
CHICAGO PARK DISTRICT 

PURCHASING DEPARTMENT   

PURCHASING POLICIES 

This section lists the Park District's overall purchasing policies and the authority 

of the Director of Purchasing and General Superintendent. It briefly describes 

the procurement methods for purchases up to $5,000, between $5,000 and 

$10,000 and over $10,000 and introduces the formal bidding processes 

(invitation for bid, request for proposal, request for qualification/proposal and 

request for qualification). 

Fixed price, cost, blanket order and construction contracts are defined. You will also 

find policies related to change orders, purchases exempt from Chapter XI of the Park 

District Code, disallowed purchases and record retention in this section. 

A. General Policies 

The Purchasing Department is responsible for purchasing all supplies, materials, 

equipment and services. The Purchasing Department conducts and concludes all 

negotiations affecting purchases, selection of vendor, prices, bids, terms, delivery 

and adjustments. Commitments are valid only when stated by purchase order or 

contract, signed by the authorized official. Negotiations leading up to or apt to 

conclude in a purchase are not to be undertaken without the knowledge and 

consent of the Director of Purchasing or his delegated representative. 

The Purchasing Department's overall policy is: 

To buy goods and services at the best quality for the best price to be delivered on 

a timely basis; 

 To ensure broad-based competition; and 

 Fair and equitable treatment of all persons who deal with the Purchasing 

Department 

The Purchasing Department may delegate purchasing authority (e.g. technical 

evaluation and specification preparation) to other Park District staff possessing 

special technical skills or knowledge. 

It is the duty of the Purchasing Department to consult with the Law Department on 

legal matters, to request legal interpretations, and to act accordingly. 
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B. Authority 

Director of Purchasing 

 Contracts Up to $10,000 

The Director of Purchasing has the authority to approve all contracts and change 

orders up to $10,000.00. These purchases are still subject to other bidding 

requirements, details of which are provided in Section VII and Section VIII. 

General Superintendent 

 Contracts Up to $100,000 

The General Superintendent has the authority to approve contracts and change 

orders up to $100,000, upon the recommendation of the Director of Purchasing. 

The General Superintendent also has the authority to approve all change orders 

and contract modifications, for goods, services and construction for use of the 

Park District up to $100,000. These purchases are still subject to other bidding 

requirements, details of which are provided in Section XIV and Section XVII. 

 Contracts Exceeding $100,000 

The General Superintendent has the authority to approve contracts and change 

orders exceeding $100,000. The Board and the Chairman of the Committee on 

Purchasing, Expenditures and Flexible Funding must also approve these 

contracts. These purchases are still subject to other bidding requirements, details 

of which are provided in Section IX and Section XVII. 

The General Superintendent also has the authority to reject all bids and/or proposals 

on contracts. 

 Interim Payments 

The General Superintendent has the responsibility and authority to approve all 

interim payments on all contracts. 

 Emergencies 

The General Superintendent has the authority to approve expenditures up to 

$100,000, on contracts for labor, services, work, property, materials and supplies for 

the use of the Park District required by emergencies. Emergencies are those 
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circumstances posing physical harm to persons, animals or property. Emergency 
purchase procedures are discussed in detail in Section XIII. 

The General Superintendent is required to obtain approval of the President of the 
Board for emergency expenditures exceeding $100,000. No emergency  
expenditure, either individually or in total, may exceed $500,000. 

 Insurance Contracts 

The General Superintendent has the authority to make payments for, enter into 
and approve all insurance contracts. Insurance contracts include, but are not 
limited to, health, general liability and property damage insurance. 

 Legal Services 

The Park District's General Counsel, with the approval of the General 
Superintendent, may retain attorneys providing legal services. The Board, by 
resolution, may override and require Board approval before attorneys are retained 
in any instance. 

 Contingent Contracts 

The General Superintendent has the authority to enter into any contingent 
contract. Contingent contracts are those in which the fees earned by the 
Contractor are dependent upon either revenue generated by the contractor or any 
cost savings to the Park District. 

