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I. INTRODUCTION AND SCOPE OF WORK 

 
A. Overview 
The City of Gaithersburg's mission is to provide exceptional services to cultivate an inclusive, sustainable, 
and thriving community for all. The City's vision is to be a welcoming and vibrant place that reflects the best 
of America, with responsive, compassionate, and responsible leadership that encourages the community to 
flourish. 

 
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. Funding Opportunity 
For over 25 years, the City of Gaithersburg’s Community Service Grant Program has funded agencies to 
provide impactful community programming.  The City issues this Notice of Funding Opportunity (NOFO) to 
solicit applications for FY27 Community Service Grants from eligible not-for-profit 501(c)(3) or 509(a)(1) 
organizations to provide critical community service programs to City families in the service areas of medical, 
mental health, vocational, food, housing preservation, and for services older adults and people with 
disabilities.  The City of Gaithersburg is accepting Community Service Grant applications from September 5, 
2025, until October 31, 2025. 
 
Those agencies that offer services to meet needs with impact within the City of Gaithersburg, or that are 
easily accessible to City residents, who follow a culturally competent and outcomes-oriented service 
delivery plan, and who provide outreach to meet the needs of a diverse community, are encouraged to 
submit a proposal. 

 
1. Period of Performance 
The contract period shall be from the date of award, July 1, 2026 through June 30, 2027. Contracts may 
have the option to renew for one year, contingent on various factors including, but not limited to: (i) 
budget approval by the City Council; (ii) adequate quality assurance reviews; (iii) timely and valid 
submission of required reports, including requested participant addresses; and (iv) the City’s 
determination, at its discretion, that the program offered is still a priority. By mutual agreement of 
parties, the resultant contract will be renewed at existing prices, terms, and conditions.  Any change 
shall be executed via contract amendment. 
 
Below is more information on the submission timeline, grant parameters, program applicant eligibility, 
related qualifications, and access to the FY27 grant application. Additional materials for grant 
application support are in the Documents section on the City’s grants webpage at 
https://gburg.md/grants. 
 
2. Funding Amount 
The maximum funding amount for the Community Service Grant Program is $769,195 (for all service 
areas). The minimum award amount that an applicant may request is $5,000.  

 
 
C. Scope of Work  

https://www.gaithersburgmd.gov/about-us/mission-vision-guiding-principles
https://www.gaithersburgmd.gov/about-us/mission-vision-guiding-principles
https://gburg.md/grants
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1. City of Gaithersburg Residents 
Gaithersburg is an incorporated city, meaning it has its own municipal government and boundaries. 
There are areas in "Gaithersburg" that are not within the official City limits and are instead part of 
unincorporated Montgomery County. While a property might have a Gaithersburg address it may not 
be within the incorporated City of Gaithersburg. 
 
To determine if a property is in the City of Gaithersburg's limits use the Gaithersburg Address Search 
Tool.  This tool, available on the City of Gaithersburg's website, can confirm if an address falls within the 
City limits. 
 
Community Service grant funding is made possible through the tax dollars of City of Gaithersburg 
residents. The contractor shall provide services to City residents who live within the incorporated 
boundaries of the City of Gaithersburg.  City street addresses will need to be provided for each 
individual client to ensure services to City residents are meeting contract requirements. 

 
a. Mandatory Compliance with City Security and Confidentiality Protocols 

The Community Service Grant Program requires that programs serve Gaithersburg 
residents living within the City limits. The City requires a client identifier, in lieu of the 
clients’ names, (i.e. client initials or case number) with the client’s address to verify the 
residency of the service population. Grant contractors must obtain consent from all Clients 
to disseminate their address to the City for grant reporting requirements. Upon a 
proposal’s approval, grant contractors will be required to comply with mandatory security 
and confidentiality protocols, including but not limited to, ensuring that their transmission 
of client addresses and other personal identifiable information is conducted using 
appropriate security methods (i.e. password protections, two-factor authentication, etc.). A 
grant contractor’s continued failure to comply with the City’s security and confidentiality 
protocols, shall constitute grounds for the City’s termination of the grant contract.   

b. Health Insurance Portability and Accountability Act (HIPAA) Compliance  
An award of a Community Service grant may involve providing health and/or mental health 
services to clients. Upon the approval of a proposal that involves providing health and/or 
mental health services, grant contractors will be required to strictly comply with all relevant 
HIPAA provisions. It is the grant contractor’s sole responsibility to ensure their strict 
compliance with HIPAA. A grant contractor’s continued failure to comply with HIPAA, shall 
constitute grounds for the City’s termination of the grant contract.     

