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Bid/Proposal Cover Sheet 
 
Name of Project: Request for Proposals for Meeting Minutes Service (RFP) 
 
General Description of Project: Comprehensive provision of professional services for meeting minutes service for various 
City of DeKalb Citizen Commissions.  
 
Website Link: http://www.cityofdekalb.com/bids.aspx 
 
Type of Bid: 
Request for Proposals  
 
City Representative:  
Name: Ellen Divita  
E-Mail: ellen.divita@cityofdekalb.com  
Phone: 815-748-2361  
 
Bid Release Date:   12/17/15   
Last Day for Questions:  1/6/16    1:00 P.M. 
Question Response Date:  1/11/16    
Bid Due Date:   1/21/16    Deadline: 2:00 P.M.  
 
All Proposals must be received at the City Clerk’s Office, Room 209, City of DeKalb Municipal Hall, 200 S. Fourth 
Street, DeKalb, IL 60115 at not later than 2:00 P.M. on the Bid Due Date outlined above.  
 
Required Security: N/A.  
 
Required Insurance: See applicable terms of Exhibit E, Independent Contractor Agreement, and Section 2.09 of the Contract 
Documents (and subsections).  
 
All persons desiring to submit a bid under these Contract Documents must contact the City of DeKalb and provide 
an email address at which notices can be sent and received by the proposed Bidder or Contractor by not later than 
1/6/16. This address will be used for official communications from the City, including pre-bid communications. Please 
note that this is a Request for Proposals for professional services, and not a solicitation of competitive bids. 
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City of DeKalb  
 
Legal Notice  
 
Invitation for Proposals  
 
 
 
The City of DeKalb, IL will accept proposals for Minutes Services for various City Commissions.  This includes the City 
Planning and Zoning Commission, Human Relations Commission, and potentially intermittent coverage of other meetings.   
 
Specifications and all Contract Documents are available on-line on the City of DeKalb’s web page at www.cityofdekalb.com 
under http://www.cityofdekalb.com/bids.aspx. They may also be obtained from the City of DeKalb City Clerk’s Office, 
200 S. Fourth Street, DeKalb, IL 60115. Proposals will be received by a Deputy City Clerk, in the City Clerk’s Office, at the 
above address until 1/21/16 at 2:00 p.m. Proposals will be opened privately, by the City, at some point thereafter.  
 
No pre-bid meeting will be held. Interested parties should indicate that interest by 1/6/16, via email to Ellen Divita at 
ellen.divita@cityofdekalb.com. Questions regarding this RFP should be sent in writing to Ellen Divita at 
ellen.divita@cityofdekalb.com. Answers to all questions will be sent via bid addendum to all interested parties who have 
registered with the City.  
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EQUAL EMPLOYMENT OPPORTUNITY CLAUSE 

EQUAL EMPLOYMENT OPPORTUNITY CLAUSE required by the Illinois Fair Employment Practices Commission as a 
material term of all public contracts. 
 
During the performance of this contract, the Contractor agrees as follows: 
 

1. That it will not discriminate against any employee or applicant for employment because of race, color, religion, 
sex, national origin, or ancestry; and further, that it will examine all job classifications to determine if minority 
persons or women are underutilized and will take appropriate affirmative action to rectify any such 
underutilization. 
 
2. That, if it hires additional employees in order to perform this contract, or any portion hereof, it will determine 
the availability (in accordance with the Commission’s Rules and Regulations for Public Contracts) of minorities 
and women in the area(s) from which it may reasonably recruit and it will hire for each job classification for which 
employees are hired in such a way that minorities and women are not underutilized. 
 
3. That, in all solicitations or advertisements for employees placed by it or on its behalf, it will state that all 
applicants will be afforded equal opportunity without discrimination because of race, color, religion, sex, national 
origin, or ancestry. 
 
4. That it will send to each labor organization or representative of workers with which it has or is bound by a 
collective bargaining or other agreement or understanding, a notice advising such labor organization or 
representative of the contractor’s obligations under the Illinois Fair Employment Practices Act and the 
Commission's Rules and Regulations for Public Contracts. If any such labor organization or representative fails or 
refuses to cooperate with the contractor in its efforts to comply with such Act and Rules and Regulations the 
contractor will promptly so notify the Illinois Fair Employment Practices Commission and the contracting agency 
and will recruit employees from other sources when necessary to fulfill its obligations there under. 
 
5. That it will submit reports as required by the Illinois Fair Employment Practices Commission’s Rules and 
Regulations for Public Contracts, furnish all relevant information as may from time to time be requested by the 
Commission or the contracting agency, and in all respects comply with the Illinois Fair Employment Practices Act 
and the Commission’s Rules and Regulations for Public Contracts. 
 
6. That it will permit access to all relevant books, records, accounts, and work sites by personnel of the 
contracting agency and the Illinois Fair Employment Practices Commission for purposes of investigation to 
ascertain compliance with the Illinois Fair Employment Practices Act and the Commission’s Rules and 
Regulations for Public Contracts. 
 
7. That it will include verbatim or by reference the provisions of paragraphs 1 through 7 of this clause in every 
performance subcontract as defined in Section 2.10 (b) of the Commission's Rules and Regulations for Public 
Contracts so that such provision will be binding upon every such subcontractor; and that it will also include the 
provisions of paragraphs 1,5, 6, and 7 in every supply subcontract as defined in Section 2.10(a) of the 
Commission’s Rules and Regulations for Public Contracts so that such provisions will be binding upon every such 
subcontractor. In the same manner as with other provisions of this contract, the contractor will be liable for 
compliance notify the contracting agency and the Illinois Fair Employment Practices Commission in the event any 
subcontractor fails or refuses to comply therewith. In addition, no contractor will utilize any subcontractor 
declared by the Commission to be non-responsible and therefore ineligible for contracts or subcontracts with the 
State of Illinois or any of its political subdivisions or municipal corporations. 

 
The City of DeKalb does not discriminate on the basis of handicapped status in admission or access to, or treatment or 
employment in, its programs and activities. 
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Section 1: STANDARD CONDITIONS 

1.00 General Bid Notes: 
This document contemplates the submittal of a sealed bid. Respondents to the RFP should provide their proposal in the format 
described below, and delivered within the window described below. The City will evaluate responses to the RFP based upon 
the entirety of their contents, and will select a successful respondent based upon the City’s sole discretion and choice. 
Respondents will not be reviewed based solely upon the lowest responsible bid. Notwithstanding the use of the term “Bid” 
herein, this document is being utilized to solicit responsive proposals. 
 
The City Council of the City of DeKalb reserves the right to accept or reject any and all bids, to waive any technicalities, 
discrepancies, or information in the bids, or to waive competitive bidding and negotiate directly with one or more contractors. 
The City also reserves the right to divide the contract into multiple agreements and to have multiple parties complete separate 
components of the required work. The City of DeKalb does not discriminate in admission, access to, treatment, or 
employment in its programs and activities. 
 
General questions regarding the Legal Notice or the Bid Specifications shall be directed to the City’s Representative at the 
contact information provided on the Bid Cover Sheet. All detailed questions concerning the actual bid specification are 
to be forwarded in writing. 
 
Following bid opening, review, and the City’s receipt of an award recommendation, pending contract awards will be posted 
on the City of DeKalb’s web site. 
 
Individuals with disabilities who plan to attend this meeting and who require certain accommodations to allow them to 
observe and/or participate in this meeting are requested to contact the City Manager’s Office at 815-748-2090 at least one (1) 
week prior to this public meeting if possible. 
 
All costs incurred in the preparation, submission and/or presentation of any proposal including any Bidder’s travel or personal 
expenses shall be the sole responsibility of the Bidder and will not be reimbursed by the City. 
 
