
 

 

Notice To Service Providers 

Health and Welfare Benefits Management Services   
#1004  

  
A Formal Request for Proposal for the above project is posted on our city website:  https://www.stcharlesil.gov/bids-
proposals 
 
 
Brief Description: 
The City of St. Charles is soliciting proposals from insurance consultants interested and qualified to provide consulting 
services for health and welfare plans. Qualified consultants are those who have demonstrated their ability offering 
comparable work of similar size and scope; preferably to municipalities in the greater Chicago area.  Consultants acting as 
Brokers are not qualified.  Interested firms are invited to submit proposals.  
 
 
Targeted Timeframe  (subject to change without notice) 

RFP published   https://www.stcharlesil.gov/bids-proposals   Monday, October 01, 2018 
Questions due 

 prior to 8:00am Procurement@stcharlesil.gov Monday, October 15, 2018 

Answers published  https://www.stcharlesil.gov/bids-proposals   Monday, October 22, 2018 
Responses to RFP due 

prior to 4:00pm  reference sealed bid label Friday, October 26, 2018 

Invitations to Interview  notification via e-mail week of November 18, 2018 
Interviews 2 East Main St; St. Charles, IL   December 4th or 7th,  2018 

Council Award  February 

A Bid Bond of 10% is NOT required. 
 
 
Service Period:  
May 1, 2019 – September 30, 2023  (53 months = approximately 4.5 years) 
Optional Renewal: 1 or 2 years pending agreement to renewal terms  
 
 
Solicitation Document includes: 

Notice to Bidders  
Section 1: Instructions to Proposers for Professional Services 
Section 2: Special Provisions for Professional Services (regarding this specific solicitation and award) 
Section 3: Project Requirements 
Section 4: Proposal Submittal Documents 

Page 1:  Cover Page 
Page 2:  Signature Page 
Page 3:  Price Proposal Page 
Page 4:  Certification of Compliance 
Page 5:  Service Provider Requirements 
Page 6:  Sealed Bid Label 

Section 5: Award Document (for reference) 

https://www.stcharlesil.gov/bids-proposals
mailto:Procurement@stcharlesil.gov
https://www.stcharlesil.gov/bids-proposals
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Instructions To Proposers For Professional Services 
 

Health and Welfare Benefits Management Services   
#1004  

Solicitations are open to all qualified firms actively engaged in providing the services specified and inferred. 
 

SOLICITATION PROCESS 
Request for Proposal: 

1) The City of St. Charles solicits qualified firms for Professional Services. 
2) Firms are qualified based on either 

a) A public formal Request for Qualifications which may be either a separate solicitation or incorporated within a 
Request for Proposal 

b) Prior experience with the City's facilities, equipment, infrastructure, or issue at hand. Said experience must be 
approved by Project Manager and Department Head. 

3) A formal Request for Proposal is submitted to qualified firms. 
4) It is the responsibility of the Proposer to seek clarification of any requirement that may not be clear. Questions 

concerning this request shall be submitted via e-mail to Procurement@stcharlesil.gov by the last date for 
questions as reflected on the cover page of this document. A written response in the form of an addendum will 
be published by the date stated. 

5) Proposers shall acknowledge the receipt of any addendum on the cover page of their proposal (provided). 
 

The Cone of Silence:  
6) The Cone of Silence is designed to protect the integrity of the procurement process by shielding it from undue 

influences. 
7) During the period beginning with the issuance of the Request for Proposal through the execution of the award 

document, proposers are prohibited from all communications regarding this request with City staff, City 
consultants, City legal counsel, City agents, or elected officials. 

8) Any attempt by a proposer to influence a member or members of the aforementioned may be grounds to 
disqualify the proposer from participation in this solicitation. 

Exceptions to the Cone of Silence: 
9) Written communications directed to Procurement@stcharlesil.gov  
10) All communications occurring at pre-bid meetings 
11) Oral presentations during finalist interviews, negotiation proceedings, or site visits 
12) Oral presentations before publicly noticed committee meetings 
13) Contractors already on contract with the City to perform services for the City are allowed discussions necessary 

for the completion of an existing contract. 
14) Procurement of goods or services for Emergency situations 

 

INVESTIGATION: 
15) It shall be the responsibility of the Proposer to make any and all investigations necessary to become thoroughly 

informed of what is required and specified. 
16) If a work site is involved in this solicitation, and the site of the work is: 

a) An area restricted from the general public, an opportunity will be provided for proposers to perform this 
inspection. 

b) An area open to the general public, the proposer may perform their inspection at a time of their choosing. 
 

PROPOSALS: 
17) Proposals must be structured as stated in the Special Provisions for Professional Services section of the Request 

for Proposal.  
18) Documents should not utilize binders, folders, tabs or papers larger than 8.5 X 11. 
19) Delivery of a proposal is acceptance of the City's Contract for Professional Services (attached). Proposals 

containing terms and conditions contrary to those specified may be considered non-responsive. 
 

mailto:Procurement@stcharlesil.gov
mailto:Procurement@stcharlesil.gov
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Signatures as Offer: 
20) Under the conditions of the Uniform Commercial Code, the signing of the proposal by the proposer constitutes 

an offer. If accepted by the City, the offer becomes part of the contract. 
21) Signatures (reference signature page) by  

a) Individuals or sole proprietorships shall be signed by a person with the authority to enter into legal binding 
contracts. Said individual shall use his usual signature. 

b) Partnerships shall be signed with partnership name by one of the members of the partnership, or an 
authorized representative, followed by the signature and title of the person signing. 

c) Corporations shall be signed with the name of the corporation, followed by the signature and title of person 
authorized to bind it in the matter. 

 

Withdrawal of Offers:  
22) Offers may be withdrawn at any time prior to the due date. Requests to withdraw an offer shall be in writing, 

properly signed, and received at Procurement@stcharlesil.gov prior to the due date. 
23) Offers may not be withdrawn after the due date without the approval of the Procurement Division Manager. 
24) Negligence in preparing an offer confers no right of withdrawal after opening/due date. 

 

Timeframe and Consequences:    
25) Offers must be received before the designated time. 
26) Offers received after the designated time will be returned to the sender without review. Offers received late that 

may be attributed to delays by overnight delivery services, or by delivery services trying to deliver when offices 
are closed, will be considered late and returned to the sender. 

27) Unless otherwise specified in the solicitation, offers shall be binding for ninety (90) calendar days following due 
date. 

 

Receipt of Formal Offers: 
28) Firms submitting formal offers will be identified on a formal List of Proposers published on the city's 

website www.stcharlesil.gov within two business days. 
 

TAXES: 
29) The City is exempt by law from paying sales tax on goods, equipment, and products permanently incorporated 

into the project, from State and City Retailer's Occupation Tax, State Service Occupation Tax, State Use Tax and 
Federal Excise Tax. 

30) The City's Sales Tax Exemption Number is E9996-0680-07. 
 

EVALUATION of Offers 
Rejection of Offers 
The city reserves the right to reject any and all offers in whole or in part according to the best interests of the City. 
 

Receipt of One (or too few) offers 
31) If the City receives one or too few proposals, as defined by the City, the City may reschedule the due date. The 

offers received will either be: 
a) returned unopened to the Proposer for re-submittal at the new due date and time, or 
b) if there are no changes in requirements, and pending agreement with the Proposer, held until the new due 

date and time. 
32) If the request was publicly broadcast, and the City did not receive any proposals, the City may negotiate with any 

interested parties. 
 

