COMMITTEE OF THE WHOLE MEETING
No. 2013-11-01
TUESDAY, NOVEMBER 5, 2013

6:00P.M.

CALL TO ORDER

ROLL CALL

ADMINISTRATION

1.

Property/Casualty, Liability, Workers Compensation Insurance renewal from
Marks & Company for the period of December 1, 2013 thru December 1, 2014

2. Presentation for exclusive Real Estate Agency for Bolker Property
3. Discussion of Bank Changes
4. Discussion of Travel Policy
5. Discussion of Purchase Policy
6. Discussion of Redevelopment Agreement with West Side Property 101 LLC
7. Executive Closed Session under Section 2(c)(1) Personnel, Section 2(c)(5) Real
Estate Acquisition and Section 2(c)(11) Litigation
OPEN TO THE PUBLIC
ADJOURNMENT
Sincerely,

s

Posted and distributed 11/01/13 Donna M./Gayden

Village Administrator



Insurance Program Managers Group, LLC

lllinois Counties Risk Manaaement Trust
INSURANCE PROGRAM PROPOSAL

for

Glenwood, Village of
One Asselborn Way
Glenwood, IL 60425

ICRMT2013334
Policy Period: 12/01/2013 to 12/01/2014

Endorsements to the policy resulted in the premium change shown below.

Coverage Part(s) Premium
General Liability & Law Enforcement Liability $364,914
Property, Inland Marine Included
Commercial Auto Included
Public Officials Liability - Claims Made Included
Crime Included
Boiler & Machinery Included
Special Coverage Not Requested
Excess Liability $51,766
Total Policy Premium: $416,680

Terms and Conditions:

A signed copy of this document along with the payment must be received in the office prior to the
effective date of coverage. Coverage cannot be bound without formal documentation.

Binding Order:

Please accept this as a formal confirmation that all terms and conditions of the proposed insurance
program by the lllinois Counties Risk Management Trust are accepted effective12/01/2013.

Signature of Official Title Date

Page 7 of 20



Request for Proposals Banking Services 10/22/13

RFP’s were sent to 6 banking institutions. Chase, Great Lakes, MB Financial, Popular Community Bank,
RBS Citizens (Charter One}, Wells Fargo.

There are 3 banks | would not consider for the Village of Glenwood accounts:
Wells Fargo, | would deposit only what is necessary in order to keep open the line of credit.

Charter One bank really has no government banking in the area; everything needs to be completed by
phone with an 800 number. All government banking takes place on the east coast.

Popular Community Bank located mainly in Chicago with most of the processing being complete out of
the main operations area in Rosemont. Popular community bank has presented us with many ways to
accommodate our needs, but currently are not in the area. They will be opening a branch in Tinley Park.

Below are the 3 banks | would like considered for the Village of Glenwood accounts:

MB Financial, leave only a minimum amount of deposits at this institution. Although they are located in
Glenwood, the customer service for a client as large as the Village of Glenwood, is pretty much non-
existent,

Chase has everything we requested. A lot of techneology would be available to us with Chase. A chase
branch is located in Glenwood. Chase also has an implementation team that would be available for all
aspects of the conversion. A personal bank representative would be available for all needs of the
Village.

Great Lakes Bank appears to still have the community bank feel, but with a lot of the benefits of a bigger
bank. They are located in Homewood and offer everything we need for our day to day operations. They
also do voice confirmation on all outgoing wire transfers. Bank staff would be on hand for the
conversion.

Bank Account Breakdown:

MB Financial —~ Average Balance for all accounts $530,000
IMRF

Federal Forfeiture

State Forfeiture

Cops and Bebbers

Youth Sports

Glenwoodie Golf Course TIF

2010 Build America Bonds

Chase Bank-Average Balance for all accounts $5,200,000
Corporate

Motor Fuel Tax

Sewer and Water

Payroll

TiF Holbrook

Glenwoodie

Glenwoodie Savings

2010 Bond Payment Account

IEPA Loan Account

Great Lakes Bank-Average Balance for all accounts $1,850,000
TiF- Industrial

TIF-Main Street

TIF-Industrial North
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Village of Glenwood Purchasing Policy

SECTION 1 - PURCHASING OBJECTIVES

It is the policy of the Village of Glenwood, Village President and Board of Trustees that all
Village personnel engaged in purchasing and related activities shall conduct business
dealings in a manner above reproach in every respect. Transactions relating to expenditure of
public funds require the highest degree of public trust to protect the interests of the Village and the
residenis of Glenwood. Village officials and employees shall strive to:

1. Provide a standardized system of purchasing for use by all Village Departiments;

Z. Purchase in an open, forthright and ethical manner to ensure that public money is spent
efficiently and effectively and in accordance with local, state, and federal laws and Village
policies;

3. Obtain quality goods required by Village Departments in a timely manner so that services,
commodities, materials, and equipment are available when nceded;

4. Establish and maintain procedures to ensure that fair and equal consideration is given to
vendors and selection is based upon the lowest responsible vendor;

5. Ensure that environmental considerations are factored into purchasing decisions, consistent
with such t{raditional factors as product safety, price, performance and availability;

6. Procure products containing recovered materials, and environmentaily preferable and energy-
efficient products such as those identified as Energy Star, low voc, clean fuel, and utilizing
energy efficient lighting when appropriate;

7. When using either the bid process or normal procurement process, and all other factors are
equal, local vendors may receive preference.

The policies and procedures set forth im the manual are meant to serve as guidelines and
will mot govern every purchasing situation that may arise. The successful accomplishment of
the purchasing objectives depends upon the users of this manual having a thorough knowiedge of
its contents. By concentrating on good purchasing practices, the objectives outlined above can be
reached.

SECTION 2 - PURCHASING ETHICS

2.1

2.2

GIFTS. Per the Glenwood Municipal Code,' “Gift” means any gratuity, discount, entertainment,
hospitality. loan, forhbearance. or other tangible item bhaving monetary value including, but not
[imited to cash, food and drink and honoraria for speaking engagements relaied to or attributable
to government employment or the official position of an officer or employee. No official or
employee shall directly or indirectly solicit, accept or receive any gift or consideration whether in
the form of money, services, loan, travel, entertainment, thing or promise which was intended to
influence him to act other than impartially in the performance of his/her official duties, or was
intended as a kickback in connection with a purchase or contract” reward for any such action on
his part. Any employee who is offered a bribe or kickback in connection with a purchase or
contract shall report such offer to histher department head immediately.

EMPLOYEE AND BLECTED OFFICIAL OWNED BUSINESSES. To avoid the potential
for or the appearance of favoritism or collusion on the competitive procurement of services,
commedities, materials and equipment, the Village will not procure items or services from any
firm, corporation, or business which is owned in whole or in part by someone employed by the
Village or holding an elected office except in an emergency, Those responsible for administering
this purchasing policy shall undertake reasonable efforts to make certain the Village is not
utilizing a business owned in whole or in part by a Village employee or an elected official. This
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2.3

2.4

restriction shall not apply to a publicly held corporation where an employee or elected official has
a de minimis ownership interest. Emergency purchases made from employee or elected official
owned businesses must still be made in compliance with state law.

INTEREST OF VILLAGE OFFICERS OR EMPLOYEES., No official or employee, either
on that person’s behalf or on behalf of any other person, shall have any financial or personal
inferest in any business or transaction with any Board, Commission, Committee or other public
body of the Village unless that official or employee makes full public disclosure of the nature and
fuli extent of such interesi and disqualifies him or herself from participating in and acting upon
the resolution of the business or transaction.

CONFILICT. If any portion of this manual is found to be in conflict with any federal, state or
focal law, the federal, state or local law shall apply. However, if this manual is more restrictive
than the federal, state or local law, the manual shall apply.

SECTION 3 - PURCHASING AUTHORITY

3.0

3.1

The Village Administrator, per the Village Code', is the purchasing agent for the Village
and is authorized to make all purchases and other expenditures authorized by the annuai budget
then in effect; provided that all purchases and other expenditures over five-thousand dollars
($5,000) first shall be authorized by the Village Board. The Village Administrator is authorized to
engage the services of engineers, architects, attomeys or other professional consuliants for any
matter that will create an obligation for such services not exceeding five-thousand dollars
(85,000) without prior approval of the Village Board.

The Village Administrator is authorized to approve any change order to a Village contract
which is less than five-thousand dollars ($5,000) and does not result in an increase of the
contract, A change order that increases a Village contract by five-thousand and one doltars
{$5,001) or more must have authorization from the Village Board.

The Village Administrator has authorized the Finance Director or his/her designee to administer
and oversee compliance with the purchasing policies and procedures set forth in this manual.

RESPONSIBILITY. Purchasing responsibilities shall be as follows:

A. BOARD OF TRUSTEES. The Village Board of Trustees shall:

. authorize all purchases and contracts which cost more than five-thousand dotlars
($5,000);

2. award all bids exceeding five-thousand dollars ($5,000);

3. approve all agreements for architectural, engineering and land surveying services
where the cost exceeds five-thousand dollars ($5,000};

4. approve any waiver of competitive bidding requirements for purchases or contracts
when allowed by state law; and

5. reject any or all bids for purchases or coniracts exceeding five-thousand doliars
($5,000),

B. VILLAGE ADMINISTRATOR. The Village Administrator shall be

responsible for:
1. the overall administration of the Village’s purchasing policies and procedures;
2. approval of vendor selection and issuance of purchase orders for all purchases of
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services, commodities or equipment where the annual cost of the goods or services is
between two-thousand five-hundred dollars and five-thousand dollars ($2,500 and
$5.000);

approval of all agreements for architectural, engineering, consulting and land
surveying services where the cost is more than two-thousand {ive-hundred dollars
{$2,500) but not more than five-thousand dollars ($5,000);

recommending to the Board of Trustees the vendor to be selecied for purchases
which exceed five-thousand dollars ($5,000).

C. DEPARTMENTS. Departments, under the authority of the Department Head shall be
responsible for:

1.

6.

vendor selection and issuance of purchase orders for all purchases where the cost of
the services, commodities or equipment does not exceed two-thousand five-hundred
dollars ($2,500) and when the same is of a technical nature and is used primarily by
the department;

approving all agreements for architectural, engineering and land surveying services
where the cost is two-thousand five-hundred doflars ($2,300) or less;

recommending to the Village Administrator the vendor to be selected for ail
purchases in excess of two-thousand five-hundred dollars ($2,500);

reviewing and evaluating all purchases for compliance with purchasing policies and
pracedures;

coordinating the preparation of bidding documents where the cost is estimated (o
exceed five-thousand dollars ($5,000);

maintenance of all bid files with the original copies of the documents.

B FINANCE DEPARTMENT. Under the authority of the Finance Director, shall be
responsible for:

1.

2.

oo

10,

maintaining a list of vendors and rendering assistance to the operating departments in
choosing and evaluating vendors;

working with vendors to secure discounts for the Village and notifying the operating
departments of the best prices;

reviewing and evaluating all purchases for compliance with purchasing policies and
procedures;

recommending to the Village Administrator and the operating departments,
methods for improving the purchaging function;

maintaining a master list and distributing bid numbers;

assisting the operating departments in determining the feasibility of establishing
inventories and creating policies o monitor and control usage;

monitoring all purchasing contracts and costs on a regular basis and recommending
alternative purchasing plans or vendors;

payment of invoices after receipt of proof of service, supplies, etc.

assisting in the preparation of insurance policies assuring the correct levels of
protection for the Village,

assisting the Department Heads with researching cooperative purchasing arrangements
to ensure that competitive pricing.

SECTION 4 - PURCHASING STRUCTURE

4.9

BID PROCEDURE

The Finance Director shall prescribe the requirements to be met where free and open competitive
bidding is utilized. The Finance Director shall also prescribe the Procedures by which the bids shall
be received, the time limit upon receiving such bids, and the procedure by which the bids shall be
opened, accepted, examined and recommendations made to the Board of Trustees for acceptance or
rejection as the case may be. All purchases with or without bid must conform to IHinois complied

5
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4.2

4.3

4.4

4.5

statutes. All bids and quotations shall provide the following information:

I, Description

2. Quantity

3. Price

4. Delivery

5. Shipping charges

6. Quantity/payment discounts

SECURITY DEPOSITS FOR BIDS
On all contracts and purchasing wherein bidding procedures are utilized if security deposits are
required of bidders, the following security deposit requirements shall be met.

s  On all purchases and contracts which exceed ten-thousand dollars ($10,000), a
security deposit of five percent of the actual bid will be required.

PURCHASING PROCEDURES WHERE BIDS NOT REQUIRED

No purchases shall be authorized without prior appropriations. No contracts for goods or services
shall be approved without prior appropriation of funds. Whenever competitive bidding and
advertisement is not utilized, the following procedures shall be utilized:

i, Purchases of less than two-thousand five-hundred dollars {$2,500) may be authorized
by the supervisor of each department.

2. Purchases in the amount not to exceed five-thousand dolars ($5,000) and over two-
thousand five-hundred doltars ($2,500) must be authorized by the supervisor of each
department and the Village Administrator.

3. Departments shall notify the Village Board for approval of all purchases over five-
thousand dollars ($5,000).

4. Business within the boundaries of Glenwood shall be given a preference on Village
Purchases.

WHEN BIDS ARE REQUIRED

All purchase orders or contracts of whatever nature, for labor, service or work, the purchase, lease
or sale of personal property, material, equipment or supplies involving amounts in excess of ten
thousand dollars ($10,000) made on behalf of the Village, shall be let free and competitive bidding
after advertisement, to the fowest responsible bidder, on in the appropriate instance to the highest
responsible bidder, depending upon whether the Village is to expend or to receive money. All
bidding shall be in conformance with Illinois Complied Statues. Village Administrator and/or
Department Heads shall recommend the acceptance or rejection of bids for their approval to the
Board of Trustees.