C. Procurement Methods 

The Purchasing Department is responsible for procuring materials, supplies, 
equipment and designated services by maintaining an optimal balance of quality 
utility and cost consistent with the needs of the user department. 

1. Purchases Up to $5,000 

For purchases up to $5,000 dollars, the Buyer verifies pricing and availability with 
one supplier. For a detailed discussion of the policies and procedures refer to 
Section VII. 

2. Purchases Over $5,000, Up to $10,000 

For all purchase or contracts over $5,000 and up to $10,000, Buyers are required 
to obtain at least three competitive written quotations. For a detailed discussion of 
the policies and procedures refer to Section VIII. 
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3. Purchases Over $10,000  

Invitation for Bid 

All contracts for labor, services, work, property, materials and supplies over 

$10,000, are required to be contracted through a competitive sealed bid. The Park 

District awards the contract to the bidder regarded as being the Lowest 

Responsible and Responsive bidder. For a detailed discussion of the policies and 

procedures refer to Section XIV. 

Request for Proposal 

When the General Superintendent determines that competitive sealed bidding is not 

practical or not advantageous to the Park District, a contract may be entered into by 

competitive sealed proposals that are submitted in response to a formal Request for 

Proposal (RFP). Proposals are used for the procurement of professional services as 

well as construction management. Bidders are required to submit information 

establishing their competency and proposed costs for work. The Park District 

conducts a comparative evaluation of price, quality and contractual factors to 

determine the most advantageous offering. For a detailed discussion of the policies 

and procedures refer to Section XV. 

Request for Qualification/Proposal 

The purpose of a Request for Qualification/Proposal (RFQ/P) is to qualify a pool a 

vendors for a specific commodity with set pricing. When the General Superintendent 

determines in writing that, due to the complexity of the proposed work for which 

proposals are being requested, it is more practical and more advantageous to limit 

the number of proposals to be received and considered by the Park District, the 

Director of Purchasing may give public notice using the existing pre-qualified listing 

to three (3) prospective offerors. For a detailed discussion of the policies and 

procedures refer to Section XVI. 

The Director of Purchasing may solicit prospective offerors to submit their qualifications 

for consideration by the Park District for pre-qualification to perform particular services. 

The Director of Purchasing maintains a list of prospective offerors pre-qualified to 

perform the services for the Park District. 

If the Director of Purchasing determines that the RFP be limited to some or all 

prospective pre-qualified offerors, the Director may select three (3) prospective offerors 

(from the pre-qualified list) to receive notice of the RFP. Publication in a newspaper is 

not required. 
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Request for Qualifications 

In some instances where the proposed work or the specialized experience or  skill 

required for the work or activities is complex, the Director of Purchasing determines 

that an alternative to competitive bidding and competitive sealed proposals is 

required. In these cases, the Director of Purchasing gives public notice of a Request 

for Qualifications (RFQ) soliciting services for the Park District. The Park District 

considers the RFQ responses within the year following the deadline for submission 

of qualifications. For a detailed discussion of the policies and procedures refer to 

Section XVII. 

The Director of Purchasing may give public notice of an RFQ/P using the existing pre-

qualified listing to no fewer than three prospective offerors who have been found to be 

pre-qualified to provide services of the nature being considered by the District, within 

the year preceding the deadline for submission of proposals. 

D. Types of Contracts 

The term "type of contract" has several different meanings. It can mean the form and 

structure of the contract such as a purchases order, a letter of agreement or a formal 

contract document. It can indicate the end purpose of the contract - a supply contract, a 

service contract. It can also indicate different compensation arrangements-price or cost. 

A formal written contract is required for all commitments for goods and services 

used by the Park District unless specifically exempted by statute. The Park District 

uses four basic types of contracts: fixed price, blanket order, construction and 

professional service agreements. 

1. Fixed Price 

The majority of contracts issued by the Park District are firm-fixed price. It is used when 

a fair and competitive price can be obtained. This type of contract locks in the price and 

puts the incentive on the vendor to produce efficiently. 