ALL RESPONDING BIDDERS ARE REQUIRED TO SUBMIT ALL PAGES OF THIS BID PACKAGE, 
INCLUDING ALL ATTACHMENTS (AND ANY CONTRACTOR-GENERATED SUPPLEMENTS THERETO), 
IN ORDER TO SUBMIT A VALID BID. 
 
All persons desiring to submit a bid under these Contract Documents must contact the City of DeKalb and provide 
an email address at which notices can be sent and received by the proposed Bidder or Contractor. This address will 
be used for official communications from the City, including pre-bid communications. 
 
1.01 Interpretation of Contract Documents:  
Each request for interpretation of the Contract Documents shall be made in writing addressed to the City Representative and 
shall be received by 1:00 PM on 1/6/16. Interpretations and supplemental instructions will be the form of written addenda to 
the Contract Documents. The City reserves the right to determine what constitutes a material variation from the terms of these 
Contract Documents, and to waive variations deemed immaterial, in its sole discretion.  
 
1.02 Electronic Documents:  
Respondents that download PDF documents from the City of DeKalb’s internet web page must immediately notify the City 
Representative via e-mail as outlined on the Cover Sheet if they intend to submit a response to the bid documents. This step 
is necessary to establish a communication link between the City and the Bidder so that any addenda or other relevant 
information may be transmitted properly. The Bidder, not the City, is responsible for obtaining any addenda to the original 
specification when the Bidder chooses the option of downloading bid or proposal files. Addenda and other relevant 
information will be posted on the City of DeKalb web page. Bidders must provide an email address which can be used by the 
City to send bid addenda or other official communications. All Bidders must sign off and acknowledge receipt of all bid 
addenda.  
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1.03 Submittal of Proposal:  
Proposals must be submitted to the City Clerk’s Office at 200 S. Fourth Street, Room 209, DeKalb, Illinois, 60115 no later 
than 2:00 P.M. on 1/21/16. Proposals arriving after the specified time will not be accepted, even in cases of delay by train. 
Proposals will not be accepted at any other location or by any other City personnel. Any proposals erroneously accepted at 
any other location or by other City personnel shall be returned unopened, or destroyed, at the City’s discretion. Mailed 
proposals which are delivered after the specified hour will not be accepted regardless of postmarked time on the envelope. 
Respondents should carefully consider all bid delivery options (US Postal Service, UPS, Federal Express, Emery Express, 
private delivery service, etc.) and select a method that will successfully deliver their proposal by the required time and date. 
Proposals shall be submitted in sealed envelopes carrying the following information: Respondent’s name, address, subject 
matter and document number of proposal as indicated in the specification, and designated date and time of the bid opening. 
All proposals must be clearly marked at the top of each side of the envelope: “RFP Response: Do Not Open.” Proposals 
will only be accepted by delivery or US mail; bids will not be accepted by facsimile, e-mail, internet, telephone or telegraphic 
means. All times are based upon the official time in the City of DeKalb, Central Standard Time or Central Standard Daylight 
Time (whichever applies at the time of proposal). 
 
1.04 Compliance with Laws: 
The Bidder shall at all times observe and conform to all laws, ordinances, and regulations of the Federal, State, and local 
governments, which may in any manner affect the preparation of bids or the performance of the contract. In addition, the Bid 
shall be subject to all applicable City of DeKalb purchasing policies and ordinances. 
 
1.05 Alternate to Bids: 
Any reference in these specifications to manufacturer’s name, trade name, or catalog number (unless otherwise specified) is 
intended as a standard only. The City’s written decision of approval or disapproval of a proposed substitution shall be final. 
 
Alternate bids will be considered only if received at the time stated for receipt of the bids. Submit alternate bids in a sealed 
envelope and identify the envelope as required for all bids, except that the phrase Alternate Bid shall be used. Alternate bids 
should only be submitted if the proposal is believed in good faith to be equal in quality to the requirements specified by the 
City. The City reserves the right to rule upon a specification deviation or alternate bid in the manner as best befits the City, 
and to accept an alternate bid deemed adequate without rebidding or waiver of bid.  
 
1.06 Form of Contract:  
The form of contract between the City and the successful Bidder will be in the form attached hereto as Exhibit D, subject to 
such modifications as required by the City. 
 
1.07 Freedom of Information Act (FOIA):  
The City is required by the Freedom of Information Act to comply with freedom of information requests (FOIA) within a 
specified time after receiving a record request. All contractors used by the City may be in possession of records covered by 
this act and therefore will be required to provide the City with those records upon request and within the time frame of the 
Act.  
 
1.08 Bid Review:  
The City reserves the right to reject any or all bids, to waive any irregularities or disregard any informality in the bids and 
bidding, and/or to waive competitive bidding and negotiate with one or more bidders or non-bidders directly when, in its 
opinion, the best interest of the City will be served by such action. Furthermore, the City reserves the right to award each 
item to a different Bidder, or all items to a single Bidder unless otherwise noted on the Bid Sheet. The City may determine 
as follows: 1) an equal or alternative is a satisfactory substitute; 2) an early delivery date is entitled to more consideration 
than price; 3) an early delivery date is to be disregarded because of the reputation of the Bidder for not meeting delivery 
dates; 4) a Bidder is not a responsible Bidder; and 5) what exceptions or deviations from written specifications will be 
accepted. 
 
No bid will be accepted from or contract awarded to any person, firm, or corporation that is in arrears or is in default to the 
City upon any debt or contract, or that is a defaulter, as surety or otherwise, upon any obligation to the City, or had failed to 
perform faithfully any previous contract with the City.  
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Bidders are required, if requested to do so, to effect a demonstration of the item/service being bid if the City feels it has 
insufficient knowledge of the item/service operations or performance capability. Such demonstration shall be at a site which 
is most convenient and agreeable to the affected City personnel. If the bid specifications require the submission of samples, 
such samples shall be submitted to the City at no cost, at or prior to the deadline for submitting bids. All samples become the 
property of the City upon submission. 
 

Section 2: GENERAL SUPPLEMENTAL ADDITIONAL CONDITIONS 

2.01 Scope of Work: 
The Bidder shall supply all required supervision, skilled labor, transportation, new materials, apparatus, and tools necessary 
for the entire and proper completion of the Work. The Work is as described on the attached Exhibit F. The Bidder shall 
supply, maintain, and remove all equipment for the performance of the work and be responsible for the safe, proper, and 
lawful construction, maintenance, and use of the same. This work shall be completed to the satisfaction of the City. 
 
2.02 Indemnification and Hold Harmless Agreement (Contractual or Other Liability): 
The Bidder agrees to indemnify and save harmless the City, including its elected or appointed officials, employees, attorneys 
and agents (collectively, the “City Indemnitees”) against any and all claims, loss damage, injury, liability, and court costs and 
attorney’s fees incident thereto, including any claims made by employees of the Bidder or any of their subcontractors, as well 
as all other persons, resulting directly or indirectly from the work covered by this contract or the equipment used in connection 
therewith. It is understood that this agreement shall apply to any and all such claims whether resulting from the negligence 
or the intentional acts of the Bidder, the Bidder’s employees, contractors or subcontractors, the City or City Indemnitees or 
otherwise, with the single exception of any claim, damage, loss, or expense arising solely out of the intentional misconduct 
of the City or City Indemnitees. The Bidder is solely responsible for determining the accuracy and validity of any information 
provided to the Bidder by the City or its representatives. This indemnification shall apply to the fullest extent of the law, and 
in the event that any provision hereof is determined to be unenforceable, the indemnification obligations shall be severable 
and the fullest extent of indemnification that may lawfully apply shall remain in full force and effect. 
 