EXEMPTIONS FROM BIDDING REQUIREMENTS
The following purchases are exempt from the requirements set forth in open and competitive
bidding:
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4.6

4.7

4.8

1. Purchase orders or contracts, for either labor, materials or both, which by their nature
are not adaptable t0 award by competitive bidding, such as, but not limited to, contracts
for the services of individuals possessing a high degree of professional skill where the
ability of the individual plays an important part, contracts for supplies, materials, parts
or equipment which are available only from a single source.

2. All purchase orders or contracts of whatever nature for labor services or work, the
purchase, lease or szle of personal property, materials, equipment or supplies, wherein
the price is to be paid by the Village is equal to or less than the price established by
open and competitive bidding through either an agency or federal government or
agency of the state, within one year immediately preceding the letiing of the proposed
contract by the Village.

EQUAL OPPORTUNITY/NON-DISCRIMINATION POLICY
It is the policy of the Village of Glenwood that all polential suppliers shall have an equal
opportunity to submit bids or quotations and to compete on an equal basis for the Village business.

The Vendor agrees that in performing under this purchase order with the contracting muaicipality,
he shall not discriminate against any worker, employee or applicant, or any member of the public
because of race, religion, color, national origin or sex, ancestry, age, marital status, physical or
mental handicap, or unfavorable discharge from the military service. The vendors further agrees that
this clause will be incorporated in all contracts entered into with suppliers of materials or services
who may perform any such labor or services in connection with this contract.

AUTHORIZED SIGNORS

Ali transactions for purchases or reimbursements that are initiated by the Village Administrator or a
Department Head must be approved by the Village President or a member of the Board. The Board
of Trustees will have the authority to approve transactions but cannot initiate any transactions,

PETTY CASH DISBURSEMEMTS

The Finance Department will be allowed o pay out petty cash reimbursements up to fifty dollars
($50). All receipts for the expense must be attached to the Petty Cash form. Signatures will be
required for the employee requesting the reimbursement, the Department Head for approval of the
reimbursement and the clerk in the Finance Department that is disbursing the funds. If a Department
Head requests reimbursement, the Village Administrator must sign as the approval signature, If the
Village Administrator requests reimbursement, the Village President must sign as the approval
signature. Any request for reimbursement over fifty dollars ($50) will be paid by check at the next
regularly scheduled Board meeting. From time to time there may be a need to disburse funds over
fifty dollars ($50) in cash, this will be accepted as long as the Village President has approved the
transaction.
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SECTION § ~ COMPETITIVE PURCHASING AND EXCEPTIONS

5.9

5.1

5.2

5.3

It is the policy of the Village of Glenwood to procure needed materials, equipment, and services
at the lowest responsible cost. The only excepiions (o these competitive purchasing guidelines
are as specified in the Municipal Code;

Emergency Purchase

Sole Supplier

Equipment Standardization

Technical Nature of item Makes Competition Impractical
Joint Governmentat Purchasing Program

Wi L2 b

Each Department should periodically conduct a request for proposals or request for qualifications
process for all professional services providers who routinely provide their services to the Village
in order 10 ensure that the Village is utilizing the provider who will maximize the benefits to the
Village.

EMERGENCY PURCHASE. Emergency purchases are those unforeseen purchases where
there is an immediate threat to public health or safety, or to meet emergencies rising from
unforeseen causes which necessitate the need for immediate delivery of items or services, or o
prevent delays in work or construction schedules. Documentation including an explanation of the
emergency must be submitted to the Village Administrator within five (5} working days from
commencement of work or the ordering of the purchase. Emergency puichases over five-
thousand dollars ($5,000) must be approved by the Village President or his/her designee prior to
the purchase and reported to the Village Board at the earliest opportunity for their approval. All
emergency purchases must be thoroughly documented.

SOLE SUPPLIER. Contracts for parts, supplies or equipment that are available only from a

single source are referred 10 as sole source purchases. Sole source procurements may arise from

the following circumstances:

I. Equipment for which there is no comparable competitive product or is available only from
one supplier;

Z.  Public utility services from natural or regulated monopolies;

3. A component or replacement part for which there is no commercially available substitute, and
which can be obtained only from the manufacturer;

4. Anitem where compatibility is the overriding consideration, such as computer software.

These items shall not be subject to requirements for seeking competitive quotes or bids. However,
purchases in excess of ten-thousand dollars ($10,000) shall be presented to the Village Board
prior o acquisition with a request to waive bids, approve the purchase and enter into a formal
contract. Formal bidding for work or public improvements over ten-thousand dollars ($10,000)
may be waived by two-thirds vote of the Village Board.

EQUIPMENT STANDARDIZATION. Occasionally, because of the technical nature of certain
items, standardization of a particular supplier’s specifications may be desirable upon the user
department director’s documentation. In such a case, the final determining body for
standardization will be the Board of Trustees. A decision to standardize must be weighed against:

A, the problems associated with having only one supplier available; and,
B. the economy of the alternative of non-standardization.
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54

5.5

TECHNICAL NATURE OF ITEM,. In instances where the Village already has sofiware,

machinery or other technical equipment, the purchaser will not attempt to purchase something
incompatible with what the Village already has in place. It is impractical to purchase something
that would not be attuned to material already in place.

JOINT PURCHASING PROGRAM (COOPERATIVE). Cooperative purchasing between the
Village of Glenwood and the State of Hilinois and other local governments, can resuli in significani
savings on the purchase price of many items. It is the policy of the village to enter into cooperative
purchasing agreements where:

I. substantial savings will result;

2. quality, availability or services will not be sacrificed;

3. the Village will be billed separately for its purchases;

4. ordered items will be delivered directly to the Village (unless otherwise agreed upon).

SECTION 6 - BID PROCESS

6.0

6.1

6.2

FORMAL BIDS. Uniess otherwise noted, all purchases of goods or services exceeding ten-
thousand dollars ($10,000) shall be let by free and open competitive bidding after advertisement,
to the lowest responsible bidder the Village Board deems to be in the best interest of the
Village, except that any such contract may be entered into without advertising for bids by a vote
of two-thirds of the Trustees elected. Whenever the requirement for advertising for bids is
waived by the Village Board, the reason for the waiver must be stated publicly. Acceptable
reasons for waiver of the bid requirements include but are not limited to:

Emergency Purchase

Sole Supplier

Equipment Standardization

Technical Nature of Item Makes Competition Impractical
Joint Governmental Purchasing Program

DBy —

RESPONSIBILITY. It shall be the responsibility of the operating department to prepare bid
specifications for the material or service required, attach general bid conditions to the bid
specifications, review the specifications for clarity and accuracy, develop a bidder list and
distribuie the bids. (See Appendix A for required attachments).

It shall be the responsibility of the Finance Depariment io assign a bid number to the bid
documents and keep a master copy of the bid for records. The Village Administrator shall
cause for the bid to be brought to the Village Board of Trustees, Upon approval by the Village
Board, the Village President and Village Clerk, or their designee, will sign said contract.

CHANGE ORDERS. Once a contract has been approved by the Village Board, the Village
Administrator is authorized to approve any change order to a Village contract which is less
than five-thousand dolars ($5,000). A change order that increases a Village contract by five-
thousand and one dollars ($3,001) or more must have authorization from the Village Board.

SECTION 7 - MISCELLANEOUS PURCHASING POLICIES

7.1

ON-GOING COMMODITY REQUIREMENTS. When commodities such as office supplies,
automotive parts, and computer or copy machine supplies are needed and;

a. relatively exact requirements can be determined in advance, the item will be let for bid in
compliance with this policy.
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7.2

7.3

b, when items purchased are of a varying nature and quantity, standard discounts will be
negotiated with supplier(s) by the Finance Department. All departments will be advised to
purchase their requirements from the designated suppliers. Any purchase made from other
than a designated supplier when a purchase agreement has been negotiated, shall be justified
in writing.

BLANKET PURCHASE ORDERS. Blanket purchase orders are used for those vendors from
whom many repetitive purchases are made as supplies are required, i.c., stone, asphalt, etc,
Rather than issue a purchase order for each purchase, one purchase order is issued for a specified
period (one month, six months, one vear) to cover all purchases made during that period. Copies
of proof of receipt must be maintained by the supervisor of the operating department and a copy
atfached to each invoice when submitting to the accounting department for payment. Blanket
purchase orders are permitted only after a price has been predetermined which is generally
secured through the bidding process.

CREDIT CARD PURCHASES. In the course of daily workings of the Village of Glenwoced, there
are instances when a credit card must be used to charge Village expenditures. The current Purchasing
Policy must be complied with when using a credit card and an original receipt for the merchandise or
services must be obtained and delivered to the Accounts Payable Department,

Credit cards will only be issued to the Village President, Village Administrator and Department
Heads. The credit card is not to be used for personal use or borrowed by another individual.

The Department Credit Card can be used with any vendor that accepts MasterCard and the single
purchase is under two-thousand five-hundred dollars ($2,500), unless approved by the Village
President or Village Administrator.

As with all purchases made on the Village’s behall, goods purchased with the credit card are
exempt from sales tax. Therefore, the vendor shall be provided with a sales tax exemption form in
order 1o avoid being charged sales tax. The Departmeni Head requesting the purchase with the
credit card is responsible for indicating to the supplier that the Village is Tax Exempt,

The Department Head making the request for the purchase with a credit card is responsible for
ensuring receipt of materials and resolving any discrepancies or damaged goods issues with the
supplier. The Village Administrator or Finance Director shall be notified immediately of any
problems with a supplier or defective purchase.

ltems such as office supplies, computer supplies, online registrations, and emergency purchases
are examples of purchases that can be used with the credit card.

If a Department Credit Card is lost or stolen, the Department Head must immediately notify the
Financial Institution that issued the credit card and the Finance Department.

SECTION 8 - PLANNING AND SCHEDULHNG

8.1

INVENTORIES, All goods purchased by the Village shall be reviewed to determine the
feasibility of establishing inventories. If an inventory is feasible for any given goods, then written
records shall be maintained.

All goods for which a written inventory is maintained will be physically counted art least annually
and the physical inventory and the written inventory will be balanced. If a significant discrepancy
in the physical inventory is discovered, an investigation will be instituted and necessary
additional controls will be established. The Village Administrator, through the Director of

10
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8.3

8.4

Finance, will be advised of the discrepancy, the results of the investigation and the conirols
established.

SHIPPING AND FREIGHT. All bid prices and price quotations shall be Freight on Board
(F.0.B.) Village of Glenwood with delivery to a point or points within the Village.

It is the policy of the Village to avoid paying shipping charges whenever possible. If the Village
is 1o pay shipping charges, it must be noted at the time the invoice is received by the Village.
Depariment Heads should inquire into applicable shipping chairges when obiaining price
quotations. Any shipping charges to be paid by the Village will be regarded as part of the price
guotation when selecting the successful vendor. Unless otherwise stated, all formal bid proposals
shall include freight and delivery charges, if any.

RECEIVING AND INSPECTION. Department Heads (or their designates) are responsible for
receiving and inspecting all deliveries to their departments to ensure that items received conform to
the specifications and quantities set forth in the purchase order. All deliveries should be thoroughly
inspected to ensure that materials are received in satisfactory condition, and the invoice price is
compared to that on the purchase order. Only after al} items on a purchase order have been delivered
in an acceptable condition should the departments submit the appropriate forms to the Finance
Departments so bills may be paid. Each vendor must accept returned items for full credit. All bills
will eventually appear on the Vendor list for monthty Board approval.

INVOICES

A, All invoices shall be mailed directly to the Accounting Department. If an invoice is mailed to
the Department, it should be forwarded to the Accounting Department with any necessary
paperwork to accompany.

B. All deliveries should be F.O.B. Glenwood, Hlinois. Freight charges should be billed on the
invoice. Mo receiving person should pay any freight charges (except postage due}.

C. The Village is exempt from the payment of sales tax. Invoices should not include sales tax.
Should a vendor request a copy of the tax-exemp! [eiter, one can be obtained in the Finance
Department.

SECTION 9 - RULES FOR USE OF VENDORS

2.1

8.2

VENDOR COMPLIANCE WITH LAWS / NON-DISCRIMINATION. It is the policy of the
Village of Glenwood that all potential bidders have an equal opportunity to submit bids and to
compete on an equal basis for Village business. Also, under Illincis law, the Village is obligaied
to require all its contracts and bid specifications to include mandatory language on matters such
as fair employment practices, collusion, bid rigging, tax evasion, Prevailing Wage, and other
matters. These requirements may change from time to time and persons preparing such
documents are required to keep up to date with Federal and State guidelines for current
requirements and to determine which are applicable to the contract concerned (for example,
Prevailing Wage requirements only apply to public works contracts, not to commeodities
purchases). At a minimum, all bid specifications, purchase orders and contracts to which the
Village of Glenwood is party, must contain the standard recitals as set forth in Appendix A of
this policy.

OPENNESS. Al reporis detailing the reasons for selection of a vendor shall be made available
to the public upon request.

