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Request for Proposal (RFP) 
 

HVAC Plan Review and Inspection Services 
 
The City of Waukegan is seeking sealed proposals from certified contractors hereafter called 
“Proposer(s)” to perform plan review, inspection, and administration services for HVAC Plan 
Review and Inspection Services for the Building & Code Department in the City of Waukegan. 
 
Proposers should provide services for: 

 Plan Review of HVAC Permit Applications 

 Onsite Inspections of HVAC Installations 

 Written and Verbal Communication with permit applicants/contractors/City Staff 

 Tracking and entering of plan review, inspection results, and notes into computer 
database 

 Monthly log submittal of all completed processes to the Office Supervisor for review and 
processing of billing 

 
The Building Commissioner of the City of Waukegan’s department of Building & Code will select 
the most qualified personnel to perform the services described in the Request for Proposals and 
which meets all relevant selection criteria. 
 
Proposers shall submit their sealed proposals no later than Monday August 31, 2020 at 10:00am (CDT) to the 
following physical location: One original, paper copy to “City Clerk Kilkelly, City Hall, 100 North Martin Luther King 
Jr Ave, Waukegan IL  60085”.  The original will be retained by the Clerk’s office once it is delivered to Clerk Kilkelly. 
The sealed original shall be clearly labeled “Request for HVAC Plan Review and Inspection Services”. Results will be 
read on the City of Waukegan’s Facebook Live feed prior to 11:30am on August 31, 2020. 

 
PROJECT BACKGROUND AND SUMMARY OF SERVICES 
The City of Waukegan Building & Code Department is responsible for reviewing all HVAC 
applications and work conducted within the City limits to ensure compliance with all adopted 
codes and ordinances. 

Proposals provided in response to this request shall address the respondent’s ability to provide 
the various services required.  

QUALIFICATIONS REQUIREMENTS 
The following lists the minimum qualification requirements of the consultant(s): 

 Experience providing similar consulting services  

 At least eight (8) years of experience as an HVAC technician 
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 Thorough knowledge and understanding of the City of Waukegan and its Codes, 
Ordinances, and all applicable state statues, building codes and regulations 

 Comprehensive working knowledge  

 HVAC Certification/License, Residential/Commercial/Industrial/EPA/Mechanical license 
 

PROPOSAL FORMAT 
Proposals should include the following information: 

 Cover Letter, signed by the person authorized to bind the firm into an agreement  

 Complete legal name, address, telephone number, email address  

 Tax Identification Number or your current City of Waukegan Vendor Number 

 Briefly identify your firm, the date established, organizational structure, number of 
employees and support resources available to complete the Summary of Services outlined 
in the RFP 

 List the qualifications of key personnel who would be assigned to this project including 
relative experience, degrees, certifications, professional affiliations, and a description of 
the approach the consultant will employ in carrying out the work described in the 
Summary of Services 

 
Proposal submission deadline is Monday, August 31, 2020 at 10:00am.  Late or incomplete 

submittals will be rejected. 
PROPOSAL EVALUATION CRITERIA 
The City of Waukegan reserves the right to award the contract generated from this RFP to the 
consultant that presents a proposal that best meets the specifications as listed herein and 
represents the most beneficial procurement as determined by the City. The award will be made 
by the City Council and shall be based on the consultant’s qualifications including, but not limited 
to, the following: Understanding of work to be performed, Prior experience relative to project.  

The City reserves the right to waive any minor deviation in proposal responses received when 
such waiver is in the best interests of the City, and reserves the right to modify any requirements, 
terms or conditions as outlined in this RFP when such modification(s) is in the best interests of 
the City.  
 
Proposals will be accepted from thoroughly competent, experienced and qualified individuals or 
firms as determined solely by the City of Waukegan. Consultants are responsible for submission 
of accurate, adequate, and clear descriptions of the information requested.  
 
This document is not an offer to contract but is an RFP as defined herein, to satisfy specific user 
requirements of the City of Waukegan. Neither the issuance of the RFP, preparation and 
submission of a response, nor the subsequent receipt and evaluation of any response by the City 
of Waukegan, will commit the City to award a contract to any consultant even if all of the user 
requirements in the RFP are met. The City may modify these requirements in whole or in part 
and/or seek additional consultants to submit responses. Only the execution of a written contract 
will obligate the City in accordance with the terms and conditions contained in such contract.  
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FEE STRUCTURE 
$75.00 per plan review  
$75.00 per inspection 
$75.00 per hour for meetings, site surveys 

 
RIGHTS TO PROPOSALS 
All proposals, upon submission to the City of Waukegan, shall become the City’s property for its 
use as deemed appropriate. By submitting a proposal, the consultant covenants not to make any 
claim for or have any right to damages because of any misinterpretation or misunderstanding of 
the specification, or because of any misinformation or lack of information. Nothing contained in 
this RFP shall create any contractual relationship between the consultant and the City of 
Waukegan. The City accepts no financial responsibility for costs incurred by any consultant in 
responding to this RFP.  
 
The City of Waukegan has the following prerogatives with regard to proposals submitted:  

 To accept or reject any or all proposals  

 To award the project at its discretion 

 To adopt any or all parts of a proposal 

 To utilize any or all ideas from proposals submitted 

 To request additional information for the purposes of clarification  

 
AGREEMENT FOR SERVICES 
The consultant will enter into an Agreement for Services with the City of Waukegan based upon 
the contents of the RFP and the consultant’s proposal.  The consultant must include with the 
proposal a description of any exceptions requested to the standard contract. If there are no 
exceptions requested, a statement to that effect must be included in the proposal. 
 
INSURANCE REQUIREMENTS 
Prior to executing an Agreement for Services, the consultant will be required to provide to the 
City proof of the required insurance and endorsement. Consultants are encouraged to contact 
their insurance carriers during the proposal stage to ensure that the insurance requirements can 
be met if selected. 
 
Commercial General Liability insurance  $2,000,000 
Worker's Compensation Insurance   $500,000 (Unless a sole proprietor) 
Automobile Liability Insurance   $500,000 
 
 
 
 
CONTACT PERSON 
If there are any questions regarding the RFP, please contact Michael Purtell, Building 
Commissioner, Building & Code Department michael.purtell@waukeganil.gov or (847) 769-3888. 

mailto:michael.purtell@waukeganil.gov
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