 
2. Quarterly Reports 
To ensure continuous programmatic oversight and compensation, the contractor must submit reports 
quarterly to the City. Each report shall contain year-to-date information with respect to the number of 
residents served for each of the services specified, and number of total visits for clients returning for 
service.  This report will include outputs, outcomes, financials, statistics on race and ethnicity, and a 
listing of resident addresses. Reports will only be accepted when submitted to City staff in writing. 

 
3. Service Areas Eligible for Funding  

To be eligible for funding consideration, applicants must propose the provision of in-person and/or 
virtual, individual and/or group programming in at least one of the following areas:  

1. Medical Services 
2. Mental Health Services 
3. Food Services 

4. Housing Preservation 
5. Vocational Assistance 
6. Older Adult and People with Disabilities Support 

 

https://maps.gaithersburgmd.gov/addressParcelInfo/
https://maps.gaithersburgmd.gov/addressParcelInfo/
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D. Goals Eligible for Funding Support 
The City has determined these funding categories as the most pressing unmet needs within the City of 
Gaithersburg. Applicants are strongly encouraged to align proposals with any of these categories and/or 
subcategories. However, if an applicant can provide a well-supported case for a significant unmet need not 
encompassed within these categories, the City will consider these proposals for review and consideration. 

1. Medical Services 

• Dental Care 

• Mobile medical care 

• Vision and/or hearing care 

• Transportation to and/or from 
medical appointments 

2. Mental Health Services 

• Counseling services (individual 
and/or group) 

3. Food 

• Culturally appropriate food vouchers 

• Choice pantries/distributions 

• Baby Food/Formula 

• Meal Delivery 
4. Housing Preservation 

• Utility disconnection assistance 

• Rental eviction prevention assistance 

• Rental counseling  

• Housing counseling 

• Foreclosure prevention counseling 
5. Vocational Assistance 

• Low-cost immigration legal assistance 

• Certificate/job training programs 

• Job coaching 
6. Services for Older Adults & People with 

Disabilities 

• Light house cleaning  

• At-home, activities of daily living 
services 

• Isolation prevention 

• Case management 

 
E. Contract Requirements 

1. Logic Model – Outputs and Outcomes (Activities and Goals)  
Applicants must develop performance and outcome measurements that are focused on goal areas 
identified in their application. This NOFO provides a logic model template, the “Community Service 
NOFO Logic Model,” and a set of instructions. If awarded, outputs and outcomes will be finalized and 
included as required provisions in the grant contract.   

 
If an applicant is applying for two different programs, a separate application and logic model must be 
submitted for each program. Each logic model should clearly outline the area(s) of need, impacts to be 
realized, specific inputs, activities, outputs, and outcomes of the respective program, demonstrating 
how the program will achieve its intended impact. 
 
2. Eligible Participants 
Participants assisted by City of Gaithersburg funded grants must live in the City limits of Gaithersburg. 
To determine if individuals reside in the corporate City limits of Gaithersburg, reference the 
Gaithersburg Address and Parcel Info map on the City’s website. Search “Maps/GIS.” 

 
3. Outreach Requirements  

a. Applicants must outline how they conducted outreach in past programming.  
b. Applicants must explain how they will conduct outreach if awarded a grant and provide 

services to City residents.   
c. Applicants must include a specific outreach plan to focus on multilingual outreach and 

service. 
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4. Partnerships  
Applicants must provide an overview of partnerships they have, including residents, schools, City 
departments or divisions, neighborhood communities, businesses, faith-based entities, etc. The grant 
contractor shall coordinate with, and refer program participants to, the Gaithersburg Financial 
Empowerment Center. 
 
5. Quarterly Meeting with Gaithersburg Coalition of Providers  
Grantees will be required to participate in quarterly meetings with the Gaithersburg Coalition of 
Providers. Two of these meetings will be held in-person, and two will be held virtually, annually. 