11
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9.3

9.4

9.5

2.6

VENDOR DISCOUNTS. It is the policy of the Village to take advantage of all available vendor
discounts. The following points should be kept in mind:

. cash discounts may be offered for prompt payment

. trade discounts or special municipal pricing levels are sometimes offered to municipalities for the

purpose of attracting their business. In many cases, the Village will not be offered such
discounts unless the purchaser asks if one is available. Therefore, it is essentiat that Department
Heads, when obtaining price quotations, ask if such discounts arc availablc.

YENDOR USED BY MORE THAN ONE DEPARTMENT. When the Village has negotiated
a standard discount with a vendor, such as office supplies or printing, the purchaser need not
obtain competitive quotes before purchasing from said vendor.

LOCAL VENDORS. When possible, purchasing should be of a competitive nature, either
through the formal bidding or quoting system. If two vendors offer the same or similar pricing,
the contract shall be awarded to the local responsible vendor, quality and service being equal.

When used in this section, the term “local vendor” shall mean a person submitting prices who
regularly maintains an office open for business within the corporate limits of the Village of
Glenwood.

VENDORS USED ON A REGULAR BASIS. There are many vendors used by Village Staff on
a regular basis, Purchases with these vendors ofien occur in amounts less than one-thousand
dollars ($1,000). However, over the course of the year, or over the years, the amount of business
given o these vendors is substantial. In instances such as this, it may be reguired that a
Department Head submit reports to the Village Administrator on at least an annual basis
explaining the reasons for using particular vendors. Department Heads are expected to ensure
that the Village is paying a reasonable amount for the items involved.
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Appendix A
Bidding Procedures

1. DEFINITION. All other contracts or purchases for materials, equipment commodities, labor or
public improvements, where the cost thereof exceeds ten-thousand dollars ($10,000) shall
be let to the lowest responsible bidder in a manner and form as is prescribed by the purchasing
policy.

2 RESPONSEIBILATY. It shall be the responsibility of the depariment to prepare bid specifications
for the material or service required, attach general bid conditions to the bid specifications, review
the specifications for clarity and accuracy, develop a bidder list and distribute the bids. It shall be
the responsibility of the Finance Department to accept the bid documents.

3. ADVERTISEMENT FOR BIDS. Where required by state or local law or this policy, the
Village shall advertise by publication in newspaper or trade journal for sealed bids for any
proposed work, materials, commodities or equipment. Such advertisement shall be inserted not
less than 7 working days nor more than 30 working days before the date set for opening of bids.

The published notice for bids need only give a general description of the work to be done or the
materials to be furnished, but detailed drawings. plans, profiles and specifications as prescribed
by the operating department for such improvement shall be made and placed in the office of the
operating departinent prior io the publication of such advertisement and shall at all times be open
to public inspection.

Such notice shall also contain such conditions and restrictions related to bids, pre-requisites
related to bidders, place to obtain plans and specifications, security, deposits, withdrawal or
rejection of bids, proposals, contracts and performance bonds as determined by the department
director,

In all advertisements, the right to reject any and all bids shall be expressly reserved.

The pubiic notice shail be in substantialiy the foliowing form:

LEGAL NOTICE

VILLAGE OF GLENWQOD
COOK COUNTY, ILLINOIS
ADVERTISEMENT FOR BIDS

The Village of Glenwood, 1llinois will receive sealed bids or proposals for the construction of
(insert public improvement or equipment, service) at the Clerl’s office, One Asselborn Way,
Glenwood, IL 60425, until __ (am/pm) on the ___ dayof ___,20_ . Proposals will be
publically read aloudat ___ onthe ___dayof __,20 _ . No bid shall be withdrawn after the
opening of the proposals without the consent of the President and Board of Trustees for a period of
forty-five days after the scheduled time of closing bids.

All proposals shall be sealed in an envelope, addressed to the Village of Glenwood, attention
Cierk’s Office. The name and address of the bidder and the name of the project shall also appear on
the outside of the envelope. Proposals must be submitted on the forms provided by the Engineer.
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The Bid Documents, including specifications, are on file at the office of the Engineer, (insert the
Engineer's name and address), and may be obtained from the Engineer’s office upon payment of
$ _ for each set. The bid documents will be issued until ___ (am/pm) on the ___ day of __ |
20 . No refunds will be made for documents received from the Engineer.

A certified check/bank draft drawn on a solvent bank or bid bond, payable without condition to the
Village of Glenwood in an amount not less than ten percent (10%) of the bid shall be submitted
with each proposal, as a guarantee that, if the proposal is accepted, a contract will be entered into
and the performance of the contract is properly secured.

A performance bond in a sum equal to one hundred percent (100%) of the amount of the bid, with
sureties to be approved by the President and Board of Trustees for the faithful performance of the

contract, musi be furnished by the successful bidder. All bids or proposals shall contain an offer to
furnish bond upon acceptance of such bid or proposal.

The right is reserved to reject any or all proposals, to waive technicalities, to postpone the bid
opening, or to advertise for new proposals, if in the judgment of the President and Board of Trustees
their best in interests will be promoted thereby.

The Contactor will be required to pay not less than the prevailing wage rates on this project as
established by the United States Department of Labor, He shall also comply with all applicable
Federal, State and local regulations.

Prequalifications will be required to be submitted 1o the engineer by all potential buyers. If in the
opinion of the Engineer and the President and Board of Trustees, an applicant would noi be able to
serve the best interest of the Village of Glenwoad, a proposal will not be issued to the applicant.

PRESIDENT AND BOARD OF TRUSTEES
VILLAGE OF GLENWGOD
COOK COUNTY, ILLINOIS

4. BID SPECIFICATIONS. The operating department will prepare bid specifications for the
construction, material or service required. The specifications or scope of work is the heart of the
document and can do more for the success of the contract than any other part of the
contraciing process. The principal chiaracienisiics of a successiul scope of woik are claiity,
compleieness, and logical development. The development, selection and use of a particular type of
spectfications are dependent on the situation, time, information available and needs of the user. Care
must be taken not to make the specifications so specific as to eliminate qualified vendors and also
not to make them too generic so as to encourage responses trom ungualified vendors.

A. Types of Specifications
® Performance specifications communicate what a product is supposed to do, rather than
how it is to be built. These would include the operating parameters required to perform a
specific funciion.

® Design specifications employ dimensional and other physical requirements and
concenirate on how a product is made, rather than what it should do. These would include
dimensions, tolerances, drawings, and specific construction processes.

@ “Brand name or equal” is used when a specification mentions a manufacturer’s brand
name or model number. Brand names may only be used to describe a standard of quality
or performance, and may not be used to limit or restrict competition. The term “or equal”
must be used when referencing brand names.
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¢ Scope of work for services is used for the procurement of professional or other
services. Service related specifications should clearly state the specific tasks to be
performed, performance milestones, ttme limitations, and a definition of the final project
deliverables.

INVITATION TO BID. The operating department will prepare the Invitation to Bid (general
conditions) which include: applicability, questions concerning bids, withdrawing of bids, closing
time, bid opening time, bid award, right to reject bids, default, price, examination of site (if
applicable), bid bond (if applicable), performance bond (if applicable), bid forms, references,
extension of contract (if apphicable), pre-bid conference (if applicable), informalities and
irreguiarities, and gualifications of bidders.

GENERAL CONDITIONS OF THE BID.

A,

Certificates and licenses, State requirements for certification, business licenses,
occupational licenses, professional licenses, exterminating licenses, hazardous waste
hauling licenses, asbestos removal licenses and any other licenses required of the
contractor are covered by the certificates and licenses clause.

Employment discrimination. An employment discrimination clause is included in every
public contract.

Ethics in_public contracting. This clause is included 10 advise the contractor of
regulations covering gifts, inducements, or kickbacks io government employees.

Oral statement. This clause states that writlen modifications are the only acceptable
methed for changing the contract,

Price adjustments based on the Consumer Price Index.

Renewal of Contract. This clause allows a contract to be renewed for an additional period
under the original terms and conditions, The offer of renewal shouid always be at the
discretion of the local government, although the contractor may not be required to accept
the offer. If the contractor agrees to renew at the same price, there is no need tor a re-bid.
The renewal of contract clause must be included in the bid documents whenever a
renewal is contemplated.

Termination. Termination clauses cover either termination for default or termination at
the convenience of the government.

BID PROPOSAL FORM. The operating department will prepare the Bid Proposal form which
must include the name and address of the Village, time, and date of bid opening, and title. Also
include the wording “late, fax or phone bids will not be accepted.”

Each bid proposal form is siructured to incorporate the pricing structure that applies to the
contract:

Lump Sum Pricing: The bidder enters a lump-sum price in the blank space provided for
the Tirst year of the contract term or for each vear, if multi lump-sum prices are requested.

Unit Pricing: Provide space in the contract for prices for units of service rendered (price
per square foot for sidewall, per curb mile for street sweeping, per tree for trimming or
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removal, etc.).

When applicable the Bid Proposal should include at the bottom: “The prices submitted in
this bid proposal are effective from to J

Bid Proposal forms should include: “The undersigned agrees to start work within day(s) after
notification by the Village of its acceptance of the bid.”

All Bid Proposal forms must include signature lines at the bottom of the form that include
Signature, Title (printed), Company (printed), Address (printed) City, State and Zip, and Area
Code/Phone.

The person signing the Bid Proposal form must be a person authorized to bind the vendor
contractually. Unsigned bids will be rejected. Unsigned bids cannot be signed after the bid has
been opened, even if the vendor or the vendor’s representative is preseni at the bid opening. No
signatures shall be in pencil.

BID DISTRIBUTION. Bid documents will be distributed to all interested vendors by the
operating department and a bidder list prepared with names and addresses of vendors kept in the
bid file. If the bidder list is exceptionally fong or the bid document exceptionally large, do not
mail the complete bid document; mail a notice of the bid, which is usually just a copy of the cover
page of the solicitation,

BID RECEIPT. All bids should be received by the date and time and at the location specified in
the bid documents. Bid responses are usually stamped with the date and time received, which is
an effective way to establish exactly when a late bid response was received. At the time and
location noted in the legal notice and bid documents, the bids will be opened and read publicly.

BiD» OPENING. Bids are opened and read publicly at the date, time and location specified in the
legal notice and bid documents. Bid responses are opened and read aloud o a second staff person
who acts as a witness and who may also be responsible for recording the information on the
tabulation form. Bid openings are open to the public and expect one or two bidders to atiend the
opening. The names of all those who attend and the Village representatives should be recorded.

Advise any bidders attending that the tabulations state only what was observed at receipt of bids,
and that no award recommendation will be made until staff has analyzed each bid response.

EVALUATION OF COMPETITIVE SEALED BIDS. Evaluation of the bid is undertaken by
the department involved. The bidders are ranked by price. If the contract contains mulitiple unit
prices, the award formula described in the solicitation defermines price ranking. The bid is
generally awarded fo the lowest responsive and responsible bidder,

DETERMINATION OF LOWEST - RESPONSIBLE BIDDER.

Some criteria to use when determining the lowest responsible bidder:

a) The ability, capacity and skill of the bidder to perform the contract or provide the service
required.

b) The ability of the bidder to perform the contract or provide the service promptly or within
the time specified, without delay or interference,

¢) The character, judgment, experience and efficiency of the bidder,

d} The quality of performance on previous contracts or service.

ey The previous and existing compliance by the bidder with faws and ordinances relating to
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14.

15.

contracts, bidding or service.

{) The sufficiency of the financial resources of the bidder to perform the contract to provide
the service.

g) The quality, availability and adaptability of the bidder’s supplies, equipment or personnel
to the particular use or service required.

h) The ability of the bidder to provide future maintenance and service, if required.

i) The number and scope of conditions attached to the bid.

J)}  Any monies owed (o the Viliage by the bidder which have remained unpaid for a period
of more than 45 days, whether for bills, taxes, licenses or otherwise.

REJECTION OF RESPONSES. A number of conditions can wartrant rejection of a response;
among them are the following: the firm is suspended or debarred; the response violates conflict of
interest laws; the respondent fails to submit the required bid bond or suitable alternative surety;
the response lacks requested information; the bid is received late; failuge to use the response
form.

AWARD OF CONTRACT TO LOWEST RESPONSIBLE BIDDER. The following
procedure will be used by the department head:

a) Prepare and {orward to the Village Administrator a repori recommending the
vendor from which the item or service should be procured. The report should also
include a tabulation of bids received, the budgeted amount for the item or service, and
the applicable account numbers.

b) Notify any vendor who inquires of the recommended purchase award.

c) The Vitlage Administrator will forward the department report with his comments to
the Village Board for action,

d) Ifthe Village Board approves the request for purchase authorization, all original
documents will be forwarded to the department head for filing and issuance of a
purchase order. If the purchase authorization includes a contract document, the
operating department shall forward copies to the Village Administrator’s office for
signature(s).

LEGAL FORMS INCLUDED IN THE INVITATION TO BID. Certificate of Eligibility,
Sexual Harassment Policy Certification, Equal Employment Opportunity, Compliance with Laws,
Hold Harmless, Competition, Drug Free Workplace Certification, Certificate of Authorized
Dealer, Insurance Requirements, Required Lisi of Equipment (if applicable), Compliance with
Laws, Licensing, Safety, Prevailing Wage Certification.

A. Certificate of Eligibility: Each bidder must submit with the bid a certification that he is
not barred from bidding on this contract as a result of a violation of either Section 33E-3
or 33E-4, Article 33E of the Illinois Criminal Code,

B. Sexual Harassmen{ Policy Certification: Fach bidder must submit with the bid a sexual
harassment policy certification as required by Section 2/105 of the Iinois Human Rights
Act, 775 ILCS 5/2-105 et seq. The certification form is included herein.