Confidential Information 
33) Proposals are subject to Illinois State FOIA requirements including the following exemptions: 

a) (5 ILCS 140/7) (From Ch. 116, par. 207) Sec. 7. 
b) Exemptions. (1) The following shall be exempt from inspection and copying: (g) Trade secrets and commercial 

or financial information obtained from a person or business where the trade secrets or commercial or 
financial information are furnished under a claim that they are proprietary, privileged or confidential, and that 
disclosure of the trade secrets or commercial or financial information would cause competitive harm to the 
person or business and only insofar as the claim directly applies to the records requested. 

34) ***Proposers considering requests to be proprietary and confidential should submit an additional redacted offer. 

mailto:Procurement@stcharlesil.gov
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Failure to do so may result in information becoming available to the public. 
 

REQUIREMENTS if Awarded the Work: 
Insurance: 

35) The successful Proposer, if awarded by contract, will be required to carry insurance acceptable to the City. 
(Reference Contract Exhibit C). 

36) Certificates of Insurance, Endorsements, and a Waiver of Subjugation must be submitted with the execution of 
the order. 

37) The Proposers obligation to purchase stated insurance cannot be waived by the city's action or inaction. 
 

Security Clearance: 
38) Background checks inclusive of finger printing MAY be required for service providers working in secured areas. 

Service providers will submit a list of employees' names to the Project Manager who will coordinate the 
background checks with the city’s police department. 

39) Anyone with a background history showing a conviction for a felony; theft history of any kind, sex offense history, 
or any crime involving moral turpitude, illegal drug or narcotics use, sale or possession, or anyone showing a 
felony charge pending, or who has any outstanding warrants of any type, including misdemeanor traffic or felony 
warrants, may be subject to arrest, and will not be allowed to work under this contract. 
 

AUDIT: 
40) The successful Proposer may be audited by the City or an agent of the City. Audits may be at the request of 

federal or state regulatory agencies, other governmental agencies, courts of law, consultants hired by the City or 
other parties which in the City's opinion requires information. Data, information and documentation will include, 
but not be limited to, original estimate files, change order estimate files, detailed worksheets, subcontractor 
proposals, supplier quotes and rebates, and all project related correspondence, and subcontractor and supplier 
change order files. 

 

PROTESTS: 
41) Any Proposer who claims to be aggrieved in connection with the selection process, a pending award, or other 

reasonable issue may initiate a protest. 
a) Protests involving the solicitation process must be presented in writing to Procurement@stcharlesil.gov no 

later than the last date for questions as reflected on the cover page of this document. 
b) Protests involving the evaluation of offers, staff recommendations, or the award process must be submitted in 

writing to Procurement@stcharlesil.gov no later than three business days after bid results are publicly posted. 
42) Protests must include: the name and address of the protestor; the title and solicitation # of the solicitation; and if 

available: if an award has been recommended, the city public meeting agenda #, the award document number, 
identification of the procedure that is alleged to have been violated; precise statement(s) of the relevant facts; 
identification of the issue to be resolved; protestor's argument and supporting documentation (Exhibits, 
evidence, or documents to substantiate any claims). 

43) A person filing a notice of protest will be required; at the time the notice of protest is filed, to post a bond in the 
form of a cashier's check in an amount equal to twenty-five percent of the City's estimate of the total volume of 
the award, or $1,000, whichever is less. 
a) If the decision of the Protest does not uphold the action taken by the City, then the City shall return the 

amount, without deduction, to the Proposer filing the protest. 
b) If the decision of the Protest upholds the action taken by the City, then the City shall retain the amount of the 

cashier's check in payment for a portion of the cost and expense for time spent by City staff in responding to 
the protest and in conducting the evaluation of the protest. 

44) Upon receipt of the notice of protest, the Procurement Division Manager shall stop the award process. 
a) The Procurement Division Manager will rule on the protest in writing within two business days from receipt of 

protest. 
b) Appeals of the Procurement Division Manager's decision must be made in writing within two business days 

after receipt thereof and submitted to the City Administrator for final resolution. Appellant shall have the 
opportunity to be heard and an opportunity to present evidence in support of the appeal. 

c) The City Administrator’s decision is final. 
 

mailto:Procurement@stcharlesil.gov
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Special Provisions for Professional Services  Page 1 of 3 

 

 

Special Provisions for Professional Services 

Health and Welfare Benefits Management Services   
#1004  

 
Part 1:  REGARDING THE WORK 
A) Fees 
Fee shall be expressed as a monthly fee. 
Fee shall remain a firm fixed fee for the duration of the entire contract.  
Fee shall be billed quarterly and due at the end of each quarter.  
 
B) The Contract for Services is attached for reference at the end of this document. It includes:  

Exhibit A: This Request for Proposal and all Addenda 
Exhibit B: The Proposal and all Clarifications 
Exhibit C:  Insurance Requirements 
Exhibit D:  Change Order Document 

 
C) Contract Administration: 
A "Work May Proceed" order will be issued by Procurement upon confirmation of a properly executed contract. 
Once the "Work May Proceed" order is issued, the work will be turned over to the city’s Project Manager. 
 

The Project Manager's primary responsibility is to assure the city receives the professional services in accordance to the 
requirements of the contract. The Project Manager will, but is not limited to: oversee the entire project from kick-off 
activities through payment of final invoice; monitor progress; address any quality issues and change orders; review and 
approve deliverables. 
 
D) Communications Plan 
The Service Provider is required to provide the City's Project Manager with updates of the work inclusive of but not 
limited to: portion of work completed, assumptions, problems encountered…   The updates can be in person or over the 
phone, at the discretion of the city. 
 
E) Change Order Procedure 
The city reserves the right to make changes to the Scope of Work by altering, adding to, or deducting from the work, 
without invalidating the contract. All such changes shall be executed under the conditions of the original contract. 

1) Issuance of a memo or verbal approval is not to be considered a Change Order and is not authorization to 
proceed. 

2) Approved Change Orders are required with any/all changes in, the Scope of Work, the contract sum, the time for 
completion of services, renewal or any combination thereof. 

3) Change orders will describe the city approved change(s), will refer to the service provider’s recommended 
proposal for change, and will be signed by the city and the service provider prior to implementing the change. 

4) All Change Orders shall clearly identify the impact of cost and the effect on time required to perform the work 
associated with the proposal. 

5) If the service provider’s proposal is found to be satisfactory and in proper order, and both parties agree upon 
cost or credit and timeframe for the change, the city will authorize the documented Change Order which will be 
confirmed as a contract amendment. 

 
F) Payment: 

1) Authorization of payment requires receipt of service providers invoice, acceptance of services by Project 
Manager, and receipt of other required paperwork. 

2) The City complies with the Illinois Local Government Prompt Payment Act which states that any bill approved for 
payment shall be paid within 30 days after date of approval. 



Special Provisions for Professional Services  Page 2 of 3 

 
G) Service Issues: 
The service provider shall not be reimbursed until services are compliant. 
 