2.03 Insurance: 
The insurance requirements outlined in these Contract Documents are applicable to any Work involving the performance of 
any services; these insurance provisions do not apply to any Work that consists solely of the sale of materials to the City 
without any corresponding labor or service. The Bidder will provide certificates of insurance evidencing the types and limits 
of insurance contemplated by the Agreement attached hereto as Exhibit E. The certificates of insurance will specifically 
address each of the requirements noted below. Each insurance company shall be in a form and from an issuer acceptable to 
the City. The General Liability coverage shall name the City of DeKalb as additional primary insured, without right of 
subrogation. All insurance noted below is primary and in no event will be considered contributory to any insurance purchased 
by the City. All insurance noted below will not be canceled, reduced, or materially changed without providing the City thirty 
(30) days advance notice, via certified mail. A certificate of insurance shall be provided to the City prior to the time at which 
any invoice or request for payment is submitted to the City. 
 
EACH CERTIFICATE OF LIABILTY INSURANCE SHALL REFERENCE THE SPECIFIC BID NUMBER AND 
PROJECT DESCRIPTION IN THE ADDITIONAL INSURED FIELD, AND MUST BE PROVIDED DIRECTLY 
TO THE CITY REPRESENTATIVE. 
 
Any and all deductibles or other forms of retention are the responsibility of the Contractor. All deductibles or other forms of 
retention are subject to the approval of the City. Contractor will disclose to the City in writing the amounts of any deductible 
or self-insured retentions on the insurance required under this contract. All deductibles or self-insured retention shall be the 
sole responsibility of the Contractor. At the option of the City and at no additional cost to the City, the Contractor shall either: 
a) the Contractor shall eliminate or reduce the deductibles/retention amounts as it relates to the City or City Indemnitees; or, 
b) procure a bond or letter of credit guaranteeing the payment of such amounts. 
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Contractor waives any right of subrogation it may have or later acquire against the City. Additionally, with regard to the 
Contractor’s obligations to defend, indemnify, insure and hold harmless the City, to the extent of any claim, offset or special 
defense afforded to the Contractor by virtue of the Illinois Worker’s Compensation Act or any other applicable law or statute, 
the Contractor acknowledges that its obligation to defend, indemnify, insure and hold harmless the City shall not be limited 
or abrogated by said claim, offset or defense. Any provision of these specifications requiring the Contractor to defend the 
City shall be read to include the City having choice of legal counsel, at Contractor’s expense, for purposes of fulfilling the 
defense obligation. Any language in these Contract Documents regarding the Contractor’s obligation to indemnify the City 
or to insure the City shall be read jointly, such that a waiver of subrogation or waiver of defense appearing in the 
Indemnification provisions shall also apply to the Insurance provisions. All such insurance or indemnification provisions 
shall also be read to require indemnification and insurance to be provided for the benefit of the City and City Indemnitees (as 
indemnified parties and as additional insureds). 
 
Prior to receipt of a purchase order and start of work, the City Finance Department must receive and approve Certificates of 
Insurance and endorsements for all Contractors’ employees who will be using their personal vehicle for transportation for 
work-related purposes during the work day. It will be the responsibility of the Contractor to provide renewal certificates for 
the same, and any new employees added to the City contract, throughout the course of the contract.  
 

2.03.01 Insurance Rating:  
All insurance policies required by this contract shall be underwritten by insurance companies with a minimum A. 

M. Best rating of B++ or better. In the event that the Contractor or any Subcontractor fails to procure or maintain any insurance 
required by the Contract Documents, the City may, at its option, purchase such coverage and deduct the cost thereof from 
any monies due to the Contractor or Subcontractor, or withhold funds in an amount sufficient to protect the City, or terminate 
this Agreement pursuant to its terms.  
 

2.03.02 Provision of Insurance:  
The Bidder shall not commence Work under this contract until the Bidder has obtained all insurance required under 

this section and such insurance has been approved by the City, nor shall Bidder allow any subcontractor to commence work 
on their subcontract until the same insurance has been obtained by the subcontractor. The Bidder and their subcontractor(s) 
shall maintain all insurance required under these Contract Documents for not less than two (2) years after completion of this 
contract. The City shall not be obligated to review such certificates or other evidence of insurance, or to advise Contractor or 
Subcontractor of any deficiencies in such documents, and receipt thereof shall not relieve the Contractor or Subcontractor 
from, nor be deemed a waiver of the right to enforce the terms of the obligations hereunder. The City shall have the right to 
examine any policy required and evidenced on the Certificate of Insurance.  

 
Additionally, and supplemental to the indemnification outlined above, the successful Bidder shall indemnify, defend and hold 
harmless the City from any and all claims arising out of the payment or real or alleged failure to pay any subcontractor or 
materialman.  
 
2.04 Subcontractors:  
Use of any subcontractors for performance of any component of this Agreement requires the City’s express, written pre-
approval prior to undertaking any services, as contemplated in the terms of these specifications. Additionally, without regard 
to such pre-approval, any contractor, subcontractor or materialman providing services or materials relating to these 
specifications shall expressly be required to comply with all of the terms of these specifications. The prime contractor or 
successful Bidder holding the agreement resulting from these specifications shall be responsible for so confirming, and shall 
indemnify, defend and hold the City harmless from any failure to comply with these specifications by any subcontractor. 
Moreover, the failure to perform or default of any subcontractor shall be held and applied against the prime contractor under 
which the subcontractor is working, as if the prime contractor itself had failed to perform or had defaulted.  
 
2.05 Change Orders:  
After the contract award, changes in or additions to the work and/or a change in the amount of money to be paid to the Bidder 
must be the result of an approved change order first ordered by the City Representative. 
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2.05.01 Legal Authority to Bind: 
The City shall not be bound by the unauthorized action of any of its agents or representatives. Any bidder and the 

Contractor is responsible for determining whether any person purporting to act on behalf of or to bind the City has the actual 
authority to do so, prior to relying upon any such statement or claimed authorization. 
 
2.06 Failure to Execute: 
Any bidder who seeks any modification of the Contract Documents or of the Agreement is required to notify the City of the 
same by submitting an alternate bid. Any bidder who submits a bid without identifying any changes in the Contract 
Documents or the Agreement may be bound to the Contract Documents and the Agreement, without revision, at the City’s 
discretion. 
 
 

CITY OF DEKALB 
 
INVITATION FOR PROPOSALS 
 
3.01 Intent: 
The intent of these specifications is to solicit sealed Proposals from reputable contractors who are capable of providing the 
specified products and services. The use of the words “Contractor” and “Contract” in this document refer to the firm whose 
services would be engaged upon successful acceptance of a bid and the agreement that would be executed between the City 
of DeKalb (hereafter "City”) and the successful firm. The use of the word “Proposal” or “Bid” herein is intended to refer to 
the submission of a response to this Request for Proposals. 
 
3.02 Scope: 
The Scope of this bid shall include completion of the Work as described in the attached Exhibit F. 
 
The bid shall include all aspects associated with the Contractor furnishing products, services, materials, supervision, labor, 
tools, and equipment necessary to complete the Work as defined herein in a workmanlike and acceptable manner, meeting or 
exceeding the quality standards as indicated in the specifications. Services performed or products provided shall be 
performed/provided with that level of care and skill ordinarily exercised by members of the profession currently practicing 
in the same locality under similar conditions. In the event that the Contractor fails to meet the foregoing standard, Contractor 
shall perform at its own cost, and without reimbursement from the City, the professional services necessary to correct errors 
and omissions caused by the Contractor’s failure to comply with the above standard and reported to Contractor within one 
(1) year from the completion of the Contractor’s services for this project and shall indemnify the City from any damages 
caused as a result thereof. 
 