C. Drug Free Workplace Certification: Each bidder must submit with the bid a drug free

workplace certification in accordance with Section 3 of the [liinois Drug Free Workplace
Act.

. Compliance with Safety Standards Ceriification: Each bidder must submit with the bid a
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compliance with safety standards certification.

Prevailing Wage Certification: Each bidder must submit with the bid a compliance with
prevailing wage certification.

Fair Employment Practices: The BIDDER assures the VILLAGE that he is an “Equal
Opportunity Employer” as defined by federal and state laws and rcgulations. He agrees
to comply with the Illinois Employment Practice Commission Equal Opportunity clause
as required

Certificate of Prequalification: Required as part of all IDOT associated bids, and can be
used for Village bids. A certificate issued by the Illinois Department of Transportation
indicating the applicants financial rating, work rating, and the effective period of
prequalification.

ADDITIONAL CLARIFICATION OF BID (if applicable) REQUIREMENTS,

A,

Bonds. Bonds protect the Village by compelling the qualifying bidder to guaraniee the
execution of a contract and the successful performance of the services outlined in the
contract, Bonds are also used to insure that paymenis to workers, suppliers, and
subcontractors witl be made.

Certain bonds are required by law; other types may be required as a matter of good
business practice to assure proper protection.

a) Bid Bond. A bid bond, cashier’s check, certified check or other approved
security in an amount equal to 5% to 20% of the bid can be required to guaranice
the successful bidder will sign a contract in the following instances: a) the bid s
for a construction project, b) any other bid for which the director of the operating
department deems it necessary to protect the interest of the Village.

A bid bond is not always required. This bond is included when a contractor
submits a bid and guarantees that the contractor will enter into a contract should
their bid be accepted by the Village of Glenwood. Instead of a bid bond, a
certified check may be provided as a guaranty that the contractor will enter into a
contract should their bid be accepted by the Village of Glenwood. Certified
checks are often provided as security for the purchase of equipment and supplies.

There shall be no duty on the part of the Village, or its officers, to convert said
check or bond into cash, and the bidder shall accept all responsibility for failure
of the bank to pay or honor sums.

b) Performance/Coniract Bonds and Labor & Material Payment Bonds are
mandated by Illinois Law for public construction projects in excess of $5,000, and
are written for 100% of the contract price. They may, however, be required for
other installed services.

When preparing the bid document, departments should consider whether to
require contractors to provide a performance/contract bond if awarded the
contract. In instances where the bid is for construction services or significant
building improvements, it is mandatory to require the contractor to provide a
performance/contract bond. A performance bond, issued by a surety company,
stipulates a legal, written obligation to guarantee 100% payment for any f{inancial
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loss caused by default of the contractor. When assigned to the Village of
Glenwood, it granis an assurance as to the performance and successful
completion of the terms of the contract and assures payment of taxes, licenses or
assessments associated with the contract. The contractor shall provide the
performance/contract bond with the appropriate labor and material bond within
ten (10} calendar days of the award of the bid. Bonds required to guarantee
performance and payment for labor and material for the work shall be in a form
acceptable to the Village. At the discretion of the Village, depending on the
scope and nature of the project, the performance/contract bond shalf provide that
they shall not terminate on compietion of the work, but shall be reduced to a
migimum of ten percent (10%) of the contract sum upon the date of final
payment by the Village for a period of one (1) vear to cover a warranty and
maintenance period which the contractor agrees shall apply to all material and
workmanship for one (1) vear from the date of issuance of the final pavment by

the Village.

Lien Bond/Waivers: When securing waivers of lien on construction projects, the
Yillage is assured that additional money will not be required after the job is
completed and payments are made in accordance with the contract. The Village
is assured that neither the general contractor nor any of the named subcontractors
can collect additional money for unpaid creditors.

INSURANCE., Sound purchasing practice dictates that sellers or contractors who come onto
Village property have adequate insurance coverage for damage and personal injury to themselves
and others. Recommended coverage includes commercial general liability, automobile insurance,
workers’ compensation and employer’s liability insurance to appropriate limits, designed to fit
potential hazards. Subcontractors should be similarly insured, and the department head should
assure that the appropriate coverage is in place before issuing a contract.

A.

Insurance Reqguirements: Contractor shall procure and maintain for the duration of
the contract, insurance against claims for injuries to persons or damages to property,
which may arise from or in connection with the performance of the work hereunder by
the Contractor, his agents, representatives, employees or subcontractors.

Minimem Limits of Ensurance. Contractor shall maintain limits no less than the
tollowing:

a)

b)

c)

d)

e)

Commercial General Liability: $1,000,000 combined single limit per accurrence
for bodily injury and property damage, and $1,000,000 per occurrence for
personal injury. The general aggregate shall be twice the required occurrence
fimit. Minimum General Aggregate shall be no less than $2,000,000 or a
project/contract specific aggregate of $1,000,000.

Village and Contraciors Protective liability (OCP): $1,000,000 combined single
limit per occuirence for bodily injury and property damage.

Business Automobile Liability: $1,000,000 combined single limit per accident
for bodily injury and property damage.

Workers” Compensation and Employers’ Liability: Workers® Compensation
coverage with statutory limits and Employers’ Liability imits of $500,000 per
accident.

Butlder’s Risk: Shall insure against “All Risk” of physical damage, including
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water damage (flood and hydrostatic pressure not excluded), on a completed
replacement cost basis.

Environmental Impairment/Pollution Liability: $1,000,000 combined single fimit
per cccurrence for bodily injury, property damage and remediation costs.

Deductibles and Self-Imsured Retemtions. Any deductibles or self-insured retentions
must be declared to and approved by the Village. At the option of the Village, either the
insurer shall reduce or eliminate such deductibles or sclf-insured reientions as respects
the member, its officials, agents, employees and volunteers, or the Contractor shall
procure a bond guaranteeing payment of losses and related investigation, claim
administration and defense expenses.

(bther Insurance Provisions, The policies are to contain, or be endorsed to contain, the
following provisions:

a)

b)

¢)

d)

f)

General Liability and Automobile Liability Coverage ~Additional Insured’s.
The Village, its officials, agents, employees and volunteers (if applicable) are 10
be covered as additional insured’s as respects liability arising out of the
Contractor’s work, including activities performed by or on behalf of the
Contractor; products and completed operations of the Contractor; premises
owned, leased or used by the Contractor; or automobiles owned, leased, hired or
borrowed by the Contractor. The coverage shall contain no special limitations on
the scope of protection afforded to the member, its officials, agents, employees
and volunteers.

The Contractor’s insurance coverage shall be primary as respects the member, its
officials, agents, employces and volunigers. Any insurance or self-insurance
maintained by the Village, its officials, agents, employees and volunteers shall be
excess of Contractor’s insurance and shatl not contribute with it.

Any failure to comply with reporting provisions of the policies shall not affect
coverage provided to the member, its officials, agents, employees and volunteers.

The Contractor’s insurance shall contain a Severability of Interests/Cross
Liability clause or language stating that Contracior’s insurance shall apply
separately to each insured against whom claim is made or suit is brought, except
with respect to the limits of the insurer’s liabiligy.

If any commercial general Hability insurance is being provided under an excess
of umbrella liability policy that does not “follow form,” then the Contractor shall
be required to name the Village, its officials, agents, employees and volunteers as
additional insured’s.

All general liability coverages shall be provided on an occurrence policy form.
Claims-made general liability policies will not be accepted.

Workers” Compensation and Employers Liabitity

a)

Workers compensation shall provide according to the provisions of the
Iinois Worker's Compensation Act, as amended. Notwithstanding the rating and
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financial size categories stated in this Article, coverage may be provided by a
group self~insurer authorized in Section 4(a) of the Act and approved pursuant o
the rules of the lllinois Depariment of Insurance.

b) Employers Liability.

i. FEach Accident $500,000
ii. Disease-policy limit $500,000
ili. Disease-each employee $500,000
F. All Insurance Policies. All insurance shall remain in force during the period

covering occurrences happening on or after the effective date and remain in effect during
performance of the work and at all times thereafter when the Contractor may be
correcting, removing or replacing defective work until notification of the date of final
inspection. Termination or refusal to renew shall not be made without 30 days prior
written notice to the Village by the insurer and the policies shall be endorsed so as to
remove any language restricting or limiting liability concerning this obligation.

Certitied copies of the original policies or certificate(s) of insurance by the insurer(s)
issuing the policies and endorsements setting forth the coverage, limits and endorsements
shall be filed with the Village before the Village will execute the contract,

G. Acceptability of Insurers. Insurance is to be placed with insurers with a Best’s rating
of no less than A-, VII and licensed to do business in the State of Illinois.

H. Subcontracters. Contraciors shall include all subcontractors as insured’s under its
policies or shall furnish separate certificates and endorsement for each subcontractor. All
coverages for subcontractors shall be subject to all of the requirements stated herein.

L. Assumption of Liability. The contractor assumes liability for all injury to or death of
any person or persons including employees of the contractor, any subconiractor, any
supplier or any other person and assumes Hability for all bodily tnjury and property
damage sustained by any person or persons occasioned by or in any way arising out of
any work performed pursuant to the agreement.

INDEMNITY/HOLD HARMILESS PROVISION - (should be included as separate section
of thve contract.)

To the fullest extent permitted by law, the Contractor hereby agrees to defend, indemnify and
hold harmless the member, its officials, agents and employees, against all injuries, deaths, loss,
damages, claims, patent claims, suits, liabilities, judgments, cost and expenses, which may in
anywise accrue against the member, its officials, agents and employees, arising in whole or in
part or in consequence of the performance of this work by the Contractor, its employees, or
subcontractors, or which may in anywise result therefore, except that arising out of the sole legal
cause of the member, its agents or employees, the Contracior shall, at its own expense, appear,
defend and pay all charges of attorneys and all costs and other expenses arising therefore or
incurred in connections therewith, and if any judgment shall be rendered against the member, its
officials, agents and employees in any such action, the Contractor shall, at its own expense,
satisfy and discharge the same.

Contractor expressly understands and agrees that any performance bond or insurance policies
required by this contract, or otherwise provided by the Contractor, shall in no way limit the
responsibility to indemnify, keep and save harmiess and defend the member, its officials, agents
and employees as herein provided.
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Optional paragraph: The Contractor further agrees that to the exteni that money is due the
Contractor by virtue of this contract as shall be considered necessary in the judgment of the
Village, may be retained by the Village to protect itself against said loss until such claims, suits or
judgments shall have been settled or discharged and/or evidence to that effect shall have been
furnished to the satisfaction of the membey.

AWARDING BIDS. The Village Administrator shall cause for the bid to be brought to the
Village Board of Trustees. Upon approval by the Board, the Village President and Village Clerk,
or their designee, will sign said contract.

CONTRACT PREPARATION. The final step in the award process is the preparation of the
contract, the only document thai governs performance and price during the coniract term. There
are three types of contracts:

a) the purchase order contract;
b) the short form contract, standard contract provided by the contractor;
¢) formal contract,

Purchase Order Contract: The simplest contract format is the purchase order, which is used
primarily for uncomplicated, moderate cost, competitive sealed bidding contracts. Documents
incorporated into the purchase order by reference include the scope of work, the general terms
and conditions of the bid document, bid form and any sections of the bid document or the
contractor’s bid response that have a direct bearing on the performance or price.

Contractor’s Standard Contract Form: Architects, engineers and other professionals often request
the use of a standard contract form. Whenever possible, avoid pre-printed or standard contract
provided by the vender without legal review. Such contracts frequently contain clauses favoring
the architect, engineer or corporation, for example, clauses governing mandatory arbitration,
indemnification of the contractor by the local government, the contractor’s ownership of
materials produced and delivered o the local government, and the granting of broad powers of
decision to the contract.

Formal Contract: The formal contract is the type usually preferred by local government. The
content of a formal contract document is specific to the service. The contract should include at a
minimum the name and address of the Village, contract (bid) title, bid number, scope of work,
time and datc for completion of the contract, total amount of contract, and a signature block for
the contracior and a signature block for the Village. Because coniraci events are often based on
the contract date, it is more prudent to use the date of execution by the Village as the official
contract date - after all bonds, insurance, licenses and other required submissions have been
received and approved.
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Sec. 2-20. - Powers and duties.

