
hereinabove.

SIGNATURE DATE

PRINTED NAME

BUSINESS TITLE
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