 
 

Part 2:  REGARDING THE SOLICITATION PROCESS: 
H) Submittal Requirements: 

1) Response Cover Page will be page 1 of your submittal 
2) Response Signature Page will be page 2 of your submittal 
3) Response Price Proposal Page will be page 3 of your submittal 
4) Certification of Compliance will be page 4 of your submittal 
5) Service provider Requirements, and the requested attachments, will be page 5+ of your submittal 
6) Submit, in a sealed envelope identified with the enclosed label: 

i) 1 original for Procurement 
ii) 1 original for Project Manager 
iii) 1 file copy via USB Flashdrive for Procurement identified with solicitation # and project name. 
iv) If your proposal includes confidential information as defined by FOIA (5 ILCS 140/7) (From Ch. 116, par. 207) 

Sec. 7  provide: 
(a) 1 redacted original identified as REDACTED ORIGINAL 
(b) 1 file copy on the same above USB Flashdrive, identifying file as REDACTED ORIGINAL 

 
I) Evaluation Criteria: 
 
 
 
 

 

J) Evaluation Process 
1) An evaluation team will review all proposals based on weighted requirements. The evaluation team is composed 

of the Department Head, Project Manager, Procurement Division Manager and others as required. 
2) Proposals will be reviewed for compliance, and if compliant, will be deemed responsive.  

i) Responsive proposals are inclusive of, but not restricted to: received prior to the due date and time, 

Experience & 
Capabilities 

The firm has demonstrated that they have the resources, 
knowledge, skills, abilities, and experience to meet the scope 
of services articulated in the RFP. Are able to provide a 
chronological overview of work that demonstrates the firm has 
experience in the scope of services articulated in the RFP. 

25% 

Industry Specific 
Knowledge 

Firm has demonstrated that it has the knowledge in the field of 
health insurance, supplemental benefits, and Rx coverage, 
public sector experience; including financial analysis, legal 
requirements, legislative activity, industry trends and coverage 
options. 

25% 

Availability Firm has demonstrated that it can meet the city’s 
requirements with providing service in a timely manner (within 
24 hrs.) 

25% 

Professional 
Network 

The firm has demonstrated that it has a strong network of 
resources and good relationships with a variety of benefit 
providers. 

10% 

Additional Services The firm has listed some suggested services beyond the scope 
of services articulated in the RFP that could be of benefit to the 
City’s goals. They have articulated how these additional 
services are beneficial. 

5% 

Price The firm has provided a competitive price relative to the other 
proposals. 

10% 
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completed as stated in the solicitation request, inclusive of all requirements, able to meet delivery 
requirements, accepting of all contract terms and conditions. 

ii) The degree to which a proposal meets the requirements is determined solely on the judgment of the 
Procurement Division Manager. 

3) Proposer Qualifications will be reviewed, and if qualified, will be deemed responsible. 
4) Proposals deemed both Responsive and Responsible will be reviewed by the evaluation committee. The committee 

will utilize the above criteria and weights when reviewing proposals. 
i) The City reserves the right to seek clarification of proposals. 

5) Proposed Fees will be analyzed for totality of costs. 
6) Finalists may be invited for an interview.   

i) The City does not intend to interview all proposers. 
ii) Proposers may be required to submit additional data during the interview process.  

7) After interviews, finalists will be invited to submit a 1 page letter inclusive of clarifications and present a Best and 
Final Offer. 
i) The City reserves the right to negotiate the price and any other term with the proposer offering the Best and 

Final offer.  
ii) If a negotiated agreement cannot be reached with the front runner, the City may proceed to negotiate with 

the second best and final offer. 
iii) Any oral negotiations must be confirmed in writing to Procurement@stcharlesil.gov prior to award. 

8) The City's determination of award for best overall value will consider the following non-exclusive list: available 
project management resources, soft costs of contract management; and training costs. 
 

K) Basis of Award 
1) Award is based on the best overall value to the City; and deemed most advantageous to the City, based on the 

totality of lawful considerations, price and other factors considered. 
2) While numeric evaluations may be used in some aspects of the process to identify strengths and weaknesses of 

proposals, and to establish a ranking, the final decision will be a business decision by the City and will not be 
based on a numerical score. A recommendation to award will document the basis for the award decision. 

3) Except as otherwise stated, proposers will be awarded within ninety (90) days from the opening date. 
4) The City reserves the right to award a shorter term of service, by phase, part or portion of a phase, any line item 

or option regardless of order listed. 
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I. INVITATION 
 
The City of St. Charles is soliciting proposals from insurance consultants interested and  qualified 
to provide consulting services for health and welfare plans. Qualified consultants are those who 
have demonstrated their ability offering comparable work of similar size and scope; preferably to 
municipalities in the greater Chicago area. Consultants acting as Brokers are not qualified. 
Interested firms are invited to submit proposals.  

 
 
II. OBJECTIVE 

 
The City of St. Charles objective is  to provide quality health insurance programs at the best value 
while balancing the City’s mission to serve its residents and offer competitive benefits to attract, 
retain, and motivate top performers. 

 
 

III. CITY  BACKGROUND 
 
The City of St. Charles is located approximately one hour west of Chicago. The City employs 
approximately 250 full-time employees; approximately 50% of employees belong to one of the 
City’s five unions. City Departments include Police, Fire, Public Works, Information Systems, 
Community & Economic Development, Finance, Human Resources, and the City Administrator’s 
Office. For more information, visit the City of St. Charles’ website at www.stcharlesil.gov. 
 
The below information provides potential candidates an overall view of the City’s health and 
welfare benefit programs.  
 
Benefit Programs  

Benefit Service Provider 
Medical BCBS IL - three PPO’s and one HDHP/HSA  
Prescription Drug Caremark/CVS 
Stop Loss Guardian 
  
Dental Delta Dental PPO 
  
Life Cigna 
AD&D Cigna 
  
FSA EBC 
Vision VSP 

http://www.stcharlesil.ogov/
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HSA HSA Bank 
 

The plan year is May 1st through April 30th.  
Open Enrollment is in March for the following plan year.  
All plans except for vision are self-insured. 
 

 
IV. SCOPE OF SERVICES 

 
The City of St. Charles seeks a consultant to perform services related to the design, 
implementation, maintenance, communication, compliance, and improvement of its health 
and welfare plans. Specific responsibilities include, but are not limited to: 
 

Program Design, Implementation and Improvement  
1 Offer options to improve the current program design. 
2 Prepare RFP to solicit benefit providers and assist in the sourcing of services. Submit a 

Recommendation based on interviews with  potential benefit  providers and marketing  
research. 

3 Assist with implementation of selected benefit providers.  
4 Provide assistance in communication and compliance with selected service providers. 