Fixed-Price with Economic Adjustment. This type of contract provides a fixed price that 

can be adjusted upward or downward upon the occurrence of certain contingencies 

specified in the contract, e.g., materials costs, labor costs, etc. The increases or 

decreases are based on one or several indices. 

2. Blanket Order 

This type of contract is for purchasing repetitive items from a vendor under contract 

over a set period of time, usually one year with renewal options. As departments 

need materials they issue releases against the blanket order. These agreements do 

not carry any guarantee that the Park District will purchase a 
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given amount of materials during the term of the contract. 

3. Construction 

These contracts are used to cover construction activities. The successful contractor 
will be required to comply with all applicable fair employment practices and all 
Federal, State of Illinois, and City of Chicago Equal Employment Opportunity laws, 
regulations and ordinances. Wages of laborers, mechanics and other workers 
employed under construction contracts are subject to the provisions of the Prevailing 
Wage Act 820 ILCS 130/1 et seq. 1991, as amended. 

4. Professional Service Agreement 

A Professional Service Agreement (PSA) is a contract between the Park District and 
an individual or organization to provide services for a limited period of time. All types 
of services provided to the Park District should be processed through a Staffing 
Service Requisitions (SSR). The SSR form is used to record staffing needs and 
required approvals. All PSA's encumber against corporate funds and expire at the 
end of the calendar year (December 31). 

A PSA is the packet form used to record the services. The packet consists of a 
signature routing sheet and the actual contract signed by the contractor and the 
Park District. The proper insurance required is identified in the routing form and the 
contract. Fingerprinting is required when working directly or indirectly with children 
due to the nature of his/her work and/or has access to financial information. A fully 
executed contract MUST be completed prior to the starting work. 

The category of "Entertainer" may include, but is not limited to: 

Clowns Magicians Disc jockeys 

Bands Pianists Singers 

Comedians Dancers Actors 

Storytellers Face painters  

Other performers 

"Other performers" refers to those engaged in park activities or programs (i.e. 
pumpkin patches with pony rides & inflatable units). 

All contractors are paid through a purchase order, which is issued only after the 
appropriate signatures on the routing sheet and contract are completed. 
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A modification on a PSA can be done to alter the expiration date, change in the 
rate of pay or increase the amount on the purchase order. An increase in the 

contract can be up to 50% of the original contract amount. 

E. Purchasing Law 

Chapter XI of the Park District Code (November 19, 1999) outlines Purchasing 

and Contracting under the following sections: 

Section A Definitions 

Section B Purchasing Director 

Section C Power to Contract 

Section D Selection of Contractors 

Section E Contracts 

Section F Minority and Women-Owned Business Enterprise Program 

Section G   Debarment and Suspension 

Go to the Purchasing page at www.chicagoparkdistrict.com for a complete copy of 
Chapter XI of the Park District Code. 

http://www.chicagoparkdistrict.com/
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F. Change Orders 

Any change orders authorized under section 720 ILCS 5/33E-9 are required to be 

made in writing. Any person employed by and authorized by any unit of State or 

local government to approve a change order to any public contract commits a 

Class 4 felony if he/she knowingly grants that approval without first obtaining 

from the Park District a determination in writing stating the following:  

1. The circumstances said to necessitate the change in performance were not 

reasonably foreseeable at the time the contract was signed, or 

2. The change is pertinent to the original contract as signed, or 

3. The change order is in the best interest of the Park District and authorized by 

law. 

The written determination and written change order resulting from that 

determination is maintained in the contract's file and is open for public for 

inspection. This only applies to a change order or series of change orders which 

authorizes or necessitates an increase or decrease in either the cost of a public 

contract by a total of $10,000 or more or the time of completion by a total of 30 

days or more. 