The village administrator shall be responsible to the president and board of trustees for the
proper administration of all affairs of the village. In discharging this responsibility, the village
administrator shall:

(1)
(2)

(3)

(4)
(5)

(10)

(11)

Direct, supervise, and coordinate the administration of all departments, offices, and
agencies of the village, except as otherwise provided by law;

Appoint and, when necessary for the good of the service, suspend or remove all village
employees and appointive administrative officers except when otherwise provided for by
law. All appointments and removals shall be based solely upon merits and on the
qualifications or disqualifications of the individuals involved, without regard to race, sex,
religious convictions, or political belief or affiliation. The village administrator may
authorize any administrative officer, subject to the administrator's direction and
supervision, to exercise these powers with respect to subordinates in that officer's
department, office, or agency;

Attend all village board meetings. The village administrator shall have the right to take
part in all discussions, but shall not vote;

Provide for the enforcement of all laws and ordinances within the village;

Serve as village budget officer and prepare and submit to the village board, by the date
set by the board, a recommended annual budget for village operations and a
recommended capital program, and the annual appropriation ordinance. When the
annual budget or capital program have been approved by the village board, and the
annual appropriation ordinance has been adopted, the village administrator shall be
responsible for the administration of said budget, capital program, and appropriation
ordinance;

Submit to the village board and make available to the public a complete report on the
finances and administrative activities of the village as of the end of each fiscal year;
Make such other reports as the village board may require concerning the operations of
village departments, offices, and agencies;

Keep the village board fully advised as to the present financial condition and future
needs of the village;

Advise the village board on pending decisions of public policy and recommend to the
board the adoption of such measures as the administrator may deem necessary or
expedient for the health, safety, or welfare of the community or for the improvement of
administrative services;

Be responsible for procurement of commodities and services for all village departments,
offices, and agencies, and promulgate purchasing rules which shall be followed by
employees in the procurement of goods and services, and for that purpose, he or she is
authorized to make expenditures in such amounts as may be authorized by the village
purchasing procedures, as adopted by the board of trustees, as amended, without
preliminary authorization by the board of trustees; however, all expenditures and
payments, regardless of amount, shall be subject to the confirmation or approval of the
board of trustees and to the limitations imposed by the adoption of a budget or special
appropriation.

Propose to the village board such personnel rules and regulations as the administrator
deems necessary to manage the personnel policies of the village;
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(12) Be responsible for the conduct of all collective bargaining processes of the village, and
recommend fo the village board collective bargaining agreements for consideration and
possible final approval by the board. The village administrator shall be responsible for
administering all employee organization contracts reached through the collective
bargaining process;

(13)  Provide staff support services for the village president and members of the board of
trustees:

(14)  perform such other duties as may be specified by law or village ordinance or as may
from time to time be requested by the village board.
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Sec. 2-141. - Definitions.

For purposes of this division, the following terms shall be given these definitions:

Campaign for elective office means any activity in furtherance of an effort to influence the
selection, nomination, election, or appointment of any individual to any federal, state, or local public
office or office in a political organization, or the selection, nomination, or election of presidential or
vice-presidential electors, but does not include activities (i) relating to the support or opposition of
any executive, legislative, or administrative action, (ii) relating to collective bargaining, or (iii) that are
otherwise in furtherance of the person's official duties.

Candidate means a person who has filed nominating papers or petitions for nomination or
election to an elected office, or who has been appointed to fill a vacancy in nomination, and who
remains eligible for placement on the ballot at a regular election, as defined in_section 1-3 of the
Election Code (10 ILCS 5/1-3).

Collective bargaining has the same meaning as that term is defined in section 3 of the llinois
Public Labor Relations Act (5 ILCS 315/3).

Compensated time means, with respect to an employee, any time worked by or credited to the
employee that counts toward any minimum work time requirement imposed as a condition of his or her
employment, but for purposes of this division, does not include any designated holidays, vacation
periods, personal time, compensatory time off or any period when the employee is on a leave of
absence. With respect to officers or employees whose hours are not fixed, "compensated time"
includes any period of time when the officer is on premises under the control of the employer and any
other time when the officer or employee is executing his or her official duties, regardless of location.

Compensatory time off means authorized time off earned by or awarded to an employee to
compensate in whole or in part for time worked in excess of the minimum work time required of that
employee as a condition of his or her employment.

Contribution has the same meaning as that term is defined in section 9-1.4 of the Election
Code (10 ILCS 5/9-1.4).

Employee means a person employed by the Village of Glenwood, whether on a full-time or
part-time basis or pursuant to a contract, whose duties are subject to the direction and control of an
employer with regard to the material details of how the work is to be performed, but does not include

an independent contractor.
Employer means the Village of Glenwood.

Gift means any gratuity, discount, entertainment, hospitality, loan, forbearance, or other
tangible or intangible item having monetary value including, but not limited to, cash, food and drink,
and honoraria for speaking engagements related to or attributable to government employment or the
official position of an officer or employee.

Immediate family member means parents, spouse, brothers, sisters, children, grandparents,
grandchildren, parents-in-law, brothers-in-law, sisters-in-law, and legal guardians.

Leave of absence means any period during which an employee does not receive (i)
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compensation for employment, (ii) service credit towards pension benefits, and (iii) health insurance
benefits paid for by the employer.

Officer means a person who holds, by efection or appointment, an office created by statute or
ordinance, regardless of whether the officer is compensated for service in his or her official capacity.

Political activity means any activity in support of or in connection with any campaign for elective
office or any political organization, but does not include activities (i) relating to the support or
opposition of any executive, legislative, or administrative action, (ii) relating to collective bargaining,
or (iii) that are otherwise in furtherance of the person's official duties.

Political organization means a party, committee, association, fund, or other organization
(whether or not incorporated) that is required to file a statement of organization with the state board
of elections or a county clerk under section 9-3 of the Election Code (10 ILCS 5/2-3), but only with
regard to those activities that require filing with the state board of elections or a county clerk.

Prohibited political activity means:

(1}  Preparing for, organizing, or participating in any political meeting, political rally, political
demonstration, or other political event.

(2)  Soliciting contributions, including but not limited to the purchase of, selling, distributing,
or receiving payment for tickets for any political fundraiser, political meeting, or other
political event.

(3) Soliciting, planning the solicitation of, or preparing any document or report regarding
anything of value intended as a campaign contribution.

(4)  Planning, conducting, or participating in a public opinion poll in connection with a
campaign for elective office or on behalf of a political organization for political purposes
or for or against any referendum guestion.

(5)  Surveying or gathering information from potential or actual voters in an election to
determine probable vote outcome in connection with a campaign for elective office or on
behalf of a political organization for political purposes or for or against any referendum
guestion.

(6) Assisting at the polis on election day on behalf of any political organization or candidate
for elective office or for or against any referendum question.

(7)  Soliciting votes on behalf of a candidate for elective office or a political organization or
for or against any referendum question or helping in an effort to get voters to the polls.

(8)  nitiating for circulation, preparing, circulating, reviewing, or filing any petition on behaif
of a candidate for elective office or for or against any referendum question.

(9)  Making contributions on behalf of any candidate for elective office in that capacity or in
connection with a campaign for elective office.

(10)  Preparing or reviewing responses to candidate questionnaires.

(11)  Distributing, preparing for distribution, or mailing campaign literature, campaign signs, or
other campaign material on behalf of any candidate for elective office or for or against
any referendum question.

(12)  Campaigning for any elective office or for or against any referendum question.

(13) Managing or working on a campaign for elective office or for or against any referendum
guestion.

(14)  Serving as a delegate, alternate, or proxy to a political party convention.

(15)  Participating in any recount or challenge to the outcome of any election.
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Prohibited source means any person or entity who:

(1) Is seeking official action (i) by an officer or (ii) by an employee, or by the officer or
another employee directing that employee;

(2)  Does business or seeks to do business (i) with the officer or (i) with an employee, or
with the officer or another employee directing that employee;

(3)  Conducts activities regulated (i) by the officer or (ii) by an employee, or by the officer or
another employee directing that employee; or

(4)  Has interests that may be substantially affected by the performance or nonperformance
of the official duties of the officer or employee.

Sec. 2-143. - Gift ban.

Except as permitted by section 2-144, no officer or employee, and no spouse of or immediate
family member living with any officer or employee (collectively referred to herein as "recipients”), shall
intentionally solicit or accept any gift from any prohibited source, as defined herein, or which is
otherwise prohibited by law or ordinance. No prohibited source shall intentionally offer or make a gift

that violates this section.
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Amended March 16, 2010

Policy Re-Instated by the Village Board

- At the 08/05/08 Board Meeting
Effective 3/20/01

VILLAGE OF GLENWOOD
PURCHASING PROCEDURES

Bid Procedure.

The finance Director shall prescribe the requirements to be met where free and open competitive
bidding is utilized. The Finance Director shall also prescribe the Procedures by which the bids
shall be received, the time limit upon receiving such bids, and the procedure by which the bids
shall be opened, accepted, examined ad recommendations made to the Board of Trustees for
acceptance or rejection as the case may be. All purchases with or without bid must conform to
Illinois complied statutes. All bids and quotations shall provide the following information:

(1) Description

(2) Quantity

(3) Price

(4) Delivery

(5) Shipping charges

*(6) Quantity/payment discounts
Security Deposits for Bids.

On all contracts and purchasing wherein bidding procedures are utilized if security deposits are
required of bidders, the following security deposit requirements shall be met:

On all purchases and contracts which exceed ten thousand dollars ($10,000.00), a
security deposit of five percent of the actual bid will be required.

Purchasing Procedures where Bids not Required.

No purchases shall be authorized without prior appropriation. No contracts for goods or services
shall be approved without prior appropriation of funds. Whenever competitive bidding and
advertisement is not utilized, the following procedures shall be utilized:

(1) Purchases of less than two thousand and five hundred dollars
($2,500.00) may be authorized by the supervisor of each department.
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Purchasing Procedures
Page 2

(2) Purchases in the amount not to exceed five thousand dollars
($5,000.00) and over two thousand five hundred dollars must be authorized
By the supervisor of each department and the Village Administrator.

(3) Businesses within the boundaries of Glenwood shall be given a preference on Village
Purchases

{(4) Departments shall notify the Village Board of all purchases over $5,000.00

When Bids Required.

All purchase orders or contracts of whatever nature, for labor. Services or work, the
purchase, lease or sale of personal property, material, equipment or supplies involving
amounts in excess of $10,000.00 made by or on behalf of the Village, shall be let free and
competitive bidding after advertisement, to the lowest responsible bidder, on in the
appropriate instance to the highest responsible bidder, depending upon whether the
Village is to expend or to receive money. All bidding shall be in conformance with
Illinois Complied Statutes. Village Administrator and/or Department Heads shall
recommend the acceptance or rejection of bids for their approval to the Board of
Trustees.

Exemptions from Bidding Requirements

(a) The following purchases are exempt from the requirements set forth in open and
competitive bidding:

(1) Purchase orders or contracts, for either labor, materials or both, which by their nature
are not adaptable to award by competitive bidding, such as, but not limited to,
conltracts for the services of individuals possessing a high degree of professional skill
where the ability of the individual plays an important part, contracts for supplies,
materials, parts or equipment which are available only from a single source.

(2) All purchase orders or contracts of whatever nature for labor services or work, the
purchase, lease or sale of personal property, materials, equipment or supplies,
wherein the price to be paid by the village is equal to or less than a price established
by open and competitive bidding through either an agency of the federal government
or an agency of the state, within one year immediately preceding the letting of the
proposed contract by the Village.
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Equal Opportunity/ Non-Discrimination Policy.

It is the policy of the Village of Glenwood that all potential suppliers shall have an equal
opportunity to submit bids or quotations and to compete on an equal basis for the Village
business.

The vendor agrees that in performing under this purchase order with the contracting
municipality, he shall not discriminate against any worker, employee or applicant, or any
member of the public because of race, religion, color, national origin or sex, ancestry, age,
marital status, physical or mental handicap, or unfavorable discharge from the military service.
The vendor further agrees that this clause will be incorporated in all contracts entered into with
suppliers of materials of services who may perform any such labor or services in connection with

this contract.

Cooperative Purchasing.

Cooperative purchasing between the Village of Glenwood and the state of [llinois and other local
governments can result in significant savings on the purchase price of many items. It is the
policy of the Village to enter into cooperative purchasing agreements when:

(1) Substantial savings will result;

(2) Quality, availability or services will not be sacrificed;
(3) The Village will be billed separately for its purchases;

(4) Ordered items will be delivered directly to the Village (unless otherwise agreed
upon).

Receiving and Inspection.

Department Heads (or their designates) are responsible for receiving and inspecting all deliveries
to their departments to ensure that items received conform to the specifications and quantities set
forth in the purchase order. All deliveries should be thoroughly inspected to ensure that materials
are received in satisfactory condition, and the invoice price is compared to that on the purchase
order. Only after all items on a purchase order have been delivered in an acceptable condition,
should the departments submit the appropriate forms to the Finance Departments so bills may be
paid. Each vendor must accept returned items for full credit. All bills will eventually appear on

the Vendor list for monthly Board approval.
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Authorized Signors

All transactions for purchases or reimbursements that are initiated by a depart_ment head must be
approved by the Mayor or a member of the Board. The Board of Trustees will have the
authority to approve transactions but cannot initiate any transactions.

Petty CashDisbursements

The Finance Department will be allowed to pay out petty cash reimbursements up to $50..00. All
receipts for the expense must be attached to the Petty Cash form. Signatures will be required for
the employee requesting the reimbursement, the department head for approval of the
reimbursement and the clerk in the finance department that is disbursing the fun.ds. If a
department head requests reimbursement the Mayor must sign as the approval signature. Any
requests for reimbursement over $50.00 will be paid by check at the next regularly scl}eduied
Board meeting, From time to time there may be a need to disburse funds over $50.00 in cash,
this will be accepted as long as the Mayor has approved the transaction.
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TRAVEL AND BUSINESS RELATED EXPENSES

OVERVIEW

The Village President, Board of Trustees, Village Representatives, and Employees who travel on business
for the Village of Glenwood must complete a Request and Authorization for Travel Form (Attachment 1}
and are entitled to reimbursement for their transportation, lodging, and meal expenses. Each empioyee
is expected to use these funds only to the extent necessary to conduct business on behalf of the Village
of Glenwood. Reimbursements for transportation, lodging, and meal expenses may not be used as
supplemental income to any Trustee, Village Representatives or Employee.

