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RFP – Hotel Marketing Study 

 
VILLAGE OF GLEN ELLYN, ILLINOIS 

 
The scope of work includes the following: Market Evaluation, Target Sites, Leakage Analysis,  
Sample Construction Proforma, Financial Projections, Gap Financing and Performance Metrics.   
The consultant may review the below scope of work for clarification on further details.  

 
In additional, questions can be answered by contacting the Economic Development Office at the 
Glen Ellyn Civic Center, 535 Duane Street via phone or email.   
 
Contact Info for Economic Development Office— E: agoyal@glenellyn.org  P: 630) 547-5345.  

 
The Village of Glen Ellyn reserves the right to reject any and all proposals or parts thereof, to 
waive any irregularities or informalities in procedures and to award the agreement(s) in a manner 
best serving the interest of the Village. 
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A. GENERAL TERMS AND CONDITIONS 
 
1. Request for Proposals 

 
The Village of Glen Ellyn (hereinafter "Village"), located in DuPage County, Illinois, is seeking 
proposals for the provision of professional services.  The Village wishes to conduct a study to 
understand the market demand for additional lodging within its boundaries. In particular, the 
Village wants to review the feasibility of attracting a hotel operator to develop private property.  
 
The Village intends to enter into a contract for services with a qualified and responsible firm 
for such services, and accordingly is defining a scope of work by which proposals shall be 
evaluated. Any firm (hereinafter "Consultant") desiring to furnish a quotation for such services 
shall submit proposals following the instructions and format of the attached Request for Proposal 
(RFP) documents. 
 
2. Scope of Work 

 
The Village wants to understand the market for a hotel rooms within the Village specifically on 
Roosevelt Road between I-355 and Main Street.  In addition, the Village would like to understand 
if market conditions would support a boutique hotel in the Central Business District of Glen Ellyn.  
Specifically, the below topics should be addressed in the study. This is not a conclusive list, but a 
general list of required topics.  

 
1 Suggestion of building specifics (height, dimensions, number of rooms, parking spaces) 
2 Parking Analysis—traffic generation, spaces requires, rate per night, % use, valet option 
3 Suggested brands and corporate contact info for those brands that fit the parameters  
4 Lodging Demand Generators within the vicinity such as companies or tourism  
5 Projection of Revenue, Expenses & Net Operating Income for three to five years  
6 Project’s gap in financing, if any similar case studies exist in the Tri State area  
7 Estimated Tax Revenues—Projected Increase in tax across Sales, Use, Property  
8 Key Metrics & Comparable Properties. These include ADR, Occupancy, Rev Par.  
9 Evaluation of Public Incentives—Performance vs Non Performance Based 
10 Public Incentive Case Studies—Sales Tax Rebates, TIF Financing, Improvement Districts 

 
3. Contract 

 
It is the express intent of the Village to execute a Marketing Study (hereinafter "Study") to assess 
the demand for rentable rooms across the lodging & hospitality sector. The Study shall not include 
large multi-family, commercial, industrial or institutional properties within the Village.  

 
4. Proposal Delivery Procedures 

 
Proposals shall be emailed to the Economic Development Coordinator at the Village of Glen 
Ellyn Civic Center, 535 Duane Street, Glen Ellyn, IL 60137 by no later than 3:00 p.m. March 
16, 2020.  
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Proposals arriving after the above specified time shall not be accepted. These proposals will either 
be refused or returned unopened. It is the Consultant’s responsibility for timely delivery regardless 
of the methods used. Mailed proposals which are delivered after the specified time will not be 
accepted regardless of the postmarked date or time on the envelope. 

 
Facsimile ("fax") machine transmitted proposals shall not be accepted, nor will the Village transmit 
RFP documents to prospective Consultants by way of a facsimile machine.   

 
5. Withdrawals; Declinations 

 
A written request for the withdrawal of a proposal may be granted and security deposit returned if 
the request is received by the Assistant Village Manager prior to the specified time of opening. 
After the opening, the Consultant cannot withdraw or cancel its proposal for a period of fifteen (15) 
calendar days, and such a proposal will be binding during that time. 

 
6. Non-Acceptance of Proposals 

 
No proposal shall be accepted from, or contract awarded to, any person, firm or corporation that 
is in arrears or is in default to the Village, upon any debt or contract, or that is a defaulter, as surety 
or otherwise, upon any obligation to the Village, or has failed to faithfully perform any previous 
Agreement with the Village. 