 
Program Maintenance and Financial Analysis 

5 Track participation and costs by month and by coverage (including life & AD&D). 
6 Compare annual claim utilization to prior years as well as industry standard. 
7 Provide quarterly financial reports that separate costs versus budget. 
8 Annually summarize key medical utilization statistics in conjunction with the strategic 

planning process for subsequent years. 
9 Analyze, review, and negotiate renewals with insurance carriers. 
10 Calculate COBRA rates annually. 
11 Review and evaluate the City’s benefit components, specifically in the area of design, 

funding, cost, and administration. 
12 Review levels and types of coverages offered and recommend changes. 
13 After close of the plan year, present a historical analysis of costs and utilization compared 

to previous years. 
14 Project cash flow impact of funding alternatives and plan design options. 
15 Review and summarize annual demographic changes.  Review demographics after each 

open enrollment and identify likely cost impact. 
16 Assist with and participate in annual open enrollment activities. 
17 Analyze and compare employee contributions to normative data.  Assist in developing 

contribution strategy for the future. 
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Program Communication  

18 Provide update on legal issues and regulations as they relate to operations and coverage. 
19 Attend meetings/conference calls regularly for such purposes of discussion, review, and 

evaluation of benefits plans. 
20 Provide financial exhibits for union negotiations or employee Health Insurance Team 

meetings such as comparisons with other companies (municipalities if applicable), five-
year cost projections of existing plan, as well as potential plan changes, etc. 

21 Assist with development of employee communication tools, including designing and 
preparing printed materials, attending on-site employee meetings, etc. 

22 Act as a liaison between the City of St. Charles and its service providers. 
23 Provide coverage summaries including key contacts for each benefit, rate summaries, and 

benefit program highlights. 
24 Arrange meetings with service providers to meet customer service team dealing with City 

employees, provide better understanding of how the service provider services City 
employees, learn about new programs or options available with that service provider, etc. 

25 Provide other assistance and advise as needed. 
 

Program Compliance 
26 Work as an extension of our Human Resources department related to health and welfare. 
27 Provide day-to-day account management services.  
28 Assist with claim and/or eligibility issues and all benefit related issues. 
29 Review documents such as Summary Plan Document (SPD), plan documents, benefit 

highlight sheets, and service provider contracts. 
30 Assist with all state and Federal laws regarding insurance including COBRA, HIPAA, 

Affordable Care Act, etc. 
 
 

V. TRANSITION OF SERVICES 
31 At the end of the contract term, the incumbent contractor must provide: 

o A status report on all open issues and pending resolution. 
o A final Summary Plan Document (SPD) detailing the detailed coverage, definitions 

of coverage, and levels of coverage for all benefits. 
o Other information as requested by the city 

 



 

Response Cover Page 
This is page #1 of your response. 
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Services   #1004 

Based on 
Addendum # _____ 

 

Response Cover Page        This is page #1 of your response. 
 

 

Please do not submit punched or perforated pages, nor bind your proposal in anything other than paperclips. 
 

Proposal Prepared By: Contacts: 

Firm Name  Operations 

DBA  Contact Name  

Address  Contact Phone #  

  Contact E-mail  

City, St,  Zip  Sales 

Signature  Contact Name  

Print Name  Contact Phone #  

Position  Contact E-Mail  

Phone #  Billing 

Fax #  Contact Name  

E-mail 
Address  Contact Phone #  

 Contact E-Mail  

 
This business Firm is (check one)    An Individual   A Partnership   A Corporation  An LLC 
 
Exceptions: (check one)    
This proposal meets and accepts all Requirements, Specifications, Terms and Conditions and Contract Language. 
 
We hereby take the following Exceptions to the Requirements, Specifications, Terms and Conditions and Contract 
Language (reference section name and identifying reference):  
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Signature Page 
This is page #2 of your response. 
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Services   #1004 

Based on 
Addendum # _____ 

 
 
          
       If an Individual or sole proprietorship 

        By: _____________________________________ 
        Signature 

        ________________________________________ 
        Title 

       If a Partnership 

        By: _____________________________________ 
        Signature 

________________________________________ 
        Title 

        By: _____________________________________ 
        Partner 

       If a Corporation 

        By: _____________________________________ 
        Signature of person authorized to sign 

        ________________________________________ 
        Title 

         
ATTEST____________________________________ 

       If an LLC 

        By: _____________________________________ 
        Signature 

        ________________________________________ 
        Title 

         

         
               
       DATE__________________________________________ 
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Response Price Proposal Page 
This is page #3 of your response. 
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A onetime Start-Up fee applicable to the implementation costs of services                $________ 
 
A firm, fixed fee for each month of service =   
 

$_________/month  x  53 months = $___________ total contracted services. 
 
 
A onetime Transition fee applicable at the end of the contract                                     $________ 
 
 

Grand Total for Contracted Services  $____________ 
 
 
 
 
Projected number of hours to service this account each month =       _______/hours per month 
 
 
Time to respond to an e-mail or phone message =                                                  ________ hours 
 
 
To facilitate possible Change Orders, provide an hourly rate for services:         $________/hour 
 
 
 
 
 
We will accept payment via City of St. Charles credit card.    Yes      No 
 
We will allow a discount of _____% if payment is received within ______ days of invoice. 



Certification Of Compliance  This is page #4 of your response. 
 

 

Certification of Compliance 
This is page #4 of your response. 
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(A) The undersigned certifies that, pursuant to the Equal Opportunity Employer provisions of Section 2000(e) of Chapter 
21, Title  42 of the United  States Code and Federal  Executive  Order  No. 11246  as amended  by  Executive Order No. 
11375, the bidder is compliant with all Equal Employment Opportunity Commission ("EEOC") requirements.  
 

(B) The undersigned certifies that, pursuant to the Illinois Human Rights Act provisions of Section 775 ILCS 5/2-105,the 
bidder complies with and certifies that it is in compliance with all equal employment practice requirements contained 
therein, and that it has adopted a written sexual harassment policy that meets the minimum requirements.   
 

(C) The undersigned certifies that, pursuant to the State of Illinois Law provisions of Section 720 ILCS 5/33E prohibiting 
Bid-rigging or Bid-rotating, the bidder is not barred from bidding on this project, or entering into a contract for this 
project. 
 

(D) The undersigned certifies that, pursuant to the Illinois Department of Revenue Tax Laws provisions of Section 65 
ILCS 5/11-42.1-1, the bidder is not barred from doing business with any unit of local government in the State of Illinois as 
a result of a delinquency in payment of any taxes unless the bidder is contesting, in accordance with the procedures 
established by the appropriate statute, its liability for the tax or the amount of the tax. 
 

(E) The undersigned certifies that, pursuant to the Illinois Drug Free Workplace Act provisions of Section 30 ILCS 580/3, 
the bidder deposes states and certifies that it will provide a drug free workplace, inclusive of all satellite locations as well 
as the City of St. Charles sites. 
 

(F) The undersigned certifies that, pursuant to the Illinois Prevailing Wage Act provisions of Section 820 ILCS 130/0.01 et 
seq, the bidder, when required, is in compliance with all requirements of, including provisions as to wages, medical and 
hospitalization insurance and retirement benefits for those trades covered in the Act. Pursuant to Illinois Public Act 
provisions of Section 94-0515 and all provisions of the Employee Classification Act, provisions of Section 820 ILCS 185/1 
et seq., said bidder agrees to submit certified payroll records as required. 
 

(G) The undersigned certifies that, pursuant to the Employment of Illinois Workers on Public Works Act provisions of 
Section 30 ILCS 570/0.01, et seq., the bidder is in compliance with all requirements.  Furthermore,  the bidder  certifies 
that  it  will  demonstrate  a good  faith  effort toward  providing equal employment opportunities for City of St. Charles 
residents to work as crafts persons, consistent  with the racial,  ethnic,  and gender demographics of the City's labor 
force. 