The Village President, Directors and Staff of the Village of Glenwood are responsible for communicating
and enforcing all travel policy guidelines. Any exceptions to these stated policies require the written
approval of the Village President or, the Village Administrator or a designee.

All travel expenses must be reconciled no later than the last business day of the month. Staff must use
the Village of Glenwood Claim Reimbursement Forms to note all expenses (See Exhibits 2 and 3).

All reports must be received by the Finance Department by the 10" of the month for the previous
month expense in order to be considered for payment. Expense reports received after the 10" will be
processed the next month. Any expense reports received 30 days after the close of the fiscal year will
not be processed.

No expense greater than $5 will be paid without a written receipt. This includes multiple units of a
similar kind (i.e., tips, tolls, and other miscellaneous). Those that exceed $3 in total will not be paid
without a receipt. Only actual and allowable expenses are reimbursable. Estimated expenses are not
paid by the Village of Glenwood. Al expenses must be documented with an original written receipt that
provides itemized details of the total bill. Charges for hotel/motel room charges and transportation
charges, gratuities, etc. must be specified on the receiot. The use of personal credit cards must also

include the original customer copy charge slip with their receipts.

When traveling to a conference, seminar, event, etc. all hotel and transportation expenses will be
reimbursed for not more than one day prior and one day after the conference, seminar, or event. Any
exceptions require prior written approval from the Village President or Village Administrator.

Reimbursed travel expenses are subject to internal and external audits, as well as examination by the
internal Revenue Service (IRS). An IRS examination may require evidence of documentation inctuding,
but not limited to:

e  Name of Establishment where expenses were incurred
e Total amount of expenses

®  Business purpose of trips and/or meetings

e  Business reiationship



The approval shall be conducted as follows:

e |n county, out of county but within state for Employees — Department Director
s Qut of state, within country for Employees ~ Viliage Administrator
o  Out of the country for Employees — Village President

Any travel reimbursement exceeding $400 must be approved by the Viilage President or the Village
Administrator.

AR TRAVEL
First Class or Business Class must be pre-approved by the Village President or the Village Administrator,

LAND TRAVEL

The Village President, Trustee, Village Representative, or Employee required to use a personal motor
vehicle for business may be reimbursed at the current Internal Revenue Service {IRS} reimbursable rate.
The Employee is required to provide detailed records of such travel, including dates, miles traveled, tolls
paid, and purpose for approved travel,

As a condition of employment, Employees expect to incur commuting expenses between their residence
and headguarters, These expenses are not reimbursable. Meals, lodging, and per diem are not
reimbursable at headquarters or at residence. Expenses associated with Village business in excess of
commuting expense are reimbursable from headquarters shall be reimbursed for all mileage. An
Employee whose travel does include travel through headquarters shall be reimbursed for all mileage in
excess of commuting mileage. All travel must be by the most direct route.

“Travel through headguarters” is defined as: Any travel to or through the corporate city limits of the
Employee’s designated headyguarters regardless of whether the Employee made a stop at the work site
or changes vehicles or modes of transportation.

The Village President, Trustees, Village Representatives, and Employees must have a valid driver’s
ficense and vehicle insurance when using their personal vehicle to conduct business for the Village of
Glenwood. The Village President, Trustee, Village Representative, or Employee required to use their
personal vehicle for business purposes must submit a copy of a valid driver's license and proof of vehicle
insurance. Vehicle insurance must meet the minimum required coverage mandated by the State of
IHinois.

InJune of each year, the Village of Glenwood will monitor and request proof of driver’s license and
vehicle insurance records 1o ensure that requirements are met as outlined in this policy.

Employees unabie to produce these documents will not be allowed to use their vehicle for business
purposes and could be subject to termination if their employment is dependent upon use of personal
vehicle, It is the responsibility of the Employee to immediately notify their Department Head and Human
Resources of any driving privilege revocation or vehicle insurance cancellation before the annual request
for proof of valid driver’s license and proof of vehicle insurance. Failure £o notify the Department Head



and Human Resources of a driver’s license revocation or vehicle insurance cancellation could result in
immediate termination.

Vehicle rentals must have written prior approval of the Village President or the Village Administrator
and the Department Head; and should be used only if there is no other practical means of
transportation and the cost of a vehicie rental is less than that of any other available means, including
taxi or airport car service. If vehicle rental is necessary, the primary responsible driver, as well as any
secondary drivers, must meet Motor Vehicle Registration (MVR) standards and must have appropriate
approval before renting any vehicie. If an emergency situation arises, the Employee must contact the
Village President or the Village Administrator.

Since most auto rental companies require a personal credit card, staff members who do not have one
should not attempt to rent a vehicle. Staff members who must rent a vehicle are authorized to choose a
rental organization within the guidelines of good business decisions. Rental companies must be
reputable, well established and reasonable in rates. Any Employee renting a vehicle for Village of
Glenwood and its affiliates business must meet the following criteria:

@ Be at least 25 years of age

o  Have a current, active driver’s license

e Have no suspensions or revocation regardless of date

e Have fewer than 5 traffic violation points accumulated in the past 24 months
@ Provide Motor Vehicle Report {IMVP) upon request

Reimbursement for rental vehicles may be made on the Employee’s expense report at the end of the
travel or may be requested through a cash advance.

BUS, RAIL, OR WATERWAY TRAVEL

An Employee traveling on Village business may use other transpoertation methods, i.e. rail, bus, or
waterways and be reimbursed providing the Employee used good business judgment and the travel
accommodations are reasonably priced and conveniently located to the work assignment, First class or
business travel may be used only with the pre-approval of the Village President or the Village
Administrator or a designee.

CASH ADVANCES

Cash advances may be requested to cover the costs of lodging, meals, transportation, and miscellaneous
costs such as taxis and tips. Cash advances must be requested at least 10 to 15 business days in advance
of the travel date. To request a cash advance, fill out a check request/requisition, have it approved by
appropriate supervisory staff and forward it to the Finance Department for processing. Processing of
cash advance requests required a minimum of 10 business days and is processed in accordance with the
established disbursement schedule. Any cash advance requested less than 10 days need prior approval
from the Village President or the Village Administrator.



Cash advances must be accounted for within 10 business days after completion of travel. Failure to
account for a cash advance within the allotted time will result in a payroll deduction,

LODGING

The traveler may choose a hotel or motel based on good business judgment. Lodging facilities shoutd be
well established, reasonably priced, conveniently located to the work assignment, and easily accessible.
Lodging that does not fit the description above, will only be considered with the advance written
approval of the Village President or the Village Administrator or a designee. Each traveler should use
their best effort to obtain the Government rate. When attending a conference, individuals should
register in time to get the conference rate.

it is recommended that a credit card be used to confirm reservations, especially for late arrivals,
Documentation of all lodging must be submitted with travel expense report. This documentation must
include cost of room rates, applicable taxes, and additional charges. All additional charges must be
itemized and have separated receipts as weil.

MEALS

Reimbursement is allowed for meats consumed while Trustees, Village Representatives, or Employees
are traveling on Village business outside of their immediate geographic work area. The Government per
diem rates will apply to meals that are not provided by any other means (i.e., not included in hotel room
rates, as part of seminar training, or conference, etc.) (See attached Government Per Diem Rates).

Trustees, Village Representatives and Employees who incur expenses for business meals may be
reimbursed if the receipt for the meal is submitted with the following information:

@

Names of all Employees/diners present;
Date, place, and business purpose of the meal;
s  Total cost of the mieal, including tip and tax.

@

Alcoholic beverages are a disaliowed expense. Where gratuities are automatically included in the price
of the meal, no additional gratuity is made. If gratuity is not inctuded in the cost of the meal, the
maximum rate allowed is 20%.

NON-REIMBURSABLE TRAVEL RELATED EXPENDITURES

The Viliage of Glenwood is a government entity and must adhere to ceriain governmental regulations
for reimbursable travel related expenditures. It is impossible to list alt unallowabie travel expenditures,
but the one that is most frequently abused is the expectation to be reimbursed for traffic violations
{moving or parking) while conducting Village business.

Payment of all traffic violations received when conducting Village business is the responsibility of the
Trustee, Village Representative, or Employee. Any traffic violation received by an Employee in a Village



vehicle {owned or rented) will be deducted from the Employee’s payroll check, if he/she does not
reimburse the Village in a timely manner.

SPOUSE/PARTNER TRAVEL

it is the policy of the Village of Glenwood not to reimburse any Trustee, Village Representative, or
Employee for separate travel costs (airfare, etc.) associated with his/her spouse or partner. The cost of a
shared hotel room need not be allocated between Trustee, Village Representative, or Employee and
spouse/partner for purposes of this policy.

EMPLOYEE EXPENSE REPORTS

Reimbursements for travel expenses, business meals, or other approved costs will be made only upon
the receipt of a properly approved and completed expense reimbursement form. All receipts must be
attached, and a brief description of the business purpose of trip or meeting must be noted on the form,
or a meeting agenda attached. Expense reports will be processed for payment in the next vendor
payment cycle if received by the deadline.
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VILLAGE OF GLENWOOD TRAVEL CASH ADVANCE AUTHORIZATION

Employee Name: Title:
Employee ID Number: Department: Authorized by: (Department Head):

Travel Information:

1.Type of Travel (Check one)
[] Single Trip in State  [[] Single Out of State  [] Continuous Travel [_] Other —

2.Purpose of Travel

3.Date of Travel: 4. Destination(s):

5. Method of Travel (Check as applicable)
[[] Private Car  [] Village/Rental Car  [] Commercial Airplane [] Train [] Other -

ESTIMATED EXPENDITURES (if this authorization is for continuous travel, the estimated expenditures should cover

one pay period).

Anticipated Payment Method

Type of Expenditure Credit Card Cash Total

Employee Subsistence

Transportation

Other Travel expenses

Other Expense (specify) __

TOTAL

MISCELLANEQUS (Use this space for any remarks or explanations of unusual expenses):

ACCOUNTING CODES

AUTHORIZATION RECEIPT ACKNOWLEDGEMENT
1. The described travel is authorized [ YES []NO Receipt of Check No.
Approved by: (Supervisor) Date: In the amount of $

2. Previous travel advance repaid [ ] YES [ NO
If NO, amount of outstanding advance $

Verified by: (Accounting) Date: EMPOYEE SIGNATURE DATE
i |
ACCOUNTING SECTION ONLY
Travel Advance in the amount of $ Posted by:
Hereby authorized by (Fiscal Officer) Date: Entry No. Date
L S e
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Claim Reimbursement Form

Fiscal Leadership for Glenwood

Department: | Travel From: | To:

Name: | Title:

Home | Street: | city: | County: [ state: lllinois | Zip Code:
Office Phone: | Email: | Enter daily personal commute from residence to work (one-way):
Department ID: | Project: | Program: | Funding Source:

Meals:

Meal Code Descriptions:
Select a code in the dropdown
box located to the left of each
meal.

NE - Not Eligible: Meals not occurring within eligible depart and return times or meals included in registration fees
REG — In State Regular: 8/L/D: $12.00/18.00/36.00
0S - Out of State: Enter Daily per diem rate: $
deducted from daily totals if claimed)

(please note that $5.00 for incidentals is not allowed and will be

*Time must be entered as 00:00 am (pm) | If you have an unusual meal expense, use the miscellaneous expense section on the next page.
Depart | Return Breakfast Lunch Dinner
| Date Time* Time* | Code Location Amt Code Location Amt. | Code Location Amt. | Total
Code Code Code
Code Code Code
Code Code Code
Code Code Code
Code Code Code
Code Code Code
Code Code Code
Code Code Code
Code Code Code
Code Code Code
Code Code Code
] Total: $
Lodging: Purpose of Trip(s):
From To Location Daily Rate | # Days Total From To Description
[ Total:
Registration Fee (if paid by employee):
Description Amount
Enter amount of Travel Advance: |
Total Expenses:
“I do solemnly swear, under criminal penaliy of a felony for false statements subject Total meals and Lodging 5
to punishment by fine of not more than $1,000 or by imprisonment of not less than ?;?;Ei’;i?;ﬁs (page 2) z
one nor more than five years, that the above statements are true and | have incurred Thss TN alAivanEe S
the described expenses and the state use mileage in the discharge of my official duties Amount Due To/From Employee | $

for the state.”

