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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 

residents of Glenwood. Village officials and employees shall strive to: 

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

2. 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 needed; 

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 traditional factors as product safety, price, performance and availability; 
6.   Procure products containing recovered materials, and environmentally 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 in the manual are meant to serve as guidelines and 
will not govern every purchasing situation that may arise.  The successful accomplishment of 

the purchasing objectives depends upon the users of this manual having a thorough knowledge of 
its contents. By concentrating on good purchasing practices, the objectives outlined above can be 

reached. 
 

 
SECTION 2 – PURCHASING ETHICS 

 
2.1 GIFTS.  Per the Glenwood Municipal Code,

1 
“Gift” means any gratuity, discount, entertainment, 

hospitality, loan, forbearance, or other tangible 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.  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
2 

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 his/her department head immediately. 

 
2.2 EMPLOYEE AND ELECTED OFFICIAL OWNED BUSINESSES.  To avoid the potential 

for or the appearance of favoritism or collusion on the competitive procurement of services, 

commodities, 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 
 

1 Glenwood Municipal Code Chapter 2 Administration, Sec. 2-141 
2 

Glenwood Municipal Code Chapter 2 Administration, Sec. 2-143 



Rev. 09/10/13 

Village of Glenwood Purchasing Policy 

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. 

 
2.3 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 

interest 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 

full extent of such interest and disqualifies him or herself from participating in and acting upon 

the resolution of the business or transaction. 

 
2.4 CONFLICT.  If any portion of this manual is found to be in conflict with any federal, state or 

local 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 The Village Administrator, per the Village Code

1
, is the purchasing agent for the Village 

and is authorized to make all purchases and other expenditures authorized by the annual 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, attorneys or other professional consultants for any 

matter that will create an obligation for such services not exceeding five-thousand dollars 

($5,000) 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 dollars 

( $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. 

 
3.1 RESPONSIBILITY. Purchasing responsibilities shall be as follows: 

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

1.   authorize all purchases and contracts which cost more than five-thousand dollars  

      ($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 contracts exceeding five-thousand dollars  

      ($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 

                                                           
1
 Glenwood Municipal Code Chapter 2 Administration, Sec. 2-20  
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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); 

3.   approval  of  all  agreements  for  architectural,  engineering,  consulting  and  land   

surveying services where the cost is more than two-thousand five-hundred dollars  

($2,500) but not more than five-thousand dollars ($5,000); 

4.   recommending to the Board of Trustees the vendor to be selected for purchases 

which exceed five-thousand dollars ($5,000). 
 

 

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

responsible for: 

1.   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; 
2.   approving all agreements for architectural, engineering and land surveying services 

where the cost is two-thousand five-hundred dollars ($2,500) or less; 

3.   recommending to the Village Administrator the vendor to be selected for all 

purchases in excess of two-thousand five-hundred dollars ($2,500); 

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

5.   coordinating the preparation of bidding documents where the cost is estimated to 

exceed five-thousand dollars ($5,000); 

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

 
D. FINANCE DEPARTMENT. Under the authority of the Finance Director, shall be 

responsible for: 

1.   maintaining a list of vendors and rendering assistance to the operating departments in 

choosing and evaluating vendors; 

2.   working with vendors to secure discounts for the Village and notifying the operating 

departments of the best prices; 

3.   reviewing and evaluating all purchases for compliance with purchasing policies and 

procedures; 

4.   recommending to the Village Administrator and the operating departments, 

methods for improving the purchasing function; 
5.   maintaining a master list and distributing bid numbers; 

6.   assisting  the  operating  departments  in  determining the  feasibility  of  establishing 

inventories and creating policies to monitor and control usage; 

7.   monitoring all purchasing contracts and costs on a regular basis and recommending 

alternative purchasing plans or vendors; 
8.   payment of invoices after receipt of proof of service, supplies, etc. 

9.   assisting  in  the  preparation  of  insurance  policies  assuring  the  correct  levels  of 

protection for the Village; 

10. assisting the Department Heads with researching cooperative purchasing arrangements 

to ensure that competitive pricing. 
 

 
SECTION 4 – PURCHASING STRUCTURE 

 
4.1 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 Illinois complied  



Rev. 09/10/13 

Village of Glenwood Purchasing Policy 

6 
 

 

  

 

 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 

4.2  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), a 

security deposit of five percent of the actual bid will be required. 