 
7. Competency of Consultants 

 
The Village reserves the right to determine the competence and financial and operational capacity 
of any Consultant. Upon request of the Village, the Consultant shall furnish evidence as may be 
required by the Village to evaluate its ability and resources to accomplish the services required by 
the scope of work herein. The Village shall unequivocally be the sole and final judge of such 
competency, and their decision shall be final and not subject to recourse by any person, firm or 
corporation. 

 
8. Investigation by Potential Consultant 

 
It shall be the responsibility of the Consultant to thoroughly read and understand the information, 
instructions and scope of work. Consultants are expected to fully inform themselves as to the 
conditions and requirements of the services to be provided. Failure to do so is at the Consultants' 
own risk. No plea of error or plea of ignorance by the Consultant of the conditions that exist or 
that may hereafter exist as a result of failure or omission on the part of the Consultant to make the 
necessary examinations and investigations will be accepted as a basis for verifying the 
requirements of the Village. The Village will assume that submission of a proposal means that the 
Consultant has familiarized itself with the conditions and requirements and intends to comply with 
them unless specifically noted otherwise. 
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9.  CALENDAR OF EVENTS (Tentative and subject to change) 

 
February 28, 2020 Proposal sent to potential vendors. Please confirm 

that you have received the proposal via email to 
Economic Development Coordinator:  
agoyal@glenellyn.org  

March 9, 2020  Last day to submit questions and requests for 
clarification. 

March 16, 2020 Deadline for RFP Submission via email or 
aforementioned methods.  

March 30, 2020 Consultant will be chosen to conduct study.  

April 30, 2020 Study will be submitted via electronic and 
hard copy submission with an in person 
meeting.  

mailto:agoyal@glenellyn.org
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10. Statement of Certification 
 
The enclosed statement of certification must be signed and submitted in order for a proposal to be 
considered.  It is necessary that this be done under oath; therefore this form must be notarized. 

 
 
11. Rejection; Waiver 

 
The Village reserves the right to reject any and all proposals or parts thereof; waive formalities, 
technical deficiencies and irregularities; or otherwise solicit new proposals if some other manner 
of negotiation better serves its interests, and to award the agreement in a manner that best serves 
the interest of the Village. 

 
 
12. Award of Contract 

 
Upon the concurrence of the Village, the Contract will be awarded to the lowest, responsive and 
responsible Consultant whose proposal will be on an overall basis most advantageous to the 
Village. Price, conformance to scope of work, and other performance factors will be considered as 
elements of a responsible proposal at the sole discretion of the Village. 

 
 
13. Responsive Proposal 

 
 13.1 A "Responsive Proposal" is defined as a "proposal which conforms in all 
material respects to the requirements set forth in the request for proposals." 
Vendors are hereby notified that any exceptions to the requirements of this 
proposal may be cause for rejection of the proposal. 

 
  13.2   Vendors shall promptly notify the Village of Glen Ellyn of any ambiguity, 

inconsistency or error which they may discover upon examination of the proposal 
documents. Interpretations, corrections and changes will be made by addendum. 
Each vendor shall ascertain prior to submitting a proposal that all addenda have 
been received and      acknowledged in the proposal. 

 
14. Law to Govern and Venue 

 
This contract shall be governed by the laws of the State of Illinois, both as to interpretation and 
performance, and the venue shall be DuPage County, Illinois. Any references to laws in these 
scope of work shall include such laws as they may be amended or modified from time to time. 
Every provision of law required by law to be inserted into this Agreement shall be deemed to be 
inserted herein. 

 
The invalidity of one or more of the phrases, sentences, clauses or subsections contained in this 
Agreement shall not affect the validity of the remaining portion of this contract so long as the 
material purposes of this Agreement can be determined and effectuated. 
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15. Contact with Village Personnel 
 
All vendors are prohibited from discussing this request for proposal with the Village President, 
Trustees, or any other official or employee of the Village or Glen Ellyn with regard to the request 
for proposals, other than in the manner and to the person(s) designated herein. The Village 
Manager or his designee reserves the right to disqualify any vendor found to have contacted 
Village Personnel in any manner with regard to the request for proposals. Additionally, if the 
Village or designee determines that the contact with Village Personnel was in violation of any 
provision of 720 ILCS 5/33E, the matter will be turned over to the DuPage County’s State’s 
Attorney for review and prosecution. 