 
6. Program Budget 
The program budget(s) information must be complete, including calculation of per unit service costs.   
 
7. Promotional Material (optional) 
If available, upload copies of supporting materials including program flyer(s) and/or program 
brochure(s). 

 
F. Minimum Qualifications of Applicants 

1. Must be registered with the State Department of Assessments and Taxation, in good standing, and 
authorized to provide services in the state of Maryland. 

2. Must have at least five (5) years’ experience providing services as outlined in this solicitation. 
3. Must be an approved not-for-profit 501(c)(3) or 509(a)(1) organization and show proof of non-

profit designation.  
4. All awardees need to conduct outreach and/or service delivery within the incorporated limits of the 

City of Gaithersburg. 
 
G. Budget Requirements -- Program Service Grant Fund Requirements 

1. At least 85% of grant funds awarded must be used to provide approved program service(s). 
2. The funds awarded by the City cannot make up more than 50% of the applicant’s budget. 
3. No more than 15% of grant funds may be allocated to nonprogrammatic, indirect or administrative 

costs.  (Administrative and indirect costs are expenses that grant recipients incur to support their 
organization's day-to-day operations. These costs are not directly related to a specific program 
purpose and are considered overhead costs.) 

4. Funds awarded for salaries and fringe benefits to grantees under this NOFO shall be used to pay the 
salary and fringe benefits of staff impacting the work of this grant.    

 
H. Eligible Use of Funds 

Funds under this NOFO may be used for  
1. salary and fringe benefits for personnel assigned to this grant;  
2. travel and training expenses for personnel assigned to this grant; and/or 
3. program supplies, materials, and equipment, and limited administrative and indirect costs.    

 
I. Reduced Awards 

The City reserves the right to adjust requested funding amounts downward as determined necessary.    
 
J. Unexpended Funds  

Any funds that have not been spent by the end of the grant term, as approved by the contract, shall be 
recaptured by the City.  
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II. SERVICE DELIVERY INVOICING, PAYMENT, AND QUALITY ASSURANCE 

 
A. Invoicing and Payment 
 

1. Payments  
Payments will be broken down as follows: 

a. An initial payment of 10% of the grant award will be paid in advance of services upon execution 
of the contract. 

b. Subsequent payments will be made on a quarterly basis, following the rendering of services. 
c. Invoices will be paid upon receipt of quarterly reports, addresses, and receipts. 
d. Grantees must ensure proper documentation of all expenditures and be prepared to provide 

financial reports demonstrating compliance with these guidelines. Required receipts must align 
with the proposed spending detailed in the proposal budget spreadsheet.  

 
2. Contract and Program Noncompliance 
Program noncompliance can result in nonpayment of invoice. If a required service has not been 
provided or is significantly out of compliance, the City shall have full discretion to conduct a review of 
the contract and reports, and make appropriate adjustments, up to and including contract modification 
or termination. 

 
3. Quality Assurance 
The City will conduct quality assurance reviews quarterly to assess and confirm contract services are 
being provided as required by the contract.  If a grant contractor is found to be non-compliant, they will 
receive a notice to correct the non-compliance within six weeks of the notice.  If non-compliance is not 
corrected by the deadline, the City shall have the full discretion to conduct a review of the contract and 
reports, and make appropriate adjustments, up to and including contract modification or termination. 
 
The City of Gaithersburg will conduct site visits at least once every grant term and give a performance 
rating and will conduct program audits randomly.  

 
III. SOLICITATION SCHEDULING AND INFORMATION 

 
A. Schedule 

EVENT DATE TIME 

Technical Information Session for Prospective Applicants 

September 9, 10:00-11:30 AM 
September 12, 1:00-2:30 PM 
September 16, 1:00-2:30PM 

September 19, 10:00-11:30 AM 

FY27 City of Gaithersburg Community Service Grant Program NOFO Open September 5, 2025 4:00 PM 

Applicant Questions Due in Writing -- Deadline October 23, 2025 5:00 PM 

FY27 Proposals Due -- Deadline October 31, 2025 5:00 PM 

FY27 Award Notification Spring 2026 

FY27 Program Year Begins July 1, 2026 12:00 AM 

 
B. Grant Application Technical Information Session 
Applicants are strongly encouraged to participate in an information session for the FY27 grant program. 
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Registration is required, here: https://arcg.is/0b5e1b. A recording of the information session will be posted 
in the Documents section on the City’s grants webpage here: https://gburg.md/grants. Please email 
grants@gaithersburgmd.gov if you have any questions. 
 