 

(H) The undersigned certifies that, pursuant to the National Security/USA Patriot Act as defined in Presidential Executive 
Order 13224, the bidder and all affiliated parties, are not working for or with, nor acting on behalf of, a Specially 
Designated National and Blocked Person. 
 

(I) The undersigned certifies that they have not colluded with or participated in any unethical practices with any person, 
firm or employee of the City of St Charles which would in any way be construed as an unethical business practice. 

 

 

Check One:  
There are no conflicts of interest and in the event that a conflict of interest is identified anytime during the duration 
of this award, or reasonable time thereafter, you, your firm or your firm’s ownership, management or staff will 
immediately notify the City of St. Charles in writing. 
 

There is an affiliation or business relationship between you, your management or staff, your firm or your firm’s 
ownership, and an employee, officer or elected official of the City of St. Charles who makes recommendations to the  
City of St. Charles with respect to expenditures of money, employment, and elected or appointed positions.  Provide on 
a separate letter included with your response any and all affiliations or business relationships that might cause a conflict 
of interest or a ny potential conflict of interest.  Include the name of each City of St Charles affiliate with whom you, 
your firm or your firm’s ownership, management or staff has an affiliation or a business relationship.  
 

 
Company Name  _________________________ Signature _________________________________ Date_____________ 
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Service Provider Requirements 
This, and the attached answers, is page #5 of your response. 
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Please provide the following information, in the following order as an attachment to this page.  
 
Experience and Capabilities 

1 Experience as evidenced by a listing of references from similar projects in size and scope within the past five (5) 
years.  Include contact information (name, title, e-mail address, and phone #) for the individual who oversaw the 
quality of the work and authorized payment. References within the greater Chicago area preferred. 

2 Evidence of Financial Stability to fund this project and any and all continuing services this project may require 
throughout the standard life cycle:  i.e. Annual Report; D&B Report, Credit Reference, Letter from Bank  

 
Statement of Experience  (not to exceed 3 pages) 

3 How many years has your firm been in business under this name? 
4 How many years has your firm been in business under: Any other name? Other ownership? Provide details. 
5 How many years has the individual who will oversee 80% of our project worked in a leadership role on projects 

similar in scope and size? Provide: Resume and personal references from past related projects (even if 
associated with a different firm); 

6 What are the roles and expectations of each staff member assigned to the project?  
7 What is the monetary value of the work: Completed in the past 12 months? Now under contract? 
8 What is the number of clients: Serviced in the past 12 months? Now under contract? 
9 How do you measure and gauge performance capabilities? 

  
Safety Risk  

10 Certificate of Insurance 
11 A brief explanation of the following: 

• A time your organization failed to complete a contract 
• Bankruptcy or reorganization 
• Judgment claims or law suits against the firm: Awarded and Pending within past five (5) years 

 
Specific Questions  

12 A written document attesting that consultant is not a broker and the firms business is strictly fee based business. 
 
13 Description of firm’s professional network consisting of colleagues, service providers, legislative resources, union 

representation, self-insured plans and other. 
 

14 Provide a sample of a Quarterly Financial Report 
 

15 Provide an example of a typical day to day approach to servicing our needs.  Include: 
o Process from setting up a new employee, through annual enrollment, through post-employment. 
o How inconsistencies are addressed. 
o Your approach to problem resolution. 

 
16 What other services does your firm offer that the City of St. Charles may be interested in?  How would these 

services benefit the City of St. Charles? 
 



 

 

Customized Mailing Label For Sealed Solicitation 
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Customized Mailing Label For Sealed Solicitation 
 

 
 Cut along outer border and affix this mailing label to the envelope of your sealed susbmittal. 
 Record your firm’s name in the space provided. 

 
 
 
 

  

 

Sealed Submittal 
Health and Welfare Benefits 

Management Services   #1004 
 

 
DUE: Friday, October 26, 2018 

Prior to:  4:00 PM 
FROM: 

Firm 
Name  

 
 
 
 

 
 

TO: 
Receptionist / City Hall 

City Of St Charles 

2 East Main Street 

St Charles, Il  60174 

 
 

 



 

St. Charles Agreement for Professional Services 

Health and Welfare Benefits Management Services   
#1004  

 
This agreement for professional services ("Agreement'') has been awarded on ______________, 20____   by City Council 
and is between the City of St. Charles, an Illinois home rule municipal corporation ("City''), located at 2 East Main Street; 
St. Charles, Illinois 60174 and _____________________________ ("Professional Service Provider”) (Inc/LLC/Co/sole 
proprietorship), located at _________________________. City and Professional Service Provider are at times collectively 
referred to hereinafter as the "Parties." 
 
RECITALS 

Whereas, the City issued Request for Proposal #1004 (Solicitation) for professional services entitled Health and 
Welfare Benefits Management Services (“Project”); 
 
Whereas, the Professional Service Provider submitted an offer (Offer) in response to the Solicitation and the 
Professional Service Provider represents that it is ready, willing and able to perform the services specified in the 
project; 
 
Whereas, the Offer was found to meet the City’s requirements as specified in the solicitation;  
 
Whereas, the City awarded the Professional Service Provider the Project, in a firm, fixed monthly amount of 
$_________/month  payable  quarterly at the end of the quarter for a 53 month term beginning May 1, 2019 and 
ending  September 30, 2023 which is a total contract value of $____________. 

 
Now therefore, in consideration of the foregoing and for the mutual promises hereinafter set forth and for other good 
and valuable consideration, the sufficiency of which is acknowledged, the parties agree as follows to the following terms 
and conditions:  
 
Article 1:  Contract Documents 

A. Incorporated Documents.  The Contract documents consist of this Agreement and the following attached 
exhibits.  These attachments along with this Agreement represent the entire integrated Contract between the 
parties and supersede any and all prior negotiations, representations or agreements, written or oral.   

a. The City’s Purchase Order document, to be generated as the Work May Proceed document upon 
contract execution, is incorporated as the first page of this Contract and said Purchase Order Number 
will become the identification number for this contract and thus must be referenced on all related 
documents, inclusive of invoices.  

b. The City’s solicitation and all related documents is attached as Exhibit A 
c. The Professional Service Provider’s offer and all related documents is attached as Exhibit B 
d. Insurance Coverage for Professional Service Provider is attached as Exhibit C 
e. Change Order Form, which is the sole vehicle authorized to amend contract,  is attached as Exhibit D  

B. Controlling Document.  In the event of a conflict between this Agreement and any attachment or exhibit, the 
provisions of this Agreement shall control.   

Article 2:  Services Contracted 
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A. Scope of Services.  Professional Service Provider shall provide awarded Services in accordance with the Project 
Requirements stated within the City’s Solicitation [Exhibit A], and the Offer submitted by the Professional 
Service Provider [Exhibit B]. 

a. Truthful and Accurate.  Professional Service Provider represents that such material and information 
furnished in connection with the Solicitation and this Contract is truthful and accurate. 

b. Necessary Documentation.  Professional Service Provider acknowledges that it has furnished exhibits, as 
listed previously, and will continue to furnish requested and necessary documentation, including but not 
limited to certifications, affidavits, reports and other information. 

c. Ownership of Project Documents.  All drawings, specifications, reports, and any other project 
documents prepared by the Professional Services Provider in connection with any or all of the project 
services shall be delivered to the City for the expressed use of the City.  The Professional Services 
Provider does have the right to retain original documents, but shall cause to be delivered to the City 
such quality or documents so as to assure total reproducibility of the documents delivered.  All 
information, worksheets, reports, design calculations, plans, and specifications shall be the sole property 
of the City unless otherwise specified within this negotiated Contract.  The Professional Services 
Provider agrees that the basic survey notes and sketches, charts, computations, and other data 
prepared or obtained by the Professional Services Provider pursuant to the Contract will be made 
available, upon request, to the City without cost and without restriction or limitations as to their use.  All 
field notes, test records, and reports shall be available to the City upon request. 