The successful Contractor shall execute a contract in the form attached hereto as Exhibit D within five days of the date of 
notification that it is the successful Contractor. Failure to execute the Agreement shall constitute grounds for the City to retain 
the bid security of the Contractor as liquidated damages, and to annul the award of the bid to the Contractor (and to either 
rebid the Work to contract with another bidder). 
 
3.03 Qualifications: 
The Contractor shall be fully licensed to work in the City, and in the State of Illinois. The Contractor shall submit sufficient 
evidence of the Contractor's and the Contractor's subcontractors, if any, qualifications and abilities to complete the Contract, 
including references from similar relationships that are ongoing or recently completed. Subcontractors must also be licensed 
with the City. 
 
Although price is a major consideration, product quality, references, service, delivery time and past experience, if applicable, 
will also be considered. No bid will be considered unless the Contractor shall furnish evidence satisfactory to the City that it 
has the necessary facilities, abilities, experience, equipment and financial and physical resources available to fulfill the 
conditions of the contract and execute the Work should the contract be awarded to it. Bid documents which are not responsive 
to the requirements herein may not be considered by the City for an award of the contract. In determining the responsibility 
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of the bidder, the City may take into account other factors in addition to financial responsibility, such as past records of its or 
other entities transactions with the Contractor, experience, ability to work cooperatively with the City and its staff, adequacy 
of equipment, ability to complete performance within necessary time limits, and other pertinent considerations such as, but 
not limited to, reliability, reputation, competency, skill, experience, efficiency, facilities and resources. The contract will be 
awarded in the City’s best interests based on these and other legally-allowable considerations. The City and its representatives 
and agents may make any investigations deemed necessary to determine the ability of the bidder to perform the Work. The 
Contractor shall furnish any information and data requested by the City for this purpose. 
 
3.04 Contract Management: 
This Contract will be under the administration of the City Representative. Detailed daily supervision of the Contract shall be 
provided by the City Representative or by his or her authorized delegate(s). Any alterations or modifications of the work 
performed under the Contract shall be made only by written agreement between the Contractor and the City Manager or City 
Council, and shall be made prior to commencement of the altered or modified work. No claims for any extra work or materials 
shall be allowed unless preceded by written agreement. 
 
3.05 Concurrent Operations: 
The proposed Contract is a nonexclusive agreement with the City. The City reserves the right to use other Contractors or its 
own employees to perform work similar to that being performed under the terms of the Contract. Performance of work by 
others shall be construed as being consistent with the terms of the Contract and shall not be cause for the Contractor to cease 
performance of work as directed. 
 
3.06 Severability: 
If any portion of this Contract is found to be unenforceable by a competent court of law having jurisdiction, the remaining 
portions of the Contract shall remain in full force and effect. 
 
3.07 Accidents: 
In the event of accidents of any kind, the Contractor shall immediately notify the City Supervisor and Police Department to 
secure a police report for insurance purposes, and shall provide a full accounting of all details of the accident. The Contractor 
shall furnish the City’s Legal Department with copies of all reports of such accidents at the same time that the reports are 
forwarded to any other interested parties. The Contractor shall cooperate fully with any investigation of an accident which 
occurs on City property or within City buildings. 
 
3.08 Sexual Harassment: 
The City will not tolerate any act of sexual harassment by Contractors and their employees. Violation of this policy will be 
considered grounds for terminating either the Contract or the Contractor’s employee from work on this Contract. 
 
3.09 Term of Contract: 
The initial term of this Contract shall be with a term as specified in the final approved contract, subject, however, to the right 
of the City to cancel and terminate the same at any time by giving a thirty (30) day notice in writing to the Contractor. In the 
event of such cancellation, the Contractor shall be entitled to receive payment for services and work performed, and materials, 
supplies and equipment furnished under the terms of the Contract prior to the effective date of such cancellation, but will not 
be entitled to receive any damages on account of such or any further payment whatsoever. 
 
Upon normal expiration of the Contract, the Contractor shall continue, at the sole option of the City, to provide services on a 
month by month basis, under the same terms and conditions.  
 
The initial Contract places no obligation on the City to appropriate funds, and continuation of this Agreement beyond the 
initial term of the Contract and Contract extensions are dependent upon sufficient funds being appropriated each fiscal year 
by the City for this work. 
 
3.10 Exceptions: 
Any exceptions to the specifications are to be noted on the Detail Exceptions Sheet and included with the bid at the time of 
submittal. 
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MATERIALS AND EQUIPMENT 
 
4.01 City to Furnish: 
In support of this Contract, the City will supply the Contractor with any items listed on the description of Work. No other 
items shall be supplied by the City, without the City’s express, written consent. 
 
4.02 Contractor to Furnish: 
The Contractor shall provide, at his/her expense and at no additional cost to the City, all other equipment and supplies required 
to support the work activities as specified, with the exception of those items being provided by the City as itemized herein. 
 
4.03 Standards and Workmanship: 
It is the intent of these specifications for the Contractor to provide a high level of service. The following statements indicate 
the general standards and workmanship to be furnished under this Contract. More detailed standards and specifications are 
provided later in these specifications. 
 

4.03.01 Restrictive or Ambiguous Specifications: 
It is the responsibility of the bidding firm to review the invitation to bid specifications and to notify the City 

Representative if the specifications are formulated in a manner that would unnecessarily restrict competition. Any such protest 
or question regarding the specifications or invitation to bid procedures must be received by the City not later than at the pre-
bid meeting. In the event a contract term is not defined within the contract document, the term will be given its ordinary 
dictionary meaning. 
 
 

PERFORMANCE AND PAYMENT 
 
5.01 Disputes: 
The Contractor will be expected to faithfully perform all work as set forth in these specifications. If the Contractor fails to 
faithfully perform in accordance with the specifications or if a dispute arises as to the quality and/or quantity of work 
completed, the City Representative reserves the right to withhold authorization for payment of completed work until such 
time that performance has been improved or the dispute resolved. In those instances, when a dispute cannot be resolved 
between the Contractor and the City Representative, the dispute shall be resolved by the City Manager whose decision shall 
be final. 
 
5.02 Payment: 
Payment for all work completed and accepted will be made on a monthly basis (where possible, based upon the schedule for 
submittal of items to regularly scheduled City Council meetings) per the Contract prices including other agreements 
authorized in writing as per Special and Unforeseen Work. The Contractor shall submit an itemized monthly invoice, by 
facility, to the City for all work completed during the month, on or before the first Monday of the following month. 
 
The Contractor shall also submit with the monthly invoice their current price list, and a copy of the Contractor's invoice for 
the applicable supplies provided to the City, all of which is for informational purposes only. The City will make payment 
within thirty (30) days of receipt of invoice and acceptance by the City. 
 

5.02.01 Taxes: 
No charge will be allowed for taxes which the City is exempt from paying. The City of DeKalb is not liable for the 

Illinois Retailers’ Occupation Tax, the Service Occupation Tax or the Service Use Tax. The City is also exempt from Federal 
Excise and Transportation Tax. 
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EXHIBIT A: 
Detailed Cost Sheet 
 
 
Fee Schedule 
 
Bids should be provided with an hourly rate and a not to exceed dollar amount per meeting. If you would like to provide your 
qualifications on only a portion of the following, please do so. The City will retain a list of qualified vendors.  

 
In attendance at meeting 

Hourly rate:    $    
Not to exceed amount (per meeting):  $    
 

 
Via electronic recording 

Hourly rate:    $    
Not to exceed amount (per meeting):  $    
 

 
 

Please indicate your qualifications to execute this task via electronic record without active attendance at the 
meetings. For example, what is your experience with local government and/or citizen commissions or expertise on 
Planning and Zoning?  