Employee Signature

Date

Approval Authority

Date

Approval Authority

Date

T
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Fiscal Leadership for Glenwood
Personal Vehicle Mileage:

i ﬂ/a(:}.([ii{{/ Claim Reimbursement Form

| certify that use of a personal vehicle was more advantageous than a state or commercial rental. L___I Yes [ | No

Select type of personal vehicle: [_JAutomobile [ JMotorcycle [ JAirplane

Business | Commuter | Personal State Use
Date Origin Points Visited Destination Miles Miles Miles Miles
Indicate use of motor pool vehicle or shared transportation: Total State Use Miles
[C] Motor Pool Vehicle was used for travel | Person(s) traveled with: | Mileage Rate $0.565 | $
Commercial Transportation (paid for by employee)
Begin Date End Date Type of Transportation Origin Destination Amount
Select One
Select One
Select One
| Total
Voice/Data Communications (Telephone Calls, Internet Charges): Parking, Tolls, Porterage
Date | Location | Person Reason for Call Amount Date Description Amount
| Total [Total
Gasoline for Rental Vehicle (paid by employee) Miscellaneous Expenses
Date Description Amount Date Description Amount
| Total [ Total

Explain any expenses that are unusual or exceed established limits:

12

[ Total Other Expenses | $
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Ny Claim Reimbursement Form
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This Page for Accounting Use Only
Phone: Travel From: To:
Amount Due To/From Employee: $
Employee 1D Vendor ID Handling Code Terms Gross $ Acct. Date
Invoice No. Invoice Date Pay Date Voucher No. Voucher Date Acct. Template
Effective Date Description Budget Year Check # Check Date Location
Reference No. Business Unit
Line Description Account | Fund Org/Dept OPB Program | Class | Funding Src. Project Amount
Mileage 9182 301
301
301
| Meals | 9182 301
301
301
[ Lodging [ 918 301
301
301
| Other(Parking, Tolls, Porterage) | 9182 301
301
301
| Commercial Transportation | 9182 301
301
301
[ Voice/Data Communications Sves | 9120 307
307
307
| Registration Fees | 910 301
301
301
Miscellaneous Expenses 9891 301
Travel Advance 9182
Gasoline for Rental Vehicle 9210 301
Travel between State Orgs 9182 301
Money Owed

Non-Employees
Account Line Description Sub-Cls Amount
9182 Mileage 301
9182 Commercial Transportation 301
9182 Subsistence 301
9182 Miscellaneous Travel Expenses 301
Reimbursable Expenses 312
Processed By: Date:
Entered By: Date:
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REDEVELOPMENT AGREEMENT
Between
VILLAGE OF GLENWOQOD, COOK COUNTY, ILLINOIS
And

WEST SIDE PROPERTY 101 LLC,

Dated as of November 2013

R |




REDEVELOPMENT AGREEMENT

This redevelopment agreement (the “Agreement”) is made and entered into as of the
___thdayof » 2013 by and between the VILLAGE OF GLENWOOD,
an Hlinois home rule municipality (the “Village”) and WEST SIDE PROPERTY 101 LLC.
(“Westside” or “Developer”™) (The Village and Developer are sometimes hereinafter referred to
individually as a “Party” and collectively as the “Parties™).

RECITALS

A. The Village has, pursuant to the Tax Increment Allocation Redevelopment Act,
65 ILCS 5/11-74.4-1 et seq., as amended (the “Act™) the authority to approve redevelopment
plans and projects for areas within its jurisdiction designated by the Village as blighted or
conservation areas pursuant to the Act.

B. The Village has, in accordance with the Act, by Ordinances nos. 2011-28, 2011-
29, and 2011-30, adopted a Redevelopment Plan and Project and designated the Redevelopment
Project Area known as the Glenwood Industrial North Redevelopment Project Area.

C. The Village has adopted tax increment financing for the Industrial North
Redevelopment Project Area, as amended. The “Subject Property” as used in this Agreement is
the portion of the property identified by PIN#: 32-09-2000-012-0000 that is leased to Westside.
The Subject Property is owned by Village of Glenwood and leased to Westside. Westside also
has an option to purchase the Subject Property. The portion of the Subject Property leased by
Westside is used with other property owned by Westside for the operation of a trucking business.
The Subject Property is located in the Industrial North Redevelopment Project Area. Westside
has an immediate need to undertake preliminary activities on a portion of the Subject Property
prior to the onset of cold weather to allow for additional parking with electrical hookups for its
vehicles.

D. The corporate authorities of the Village, after due and careful consideration, have
concluded that preliminary parking area and electrical work necessary for a portion of the
Subject Property will further the growth of the Village, facilitate the redevelopment of the
Industrial North Redevelopment Project; improve the environment of the Village; increase the
assessed valuation of real estate situated within the Village; increase the economic activity
within the Village; provide and/or maintain jobs within the Village; and otherwise be in the best
interests of the Village by furthering health, safety, morals and welfare of its residents and
taxpayers.

E. The preliminary parking and electrical work on a portion of the Subject Property
would not occur but for the incentives provided for in this agreement which the Village deems to
be reasonable and necessary for the development contemplated by this Agreement.

F. No shareholder, officer, director or employee of the Developer is an elected
official, officer or employee of the Village.



NOW, THEREFORE, in consideration of the foregoing and of the mutual covenants
and agreements herein contained and other good and valuable consideration, the receipt and
sufficiency of which are hereby acknowledged, the Parties do hereby agree as follows:

ARTICLE ]
RECITALS PART OF AGREEMENT

I.1 Incorporation of Recitals. The recitations set forth in the foregoing recitals are
true, material to this Agreement and are hereby incorporated into and made a part of this
Agreement as though they were fully set forth in this Article I,

ARTICLE II
MUTUAL ASSISTANCE

2.0 Cooperation. The Parties agree to take such actions, including the execution and
delivery of such documents, instruments, petitions and certifications (and, in the Village’s case,
the adoption of such ordinances and resolutions), as may be necessary or appropriate, from time
to time, to carry out the terms, provisions and intent of this Agreement and to aid and assist each
other in carrying out said terms, provisions and intent. Further, the Village agrees that it will not
enact any ordinances or resolutions removing the Subject Property from the Industrial North
Redevelopment Project Area without the prior written consent of the Developer.

2.1 The Developer represents and warrants that it is authorized to do business in
Illinois and that it is in good standing.

ARTICLE HI
REQUIRED APPROVALS

3.1 Plan Approval. The Developer shall submit to the Village a complete permit
application, with all required documentation including engineering, development and other
required plans (the “Plans”) for the Redevelopment Project to be constructed by the Developer.
The Village shall review said application in accordance with all applicable ordinances, codes and
regulations, and shall approve the application and Plans or provide a written description of the
reasons that the application and/or the Plans have not been approved.

3.2 Redevelopment Project. In order to further the development of the Industrial
North Redevelopment Project Area, the Developer desires to remove topsoil, add a stone base
and install electric lines and service to allow for parking of its vehicles on a portion of the
Subject Property as described in Exhibit A. The parking areas work as described above and on
Exhibit A shall herein be referred to as the Redevelopment Project.

33 Construction Approval. Prior to commencing any work on the Redevelopment
Project, the Developer shall obtain or cause its contractors to obtain all requisite governmental
permits and approvals for such work and at such times as are required in accordance with Village
ordinances and codes. The Developer shall expeditiously construct or cause to be constructed the
Redevelopment Project in a good and workmanlike manner in accordance with all applicable
federal, state and local laws, ordinances and regulations, including, but not limited to Illinois
Prevailing Wage requirements. The Developer shall not cause or permit any deviation from
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Village-approved engineering and construction plans and specifications without the Village’s
prior consent.

3.4  Indemnification, The Developer covenants and agrees to pay, at its expense, any
and all claims, damages, demands, expenses, liabilities and losses resulting from the construction
and development activities of the Developer, its agents, contractors and subcontractors with
respect to the Redevelopment Project and to defend, indemnify and save the Village and its
officers, agents, employees, engineers and attorneys (the “Indemnitiees”) harmless from and
against such claims, damages, demands, expenses, liabilities and losses, including, but not
limited to, any claims against the Village for the Developer® failure to comply with the Illinois
Prevailing Wage Act.

ARTICLE IV
REDEVELOPMENT AND USE OF THE PROPERTY AND
CONSTRUCTION OF THE REDEVELOPMENT PROJECT

4.1  The Redevelopment Project. The Parties agree that the Subject Property
shall be developed substantially in accordance with the objectives of the Redevelopment Project
as set forth in Exhibit A as modified or revised from time to time as mutually agreed to by the
Parties and as required by law. The Developer shall be required to obtain and maintain all
necessary site plan and other Village reviews and approvals that are a prerequisite to
construction, including but not limited to approvals from any other agency having jurisdiction of
the Subject Property. Until such requirements have been satisfied, the Developer shall have no
right to proceed with site preparation or construction.

4.2 Construction of Redevelopment Project. The Developer shall commence
construction of the Redevelopment Project prompitly afier approval by the Village of Developer’s
Plans. The Developer agrees to cause construction of the Redevelopment Project to proceed in a
timely manner and substantially in accordance with the objectives of the Redevelopment Project
as it may be modified or revised from time to time pursuant to the agreement of the Parties. The
Developer shall undertake or cause to be undertaken the Redevelopment Project in accordance
with the Plans to be filed with, and approved by, the Village, and any other appropriate
governmental or regulatory agency. The completion of construction and the receipt of any final
occupancy permit that may be necessary for the Redevelopment Project must be completed on or
before December 31, 2013. This Agreement shall not apply to any Redevelopment Project work
that is completed after December 31, 2013.

4.3  No Liens. No mechanics’ or other liens shall be established against the
Redevelopment Project, the Subject Property, or any Village funds in connection with the
Redevelopment Project for labor or materials furnished in connection with the Redevelopment
Project or any portion of it; provided, however, that the Developer shall not be in default
hereunder if mechanics’ or other liens are filed or established and the Developer contests in good
faith said mechanics’ liens. In such event the mechanics’ or other liens may remain undischarged
and unsatisfied during the period of such contest and any appeal therefrom, Developer shall not
be in violation of this Section if Developer posts a bond or a letter of credit in an amount
sufficient to cover any liens, and the Developer sends written notice to the Village advising of
the type and amount of the security posted for such liens. In no event, however, shall the
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Developer allow the foreclosure of any mechanics’ or other liens. The Developer shall pay in full
any and ali liens for which it is found liable.

44  Agreement to Pay Taxes. The Developer agree that it shall pay or cause to be
paid all real estate tax bills for the Subject Property promptly on or before the due date of such
tax bills.

4.5 Completion of Redevelopment Project.  The Developer agrees to pay any and
all costs and expenses necessary for the timely and lien free completion of the Redevelopment
Project, even if said costs and expenses exceed the project budget or any amendments thereto,
and to indemnify and hold the Village and its officers, elected and appointed, employees. agents
and attorneys harmless from and against any and all loss, damage, cost, expense. injury or
liability the Village may suffer or incur in connection with the failure of the Developer to
complete the Redevelopment Project, and to pay all attorneys’® fees, costs and expenses the
Village incurs in enforcing the obligations of the Developer under this Redevelopment
Agreement, except to the extent that such claim arises from the Village’s failure to comply with
the terms of this Agreement.

4.6  Village’s Right to Monitor and Inspect Redevelopment Project Site, In
addition to any other rights specified in this Agreement with regard to the construction and
maintenance of the Redevelopment Project, the Village shall have the right but not the obligation
to inspect the Subject Property for the purpose of monitoring the progress of the Redevelopment
Project. During such inspections, which may be made with reasonable advance notice and during
normal business hours, Village representatives shall be allowed access to the site as necessary for
the Village to determine whether the Redevelopment Project is preceding in a timely manner and
in compliance with all applicable laws, codes, ordinances and regulations, subject to limitations
required by safety considerations. The rights set forth herein and the Village’s exercise of said
rights shall not be construed to relieve the Developer of its separate and independent obligations
under this Agreement and under applicable Village codes, regulations and ordinances or as a
waiver of any further rights of the Village regarding the construction and maintenance of the
Redevelopment Project, including the right to require code compliance and issue stop work
orders or violation notices.

ARTICLE V
PAYMENT AND REIMBURSEMENT OF
REDEVELOPMENT PROJECT COSTS

5.1 Definitions.

(a) For purposes of this Agreement, “Redevelopment Project Costs” shall mean and
include all costs defined as “redevelopment project costs” in Section 11-74.4-3(q) of the Act (as
now or thereafter provided) which are necessary for the completion of the work described in
Exhibit A, permanently affixed to and attached to the Subject Property and eligible for payment
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and reimbursement under the Act. “Eligible Redevelopment Project Costs” means
Redevelopment Project Costs that have received a Certificate of Eligibility from the Village.

(b) “Real Estate Tax Increment” means the amount of incremental property tax
revenue collected from the Industrial North Redevelopment Project Area pursuant to the Act that
are generated as a result of the extension of ad valorem real estate taxes upon the property within
the Industrial North Redevelopment Project Area which is not otherwise pledged to the payment
of any particular obligation. IT BEING UNDERSTOOD THAT THE VILLAGE'S
OBLIGATIONS HEREUNDER SHALL NOT BE A GENERAL OBLIGATION OF THE
VILLAGE BUT A LIMITED OBLIGATION PAYABLE SOLELY OUT OF THE REAL
ESTATE TAX INCREMENT COLLECTED FROM THE INDUSTRIAL NORTH
REDEVLOPMENT PROJECT AREA.

5.2 Incentive, Method of Payment.

(a) The Parties acknowledge that the development of the Redevelopment Project for
the Subject Property as contemplated by this Agreement will be assisted in part by the
reimbursement to the Developers of an amount equal to the lesser of either: (1) 50% of the
Developers’ Certified Eligible Redevelopment Project Costs for the parking area/electric work
on the Subject Property as described in Exhibit A; or (2) $50,000.00 (Fifty Thousand Dollars). In
addition to the reimbursement required by the prior sentence, the Developer shall also be
reimbursed for its Certified Eligible Redevelopment Project Costs by an additional amount equal
to $2,500.00 (Two Thousand Five Hundred Dollars).

(b) At no time shall the Developer receive any interest on any amounts owed to it
under this Agreement.

(c) The Developer agrees that all reimbursement payments due under this Agreement
shall be made to West Side Property 101 LLC.