POLICY & PROCEDURE MANUAL 

 



 

CHICAGO PARK DISTRICT 

PURCHASING DEPARTMENT   

G. Exemptions 

 1. Director of Purchasing Approval Not Required 

The items listed below do not need to be procured by the Director of Purchasing and 

are exempt from the requirements of Chapter XI of the Code of the Park District 

(November 19, 1999). 

 Real property 

 Concession permit agreements (see Section XX of this manual) 

 Published books, maps, periodicals and technical pamphlets 

 Works of art for public display 

 Catering services 

 Professional financial and training services 

When a User Department submits a request and appropriate supporting 

documentation for the goods or services listed above, the Deputy Purchasing 

Director or Purchasing Project Manager instructs the User Department on how to 

proceed with preparing the "Award" letter (up to $100,000 requires General 

Superintendent approval; over $100,000 requires Board approval).  

 2. Competitive Sealed Bids Not Required 

Advertisement and competitive bidding may not be required if the General 

Superintendent finds that the public interest will be better served. This provision 

requiring advertisement and competitive bidding does not apply to contracts in the 

following purchases: 

 Electricity, water, gas, telecommunication, other utility 

 Emergencies 

 Real or personal property that is unique or of such type that is available from 

only one source 

 Where a sole supplier's item is needed for trial use ar testing 

 Where the General Superintendent has determined that competitive sealed 

bidding, proposals or qualifications is not practical or not advantageous to the 

Park District 

 Where the Board or General Superintendent is retaining a contractor to provide 

professional services and determined that: 

 The cost/delay associated with competitive sealed bids makes them not in 

the interest of the Park District 

 It is unlikely that multiple proposals would be submitted in response to 

requests for proposals 
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 A particular contractor's specialized experience or skill in dealing with the 

matter under consideration makes it appropriate to retain that contractor 

without recourse to competitive procedures 

 The advantages to the Park District of selecting a particular consultant 

on a noncompetitive basis outweigh the likely benefits of selecting by 

competitive procedures. However, when the Board retains a contractor to 

provide professional services without competitive procedures, the Board 

states the identity of the contractor and the reasons for not requiring 

competitive procedures in selecting that contractor. 

 For legal and audit services 

 For the purchase of insurance 

 For professional services to be rendered in connection with public debt 

issuance 

H. Disallowed Purchases 

1. Stringing Purchases 

Splitting or stringing purchases is making successive purchases or payments of 

goods or services with the willful intent to deceive or circumvent purchase limitations 

or bidding requirements. Stringing purchases is not permitted whether with one or 

several vendors and will be dealt with as an impropriety. 

Per 720 ILCS 5/33E-18, no person for the purpose of evading the bidding 

requirements of the Park District may knowingly string, assist in stringing or 

attempt to string any contract or job order with the Park District. A person who 

violates this section is guilty of a Class 4 felony. It may result in the withdrawal of 

delegated purchase authority or may personally obligate the person(s) making 

such purchases to pay for the items. 

2. Emergency Purchase Abuse 

Emergency purchases are purchases required immediately for purposes that could 

not reasonably have been foreseen and which pose physical harm to persons, 

animals or property or to prevent further harm. 

Purchase requisitions submitted for reasons not applicable to the definition of an 

emergency disrupt normal workflow and inhibit competitive bidding. Moreover, this 

usually results in higher prices due to the nature of emergency delivery 

requirements. Departments must practice proper planning to avoid misuse of 

emergency purchases. For a detailed discussion of the policies and procedures 

for emergency purchases refer to Section XIII. 
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I. Record Retention 

The Purchasing Department maintains appropriate records documenting  

purchasing transactions. These records are available for use by other departments 

and are the basis of making special reports to management. 

Purchasing records are public records to the extent provided under the Freedom 

of Information Act, 5 ILCS 140, and are made available to the public as provided 

in the Act. The Purchasing Department's policy is to achieve maximum public 

access to purchasing information consistent with appropriate consideration of 

safeguards for privacy of vendors and employees. 