 
             
 
             
 
             

 
             

 
  

Cost for a verbatim court record   $    
    

 
 
Please provide any additional information you would like to submit pertinent to your qualification. 
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EXHIBIT B: 
Bid Sheet 
Note: The Bidder must complete all portions of the Bid Sheet. 
 
The undersigned, having examined the specifications and all conditions affecting the specified project, offer to furnish all 
services, labor, and incidentals specified for the price below. 
 
The undersigned Bidder certifies that they are not delinquent in any taxes to the Illinois Department of Revenue. (65ILCS 
5/11-42.1-1) 
 
It is understood that the City reserves the right to reject any and all bids and to waive any irregularities and that the prices 
contained herein will remain valid for a period of not less than sixty (60) days. 
 
I (We) propose to complete the following project as more fully described in the specifications for the following: 
 
Bidding Company Name: ________________________________________________ 
 
□ Our firm has not altered any of the written text within this document. Only those areas requiring input by the 
respondent have been changed or completed. 
 

If it is the Contractor’s intention to utilize a subcontractor(s) to fulfill the requirements of this contract, the City must be 
advised of the subcontractor’s company name, address, telephone and fax numbers, and a contact person’s name at the 
time of bid submittal. 
Will you be utilizing a subcontractor? YES NO 
If yes, have you included all required information with your bid 
submittal? 

YES NO 

Are your subcontractors registered to do business with the City? YES NO 
 
INDEMNIFICATION: The Bidder hereby agrees to protect, defend, indemnify, and save harmless the City against loss, 
damage, or expense from any suit, claim, demand, judgment, cause of action, or shortage initiated by any person whatsoever, 
arising or alleged to have arisen out of work described herein, except that in no instance shall the Bidder be held responsible 
for any liability, claim, demand, or cause of action attributable solely to the intentional misconduct of the City. The Bidder 
agrees to indemnify, defend, insure and hold harmless the City in compliance with the most stringent language in this bid 
package. 
 
I hereby certify that the item(s) proposed is/are in accordance with the specifications as noted and that the prices quoted are 
not subject to change; and that the Company submitting this bid complies with the Bidder Certifications included in the Form 
of Agreement attached as Exhibit D. 
 
TOTAL PRICE: The Bidder hereby affirms and states that the prices quoted herein constitute the total cost to the City for 
all work involved in the respective items and that this cost also includes all insurance, royalties, transportation charges, use 
of all tools and equipment, superintendence, overhead expenses, all profits and all other work, services and conditions, 
necessarily involved in the work to be done and materials to be furnished in accordance with the requirements of the Contract 
Documents considered severally and collectively. 
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Bidder’s Firm Name     Signed Name and Title 
 
 
              
Street Address      Print Name and Title 
 
 
              
City  State  Zip Code  E-mail Address 
 
 
              
Phone Number      Fax Number 
 
 
       
Date 
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EXHIBIT C: 
Detailed Exceptions Sheet 
 
EXCEPTIONS: Any exception to any term of this document or to the Agreement must be clearly noted on the Detail 
Exceptions Sheet(s). Failure to do so may be reason for rejection of the bid. It is not our intention to prohibit any potential 
Bidder from bidding by virtue of the specifications, but to describe the material(s) and service(s) actually required. The City 
reserves the right to accept or reject any or all exceptions. 
 
DETAIL EXCEPTIONS SHEET MUST BE ENCLOSED WITH BID SHEET. ATTACH ADDITIONAL PAGES IF 
NECESSARY. 
 
Bidder’s exceptions are: 
 

SECTION 
NUMBER 

EXCEPTION TITLE EXCEPTION DETAIL 
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EXHIBIT D: 
Form of Agreement 
 

INDEPENDENT CONTRACTOR AGREEMENT FOR SERVICES 

THIS AGREEMENT, by and between the City of DeKalb, hereinafter referred to as the "City" and 
“_____________________” hereinafter referred to as the "Contractor", with the City and Contractor agreeing as follows 
 
A. Services: 
 
Contractor agrees to furnish to the City the following services: 
 

See attached Request for Proposals for Meeting Minutes Service 
 
Contractor represents that it possesses the skills and knowledge necessary to provide all such services and understands 
that the City is relying upon such representation. Contractor further acknowledges that Exhibit A is an integral part of 
this Agreement and may not be modified except in accordance with a modification to the terms of this Agreement. 
 
B. Term: 
 
Services will be provided as needed and directed by the City beginning on the date of execution of this Agreement 
and continuing, until terminated by either party upon 7 days written notice to the non-terminating party. Upon termination 
the Contractor shall be compensated for all work performed for the City prior to termination and shall provide to the City 
all work completed through the date of termination. The City’s issuance of a notice of termination shall function as a stop 
work order, beyond which the Contractor shall not incur any additional costs without the City’s express, written permission. 
 
C. Compensation: 
 
Contractor shall receive as compensation for all work and services to be performed herein, an amount based on the fee 
schedule attached hereto as Exhibit A. All payments will be made according to the Illinois State Prompt Payment Act. 
 
Any payment made to the Contractor shall be strictly on the basis of quantum meruit. The Contractor shall submit to the 
City a detailed breakdown and invoice of all charges, including detail of past payments and amounts still remaining due, 
accurate to the date of the invoice, with each request for payment. Any additions to or deductions from the approved 
total amount of the contract, and any out of scope work shall require prior, written approval from the City. Any work 
performed without the City’s express, written consent shall be solely at the expense of the Contractor. 
 
D. Changes in Rates of Compensation (and Prevailing Wages): 
 
If the Contractor seeks to impose any change in the fee schedule (whether in terms of hourly fee or lump sum fees), 
then the Contractor shall provide not less than ninety days written notice of its intent to change its fee schedule, and any 
such change in fee schedule shall require the approval of the City. To the extent applicable, the Contractor shall further 
comply with the requirements of the Prevailing Wage Act in that all laborers, mechanics and other workers performing 
work under this Agreement, which is subject to the Prevailing Wage Act, shall be paid not less than the general prevailing 
rate of hourly wage as provided for in 820 ILCS 130/1 et seq. Prevailing wage records must be submitted with each 
invoice submitted; invoices submitted without corresponding prevailing wage records will not be processed until the 
certified payrolls are submitted. 
 
E. Ownership of Records and Documents / Confidential Information: 
 
Contractor agrees to keep and maintain all books and records and other recorded information required to comply with 
any applicable laws, including but not limited to the Prevailing Wage Act. Contractor agrees to keep such information 
confidential and not to disclose or disseminate the information to third parties without the consent of the City. Contractor 
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further agrees to keep as confidential any information belonging or relating to the City which is of a confidential nature 
including, without limitation, information which is proprietary, personal, required by law to be confidential, or relates to 
the business, operations or accounts of the City. This confidentiality shall not apply to material or information, which 
would otherwise be subject to public disclosure through the Freedom of Information Act or if already previously disclosed 
by a third party. Contractor acknowledges that the Freedom of Information Act, 5 ILCS 140/1 et seq. (the “Act”) places 
an obligation on the City to produce certain records that may be in the possession of Contractor. Contractor shall 
comply with the record retention and documentation requirements of the Local Records Act 50 ILCS 205/1 et seq. and the 
Act and shall maintain all records relating to this Agreement in compliance with the Local Records Retention Act and the 
Act (complying in all respects as if the Contractor was, in fact, the City).  Contractor shall review its records promptly and 
produce to the City within two business days of contact from the City the required documents responsive to a request 
under the Act. If additional time is necessary to comply with the request, the Contractor may request the City to extend 
the time to do so, and the City will, if time and a basis for extension under the Act permits, consider such extensions. 
 