 
16. Disclosure of Potential or Actual Conflict of Interest 

 
The Village of Glen Ellyn prohibits public officials or employees from performing or participating 
in an official act or action with regard to a transaction in which he has or knows he will thereafter 
acquire an interest for profit, without full public disclosure of such interest. This disclosure 
requirement extends to the spouse, children and grandchildren, and their spouses, parents and the 
parents of a spouse, and brothers and sisters and their spouses. Refer to Section 1-12-1, et. seq., of 
the Glen Ellyn Village Code, Ethics Policy. 

 
To ensure full and fair consideration of all proposals, the Village requires all vendors including 
owners or employees to investigate whether a potential or actual conflict of interest exists between 
the vendor and the Village, its officials, and/or its employees. If the vendor discovers a potential 
or actual conflict of interest, the vendor must disclose the conflict of interest in its proposal, 
identifying the name of the municipal official or employee with whom the conflict may exist, the 
nature of the conflict of interest, and any other relevant information. The existence of a potential 
or actual conflict of interest does NOT, on its own, disqualify the disclosing vendor from 
consideration. Information provided by the vendor in this regard will allow the Village to take 
appropriate measures to ensure the fairness of the proposal process. 

 
The Village of Glen Ellyn requires all vendors to submit a certification, enclosed with this proposal 
packet, indicating that the vendor has conducted the appropriate investigation and disclosed all 
potential or actual conflicts of interest. 

 
By submitting a proposal, all vendors acknowledge and accept that if the Village discovers an 
undisclosed potential or actual conflict of interest, the Village may disqualify the vendor and/or 
refer the matter to the appropriate authorities for investigation and prosecution. 
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17. Change in Status 

 
The Vendor shall notify the Village immediately of any change in its status resulting from any of 
the following: (a) vendor is acquired by another party; (b) change in greater than 5% ownership 
interest; (c) vendor becomes insolvent; (d) vendor, voluntarily or by operation law, becomes 
subject to the provisions of any chapter of the Bankruptcy Act; (d) vendor ceases to conduct its 
operations in normal course of business. The Village shall have the option to terminate its 
agreement with the vendor immediately on written notice based on any such change in status. 

 
18. Invoices and Payments 
The Vendor shall submit invoices to the Village of Glen Ellyn detailing the services provided. The 
Village shall only pay for services rendered. Additional services may be added based on the needs 
of the Village with prior written approval.   

 
19. Precedence 
Where there appears to be variances or conflicts, the following order of precedence shall prevail: 
the Village’s Scope of Work as stated; The Request for Proposals Terms and Conditions, and the 
Vendor’s Proposal Response. 

 
20. Independent Consultant 

 
The Vendor is an independent consultant and no employee or agent of the vendor shall be deemed 
for any reason to be an employee or agent of the Village. Vendor shall be solely responsible for 
payment of all their wages, salaries, F.I.C.A., withholdings, health and life insurances, workman's 
compensation insurance, and any and all other obligations required under any and all local, state, 
and federal laws. 

 
Employees or agents of the vendor may be changed if those personnel leave the firm, are promoted 
or are assigned to another office. 

 
The Vendor agrees to waive any and all rights to reimbursement of workers’ compensation 
expenses under Section 1(a)(4) of the Illinois Workers’ Compensation Act (820 ILCS 305), and 
as amended; and the Vendor agrees to waive any and all rights to reimbursement of occupational 
disease expenses under Section 1(a)(3) of the Illinois Occupational Diseases Act (820 ILCS 310), 
and as amended. 

 
21. Termination 

 
The Village reserves the right to terminate their agreement upon thirty (30) days written notice. In 
case of such termination, the vendor shall be entitled to receive payment from the terminating 
Village for work completed to date in accordance with the terms and conditions of their agreement. 
In the event that an agreement is terminated due to vendor’s default, the Village shall be entitled 
to purchase services elsewhere and charge the vendor with any or all losses incurred, including 
attorney’s fees and expenses. 
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22. Affidavits 

 
The following affidavits included in these agreement documents must be executed and submitted 
with the proposal: 
A) References 
B) Disqualification of Certain Vendor 
C) Affidavit/Anti-collusion 
D) Conflict of Interest Form 
E) Tax Compliance 

 
23. Property of the Village 

 
All documents and findings produced as a result of these services shall become the property of the 
Village. 

 
24. Equal Employment Opportunity 

 
Vendor shall comply with the Illinois Human Rights Act, 775 ILCS 5/1-101 et seq., as amended, 
and any rules and regulations promulgated in accordance therewith, including, but not limited to 
the Equal Employment Opportunity Clause, Illinois Administrative Code, Title 44, Part 750 
(Appendix A), which is incorporated herein by reference. 