B. Status of Independent Professional Service Provider.  Both City and Professional Service Provider agree that 
Professional Service Provider will act as an Independent Professional Service Provider in the performance of the 
Project.  Accordingly, the Independent Professional Service Provider shall be responsible for payment of all taxes 
including federal, state, and local taxes arising out of the Professional Service Provider’s activities in accordance 
with this Contract, including by way of illustration but not limitation, federal and state income tax, social security 
tax, and any other taxes or license fees as may be required under the law.  Professional Service Provider further 
acknowledges under the terms of this Contract, that it is not an agent, employee, or servant for the City for any 
purpose, and that it shall not hold itself out as an agent, employee, or servant of the City under any 
circumstance for any reason.  Professional Service Provider is not in any way authorized to make any contract, 
agreement or promise on behalf of the City, or to create any implied obligation on behalf of City, and 
Professional Service Provider specifically agrees that it shall not do so.  City shall have no obligation to provide 
any compensation or benefits to Professional Service Provider, except those specifically identified in this 
Contract.  City shall not have the authority to control the method or manner by which Professional Service 
Provider complies with the terms of this Contract. 

Article 3: Term 
A. Term.  This Contract commences on May 1, 2019 and terminates on September 30, 2023.  Alteration in 

termination may occur prior to completion of Project in accordance with the following conditions. 
B. Termination of Contract.  The City has the right to terminate this Contract, in whole or in part at any time.  

Written notice of termination is to be served by the City to the Professional Service Provider’s principal or 
Professional Service Provider’s agent personally or by certified or registered mail, return receipt requested.  In 
the event of termination, the City shall pay the Professional Service Provider for satisfactory services performed 
as of the effective date of termination.  The effective date of termination releases the City from any obligations 
under this Contract.  Professional Service Provider shall deliver to the City any finished and unfinished 
documents, drawings, studies and reports related to the Project.  All such documents, studies and reports shall 
become the property of the City.  The City may terminate this Contract, or any portion of it , as is reasonably 
necessary in accordance with the following conditions: 
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a. Substitution of Key Personnel.  Should any of the key personnel identified in the offer become 
unavailable to work on the project; and should no temporary replacement personnel be provided within 
24 hours following the commencement of the subject key personnel’s unavailability; and/or should no 
permanent substitute personnel reasonably satisfactory to the City be provided within thirty (30) days of 
key personnel’s unavailability; the City may, at its election, declare breach of contract and terminate the 
contract for non-performance.   

b. Non-performance.  Non-adherence to the terms of this Contract and its incorporated documents on the 
part of the Professional Service Provider is grounds for termination of the Contract.  The City will notify 
the Professional Service Provider in writing with a 24 hour notice specifying the effective date of 
termination.  In the event of termination due to non-performance on the part of the Professional Service 
Provider, the City has the authority to contract with an alternate Professional Service Provider to 
complete this Contract.  The Professional Service Provider shall be liable to the City for all incidental and 
consequential expenses incurred in procuring and securing an alternate Professional Service Provider, 
including any loss due to alternate Professional Service Provider compensation.  The City may deduct 
expenses and loss, due to breach, from payment to the Professional Service Provider for services already 
performed.  Failure to deduct expenses and losses from the City’s payment to the Professional Service 
Provider does not relieve the Professional Service Provider from the Terms of this condition nor bar the 
City from seeking alternative legal remedies. 

c. Unappropriated Funds.  If sufficient funds have not been appropriated to cover the estimated 
requirement of this Contract, the City may terminate this Contract.  The City may terminate for 
unappropriated funds by serving the Professional Service Provider with a fourteen (14) day written 
notice specifying the effective date of termination.  On that specified termination date, this Contract 
and all contractual obligations will end.  If this Contract is terminated by the City for unappropriated 
funds after performance by the Professional Service Provider has commenced, the termination date 
controls the final invoice by the Professional Service Provider for previous services under this Contract.  
The termination date controls all payment obligations of the City to the Professional Service Provider.  
Payment by the City to the Professional Service Provider upon termination for unappropriated funds 
constitutes full satisfaction for services rendered. 

d. Convenience.  Termination for convenience does not necessitate a reason.  The city may terminate for 
convenience by serving the Professional Service Provider with a seven (7) day written notice specifying 
the effective date of termination.  On that specified termination date, this Contract and all contractual 
obligations will end.  If this Contract is terminated by the City for convenience, the termination date 
controls the final invoice by the Professional Service Provider for previous services under this Contract.  
The termination date controls all payment obligations of the City to the Professional Service Provider.  
Payment by the City to the Professional Service Provider upon termination for convenience constitutes 
full satisfaction for services rendered. 

e. Force Majeure.  A party shall not be held liable for failure of or delay in performing its obligations under 
this Contract if failure of delay is a result of an event of outside force, including a natural disaster, “Act 
of God”, act of war, act of terrorism, government sanction or strike that could not be foreseen or 
avoided by prudence.  Once performance is delayed by this event of outside force, the non-performing 
party must make every reasonable attempt to minimize delay.  Once performance has been delayed 
one-hundred and twenty (120) days, performance is considered impracticable due to impossibility, and 
either party may terminate this Contract. 

Article 4: Compensation 
A. Price.  The City shall pay the Professional Services Provider for Services in accordance with the amounts set forth 

in the Offer. [Exhibit B] The maximum price stated on page 1 may not be increased unless the City’s Project 
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Manager is provided with supporting documentation to warrant a change, and if upon review and acceptance, a 
written change order is approved.  All change orders shall be by written schedule on a City Change Order form 
[Exhibit D], and shall be attached as an amendment to this Contract. 

B. Invoicing. Professional Service Provider shall submit an itemized invoice with all supporting documentation as 
required by the City.  Supporting documentation may include, but is not limited to:  a supporting schedule of 
hours worked making explicit the percentage of completion of services as of the date of the invoice; receipts for 
travel, postage, duplication, subcontracted services; supplier’s invoices to justify material mark-up; certified 
payroll; waivers of lien; and supplier’s invoices to justify material mark-up. 

C. Invoice Submittals.  All invoices must be submitted directly to AccountsPayable@stcharlesil.gov.  Invoices 
submitted in any other manner will result in a delay of payment to the Professional Service Provider.   

D. Payment. The City shall make all payments in accordance with the Illinois Local Government Prompt payment 
Act or Professional Service Provider’s invoice, whichever is more favorable to the City. 

a. Schedule of Payment.  The City shall make all payments on the basis of approved invoices and 
supporting documents.  The City shall use its best efforts to make payments within thirty (30) days after 
review and approval of the invoice.  Each payment requires City Council’s approval of the Expenditure 
Approval List which occurs at publicly scheduled meetings.   

b. Non-Payment.  All invoices must be submitted to the City within two (2) months of the Professional 
Service Provider’s final performance on this Contract.  The City shall not pay any invoices submitted in 
excess of two (2) months from the date of last service performed per this Contract. 