C. Submission of Applicant Questions 
Questions regarding this NOFO are required to be submitted in writing by using the following form link: 
Applicant Questions. Questions are due by the date and time specified in the NOFO schedule outlined in 
Section III(A). Any questions received not in compliance with this paragraph will not be answered unless the 
City, in its sole discretion, deems that a response to a question is necessary to clarify anything in the NOFO 
documents. All questions sent to the City will be posted with respective answers for public review here:  
https://gburg.md/grants. 
   
IV. PROPOSAL PREPARATION AND SUBMISSION INSTRUCTIONS 

 
A. Proposal Sections 
Applicants must submit all material required under this Section IV, whether or not the material and/or 
information is given evaluation criteria points. An applicant’s failure to submit all required material and 
information pursuant to this section will be considered a deficiency and may result in a denial of their 
application.  All proposals shall include material organized into sections as follows: 
 

1. Grant Program Narrative Statement (5 pts) 
Provide a summary of the program, not to exceed 500 words. This section should give an overview of 
the proposal, including the identified unmet need(s), the strategy for implementation (partners, 
timeline, and staffing), activities, outputs, and outcomes to be accomplished, and the approach for 
achieving the stated goals and outcomes. 
 
2. Need Statement (5 pts) 
Provide a summary, not to exceed 500 words, that clearly explains the unmet community problem, gap 
in service, or need, that your program seeks to address. Provide credible and verifiable evidence of this 
unmet need. 
 
3. Proposed Service Plan (15 pts) 

a. Goals (5 pts)  
Provide an overview explaining community need(s) the applicant proposes to address and 
the proposed service plan to meet these needs.  Include the populations to be served, the 
outcomes to be realized, and the implementation strategy that will be used to accomplish 
these goals, and any other important information.   

b. Outreach Requirement (5 pts)  
Outline how outreach has been conducted in the past in similar programs and how it will be 
conducted through this grant award. 

c. Partnerships (5 pts)  
Provide an overview of current partnerships, including residents, schools, City departments 
or divisions, neighborhood communities, businesses, faith-based entities, etc. that will help 
the applicant realize contract goals.   

 
4. Logic Model – Outputs and Outcomes (20 pts) 

Complete the NOFO’s Logic Model including outputs and outcomes to be realized in the grant term.   
 
5. Workplan Timeline   

https://arcg.is/0b5e1b
https://gburg.md/grants
mailto:grants@gaithersburgmd.gov
https://arcg.is/1Wjnr0
https://gburg.md/grants
file://///s.drive.gaithersburgmd.gov/Shared/Community%20Services/3-%20Grants%20Management/Webpage%20and%20Workbooks/CS%20Workbook/CS%20Logic%20Model%20Template.xlsx
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Provide a work plan timeline that describes the phases into which the proposed project will be 
performed. 
 
6. Past Program Experience (10 points) 
Applicants must demonstrate their experience in similar program implementation within the last five 
years.   

a. Describe experience providing relevant services for community needs and achievements.  
b. Describe how your agency recruited and retained clients to participate in relevant program 

services.  
If the Applicant has not been a City grantee within the last five years, they will not lose points in this 
section.  

 
7. Experience and Capabilities (10 points) 

a. Describe your firm’s experience providing services as they relate to the solicitation. 
b. Describe prior and/ongoing specific local relevant experience in Montgomery County, and 

any other local jurisdictions. 
c. Provide a list of all local governments and other local institutions which your firm has 

previously worked with to provide equivalent services within the past five years. 
 
8. Executive Staffing Overview   
Provide an executive summary including the organizational structure and business size of the firm that 
is applying. Include the business’ date of organization, current primary place of business, additional 
locations, and services offered.  

 
9. Staffing Plan (5 points) 
Applicants must provide a staffing plan that clearly identifies the program manager, key personnel, and 
their required qualifications. The plan should include position titles, responsibilities, percentage of time 
allocated to the program, and reporting structure. If positions are vacant, the application should 
describe the recruitment process and anticipated start date. Applicants must also describe how they 
will ensure adequate staffing levels, quality of service, and program continuity. 