4.3 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: 

1. 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 dollars ($5,000) and over two-

thousand five-hundred dollars ($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. 

4.4 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 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 Statues. Village Administrator and/or 

Department Heads shall recommend the acceptance or rejection of bids for their approval to the 

Board of Trustees. 

4.5 EXEMPTIONS FROM BIDDING REQUIREMENTS 

The following purchases are exempt from the requirements set forth in open and competitive 

bidding: 
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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, 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 sale 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 letting of the proposed 

contract by the Village. 

4.6 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 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. 

4.7 AUTHORIZED SIGNORS 

All 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. 

4.8 PETTY CASH DISBURSEMEMTS 

The Finance Department will be allowed to 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 5 – COMPETITIVE PURCHASING AND EXCEPTIONS 

 
5.0 It is the policy of the Village of Glenwood to procure needed materials, equipment, and services 

at the lowest responsible cost.  The only exceptions to these competitive purchasing guidelines 
are as specified in the Municipal Code; 

 
1. Emergency Purchase 

2. Sole Supplier 
3. Equipment Standardization 

4. Technical Nature of Item Makes Competition Impractical 

5. Joint Governmental Purchasing Program 

 
 

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 to ensure that the Village is utilizing the provider who will maximize the benefits to the 

Village. 

 

5.1 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 to 

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 purchases 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. 

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

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

the following circumstances: 

1.   Equipment for which there is no comparable competitive product or is available only from 

one supplier; 
2.   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.   An item 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 to 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. 

 
5.3 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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5.4  TECHNICAL NATURE OF ITEM. In instances where the Village already has software, 

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. 

 
5.5 JOINT PURCHASING PROGRAM (COOPERATIVE).  Cooperative purchasing between the 

Village of Glenwood and the State of Illinois 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 where: 

  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). 

 

SECTION 6 - BID PROCESS 
 
6.0 FORMAL BIDS.  Unless 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: 

 

1.  Emergency Purchase 

2.  Sole Supplier 

3.  Equipment Standardization 
4.  Technical Nature of Item Makes Competition Impractical 

5. Joint Governmental Purchasing Program 

 
6.1 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 

distribute the bids. (See Appendix A for required attachments). 

 
It shall be the responsibility of the Finance Department to 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. 

 
6.2 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 dollars ($5,000). A change order that increases a Village contract by five-

thousand and one dollars ($5,001) 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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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. 

 
7.2 BLANKET PURCHASE ORDERS.  Blanket purchase orders are used for those vendors from 

whom many repetitive purchases are made as supplies are required, i.e., 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 year) 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 

attached 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. 

 
 
7.3 CREDIT CARD PURCHASES.  In the course of daily workings of the Village of Glenwood, 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 behalf, 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 to avoid being charged sales tax. The Department 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.  

 

 Items 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 SCHEDULING 

 
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 at 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 
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Finance, will be advised of the discrepancy, the results of the investigation and the controls 

established. 

 
8.2 SHIPPING AND FREIGHT.   All bid prices and price quotations shall be Freight on Board 

(F.O.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 to pay shipping charges, it must be noted at the time the invoice is received by the Village. 

Department Heads should inquire into applicable shipping charges when obtaining price 

quotations. Any shipping charges to be paid by the Village will be regarded as part of the price 

quotation when selecting the successful vendor. Unless otherwise stated, all formal bid proposals 

shall include freight and delivery charges, if any. 

 

8.3 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. 

8.4 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, Illinois.  Freight charges should be billed on the 

invoice.  No 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-exempt letter, one can be obtained in the Finance 

Department. 
 
 
SECTION 9 – RULES FOR USE OF VENDORS 

 
9.1 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 Illinois law, the Village is obligated 

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 commodities 

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. 

 
9.2 OPENNESS.  All reports detailing the reasons for selection of a vendor shall be made available 

to the public upon request. 
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9.3 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: 

 

A. cash discounts may be offered for prompt payment 

 

B. 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 essential that Department 

Heads, when obtaining price quotations, ask if such discounts are available. 

 

9.4 VENDOR 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. 

 

9.5 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. 