 

25. Use of Village’s Name and Image 
 
The use of the name “Village of Glen Ellyn” or any images of its property is expressly prohibited 
without the express written approval of the Village except where the name and images of Glen Ellyn 
appear on the hauler’s marketing materials used for the Village’s Contract. 

 
26. Counterparts 

 
This Agreement may be executed in multiple counterparts, each of which shall be deemed to be and 
shall constitute one and the same instrument. 

 
27. Compliance with Applicable Laws, Ordinances, and Regulations 

 
The Consultant shall comply with all applicable Federal, State, and local laws, ordinances, rules, and 
regulations governing the collection, disposal, and processing of refuse, recyclables, and yard waste 
during the term of this Agreement. The Consultant shall be aware of State of Illinois legislation 
placing restrictions on disposal of certain wastes. It is agreed between the parties hereto that any 
significant fees, taxes, surcharges, assessments or any other cost of doing its business levied, assessed, 
or charged to the Consultant by any Federal, State or local authority after the effective date of the 
Agreement shall be added to the fees and expenses due Consultant under this Agreement. Any changes 
to the contract in accordance with this clause will be negotiated between the parties in good faith. 

 
28. Taxes, Licenses, Permits, and Certificates 

 
The Consultant shall pay all sales, use, property, income, and other taxes that are lawfully assessed 
against the Village or the Consultant in connection with the Consultant's facilities and the work 
included in this contract. By law, the Village is exempt from paying Federal Excise Tax, State and 
Local Retailers' Occupation Tax, State and Local Service Occupation Tax, Use Tax, and Service 
Use Tax. 

 
Immediately upon the awarding of this Agreement, the Consultant shall secure and pay for, at its own 
expense, all necessary permits, licenses, and certificates of authority required to complete the work, and 
shall comply with all requirements of such permits, licenses, and certificates of authority to operate in 
the Village, including inspections. The Consultant shall keep and maintain all such licenses, permits, 
and certificates of authority in full force and effect throughout the term of this Agreement. 

 
29. Successors and Assigns 

 
This Agreement shall be binding upon the parties, their successors and assigns. 
 
30. Right to Require Performance 

 
The failure of the Village at any time to require performance by the Consultant of any scope of work 
in this Agreement shall in no way affect the right of the Village hereafter to enforce same. Nor shall 
waiver by the Village of any breach of scope of work in this Agreement be taken or held to be a waiver 
of any succeeding breach of such scope of work in this Agreement, nor be taken or held to be a waiver 
of any specification itself. 

 



 

 
31. Non-assignment 

 
The Consultant shall not assign or subcontract this Agreement or the work thereunder, or any part 
thereof, to any other person, firm, or corporation without prior written consent of the Village, but the 
Consultant may perform its obligations thereunder through its subsidiaries or divisions. Such 
assignment shall not relieve the Consultant from its obligations or change the terms of this contract. 

 



  

 

Appendix 1 
CONSULTANT QUALIFICATION STATEMENT 

 

Name of Business:                
Business Address:      
Business No.                    Email       

 

 
 

 
 

List all Partners, 
Managers, and 

Corporate Officers 

Title Phone No. 

   

   

   

   

   

 
 



 

 

Qualification Statement (continued). 
 

1. How many years has your organization been in business? 
 
 
 

2. How many years has your organization been in business under its present 
business name? 

 
 
 

3. Please provide two sample studies that your company has completed over the last five 
years that best fits the scope of this RFP.   

 
  

 



 

 
REFERENCES 
 

  

Contact Person____________________________________________________ 
Company________________________________________________________  
Telephone Number________________________________________________ 
Email Address____________________________________________________ 
 
Contact Person____________________________________________________ 
Company________________________________________________________  
Telephone Number________________________________________________ 
Email Address____________________________________________________ 
 
Contact Person____________________________________________________ 
Company________________________________________________________  
Telephone Number________________________________________________ 
Email Address____________________________________________________ 
 
 
 

 
 



 

 
 

PERSONS AND ENTITIES SUBJECT TO DISQUALIFICATION 
No person or business entity shall be awarded an agreement or sub agreement, for a stated period of time, 
from the date of conviction or entry of a plea or admission of guilt, if the person or business entity: 

 
(A) has been convicted of an act committed, within the State of Illinois or any state within the United States, 

of bribery or attempting to bribe an officer or employee in the State of Illinois, or any State in the United 
States in that officer’s or employee’s official capacity; 