F. Governing Law: 
 
This contract shall be governed and construed in accordance with the laws of the State of Illinois. Venue and jurisdiction 
for any legal action arising out of or related to this Agreement shall be exclusively fixed in the DeKalb County Circuit 
Court, DeKalb County, Illinois. 
 
G. Independent Contractor: 
 
Contractor shall have sole control over the manner and means of providing the work and services performed under this 
Agreement. The City’s relationship to the Contractor under this Agreement shall be that of an independent contractor. 
Contractor will not be considered an employee to the City for any purpose.  The parties agree that the Contractor is 
exclusively responsible for the determination of what work is required to complete the tasks outlined in the Request for 
Proposals for Meeting Minutes Service, and for the means and methods of completing such work. The City’s compensation 
to Contractor shall be limited to that described in Exhibit A, and the City shall not reimburse any expenses, provide any 
benefits, withhold any employment taxes or otherwise have a financial relationship with Contractor other than payment 
of the stated compensation. The Contractor shall be solely responsible for withholding of taxes, providing employee 
benefits, or otherwise complying with applicable laws relating to its employees or contractors. 
 
In the event that the City determines, in its sole discretion, that it is economically advantageous for the City to provide 
certain supplies or tools for use by Contractor in lieu of paying Contractor to provide the same, the City and Contractor 
agree that Contractor shall then utilize the City’s equipment or supplies according to its own determination of their best 
and appropriate use. Contractor shall be responsible for its’ own personnel, training, instruction and related matters. 
Contractor shall be responsible for determining its sequence of performance for required work. Contractor’s work shall 
be evaluated by the City based upon the end result of such work. Contractor shall be responsible for any expenses 
incurred by Contractor in the performance of its work, and shall not be authorized, expressly or impliedly, to obligate 
the City on any debt, contract or other agreement whatsoever. In the event that Contractor is compensated on an 
hourly basis under the terms of this Agreement, the City and Contractor agree that Contractor’s compensation is usual 
and customary, based on the terms that Contractor offers its services to the market in general. 
 
The Contractor acknowledges that neither it nor its personnel shall be acting as an employee or official representative of 
the City for purposes of being offered any protection or coverage under City insurance policies for tort immunity or other 
legal purposes. 
 
H. Certifications: 
 
Executing this Agreement constitutes acknowledgment, acceptance, and certification of the accuracy of the following 
certifications, and any other certifications required under any applicable law relating to the performance of this 
Agreement. The Contractor is responsible for identifying all such applicable regulations and certifications, and for 
compliance with the same. 
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Sexual Harassment: The Contractor certifies that it is in compliance with the Illinois Human Rights Act 775 ILCS 
5/1.101, et seq. including establishment and maintenance of sexual harassment policies and program. 

Tax Delinquency: The Contractor certifies that it is not delinquent in payment of any taxes to the Illinois Department 
of Revenue in accordance with 65 ILCS 5/11-42.1, and is not delinquent in the payment of any tax, charge or obligation to 
the City of DeKalb. 

Employment Status: The Contractor certifies that if any of its personnel are an employee of the State of Illinois, they 
have permission from their employer to perform the service. 

Anti-Bribery: The Contractor certifies it is not barred under 30 Illinois Compiled Statutes 500/50-5(a) - (d) 
from contracting as a result of a conviction for or admission of bribery or attempted bribery of an officer or employee of 
the State of Illinois or any other state. 

Loan Default: If the Contractor is an individual, the Contractor certifies that he/she is not in default for a period 
of six months or more in an amount of $600 or more on the repayment of any educational loan guaranteed by the Illinois 
State Scholarship Commission made by an Illinois institution of higher education or any other loan made from public 
funds for the purpose of financing higher education (5 ILCS 385/3). 

Felony Certification: The Contractor certifies that it is not barred pursuant to 30 ILCS 500/50-10 from 
conducting business with the State of Illinois or any agency as a result of being convicted of a felony. 

Drug Free Workplace: The Contractor certifies that it is in compliance with the Drug Free Workplace Act (30 
Illinois Compiled Statutes 580) as of the effective date of this contract. The Drug Free Workplace Act requires, in part, 
that contractors, with 25 or more employees certify and agree to take steps to ensure a drug free workplace by informing 
employees of the dangers of drug abuse, of the availability of any treatment or assistance program, of prohibited activities 
and of sanctions that will be imposed for violations; and that individuals with contracts certify that they will not engage 
in the manufacture, distribution, dispensation, possession, or use of a controlled substance in the performance of the Contract. 
The Contractor further certifies that it maintains a substance-abuse program and provides drug testing in accordance with 820 
ILCS 130/11G, Public Act 095- 0635 

Responsible Contractor Requirements: The Contractor certifies that it complies with the Illinois Procurement Code 
and the provisions of Section 30-22 thereof relating to apprenticeship and training, if applicable. 

Non-Discrimination, Certification, and Equal Employment Opportunity: The Contractor agrees to comply with 
applicable provisions of the Illinois Human Rights Act (775 Illinois Compiled Statutes 5), the U.S. Civil Rights Act, the 
Americans with Disabilities Act, Section 504 of the U.S. Rehabilitation Act and the rules applicable to each. The equal 
opportunity clause of Section 750.10 of the Illinois Department of Human Rights Rules is specifically incorporated herein. 
The Contractor shall comply with Executive Order 11246, entitled Equal Employment Opportunity, as amended by Executive 
Order 11375, and as supplemented by U.S. Department of Labor regulations (41 C.F.R. Chapter 60). The Contractor agrees 
to incorporate this clause into all subcontracts under this Contract. The Contractor acknowledges that neither it nor the City 
shall discriminate on the basis of any protected classification. 

Record Retention and Audits: If 30 ILCS 500/20-65 requires the Contractor (and any subcontractors) to maintain, 
for a period of 3 years after the later of the date of completion of this Contract or the date of final payment under the Contract, 
all books and records relating to the performance of the Contract and necessary to support amounts charged to the City under 
the Contract. The Contract and all books and records related to the Contract shall be available for review and audit by the 
City and the Illinois Auditor General. If this Contract is funded from contract/grant funds provided by the U.S. Government, 
the Contract, books, and records shall be available for review and audit by the Comptroller General of the U.S. and/or the 
Inspector General of the federal sponsoring agency. The Contractor agrees to cooperate fully with any audit and to provide 
full access to all relevant materials. 

United States Resident Certification: (This certification must be included in all contracts involving personal 
services by non-resident aliens and foreign entities in accordance with requirements imposed by the Internal Revenue 
Services for withholding and reporting federal income taxes.) The Contractor certifies that he/she/it is a ____United States 
Citizen or Corporation  ____Resident Alien ____Non-Resident Alien. The Internal Revenue Service requires that taxes 
be withheld on payments made to non-resident aliens for the performance of personal services at the rate of 30%. 

Tax Payer Certification: Under penalties of perjury, the Contractor certifies that its Federal Tax Payer Identification 
Number or Social Security Number is _ and is doing business as a (check one): ____Individual ____Real Estate Agent 
____Sole Proprietorship        ____ Government Entity ____Partnership ____Tax Exempt Organization (IRC 501(a) only) 
____Corporation  ____Not for Profit Corporation  ____Trust or Estate  ____Medical and Health Care Services Provider Corp. 