5.3 Certification of Redevelopment Project Costs.

The Developer shall apply for the issuance of a Certificate of Eligibility for
Redevelopment Project Costs for the remodeling and renovation of the existing building on the
Subject Property by submitting to the Village a written request for certification that describes in
detail the cost item for which certification is sought (a "Certification Application"). Each
Certification Application shall be accompanied by such bills, contracts, canceled checks
evidencing payment, lien waivers, engineers and owner certificates or other evidence that the
Village shall reasonably require to establish satisfactory completion of the work for which
reimbursement is sought, payment of the costs for the work by the Developer, and that the cost
constitutes a Redevelopment Project Cost under the provisions of this Agreement and the TIF
Act.

The Village shall have the right to inspect any improvements for which a Certification
Application has been submitted and to review the records of Developer and its contractors and
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sub-contractors which contain information reasonably necessary for the Village to evaluate
whether a cost for which reimbursement is sought is a Redevelopment Project Cost and whether
there has otherwise been compliance with the terms of this Agreement. Developer, to the
maximum extent permitted by law and to the maximum extent that it has the authority to do so,
shall cause any person having possession of information relating to a Certification Application to
furnish the Village with information which the Village reasonably considers appropriate for its
determination as to whether or not the Certification Application shall be approved.

If the Village determines that the costs for which reimbursement is requested in a
Certification Application are Eligible Redevelopment Project Costs and that there has otherwise
been compliance with the provisions of this Agreement, as such provisions pertain to the
Certification Application, the Village shall issue a written Certificate of Eligibility for the costs.
In the event the Village determines that some, but not all, of the costs described in a Certification
Application are Eligible Redevelopment Project Costs, the Village shall, proceed to issue a
Certificate of Eligibility for that portion of the costs described in the Certification Application
which the Village determines constitute Redevelopment Project Costs and send a notice of
disapproval as to those costs described in the Certification Application which the Village was
unable to determine constitute Eligible Redevelopment Project Costs. If the Village refuses to
issue a Certificate of Eligibility as to all or a portion of the costs described in a Certification
Application, Developer shall have the right to include such costs in a subsequent Certification
Application unless the Village issues a determination that the costs cannot constitute an Eligible
Redevelopment Project Cost pursuant to the provisions of this Agreement or pursuant to any
applicable law, ordinance, rule or regulation.

The Village shall have thirty-five (35) days afier submission of the last required item
containing information relating to a Certification Application or the submission of the
Certification Application, whichever occurs last, to approve or disapprove a Certification
Application and, if the Certification Application is approved, issue a Certificate of Eligibility. If
the Certification Application is not approved, the Village shall identify specifically those items
that it is not approving and shall issue a Certificate of Eligibility for all other items in the
Certification Application.

The issuance of a Certificate of Eligibility by the Village shall not constitute approval of
or acceptance of the work for which the cost was incurred that is covered by the Certificate of
Eligibility for the purpose of indicating that such work complies with the Village Requirements,
including, but not limited to, codes, ordinances and regulations pertaining to the issuance of
occupancy permits.

54  Village Accounting. The Village shall maintain complete books and records
showing the Real Estate Tax Increment generated as a result of the extension of ad valorem real
estate taxes upon the property within the Industrial North Redevelopment Project Area and the
disbursement of such funds; which books and records shall be deemed complete if kept in
accordance with generally accepted accounting principles as applied to Hlinois municipalities
and in accordance with the provisions of the Act. Such books and records shall be available for
examination by the duly authorized officers or agents of the Developer during normal business
hours upon request made not less than five (5) business days prior to the date of such
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examination. The Village shall maintain such books and records throughout the term of this
Agreement and for four (4) years thereafter, all subject to the requirements of the Act.

5.5  Village’s Right to Inspect Books and Records. The Developer agrees that, up to
four years after completion and approval of the Redevelopment Project, the Village, with
reasonable advance notice and during normal business hours, shall have the right and authority to
review, audit, and copy, from time to time, the Developer’s books and records relating to the
Redevelopment Project funded by the Village hereunder (including the following, if any: all loan
statements, contractor’s sworn statements, general contracts, subcontracts, bills, material
purchase orders, waivers of lien, paid receipts and invoices, bank statements, cancelled checks)
in order to confirm that reimbursement is being made, or was made, for Redevelopment Project
Costs or other purposes permitted under the Act.

ARTICLE VI
GENERAL PROVISIONS

6.1 Time of Essence.

Time is of the essence of this Agreement. The Parties will make every reasonable
effort to expedite the subject matters hereof and acknowledge that the successful performance of
this Agreement requires their continued cooperation.

6.2 Defaunlt,

(a) A Party shall be deemed in default and be in breach of this Agreement if it
fails to materially perform, observe or comply with any of its covenants, agreements or
obligations hereunder or breaches or violates any of its representations contained in this
Agreement.

(b) Before any failure of any Party to this Agreement to perform its
obligations under this Agreement shall be deemed to be a breach of this Agreement, the Party
claiming such failure shall notify, in writing the Party alleged to have failed to perform of the
alleged failure and shall demand performance. No breach of this Agreement may be found to
have occurred if performance has commenced to the reasonable satisfaction of the complaining
Party within thirty (30) days of the receipt of such notice.

(c) A default shall also exist upon: (1) the filing or execution or occurrence of
a petition filed by either Party seeking any nature of debtor relief, the making of an assignment
for the benefit of creditors by either Party, either Party's execution of any instrument for the
purpose of effecting composition of the Party's creditors or if either Party files for bankruptcy; or
(2) the cessation of either Party conducting business in the normal course or any admission
writing of its inability to meet its debts as they become due.



(d) If and when any Default shall occur, and not be cured as set forth in this
Agreement, the non-defaulting party may, at its option, in addition to all other rights and
remedies given hereunder, or otherwise available by faw or equity, including suit for accounting
or damages, terminate this Agreement by giving written notice of termination to the other party.
Except as otherwise set forth herein, no action taken by a Party pursuant to the provisions of this
Section or pursuant to the provisions of any other Section of this Agreement shall be deemed to
constitute an election of remedies and all remedies set forth in this Agreement shall be
cumulative and non exclusive of any other remedy either set forth herein or available to any
Party at law or in equity.

6.3 Amendment,

This Agreement, and any exhibits attached hereto, may be amended only by the mutual
agreement of the Parties evidenced by a written amendment, by the adoption of an ordinance,
resolution or motion of the Village approving such written amendment, as provided by law, and
by the execution of such written amendment by the Parties or their successors in interest,

6.4  Entire Agreement.

This Agreement sets forth all agreements, understandings and covenants between and
among the Parties relative to the matters herein contained. This Agreement supersedes al} prior
written agreements, negotiations and understandings, written and oral, and shall be deemed a full
integration of the entire agreement of the Parties. The prior redevelopment agreement approved
by the Village for the Developer shall be null, void, of no further effect and replaced by this
Agreement in all respects.

6.5  Severability.

If any provision, covenant, agreement or portion of this Agreement, or its application to
any person, entity or property, is held invalid, such invalidity shall not affect the application or
validity of any other provisions, covenants, agreements or portions of this Agreement and, to that
end, all provisions, covenants, agreements or portions of this Agreement are declared to be
severable.

6.6  Illinois Lﬁw.
This Agreement shall be construed its accordance with the laws of the State of Illinois.

6.7 Notice.

Any notice to be given or served hereunder or under any document or instrument
executed pursuant hereto shall be in writing and shall be (i) delivered personally, with a receipt
requested therefore; or (ii) sent by telecopy facsimile; or (iii) sent by a nationally recognized
overnight courier service; or (iv) delivered by United States registered or certified mail, return
receipt requested, postage prepaid. All notices shall be addressed to the Parties at their respective
addresses set forth below, and shall be effective (a) upon receipt or refusal if delivered personally
or by telecopy facsimile; (b) one (1) business day after depositing with such an overnight courier
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service or (c) four (4) business days after deposit in the United States mails, if mailed. A Party
may change its address for receipt of notices by service of a notice of such change in accordance
with this Section. All notices by telecopy facsimile shall be subsequently confirmed by U.S.
certified or registered man, return receipt requested.

If to the Village:

Village of Glenwood
One Asselborn Way
Glenwood, IL 60425

with a copy to:

John F. Donahue

Rosenthal, Murphey, Coblentz & Donahue
30 South LaSalle, Suite 1624

Chicago, IL 60602

If to the Developer:

West Side Property 101 LLC,

Attn;
with a copy to:

Attn;

6.8  Assignment.

Prior to the completion of the Redevelopment Project, the Developer agrees that they
shall not sell, assign or otherwise transfer their rights and obligations under this Agreement other
than to an entity having common ownership with the Developer.

6.9 Successors and Assigns.

The agreements, undertakings, rights, benefits and privileges set forth in this Agreement
shall be binding upon and inure to the benefit of the parties and their respective successors,
assigns and legal representatives (including successor Corporate Authorities) as limited by

Section 6.8.
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6.10 Term of Agreement.

The term of this Agreement shall commence on the date first above written and shall
terminate upon the earlier of the following: (1) the completion of the work and the
reimbursement of all amounts due to the Developer; (2) the termination of the Industrial North
Redevelopment Project Area; or (3) the proper termination of this Agreement under, or as a
result of, any term of this Agreement.

6.11 Interpretations.

This Agreement has been jointly negotiated by the Parties and shall not be construed
against a Parly because that Party may have primarily assumed responsibility for the drafting of
this Agreement.

6.12  Exhibits.

All exhibits attached hereto are declared to be a part of this Agreement and are
incorporated herein by this reference.

6.13 Independent Contractors.

The Parties shall be and act as independent contractors, and under no circumstances shall
this Agreement be construed as one of agency, partnership, joint venture or employment between
the Parties. The Parties shall each be solely responsible for the conduct of their respective
officers, employees and agents in connection with the performance of their obligations
hereunder.

6.14 Rights of Third Parties.

This Agreement does not create any rights on the part of any person or other entity who is
not a Party, or an approved assignee of a Party, to this Agreement.

6.15 Headings.

The section headings in this Agreement are for convenience and reference only and shall
not be construed or held in any way to explain, modify or add to the interpretation or meaning of
the provisions of this Agreement.

6.16 Counterparts.

This Agreement may be executed in one or more counterparts, all of which together shall
be construed to constitute one in the same.
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6.17 Non-waiver.

The failure of a Party to insist on the other Party's strict compliance with the terms and
conditions in this Agreement shall not constitute a waiver of the right to insist that the other
Party in the future strictly comply with any and all of the terms and conditions contained in this
Agreement, and to enforce such compliance by an appropriate remedy.

6.18  Severability.

If any provision or part of this Agreement shall be held to be invalid or unenforceable,
such invalidity or unenforceability shall not affect any other provision or part not held invalid or
unenforceable. Any provisions or parts of this Agreement not held invalid or unenforceable shall
continue in full force and effect unless such invalidity or unenforceability renders this
Agreement meaningless or grossly inequitable.

IN WITNESS WHEREOF, the Parties have duly executed this Agreement pursuant to
all requisite authorizations as of the dates set forth below.

VILLAGE OF GLENWOOD

By:

Kerry Durkin, Village President
Date:

WEST SIDE PROPERTY 101 LLC
: 4201 16™ Ave., SW
Cedar Rapids, Ia. 52404
By:  WEST SIDE UNLIMITED ORPORATION
Its: Sole-member
By:

Donald A. Vogt
Its: President

Date:

-12 -



STATE OF ILLINOIS )
) ss.

COUNTY OF COOK )

I, the undersigned, a Notary Public in and for said County, in the State aforesaid, do
hereby certify that Donald A. Vogt, personally known to me to be the same person whose name
is subscribed to the foregoing Agreement, appeared before me this day in person, and
acknowledged that she/he signed, sealed and delivered the said instrument in her/his capacity as
the President of WEST SIDE UNLIMITED CORPORATION, the sole member of WEST SIDE
PROPERTY 101 LLC as the free and voluntary act of WEST SIDE UNLIMITED
CORPORATION, the sole member of WEST SIDE PROPERTY 101 LLC for the uses and

purposes therein set forth.

Given under my hand and official seal

and sworn to before me this " day
of , 2013,
Notary Public
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EXHIBIT A

DESCRIPTION OF DEVELOPER’S REDEVELOPMENT PROJECT AND
DEVELOPER’S ESTIMATED TOTAL PROJECT COSTS

The Developer’s Redevelopment Project is described below:

The immediate construction of a parking are on a portion of the Subject Property which work
shall include: (1) removal of topsoil and grading; (2) installation of a stone base for parking; (3)
new electrical lines and hook-ups for parking trucking rigs

Developer’s estimated Eligible Redevelopment Project Costs is $100,000.00

The Developer’s estimates of eligible Redevelopment Project Costs are not binding upon
the Village. The Village shall make its determination of whether a particular expense is an
eligible Redevelopment Project Cost under the terms of this Agreement and the Tax Increment
Allocation Redevelopment Act (“Act”) upon receipt of the Developer’s application to certify a
cost as an eligible Redevelopment Project Cost and any additional information that may be
required.

No Certificate of Eligibility shall be issued for any expense which is not a
Redevelopment Project Cost for purposes of the Act and which does not otherwise constitute a
cost which the Village is authorized to pay pursuant to the Act or this Agreement. Developer
shall only be entitled to be reimbursed pursuant to this Agreement for costs which constitute a
Redevelopment Project Cost as defined in Section 11-74.4-3(q) of the Act.

Developer acknowledges and agree that the actual cost of its improvements and expenses
may exceed the amounts specified in this Exhibit and that Developer will not be entitled to
reimbursement pursuant to the Agreement for costs which are incurred to the extent such costs
exceed the amounts as specified in this Agreement.
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