Article 5:  Duties 
A. Consent and Approvals.  The City and the Professional Service Provider represent and warrant to each other 

that each has obtained all the requisite consents and approvals, whether required by internal operating 
procedures or otherwise, for entering into this Contract and its contemplated undertakings. 

B. Insurance.  The Professional Service Provider shall, during the entire term of this Contract, maintain, at a 
minimum, the insurance minimums as specified in the Solicitation and under the terms stipulated In Exhibit C. 

C. Standard of Performance.  Professional Service Provider warrants that the service provided, under the fully 
incorporated Contract, by the Professional Service Provider and any and all employees, agents, Professional 
Service Providers, or subcontractors is performed by individuals who are authorized under all applicable licenses 
and certifications, and who have completed the requisite training as required by industry standards, 
professional standards, manufacturers' requirements, and statute.  Performance by these parties shall be with 
the degree, skill, care and diligence customarily required of a professional performing services of comparable 
scope, purpose and magnitude and in conformance with the applicable industry standards.  The Professional 
Service Provider and its employees, agents, Professional Service Providers, or subcontractors shall perform in 
strict compliance with the laws and regulations of the City, State, and federal government. 

D. Best Efforts.  The Professional Service Provider shall use its best efforts to assure timely and satisfactory 
rendering and completion of services under this Contract.  The Professional Service Provider shall remain solely 
responsible for the professional and technical accuracy of all services and deliverables furnished, whether such 
service is rendered by the Professional Service Provider or others on its behalf including, and without limitation, 
subcontractors, employees, agents, manufacturers, suppliers, fabricators, and consultants.  The Professional 
Service Provider is not to be relieved from its duty to use best efforts, pursuant to the Contract, by the City’s 
review, approval, acceptance, or payment for any of the agreed to services.  Any change to the character, form 
quality or extent of the Project shall be in writing on a City Change Order form [Exhibit D], and attached as an 
addendum to this Contract. 

E. Non-disclosure.  The Professional Service Provider, its employees, agents, consultants, or subcontractors may 
have access to the City’s confidential information during performance of this Contract.  Confidential information 
includes, but is not limited to, methods, processes, formulas, compositions, systems, techniques, computer 

mailto:AccountsPayable@stcharlesil.gov
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programs, databases, research projects, resident identification and contact information, financial data, and 
other data. The Professional Service Provider shall not directly or indirectly use, disclose or disseminate 
confidential information to any third party for any purpose other than a purpose explicitly allowed for in this 
Contract and its integrated documents. 

F. No Duty.   The Professional Service Provider shall not imply any authority to act as an agent of the City.  The 
Professional Service Provider’s duties to the City are limited by express authorization under this Contract and by 
statute. 

G. Hold Harmless and Indemnification. 
a. Patents and Copyrights.  Professional Service Provider warrants that all products used or provided in the 

fulfillment of this Contract will not infringe on any United States or foreign patent.  Professional Service 
Provider shall indemnify the City against any and all judgments, decrees, legal fees, costs and expenses 
resulting from such alleged infringement.  Professional Service Provider will, upon request of the City 
and at the Professional Service Provider’s own expense, defend any suit or action which may be brought 
against the City by reason of any alleged infringement of any patent or copyright in the sale or use of 
products provided to the City by the Professional Service Provider. 

b. Loss and Liability.  The Professional Service Provider shall hereby defend and indemnify the  City, its 
directors, agents, officers, employees, and elected officials from and against any and all liabilities, losses, 
claims, demands, damages, costs, fines, penalties, expenses, judgments, and settlements, including, but 
not limited to, reasonable attorneys’ fees and costs of litigation, and any and all causes of action of any 
kind or character, that may be incurred as a result of bodily injury, sickness, death, or property damage 
or as a result of any other claim or suit arising out of or connected with, directly or indirectly, the 
negligent acts, errors, omissions, or intentional acts or omissions of any agent, employee, subcontractor, 
Professional Service Provider, or contractor hired to provide any goods or perform any services on 
behalf of the Professional Service Provider. 

Article 6: Policies 
A. Illinois Freedom of Information Act.  The Professional Service Provider acknowledges the requirements of the 

Illinois Freedom of Information Act (FOIA).  Professional Service Provider agrees to comply with all requests 
made by the City for public records (as defined in FOIA § 2(c)) in the undersigned’s possession and/or their 
subcontractors/suppliers possession. 

a. Timeliness.  The Professional Service Provider shall provide the requested public records to the City 
within two (2) business days of the City’s request. 

b. Free of Charge. The Professional Service Provider agrees not to apply any costs or charge any fees to the 
City for the procurement of the requested records pursuant to a FOIA request. 

c. Hold Harmless.  Should the Professional Service Provider deny the City’s request unlawfully or request 
that the City utilize a lawful exemption available under FOIA, Professional Service Provider agrees to pay 
any and all costs connected with the defense of the Professional Service Provider’s denial.  All costs 
include reasonable attorney and witness fees, filing fees and other expenses related to the defense of a 
complaint.  The Professional Service Provider agrees to indemnify the City against any and all claims, 
costs, penalties, losses and injuries arising out of or relating to its failure to provide the requested public 
records to the City under this Contract. 

B. Discrimination Prohibited. 
a. Equal Employment Opportunity.  Professional Service Provider shall comply with all rules and 

regulations pertaining to public contracts adopted by the State and the City.  The City is an equal 
opportunity employer. 

b. ADA.  Professional Service Provider shall be in compliance with current applicable regulations of the 
Americans with Disabilities Act. 
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Article 7: Changes to Contract 
A. Changes and Alterations. Any changes or alterations to this Project affecting, inclusive of but not limited to: 

scope, cost, terms, milestones, deadlines or other significant factors shall be integrated in writing on a City of St. 
Charles Change Order form.  [Exhibit D] 

B. Extension or Renewal of Contract. The City at its option may extend this Contract for an additional to be 
determined term if the Professional Service Provider either reduces his price, or holds firm to the proposal 
prices, conditions and specifications. 

C. Assignment.  Professional Service Provider shall not assign, transfer, or subcontract this Contract, in whole or in 
part, without prior written consent of the City. 

D. Notification. All notification under this Contract shall be made as follows: 
a. If to the City     If to the Professional Service Provider 

City of St. Charles 
Attn:  Procurement Division Manager 
2 East Main Street 
St. Charles, IL   60174 
Fax: 630.377.4487 
Email: Procurement@stcharlesil.gov 
Phone: 630.762.6936 
 

b. With electronic copies to 
Procurement Division Manager: Procurement@stcharlesil.gov 
Project Manager : Lynn Creedon,  SPHR, CBP, SHRM-SCP  Human Resources Benefits Coordinator 
 

Article 8: Applicability 
A. Other Entity Use.  The Professional Service Provider may, upon mutual agreement with any municipality or 

governmental unit, permit that unit to participate in this Contract for substantially similar consulting services 
under the same or more favorable price, terms and conditions. 