 
10. Pricing and Budget (20 points) 
Provide a budget on the provided Provide a Budget Spreadsheet (required) including all expenses 
requested to support the proposed scope of work. Include at a minimum all proposed staff salaries, 
supplies, communication, and related expenses. 

a. Budget spreadsheet (10 points) – download here.  
b. Budget Narrative (10 points)  
The budget narrative should provide a detailed explanation of each proposed expense in the 
program budget, describing what the cost is, how the amount was calculated, and why it is 
necessary to achieve the program’s objectives. Applicants must clearly link all expenses to 
specific program activities and deliverables, demonstrating that costs are reasonable, necessary, 
and directly related to serving City of Gaithersburg residents.  
 
The narrative should also identify any other funding sources supporting the program and explain 
how City funds will be used in conjunction with those resources. 

 
11. Past Performance with City (10 points) 
For current grantees and grantees within the last five years, the City of Gaithersburg will review and 
consider the following:  

file://///s.drive.gaithersburgmd.gov/Shared/Community%20Services/3-%20Grants%20Management/Webpage%20and%20Workbooks/CS%20Workbook/CS%20Budget%20Spreadsheet.xlsx
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a. Timely submission and completeness of reports and invoices 
b. Success in meeting program requirements and performance targets 
c. The applicant organization’s capacity, including staffing and financial capacity 
d. The number of persons that were served by program 
e. Outcomes, outputs, and/or KPIs (Key Performance Indicators) that were met 
f. Previous experience through grant reports received from grantees in the previous awards 
This review will assess the extent to which the applicants demonstrated experience necessary to 
successfully implement the proposed activities in that grant award.  

 
12. References  
Submit three letters of support from clients, service providers, and/or partners who can validate the 
performance of the programming you are applying to provide.  

 
13. Required Forms  

a. Recent audit, financial statement, or compilation for most recent completed operating year 
b. IRS Form 990 for most recent completed operating year 
c. IRS 501(c)(3) determination letter 
d. Proof of Good Standing with the state where organized 
e. Volunteer organizations only: Affidavit certifying compliance with Maryland workers 

compensation 
f. Board roster identifying officers, titles, and term limits. 
g. Copies of company’s professional registrations, and affiliations and memberships. 

 
B. Proposal Submission 

1. Proposals are submitted online.  The proposal instructions and package are available here: 
https://gburg.md/grants. Proposals must be submitted electronically here: Community Service 

Grant Application.  
2. The application submission period shall open on September 5, 2025 and close on Friday, 

October 31, 2025 at 5:00 PM. 
3. Proposals not received by the submission deadline shall be deemed non-responsive. 
4. The City shall assume no responsibility for delays or errors in the delivery of any proposal. 
5. The applicant is prohibited from submitting its proposal by facsimile or by postal mail.  The 

applicant may not submit its proposal to any other link other than the one listed above. All 
proposals submitted not in compliance with this Section shall be rejected as non-responsive 
and be removed from consideration. 

6. Applicants will receive a confirmation of receipt email with date and time stamp after proper 
submission of proposals. If no email is received, please contact Community Services 
immediately at grants@gaithersburgmd.gov. Do not submit proposals to this email address. 

 
C. Deficient Submissions 
The City, in its sole and full discretion, will review all submitted applications to determine application 
completeness, accuracy of information, and sufficiency of information. The City will return applications that 
are found to be deficient and provide the applicant with a list of the identified deficiencies. Applicants shall 
be required to resubmit a revised application within seventy-two (72) hours. If a revised application is 
found to be deficient, the City may, at its sole discretion, either (i) return the application to the applicant 
for further review; or (ii) deny the application. Nothing in this subsection shall be construed to limit, 
impede, or otherwise prohibit, the City from denying an application that contains substantial and/or 
abundant deficiencies without providing an applicant with the opportunity to revise and resubmit the 
application.   

https://gburg.md/grants
https://fs30.formsite.com/GBurgMD/bu7b70w1nz/index
https://fs30.formsite.com/GBurgMD/bu7b70w1nz/index
mailto:grants@gaithersburgmd.gov
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V. EVALUATION CRITERIA AND SELECTION PROCESS  

 
A. Award 
Award of a contract, if any, shall be to applicants whose proposal is deemed by the City to provide the best 
services and outcomes to residents of the City of Gaithersburg.   
 