 
9.6 VENDORS USED ON A REGULAR BASIS. There are many vendors used by Village Staff on 

a regular basis. Purchases with these vendors often 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 to these vendors is substantial. In instances such as this, it may be required 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. RESPONSIBILITY.  It shall be the responsibility of the 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 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 department prior to 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 public notice shall be in substantially the following form: 

 

LEGAL NOTICE 

VILLAGE OF GLENWOOD 

COOK COUNTY, ILLINOIS 

ADVERTISEMENT FOR BIDS 

 

 

The Village of Glenwood, Illinois will receive sealed bids or proposals for the construction of 

(insert  public  improvement  or  equipment,  service) at the Clerk’s office, One Asselborn Way, 
Glenwood, IL 60425, until         (am/pm) on the         day of          , 20       . Proposals will be 
publically read aloud at         on the      day of        , 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 
Clerk’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, must 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 to the engineer by all potential buyers. If in the 
opinion of the Engineer and the President and Board of Trustees, an applicant would not be able to 
serve the best interest of the Village of Glenwood, a proposal will not be issued to the applicant. 

 

PRESIDENT AND BOARD OF TRUSTEES 

VILLAGE OF GLENWOOD 

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 
contracting process. The principal characteristics of a successful scope of work are clarity, 
completeness, and logical development.

  
The development, selection and use of a particular type of 

specifications 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 from unqualified 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 function. 

 
 Design specifications employ dimensional and other physical requirements and 

concentrate 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. 

 



Rev. 09/10/13 

Village of Glenwood Purchasing Policy 

15 
 







   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, time limitations, and a definition of the final project 

deliverables. 

 
5. 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 applicable), pre-bid conference (if applicable), informalities and 

irregularities, and qualifications of bidders. 

 
6. 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. 

 
B. Employment discrimination. An employment discrimination clause is included in every 

public contract. 

 
C. Ethics in public contracting. This clause is included to advise the contractor of 

regulations covering gifts, inducements, or kickbacks to government employees. 

 
D. Oral statement. This clause states that written modifications are the only acceptable 

method for changing the contract. 

 
E. Price adjustments based on the Consumer Price Index. 

 
F. 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 should 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 for a re-bid. 

The renewal of contract clause must be included in the bid documents whenever a 

renewal is contemplated. 

 
G. Termination. Termination clauses cover either termination for default or termination at 

the convenience of the government. 

 
7. 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 structured 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 first year of the contract term or for each year, 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 sidewalk, 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   .” 
 

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 present at the bid opening. No 

signatures shall be in pencil. 

 
8. 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 long 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.  

 
9. 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. 

 
10. 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 to 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 attend 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. 

 
11. 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 multiple unit 
prices, the award formula described in the solicitation determines price ranking. The bid is 
generally awarded to the lowest responsive and responsible bidder. 

 
12. 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. 

c)   The character, judgment, experience and efficiency of the bidder. 

d)   The quality of performance on previous contracts or service. 
e)   The previous and existing compliance by the bidder with laws and ordinances relating to 
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contracts, bidding or service. 

 

f) 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 to the Village by the bidder which have remained unpaid for a period 

of more than 45 days, whether for bills, taxes, licenses or otherwise. 

 
13. REJECTION OF RESPONSES.   A number of conditions can warrant 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; failure to use the response 
form. 

 
14. AWARD OF CONTRACT TO LOWEST RESPONSIBLE BIDDER.  The following 

procedure will be used by the department head: 

 
a) Prepare and forward to the Village Administrator a report 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 Village Administrator will forward the department report with his comments to 

the Village Board for action. 

d) If the 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). 

 
15. 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 List 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 Harassment Policy Certification: Each bidder must submit with the bid a sexual 

harassment policy certification as required by Section 2/105 of the Illinois 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 Illinois Drug Free Workplace 

Act. 

 
 

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

 
E. Prevailing Wage Certification: Each bidder must submit with the bid a compliance with 

prevailing wage certification. 
 