 
(B) has been convicted of an act committed, within the State of Illinois or any state within the United States, 

of bid rigging or attempting to rig bids as defined in the Sherman Anti-Trust Act and Clayton Act 15 
U.S.C.; 

 
(C) has been convicted of bid rigging or attempting to rig bids under the laws of the State of Illinois, or any 

state in the United States; 
 

(D) has been convicted of an act committed, within the State of Illinois or any state in the United States, of 
price-fixing or attempting to fix prices as defined by the Sherman Anti-Trust Act and Clayton Act 15 
U.S.C. Sec. 1 et sig.; 

 
(E) has been convicted of price-fixing or attempting to fix prices under the laws of the State of Illinois, or 

any state in the United States; 
 

(F) has been convicted of defrauding or attempting to defraud any unit of state or local government or 
school district within the State of Illinois or in any state in the United States; 

 
(G) has made an admission of guilt of such conduct as set forth in subsection (A) through (F) above which 

admission is a matter of record, whether or not such person or business entity was subject to prosecution 
for the offense or offenses admitted to; 

 
(H) has entered a plea of nolo contendere to charges of bribery, price fixing, bid rigging, bid rotating, or 

fraud; as set forth in subparagraphs (A) through (F) above. 
 

Business entity, as used herein, means a corporation, partnership, trust, association, unincorporated business 
or individually owned business. By signing this document, the bidder hereby certifies that they are not 
barred from bidding on this contract as a result of a violation of either Section 33E-3 or 33E-4 of the Illinois 
Criminal Code of 1961, as amended. 
 
 

 
 

(Signature of Officer or Partner with majority ownership)  
 

The above statements must be subscribed a sworn to before a notary public. 
 
Subscribed and Sworn to this day of , 2020.   
 

 

Notary Public  
 
 
Failure to complete this form may be considered sufficient reason for rejection of the proposal. 

DISQUALIFICATION OF CERTAIN VENDORS 



 

 
 

 
 

  , being first duly sworn, 
 

deposes and says that he is    
(Partner, Officer, Owner, Etc.) 

 
of     

(Vendor) 
The party making the foregoing proposal or bid, that such proposal or bid is genuine and not 
collusive, or sham; that said bidder has not colluded, conspired, connived or agreed, directly or 
indirectly, with any bidder or person, to put in a sham bid or to refrain from bidding, and has not 
in any manner, directly or indirectly, sought by agreement or collusion, or communication or 
conference with any person; to fix the bid price element of said bid, or of that of any other bidder, 
or to secure any advantage against any other bidder or any person interested in the proposed 
agreement. 

 
The undersigned certifies that he is not barred from bidding on this contract as a result of a 
conviction for the violation of State laws prohibiting bid-rigging or bid-rotating. 

 
 
 
 

 

(Name of Vendor if the Vendor is an Individual) 
(Name of Partner if the Vendor is a Partnership) 
(Name of Officer if the Vendor is a Corporation) 

 
 
 
 

The above statements must be subscribed a sworn to before a notary public. 
 

Subscribed and Sworn to this           day of , 2020 
 
 
 
 

 

Notary Public 
 
 

Failure to complete and return this form may be considered sufficient reason for rejection of the 
proposal. 

ANTI-COLLUSION AFFIDAVIT AND CERTIFICATION 



 

 
 

 
 
 

  , hereby certifies that 
 
it has reviewed Sec. 1-12-1 et. seq. of the Glen Ellyn Village Code, Ethics Policy, and 
has conducted an investigation into whether an actual or potential conflict of interest exists 
between the vendor, its owners and employees and any official or employee of the Village 
identified herein. 

 
Vendor further certifies that it has disclosed any such actual or potential conflict of interest 
and acknowledges if vendor has not disclosed any actual or potential conflict of interest, the 
Village may disqualify the proposal or may void any award and acceptance that the Village 
has made. 

 
 
 
 
 
 
 

 

(Name of Vendor if the Vendor is an 
Individual) (Name of Partner if the Vendor is 
a Partnership) (Name of Officer if the Vendor 
is a Corporation) 

 
 
 

The above statements must be subscribed a sworn to before a notary public. 
 
Subscribed and Sworn to this           day of , 2020 

 
 
 
 

 

Notary Public 
 
 
Failure to complete and return this form may be considered sufficient reason for rejection of the 
proposal.   
 

CONFLICT OF INTEREST 


	RFP – Hotel Marketing Study
	Appendix 1
	Qualification Statement (continued).
	REFERENCES