Authorized in Illinois: The Contractor certifies that it is authorized to lawfully transact business in the State of 
Illinois, under all applicable Illinois laws and regulations. 
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The Contractor certifies that it shall comply with the Corporate Accountability for Tax Administration Act, 20 ILCS 
715/1, et. seq. Where applicable, the Contractor certifies that it is not barred from bidding by virtue of having been 
adjudicated to have committed a willing or knowing violation of Section 42 of the Environmental Protection Act within 
the five years preceding this bid, pursuant to 415 ILCS 5/1, et. seq. The Contractor further certifies that it is in 
compliance with all applicable requirements of the Business Enterprise for Minorities, Females and Persons with Disabilities 
Act, 30 ILCS 575/1, et. seq. 

General Compliance and Certification: The Contractor certifies that it has and will comply with all other 
applicable laws, regulations, ordinances or restrictions applicable to any component of the bidding process, Agreement, or 
any services or materials provided in connection therewith. The Contractor acknowledges that it is responsible for 
identifying and complying with all applicable laws, ordinances, rules and regulations, and that it shall indemnify and hold 
harmless the City of DeKalb from any claim, liability or damages arising out of the failure to identify or comply with any such 
applicable legal restriction. 
 
I. Indemnification: 
 
Contractor shall indemnify and hold harmless the City and City’s agents, servants, and employees against all loss, 
damage, taxes, liabilities, charges or expense, including but not limited to attorneys’ fees and court costs, which the City 
may sustain or for which it may become liable on account of injury to or death of persons, or on account of damage to 
or destruction of property resulting from the performance of work under this Agreement by Contractor or its Subcontractors, 
due to or arising in any manner from the intentional or wrongful act or negligence of Contractor or its Subcontractors of 
any employee of any of them, or otherwise arising out of this Agreement or the Contractor’s performance of services on 
behalf of the City. 
 
The Contractor shall be responsible for any and all damages to property or persons arising out of an error, omission, and/or 
negligent act in the prosecution of the work or failure to prosecute the work and shall indemnify and hold harmless the City, 
its officers, agents, and employees from all suits, claims, actions or damages of any nature whatsoever resulting therefrom. 
The Company shall assume all restitution and repair costs arising out of an error, omission and/or negligence. 
 
J. Insurance, Licensure and Intellectual Property: 
 
The Contractor shall comply with all insurance requirements described on the attached Exhibit E. The Contractor agrees 
and warrants that it has procured all licenses, permits or other official permissions required by any applicable law to 
perform the services contemplated herein, that it will procure all additional licenses, permits or other official permissions 
hereafter required by law during the term of this Agreement, and that it will keep all such licenses in effect during the 
term of this Agreement. The Contractor shall provide a copy of any such licenses or permits upon request. All such 
insurance and licensure shall be provided at the Contractor’s sole expense.  Contractor also warrants that it has complete 
ownership or authorization/entitlement to any intellectual property, software, images or other such items used in the 
performance of its work under this Agreement, and that it shall transfer to the City, unrestricted, the ability to modify, 
amend, publicize or otherwise utilize any intellectual property provided to the City under this Agreement unless the 
City expressly preapproves in writing a limitation to these provisions. 
 
The Contractor shall not commence work under this Contract until they have obtained all insurance required and such 
insurance has been submitted to and approved by the City, nor shall the Contractor permit any Subcontractor to commence 
work on any subcontract until the same insurance has been obtained by the Subcontractor. The Company and all 
Subcontractors shall maintain their insurance in place for not less than two (2) years following completion of all work 
required under this Contract. 
 
All drawings, specifications, reports and any other project documents prepared by the Contractor in connection with 
any or all of the services to be furnished thereunder shall be delivered to the City for the expressed use of the City. The 
Contractor shall have the right to retain original documents, but shall cause to be delivered to the City such quality of 
documents so as to assure total reproductibility of the documents delivered. All information, worksheets, reports, design 
calculations, plans and specifications shall be the sole property of the City unless otherwise specified in the negotiated 
Agreement. The Contractor agrees that basic survey notes and sketches, charts, computations and other data prepared 
or obtained by the Contractor pursuant to this Agreement shall be made available, upon request, to the City without cost 
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and without restriction or limitation as to their use. All field notes, test records, and reports shall be available to the 
City upon request. 
 
K. Additional Terms or Modification: 
 
The terms of this Agreement shall be further modified as provided on the attached Exhibit A and Exhibit B. Except for 
those terms included on Exhibit A and Exhibit B, no additional terms are included as a part of this Agreement. All prior 
understandings and agreements between the parties are merged into this Agreement, and this Agreement may not be 
modified orally or in any manner other than by an Agreement in writing signed by both parties. The City reserves the 
right by written amendment to make changes in requirements, amount of work, or time schedule adjustments. The 
Contractor shall negotiate appropriate adjustments acceptable to both parties to accommodate any changes. The City 
may, at any time by written order, require the Contractor to stop all or part of the services required by this Agreement. 
Upon receipt of such an order, the Contractor shall immediately comply with its terms and take all steps to minimize 
the occurrence of costs allocable to the services covered by the order. If the Contractor identifies any costs associated with 
the suspension of services, such costs must be expressly approved by the City in writing, or they shall be the sole expense 
of the Contractor. 
 
L. Notices: 
 
All notices required to be given under the terms of this License shall be given by mail, addressed to the parties as 
follows: 
 
For the City:   For the Contractor: 
 
City Manager         
City of DeKalb         
200 S. Fourth Street        
DeKalb, IL 60115         
 
 
Either of the parties may designate in writing from time to time substitute addresses or persons in connection with required 
notices. 
 
M. Subcontractors and Third Parties: 
 
Contractor shall not assign or subcontract for the performance of any obligation under this Agreement, except with the express, 
written consent of the City, which consent may be withheld in the City’s sole and absolute discretion. Should Contractor 
assign any obligation arising under this Agreement with the consent of the City, the Contractor shall remain to be primarily 
liable to the City for the performance of the obligation in question, and further shall be liable for ensuring that the 
Subcontractor(s) comply with all obligations arising under this Agreement as if the Subcontractor(s) was/were the 
Contractor itself. Further, should Contractor request to assign the performance of any obligation arising hereunder to a 
Subcontractor, Contractor expressly provides its consent to the City contracting directly with such proposed Subcontractor 
(or another Subcontractor acceptable to the City) for the performance of such work, and to the amendment of this Agreement 
to reduce the scope and cost accordingly. 
 
Nothing contained in this Agreement, nor the performance of the parties hereunder, is intended to benefit, nor shall it 
inure to the benefit of any third party. 
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Agreed to this     day of      , 20  . 
 
 
City of DeKalb     Contractor 
 
 
 
            
City Mayor/Manager 
 
 
 
            
City Clerk 
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EXHIBIT E: 
Insurance Requirements 

1. All Contractors and All Contracts. 

Contractor shall provide any and all insurance required under any applicable law, regulation, statute or ordinance, 
including but not limited to workers’ compensation insurance, unemployment insurance, automobile liability insurance 
and other legally required insurance. Contractor shall produce a certificate evidencing current coverage, upon request 
from the City. Contractor shall indemnify and hold harmless the City from any and all liability, damage, cost or expense 
which the City may incur or be liable to pay as a result of any and all accidental injuries or damages suffered by the 
Consultant or its employees (in addition to any other required indemnification or insurance from Consultant). 

2. Certificates and General Conditions: 

Unless otherwise indicated herein, any certificate of insurance shall further indicate that the City is additional primary 
insured on such policy of insurance, shall indicate that such policies shall not have any right of subrogation against the 
City or the City’s insurers, and shall indicate that said policy shall not be cancelled or revoked except after the provision of 
not less than thirty (30) days’ notice to the City. Contractor shall maintain said policy in full force and effect for the duration 
of this Agreement, and shall periodically provide updated certificates of insurance to evidence continuing coverage in 
compliance herewith. For purposes of this Agreement and insurance provided hereunder, the “City” shall include the City 
of DeKalb, its employees, appointed and elected officers, its committees, its attorneys, and all corporate bodies that exist as 
a subsidiary to the City. 