B. Selection Committee -- Community Advisory Committee 
Reviews, evaluations, and scoring of all proposals are completed by City staff and Community Advisory 
Committee (CAC) members. Selection and recommendation of awards will be made to the most qualified 
applicants for contract awards and recommended for annual program funding to the Mayor and City 
Council during the City’s budget season.  

 
C. Evaluation Criteria 
The Selection Committee will evaluate each proposal on the following criteria: 

 Points 

Grant Program Narrative Statement 5 

Need Statement  5 

Proposed Service Plan 15 

Logic Model 20 

Past Program Experience  10 

Past City Performance    10 

Firm Experience and Capabilities 10 

Staffing Plan 5 

Pricing and Budget  20 

 100 

 
D. Evaluation, Scoring, and Selection Process 
The Selection Committee shall  

1. evaluate and score each proposal to determine the need to be served and the capacity of the 
applicant to perform the services, realize outcomes, and accomplish impact goals, and   

2. establish a list of the highest-ranking applicants and/or identify the best value proposal.   
The City reserves the right, in its sole discretion, to modify this process as best may serve the interests of 
the City. 
 
VI. NOTICE TO APPLICANTS 

 
A. 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 applicant until a contract is 
executed for the services described herein. 
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B. Acceptance 
The submission of a proposal shall constitute acknowledgement and acceptance by the bidder of the 
requirements, specifications, terms, and conditions specified herein. 
 
C. Authority to Distribute Solicitation Documents 
The City is the sole entity with the authority to issue and/or distribute any solicitation documents and/or 
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.  All solicitation documents shall be posted on the Procurement Webpage. 
 
D. Restricted Discussions 
Applicants 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 applicant who is in violation of this provision.  All verbal statements and/or 
answers to questions relative to this solicitation shall not be considered binding, valid or enforceable.  
 
E. State of Maryland Bid and Contract Requirements 

1. Applicants 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. 

2. To enter into any contract with the City, applicants must submit an application that meets the 
requirements of the State of Maryland Code of Regulations Title 21, State Procurement 
Regulations. 

 
F. ADA Requirements 
Individuals with a disability, who would like to receive the information in this solicitation in another form, 
may contact the Community Services by phone at 240-805-1827 or by email to 
CommunityServices@gaithersburgmd.gov. 

 
VII. SOLICITATION AND CONTRACT TERMS AND CONDITIONS 

 
The following terms and conditions shall apply to and survive this solicitation and be incorporated into the 
contract: 
 
A. 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.   
 
B. Accurate Information 
The applicant 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 applicant’s proposal or to terminate the contract if awarded to the applicant.   
Such rejection or termination shall relieve the City of any direct or consequential damages or costs incurred 
by the applicant. 
 
C. 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 
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amendments.  All written communication that expands, amends, or eliminates any terms or conditions of 
this solicitation that are not posted on the City’s grants webpage shall not be considered binding, valid or 
enforceable.  It is the responsibility of the applicant to inquire about and obtain all addenda and/or 
amendments issued, all of which shall be published on the City’s grants webpage. 
 
D. Alternate Proposals 
The applicant is expected to clearly respond to the requirements set forth in this solicitation. All alternate 
proposals for the services shall be rejected as non-responsive and shall be removed from consideration. 
 
E. Confidentiality 

1.   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 applicant in strictest 
confidence.  The applicant shall specify in writing to the City the information and/or material the 
applicant 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. 

2.  The applicant 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.” 

 
F. Contract Award 
It is the intent of the City to award several contracts in key program areas.  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 other eligible responsive applicants. 
 
G. Late Proposals 
It is the responsibility of the applicant to ensure the delivery of its proposal by the submission deadline and 
to the location specified above.  All proposals submitted late or to any location other than the designated 
location 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.  All proposals submitted not in compliance with any of the provisions of this paragraph shall be 
rejected as non-responsive. 
 
H. Modifications to Proposals 
The applicant may only modify its proposal prior to the submission deadline and in accordance with and 
subject to the following: 

1. 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. 

2. The modified proposal shall be subject to all the requirements, specifications and terms and 
conditions set forth herein. 

3. Notwithstanding the provisions with respect to the submission of a proposal herein, the modified 
proposal shall clearly be labeled “modified proposal.” 
 