The Park District retains all documents as required by the Local Records Act SO 

ILCS 20S/1 et seq. Refer to this Act for proper record retention timeframes and 

procedures. Some common purchasing documents and respective retention 

periods are: 

 Administrative files — General correspondences, subject files, memos. Retain 

for one (1) year, then dispose of records no longer possessing any further 

administrative, fiscal, historical, or legal use. 

 Bids/Specifications and related correspondence — Retain for ten (10) years 

following the acceptance or rejection of bid, then dispose of. 

 Contracts & Specifications — Retain for ten years (10) following the completion 

of the term of the contract, then dispose of. 

 Purchase orders — retain for two (2) years, then dispose of. 

 Purchase requisitions — retain for two (2) years, then dispose of. 

J. Freedom of Information 

Documents pertaining to the award of contracts are available, as provided under the 

Freedom of Information Act 5ILCS 140, after the award has been issued or the 

project has been cancelled. 
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PURCHASES $5,000 & UNDER 

Section VII details the process for purchases under $5,000. It includes the 
purchase requisition and purchase order processes and related Oracle 
procedures. There are purchase requisition and purchase order samples. 
Purchases over $5,000 but up to $10,000 are discussed in the next section of this 
manual. Purchases over $10,000 require the formal bidding process. These 
processes are described in Sections XIV through XVII. 

A. Process 

The Director of Purchasing has the authority to enter into contracts, and to 
approve all change orders, for goods and services for use by the Park District up 
to $10,000. This section discusses those purchases up to $5,000. 

A purchase requisition is a formal request that a purchase be made. The 
requisition informs the Purchasing Department of what to buy, when it is required, 
the appropriate fund, cost center and account that will be charged, and where to 
deliver it. The requisition process of the Park District includes a system of 
authorization to 
safeguard against improper or illegal purchasing. Each region or User  
Department authorizes the purchase of material, equipment and services by 
entering a requisition into the Oracle System. 

When requesting materials, consider departmental requirements and anticipate 
required time for execution of the purchasing function. This time element will 
vary with the character of the purchase involved, market conditions, and the 
national situation, but can be implemented by clear, concise, and logical 
specifications. 

The processing time in the Purchasing Department for requisitions into purchase 
orders is generally 20 business days for non-contracted commodities. Normally it 
takes 20 business days between requisition receipt in the Purchasing Department 
to the date that the purchase order is issued, signed and faxed to the supplier. 
Procedures for purchases up to $5,000.00 are outlined in the following steps.  

1. The regions or departments identify a commodity need and submit a 
purchase requisition to the Purchasing Department.  

2. The Purchasing Manager reviews all requisitions and approves them for 
processing (1 day processing time). If a requisition cannot be processed, it 
is returned to the region office with a change note. Once the changes are 
made, the requisition is re-submitted for processing. 
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3. Once a requisition is approved for processing, the Buyer determines if the 
desired purchase is to be processed as a release against a blanket 
purchase order. If so, then the requisition is returned to the region office 
with an accompanying email explaining the situation. See Section IX for 
Blanket Release policies and procedures. 

4. The Buyer verifies pricing and availability with one supplier (2 — 3 days). 

5. The Buyer automatically creates a purchase order and submits the 
purchase order to the Purchasing Manager for approval.  

6. The Purchasing Manager electronically reviews the purchase order. If the 
Purchasing Manager rejects the purchase order, it is sent to the Buyer with 
a change note. The Buyer will make the appropriate changes and resubmit 
the purchase order for approval. 

7. Upon Purchasing Manager approval, the Buyer receives notification to 
print the purchase order. The Buyer then submits the purchase order for 
Purchasing Director approval. 

8. The approved original purchase orders are supplied to the 
regions/departments as part of the scheduled bi-weekly pickups. The 
Purchasing Department maintains copies with the appropriate supporting 
documentation. See the Distribution Procedures section for further 
details regarding the bi-weekly pickup. In the case that the Purchase Order 
is an emergency a separate set of procedures are detailed in the 
Emergency Purchases section. 