3. Comprehensive General Liability Coverage Requirements. 

Unless this Section 3 of Exhibit E is clearly marked out as being inapplicable, Contractor shall also be required to provide 
the City with a Certificate of Insurance, in a form and from an issuer acceptable to the City, indicating that the Contractor 
has obtained and maintains comprehensive general liability insurance with policy limits of not less than One Million 
Dollars ($1,000,000.00) per person / Two Million Dollars ($2,000,000.00) per occurrence. 

4. Automobile Insurance Coverage: 

Unless this Section 4 of Exhibit E is clearly marked out as being inapplicable, Contractor shall also be required to provide 
the City with a Certificate of Insurance, in a form and from an issuer acceptable to the City, indicating that the Contractor 
has obtained and maintains comprehensive automobile liability insurance with policy limits of not less than One Million 
Dollars ($1,000,000.00) per person / Two Million Dollars ($2,000,000.00) per occurrence. 

5. Indemnification. 

The policy limits, availability or inavailability of insurance coverage or the applicability of claims, defenses or limitations 
based upon applicable law (including but not limited to the Illinois Worker’s Compensation Act or similar laws or statutes) 
shall in no way limit the Contractor’s obligation to indemnify and hold harmless the City from any claims for damage, 
liabilities or other costs arising out of or relating to the Contractor’s work or this Agreement. 

6. Additional Insurance Requirements. 

Contractor shall also be required to provide the following insurance: 
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EXHIBIT F: 
Request for Proposals for Meeting Minutes Service 

 December 17, 2015   
 
The City of DeKalb is currently soliciting proposals from qualified individuals capable of writing official minutes for the 
City’s Planning and Zoning Commission (www.cityofdekalb.com/210/Planning-Zoning-Commission). Meetings start at 6:00 
PM. 
 
The City also contemplates that on occasion, meeting minute services may be required for the City’s Human Relations 
Commission (www.cityofdekalb.com/327/Human-Relations-Commission), or other City Commissions. Meetings start at 
6:30 PM. 
 
Examples of meeting minutes for all City commissions can be found in the Agendas Center on the City website at 
http://www.cityofdekalb.com/agendacenter.  Meeting start times vary. 
 
The Planning and Zoning Commission meets on average twice monthly.  The Human Rights Commission meets monthly. 
The chosen contractor will demonstrate knowledge of local government, ability to write clear, error free documents, and 
ability to comprehend the topic. The Contractor must be able to provide the City with final minutes within seven (7) working 
days of the meeting.   
 
To be considered, proposals shall specify each and every item as set forth in the attached specifications. Any and all exceptions 
must be clearly stated in the proposal.  Failure to set forth any item in the specifications without taking exception may be 
grounds for rejection.  The City reserves the right to reject any and all proposals, and to waive any irregularity or informality 
in any proposal or in the Request for Proposal process, as long as, in the judgment of the City, such action will not negate 
fair competition and will permit proper comparative evaluation of the proposals submitted. 
 
This Request for Proposals is posted on the City’s website at http://www.cityofdekalb.com. Any changes, additions, or 
deletions to this Request for Proposals will be in the form of written addenda issued by the City. Any addenda will be posted 
on the website.  Prospective proposers must check the website for addenda or other relevant new information during the 
response period.  The City is not responsible for the failure of any prospective proposer to receive such addenda.  All addenda 
so issued shall become a part of this Request for Proposals. 
 

PROJECT SCOPE 

Located 60 miles west of the City of Chicago, the City of DeKalb is seeking an individual who can commit to being present 
at and preparing minutes for the Planning and Zoning Commission meetings, which are held on the Wednesday after the 
second and fourth Monday of each month.  
 
The chosen vendor will also commit to being present at and preparing minutes for the City’s Human Relations Commission 
which meets the first Tuesday of the month. On occasion, the City may seek vendor minutes services for various  
commissions—this is expected to be very intermittent. 
 
This commitment includes attendance at the duration of each meeting and the time required to edit and prepare the minutes 
for the record. Minimum qualifications for this proposal are the ability to type at least 60 words per minute and the ability to 
use Microsoft Office applications using the applicant’s own computer. The applicant will not be compensated for travel time 
or mileage to the meeting location, which is in the Council Chambers at the City of DeKalb Municipal Building, located at 
200 S. Fourth St., DeKalb, Illinois. Meeting times run for approximate one (1) to one-and-one-half (1.5) hours. Recordings 
of the meetings are usually available electronically within two days of the meeting. The City may consider an arrangement 
which may permit remote access to the meeting via website recording, depending on the depth of experience of the contractor 
and knowledge of the community. 
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If there are areas where the applicant believes that the scope of this RPF was deficient in describing the full nature of the 
service being sought, those deficiencies should be outlined and included as alternative additions to the proposed scope.    

 
PROPOSAL SUBMITTAL AND SELECTION 

1. All proposals, consisting of four (4) hard copies and one (1) electronic copy (on f l a s h  d r i v e ,  CD or DVD) 
must be received by mail, recognized carrier, or hand delivered no later than 2 :00 P.M. on 1/21/16. Late proposals will 
not be considered and will be returned unopened. 
 
2. All correspondence should be directed to: 
 

Ellen Divita, Community Development Director 
City of DeKalb 
200 S. Fourth St. 
DeKalb, IL 60115 

 
3. All costs incurred in the preparation and submission of proposals and related documentation will be borne by the 
proposer. 
 
4. Selection of qualified proposers will be by an impartial selection group assigned by the City Manager. Selection 
will be made on the basis of the proposals as submitted, although the City reserves the right to interview applicants as part 
of the selection process. The proceedings of the selection group are confidential, and members of the selection group are 
not to be contacted by the proposers. 
 
5. This Request for Proposals does not constitute an offer of employment or to contract for services. 
 
6. The City reserves the option to accept or reject any or all proposals, wholly or in part, received by reason of 
this request, and make more than one award, or no award, as the best interests of the City may appear. 
 
7. All documents submitted to the City in response to this Request for Proposal will become the exclusive property 
of the City and may be returned to the proposer or kept by the City, in the City’s sole discretion. 
 
8. All proposals shall remain firm for four months, (120) days following closing date for receipt of proposals. 
 
9. The City reserves the right to award the contract to the firm who presents the proposal which, in the judgment 
of the City, best accomplishes the desired results, and shall include, but not be limited to, a consideration of the professional 
service fee. 
 
10. Any contract awarded pursuant to this Request for Proposals will incorporate the requirements and 
specifications contained in this Request for Proposals. All information presented in a proposer’s proposal will be 
considered binding upon selection of the successful proposer, unless otherwise modified and agreed to by the City during 
subsequent negotiations. 
 
11. Under the provisions of the Illinois Freedom of Information Act (the “Act”), all “public records” of a local 
agency, such as the City, must be available for inspection and copying upon the request of any person. Under the Act, the 
City may be obligated to provide a copy of any and all responses to this Request for Proposal, if such requests are made 
after the contract is awarded. 
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PROPOSAL FORMAT 

A qualifying proposal must address all of the following points and shall be in the format outlined in this section: 
1. Applicant Name 
2. Applicant Qualifications, including years’ experience in a similar capacity 
3. Demonstration of understanding of building and zoning processes 
4. Proposed Fee 
5. Execute this entire packet 
 

Additional Information: 

General information: http://www.cityofdekalb.com. 
 