I. Solicitation Documents 
The applicant is expected to carefully and thoroughly examine all of the solicitation documents for accuracy 
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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 applicant shall make an inquiry as to such meaning and/or 
intent.  The failure of the applicant to examine and become familiar with all of the solicitation documents 
shall in no way relieve the applicant of its obligations under the contract, if awarded to the applicant.  The 
submission of a proposal shall be taken as prima facie evidence of compliance with this provision and that 
the applicant fully understands everything in the solicitation documents. 
 
J. 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. 
 
K. Use of Broker is Prohibited 
The applicant 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 
applicant for the purpose of securing business. If the applicant violates this provision, the City, in its sole 
discretion, may (i) terminate or suspend the contract without liability to the City, its officials or employees; 
or (ii) deduct from the contract price or consideration, the full amount of such commission, percentage, 
brokerage, or contingent fee. 
 
L. No Assignment  
The City’s rights under the contract are personal to the grant contractor.  It is mutually understood and 
agreed that the grant 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 grant 
contractor from its obligations under the contract, or change the terms and conditions of the contract. 
 
M. 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 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 grant contractor.  The grant 
contractor shall provide all 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 grant contractor. 
 
N. Contract Disputes 
All disputes arising under the contract, except under the provisions for termination, which are not disposed 
of by agreement between the City and the grant contractor, shall be decided under procedures A-D listed 
below.  Pending final resolution of a dispute, the grant 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. 

1. All disputes, claims, questions of fact or interpretations of the documents of the contract not 
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disposed of by agreement or express provision of the contract arising between the City and the 
grant contractor after performance of the contract has commenced but before final payment and 
termination of the contract, are decided by the City Manager. 

2. The City Manager must give the grant contractor not less than three (3) working days to submit 
documentation and written reasons supporting the grant 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. 

3. The City Manager must render a decision, in writing, stating reasons for such decision and provide 
copies to the grant contractor and the City Attorney.  If the decision is mailed to the grant 
contractor, it must be mailed “certified” and dated the date of mailing; otherwise, it must be dated 
the date of delivery to the grant contractor. 

4. 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. 
 

O. Dissemination of Data 
The grant 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 grant 
contractor shall include a similar provision in all subcontracts. 
 
P. Proposal Evaluation and Award Debriefing 
For a period of 60 calendar days, beginning 30 calendar days after the public announcement of awards 
under this NOFO, and upon request of an applicant, the City will provide to the applicant a debriefing about 
their application. A request for debriefing must be made in writing or by email to 
grants@gaithersburgmd.gov.  
 
Q. Employment as Independent Contractor 
The City and the grant contractor recognize and agree that: (i) the grant contractor shall act as an 
independent contractor to the City; (ii) the contract does not create any actual or apparent agency, 
partnership, franchise, or relationship of employer and employee between the parties; (iii) neither party 
shall be entitled to participate in any of the other party’s benefits, including without limitation, any health 
or retirement plans; (iv) the grant contractor shall not be entitled to any remuneration, benefits, or 
expenses other than as specifically provided for in the contract; and (v) the City shall not be liable for any 
insurance, taxes, or withholding for or on behalf of the grant contractor; all such insurance, taxes or 
withholding, and costs for same, shall be the sole responsibility of the grant contractor. 
 
R. Ethics Laws and Requirements 
The grant 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. 
 
S. Force Majeure 
The City and the grant 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 

mailto:grants@gaithersburgmd.gov
http://www.gaithersburgmd.gov/government/city-code
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performance as soon as possible. 
 
 
T. Governing Law 
The contract shall be construed in accordance with the laws and regulations of the federal government, 
State of 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. 
 
U. Immigration Reform and Control Act 
The grant 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, or 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 grant 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. 
 
V. Inconsistent Provisions 
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 solicitation. 
 
W. Indemnification 

1. The grant 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 grant 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 grant 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. 

2. In the event of litigation between the City and the grant 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. 
 

X. Laws and Regulations 
The grant contractor shall comply with all applicable federal, state and local laws, codes and regulations 
with respect to the services under the contract. 
 
Y. 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. 
 
Z. Nonexclusive 
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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. 
 