The procurement file maintains as public record the following: 

 Business names submitting written quotations 
 Date 
 Amount 

 Description of items or services 
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PURCHASES OVER $5,000, UP TO $10,000 

Section VIII describes the process for purchases over $5,000 and up to $10,000. 
All purchases or contracts over $5,000 and up to $10,000 require three or more 
competitively bid written quotations. An exception can be made for cases in which 
the General Superintendent determines that only one written quotation can be 
obtained or that the Park District would not benefit by obtaining more than one 
quotation. This section also lists Purchasing Department management reports. 

A. Process 

The Park District awards the business offering the lowest acceptable quotation. 
The processing time in the Purchasing Department for requisitions into purchase 
orders is generally 20 business days for non-contracted commodities and 10 
business days for contracted commodities. Procedures for purchases over 
$5,000.00 and up to $10,000 are outlined in the following steps. 

1. The regions or departments identify a commodity need and submit a 
requisition to be processed into a purchase order. 

2. The Purchasing Manager reviews all requisitions and approves them for 
processing (1 day processing time). If a requisition cannot be processed, it 
is returned to the region office with a change note. Once the changes are 
made, the requisition is re-submitted for processing. 

3. Once a requisition is approved for processing, the Buyer determines if the 
desired purchase is processed as a release against a blanket purchase 
order. If so, then the requisition is returned to the region office with an 
accompanying email explaining the situation. 

4. If the requisition is not part of a term agreement or contract, see Scenario 
A: Independent Requisition section. If the requisition is part of a term 
agreement or contract, see Scenario B: Term Agreement/Contract 
Requisition section. 

Scenario A: Independent Requisition 

1. If a requisition is identified from a sole source, the Purchasing Department 
returns it to the region with instructions on presenting it to the 
"Procurement Review Committee" for review and approval. Procedures for 
the Procurement Review Process and sole source procurement are 
outlined in Section XII of this manual. 
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2. If the lowest competitively bid written quote is higher than the requisition 
prices, the Buyer returns the requisition to the regions/departments for 
price adjustments with an accompanying email explaining the situation. 

3. If the competitively bid written quote is equal to or less than the requisition 
prices, the Buyer automatically creates a purchase order and submits the 
purchase order to the Purchasing Manager for approval. 

4. The Purchasing Manager electronically reviews the purchase order. If the 
Purchasing Manager rejects the purchase order, it is sent to the Buyer with 
a change note. The Buyer will make the appropriate changes and 
resubmits the purchase order for approval. 

5. Upon Purchasing Manager approval, the Buyer receives notification to 
print the purchase order. The Buyer then submits the purchase order for 
Purchasing Director approval. 

6. The approved original purchase orders are supplied to the 
regions/departments as part of the scheduled bi-weekly pickups. Purchase 
orders for the administration building departments are faxed by the 
Purchasing Department. The Purchasing Department maintains 
copies of the appropriate supporting documentation. See the  
Distribution Procedures section for further details regarding the bi-
weekly pickup. In the case that the Purchase Order is an emergency a 
separate set of procedures are detailed in the Emergency Purchases 
section. 

SCENARIO B: Term Agreement/Contract Requisition  

Follow these steps if a requisition is part of a: 

 Term agreement/contract 
 Falls under the catalog discount, 
 Falls under contract terms 
 Falls under contract tolerance 

1. Upon receipt of the purchase requisition, the Buyer automatically creates a 
purchase order and submits the purchase order to the Purchasing 
Manager for approval. The Buyer also assigns a specification number. 

2. The Purchasing Manager electronically reviews the purchase order. If the 
Purchasing Manager rejects the purchase order, it is sent to the Buyer with 
a change note. The Buyer will make the appropriate changes and 
resubmits the purchase order for approval. 

3. Upon Purchasing Manager approval, the Buyer receives notification to 
print the purchase order. The Buyer then submits the purchase order for 
Purchasing Director approval. 
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4. The approved original purchase orders are supplied to the 
regions/departments as part of the scheduled bi-weekly pickups. 
Purchase orders for the administration building departments are faxed. 
The Purchasing Department maintains copies the appropriate supporting 
documentation. See the Distribution Procedures section for further 
details regarding the bi-weekly pickup. In the case that the Purchase 
Order is an emergency a separate set of procedures are detailed in the 
Emergency Purchases section. 