 

F. Fair Employment Practices: The BIDDER assures the VILLAGE that he is an “Equal 

Opportunity Employer” as defined by federal and state laws and regulations.  He agrees 

to comply with the Illinois Employment Practice Commission Equal Opportunity clause 

as required 

 
G. 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. 

 
16. ADDITIONAL CLARIFICATION OF BID (if applicable) REQUIREMENTS. 

 
A. Bonds.  Bonds protect the Village by compelling the qualifying bidder to guarantee the 

execution of a contract and the successful performance of the services outlined in the 

contract. Bonds are also used to insure that payments to workers, suppliers, and 

subcontractors will 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 guarantee 

the successful bidder will sign a contract in the following instances: a) the bid is 

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/Contract 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 financial 
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loss caused by default of the contractor. When assigned to the Village of 

Glenwood, it grants 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 shall provide that 

they shall not terminate on completion of the work, but shall be reduced to a 

minimum  of  ten  percent  (10%)  of  the  contract  sum  upon  the  date  of  final 

payment by the Village for a period of one (1) year to cover a warranty and 

maintenance period which the contractor agrees shall apply to all material and 

workmanship for one (1) year from the date of issuance of the final payment by 

the Village. 

 
c)   Lien Bond/Waivers: When securing waivers of lien on construction projects, the 

Village 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. 

 
17. 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 Requirements:
   

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. 

 
B. Minimum Limits of Insurance.  Contractor shall maintain limits no less than the 

following: 

 
a)  Commercial General Liability: $1,000,000 combined single limit per occurrence 

for bodily injury and property damage, and $1,000,000 per occurrence for 

personal injury. The general aggregate shall be twice the required occurrence 

limit. Minimum General Aggregate shall be no less than $2,000,000 or a 

project/contract specific aggregate of $1,000,000. 

 
b)   Village and Contractors Protective liability (OCP): $1,000,000 combined single 

limit per occurrence for bodily injury and property damage. 

 
c)   Business Automobile Liability: $1,000,000 combined single limit per accident 

for bodily injury and property damage. 

 
d) Workers’ Compensation and Employers’ Liability: Workers’ Compensation 

coverage with statutory limits and Employers’ Liability limits of $500,000 per 

accident. 

 
e)   Builder’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. 

 
f) Environmental Impairment/Pollution Liability: $1,000,000 combined single limit 

per occurrence for bodily injury, property damage and remediation costs. 

 
 

C. Deductibles and Self-Insured Retentions.   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 self-insured retentions 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. 

 
D. Other Insurance Provisions.  The policies are to contain, or be endorsed to contain, the 

following provisions: 

 
a)   General Liability and Automobile Liability Coverage –Additional Insured’s. 

The Village, its officials, agents, employees and volunteers (if applicable) are to 
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. 

 
b)   The Contractor’s insurance coverage shall be primary as respects the member, its 

officials, agents, employees and volunteers. Any insurance or self-insurance 

maintained by the Village, its officials, agents, employees and volunteers shall be 

excess of Contractor’s insurance and shall not contribute with it. 

 
c)   Any failure to comply with reporting provisions of the policies shall not affect 

coverage provided to the member, its officials, agents, employees and volunteers. 
 

 
 

d)   The  Contractor’s  insurance  shall  contain  a  Severability  of  Interests/Cross 

Liability clause or language stating that Contractor’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 liability. 

 
e)   If any commercial general liability 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. 

 
f) All general liability coverages shall be provided on an occurrence policy form. 

Claims-made general liability policies will not be accepted. 
 
 

E. Workers’ Compensation and Employers Liability 

 
a)   Workers   compensation   shall   provide   according   to   the provisions of the 

Illinois 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 to 

the rules of the Illinois Department of Insurance. 

 
b)   Employers Liability. 

i. Each Accident $500,000 

ii. Disease-policy limit $500,000 

iii. 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. 

 
Certified 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. Subcontractors.  Contractors 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. 

 
I. Assumption of Liability. The contractor assumes liability for all injury to or death of 

any person or persons including employees of the contractor, any subcontractor, any 

supplier or any other person and assumes liability for all bodily injury 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. 

 
18. INDEMNITY/HOLD HARMLESS PROVISION – (should be included as separate section 

of the 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 Contractor 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 harmless 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 extent 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 member. 

 
19. 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. 

 
20. CONTRACT PREPARATION. The final step in the award process is the preparation of the 

contract, the only document that governs performance and price during the contract term. There 

are three types of contracts: 

 
a)  the purchase order contract; 

b)  the short form contract, standard contract provided by the contractor; 

c)  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 to 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 date for completion of the contract, total amount of contract, and a signature block for 

the contractor and a signature block for the Village. Because contract 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. 