B. Waiver. Any failure of either the City or the Professional Service Provider to strictly enforce any terms, right, or 
condition of this Contract, whether implied or expressed, shall not be construed as a waiver of such term right 
or condition. 

C. Severability. If any provision of this Professional Service Provider is held to be illegal, invalid, or unenforceable, 
such provision shall be fully severable, and this Contract shall be construed and enforced as if such illegal, 
invalid, or unenforceable provision were never a part hereof;  the remaining provisions hereof shall remain in 
full force and effect and shall not be affected by the illegal, invalid, or unenforceable provision or by its 
severance;  and in lieu of such illegal, invalid, or unenforceable provision there shall be added automatically as 
part of this Contract, a provision as similar in its terms to such illegal, invalid, or unenforceable provision as may 
be possible and legal, valid and enforceable. 

D. Governing Jurisdiction. The parties agree that any disputes, disagreements, or litigation arising from this 
Contract, between or amongst them, will be heard and resolved exclusively in the courts of the 16th Judicial 
Circuit, Kane County, Illinois. 

E. Governing Law.  The parties agree that the laws of the State of Illinois govern this Contract. 
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In Witness Whereof, the parties have entered into this Contract upon the latter of the date accepted and signed by the 
City and the date accepted and signed by the Professional Service Provider. 
 
 
For:  City of St. Charles      For: Professional Service Provider 
  
        If an Individual or sole proprietorship 

By: _______________________________________  By: _____________________________________ 
Mark Koenan;  City Administrator    Signature 

        ________________________________________ 
        Title 

ATTEST____________________________________  If a Partnership 

        By: _____________________________________ 
        Signature 

________________________________________ 
DATE______________________________________  Title 

        By: _____________________________________ 
        Partner 

        If a Corporation 

__________________________________________  By: _____________________________________ 
Joan M. Schouten;  Procurement Division Manager  Signature of person authorized to sign 

        ________________________________________ 
        Title 

        ATTEST____________________________________ 

        If an LLC 

        By: _____________________________________ 
        Signature 

        ________________________________________ 
        Title 

         

         
               
        DATE______________________________________ 
 



 

Insurance Requirements for Professional Services 
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Services   #1004 

Exhibit C page 1 

 

Exhibit C     Insurance Requirements for Professional Services 

Prior to commencement of Professional Services governed by contract between the City of St. Charles (City) and the 
Professional Service Provider (Insured), the Professional Service Provider and each of its subcontractors, consultants and 
agents hired to provide the services for the Project, shall provide the City with satisfactory evidence of insurance 
coverage.  
 

1. At Insured’s expense, Insured shall hereby secure and maintain project insurance of the following kinds and limits 
set forth to protect the City from and against any and all damages, claims, lawsuits and losses which may occur or arise 
out of the Insured’s work on behalf of the City.  The project Insurance shall remain in effect throughout the duration of 
the entire Contract. 
 

2. Insured shall furnish Certificates of Insurance, Endorsements, and Waiver of Subrogation to the City, inclusive of the 
Additional Insureds, with its submittal of signed contract. 

a. Worker’s Compensation and General Liability Waiver of Subrogation in favor of the City. 
 

3. All insurance policies must be written with insurance companies approved by the City, licensed to do business in the 
State of Illinois, and have a rating of not less than A- VI, according to the latest edition of the A.M. Best Company. 
 

4. The City may inspect any and all policies of insurance at any time.  If requested, Insured will give the City a copy of 
the insurance policies.  The policies must be delivered to the City within two (2) business days of the request. 
 

5. Insured agrees to obtain and maintain an insurance policy, including coverage with limits not less than those 
exhibited on the following page (or greater if required by law):   

a. All Commercial General Liability policies must include Blanket Contractual coverage and Broad Form Vendor’s 
Liability coverage. 

b. Contractual and other Liability Insurance provided under this Contract shall not contain a supervision inspection 
or engineering services exclusion that would preclude the city from supervising or inspecting the project to the 
end result.  The Professional Service Provider shall assume all on-the-job responsibilities as to the control of 
persons directly employed by it. 

 

6. The City reserves the right to increase the aforementioned limits of Liability Insurance required of insured 
depending on, but not limited to:  the size and scope of the particular project, or the level of financial exposure, or 
operational risk to the City. 
 

7. Insured shall include the City as a primary, non-contributory additional named insured on both the General and Auto 
Liability Insurance policies and reflect the same language on its Certificate of Insurance provided to the City. 

a. Additional Insured and Broad Form Vendors’ Liability in favor of the City.   
 
 

If Insured fails to comply with the insurance requirements contained herein, all the City’s obligations under the 
Agreemen will terminate. 
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Exhibit D     Change Order 
 

This document is incorporated into the above contract as an amendment to the Contract between the City and the 
Contractor/Professional Service Provider commencing on the date the last party signs this document. Any change to the 
character, form, quality, extent, or cost of the Service/Project shall be in writing and approved on this form. 
 

1. This Change Order is required due to (check all that apply):   
  Changed / Unforeseen Condition     Errors and Omissions 
  Change in Scope       Renewal / Extension of Services 
  _________________________________________________________________________________________ 

 

2. The effect of this change is (check all that apply): 
  Total Cost is increased by $___________    Extension of ______ (calendar / work) days  
  Material is increased by $____________    Extension of Completion Date from ______to______ 
  Emergency Change, not to exceed $____________ 
  _________________________________________________________________________________________ 

 

3. Attachments Supporting Change Order (check all that apply) 
   Contractor’s Proposal      other: _____________________________________ 
   Description of Change (include Drawing if applicable) 
 

Change in Price   Change in Completion   (days / calendar date) 

Original Price (reference Agreement cover page) $_______ a 
Original: #days until completion / calendar 
date for completion (reference date of Work May 
Proceed) 

______  

Current Price resulting from Prior Change 
Orders (reference prior Change Order line d) $_______ b 

Current Completion resulting from Prior 
Change Orders: (reference prior Change Order line d) ______  

Net Increase/decrease of this Change Order  
(reference above #2) $_______ c 

Net increase/decrease of days for this 
Change Order (reference above #2) ______  

New Price inclusive of this Change Order*  
d=(b+c) $_______ d 

New Time of Completion inclusive of this 
Change Order d=(b+c) ______  

Cumulative Price change since execution* 
e=(d-a)   $_______   e 

Cumulative Time of completion since 
execution (expressed as total days)**  e=(d-a) ______   

*if the total price (d) exceeds $25,000, and has not been 
approved by council, council approval is required. 
*If the cumulative price change (e) exceeds $25,000, or exceeds 
an approved contingency, council approval is required.    

**if the cumulative change in days of completion exceeds the 
contracted dates for completion, are Liquidated Damages 
applicable?    Yes   or    No 

 

All parties hereby acknowledge and agree this Change Order is inclusive of all known changes to scope, compensation 
and work schedule on behalf of the undersigned and Contractor’s supplier, subcontractor, consultant, and agent 
necessary to complete the Project/Service.  All parties hereby acknowledge that this Change Order is incorporated into 
the previously executed Contract by the signature of the parties below.  
 

City Project Manager ___________________________________________date_____________ 
 

City Administrator _____________________________________________date_____________ 
 

Contractor/Professional Service Provider __________________________date_____________ 

For Office Use Only 
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