AA. Non-Discrimination Requirements 

1. The grant contractor acknowledges and agrees that during the term of the contract it shall: 
a. 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, genetic testing, disability, age, marital status or status with regard to public assistance 
or as a disabled veteran or veteran of the Vietnam era. 

b. 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. 

c. 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 grant contractor agrees to use clauses similar to those above 
in all contracts and subcontracts.  In the event the grant 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 grant contractor against the City or its officials or employees, and the 
grant contractor may be declared ineligible for further contracts with the City. 

2. 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 
grant 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 grant contractor has failed to 
comply with these nondiscrimination clauses, the City Manager may invoke the remedies set out in 
section VII(AA)(A)(III). 
 

BB. Ownership of Materials 
Unless otherwise agreed in writing by the City and the grant contractor, any work, specifications, 
information, data, drawings, software and other items produced under the contract, other than any grant 
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. 
 
CC. Invoices, Payment Terms and Taxes 
The City shall only pay original proper invoices issued in accordance with the following: 

1. Original invoices shall include at a minimum, the grant contractor’s name, address, telephone, 
email address, and, if applicable, fax numbers and corresponding purchase order number. Invoices 
shall be submitted to Community Services, grants@gaithersburgmd.gov or other designated staff 
email addresses identified in the grant contract. Invoices will only be processed after the review 
and scoring of satisfactory quarterly quality assurance reports, along with submission of correct 
client address submissions.  

mailto:grants@gaithersburgmd.gov


 

City of Gaithersburg Notice of Funding Opportunity                                                                                      
FY27 Community Service Grant Program    20 
 

2. The City’s standard terms of payment are net thirty (30) days.   
3. The City is exempt from sales and use taxes.  The grant 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 grant contractor for any such taxes. 
 

DD. Records 
The grant contractor shall retain all records and documents relating to the services under the contract for a 
minimum of five (5) years following payment of the grant contractor’s final undisputed proper invoice for 
the complete rendered services.  The grant contractor shall make available to the City, State of Maryland 
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 grant contractor 
shall include similar provisions in all subcontracts. 
 
EE. Subcontractors 
The grant 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 only upon the City’s prior 
written consent and 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. 
 
FF. Survival 
The representations, warranties and indemnities contained herein shall survive the termination of the 
contract. 

 
VIII. TERMINATION 

 
D. Termination for Cause 
If through any cause, the grant contractor fails to fulfill in a timely and proper manner its obligations under 
the contract, or if the grant contractor violates any of the provisions of the contract, the City may upon 
written notice to the grant contractor, terminate the right of the grant 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 grant 
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 grant 
contractor. 
 
In the event of termination, any completed services performed by the grant contractor under the contract 
shall, at the option of the City, become its property and the grant contractor shall be entitled to receive 
equitable compensation for any work completed to the satisfaction of the City.  The grant 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 grant contractor, and the City may withhold any payments to the grant 
contractor for the purpose of setoff until such time as the amount of damages due the City from the grant 
contractor is determined.  The grant 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. 

 
E. Termination for Convenience 

1. The City may, upon written notice and without cause, terminate the contract in whole or in part at 
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any time for its convenience.  In such instance, payment shall be made to the grant 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 grant contractor or its subcontractors or suppliers.  Failure of the grant 
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. 

2. The grant 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. 

 
F. 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. 
 
IX. SPECIAL TERMS AND CONDITIONS 

A. Insurance 
 

1. Coverage 
The grant contractor shall always, 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: 

a. Comprehensive commercial general liability insurance in an amount not less than One Million 
Dollars ($1,000,000);  

b. Workers’ compensation insurance for all non-City employees and workers employed by the 
grant 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 Five 
Hundred Thousand Dollars ($500,000); and 

c. Improper Sexual Conduct Insurance Coverage in an amount not less than One Million Dollars 
($1,000,000). 

 
2. Additional Insured 
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. 

 
3. Certificate Of Insurance 
Prior to the execution of the Contract, the grant 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 grant 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. 

 
4. Cancellation Or Adverse Material Change  
The grant contractor shall immediately notify the City in writing with a copy of any written notice from 
the grant contractor’s insurers of any cancellation or adverse material change in that policy.  The grant 
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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 grant contractor shall indemnify, defend and hold 
the City harmless from any liability arising as a result of any such failure(s). 

 
5. Grant Contractor Personnel 
The grant 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.   