If the requisition does not fall within catalog discount, contract terms or contract 
tolerance, the assigned Department makes a contract modification or extension. 
The steps for the process are outlined below: 

1. The General Superintendent must approve requisitions less than 
$100,000. The Board of Commissioners must approve requisitions 
$100,000 or more. 

2. The Secretary's Office distributes copies of the contract award letters 
weekly. 

3. The Purchasing Department notifies the regions/departments of contract 
approvals in order to enter requisitions or releases. 

4. Upon receipt of the purchase requisition, the Buyer automatically creates a 
purchase order and submits the purchase order to the Purchasing 
Manager for approval. The Buyer also assigns a specification number. 

5. The Purchasing Manager electronically reviews the purchase order. If the 
Purchasing Manager rejects the purchase order, it is sent to the Buyer with 
a change note. The Buyer will make the appropriate changes and 
resubmits the purchase order for approval. 

6. Upon Purchasing Manager approval, the Buyer receives notification to 
print the purchase order. The Buyer then submits the purchase order for 
Purchasing Director approval. 

7. The approved original purchase orders are supplied to the 
regions/departments as part of the scheduled biweekly pickups. Purchase 
orders for the administration building departments are faxed. The  
Purchasing Department maintains copies the appropriate supporting 
documentation. See the Distribution Procedures section for further details 
regarding the bi-weekly pickup. In the case that the Purchase Order is an 
emergency a separate set of procedures are detailed in the Emergency 
Purchases section. 
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B. Reporting 

The Purchasing Department creates the following Oracle generated reports for 
distribution: 

1. "CPD Open Contracts and Purchase Orders Over $50,000 Report" is a 

weekly report generated for all blanket purchase orders to verify running 
balances. 

2. "Park District REQ/PO Report" is a weekly report generated for requisition 
purchase order status of the Buyers. 

3. "CPD Open Contracts and Purchase Orders Over $50,000" is a bi-weekly 
report generated for over $50,000 purchase orders for the General 
Superintendent. 

4. "Park District REQ/PO Report" is a bi-weekly purchase order report 
generated for Finance Managers. 

5. "Purchasing Activity Register Report" is a monthly contract report 
generated for Senior Compliance Officers to verify MBENVBE purchases. 
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BLANKET RELEASE 

A blanket purchase order covers various types of commodities that fall under a 
contract or term agreement. This section describes the blanket release process 
and related Oracle procedures. A blanket purchase order sample is included. 

A. Process 

The processing time for a blanket release in the Purchasing Department varies 
between three to four days. 

Blanket purchase orders are processed with the following steps: 

1. The region identifies a commodity need and submits a release against a 
blanket purchase order to the Purchasing Manager. 

2. The Purchasing Manager reviews all releases and approves them for 
processing (1 day processing time). If a release cannot be processed, the 
Purchasing Manager returns the release to the region office with a change 
note. Once the region makes the necessary changes, the release is 
resubmitted for processing. 

3. Upon processing approval, the Buyer attaches an electronic note providing 
key information such as park name, delivery location and contact person 
(1-2 days processing time). The release is forwarded to the Purchasing 
Manager for review and electronic approval. 

4. The Purchasing Manager reviews and electronically approves the release 
(1 day processing time). If the Purchasing Manager rejects the release, the 
Purchasing Manager returns it to the Buyer with a change note. Once the 
changes are made, the Buyer can resubmit the release resubmit for 
approval. 

5. After approval, the Purchasing Manager notifies the Buyer to print the 
release. 

6. The Buyer submits the hard copy of the release to the Purchasing Director 
for approval (1 day processing time). 

8. A hard copy of the release is provided to the regions as part of the 
scheduled bi-weekly pickups. The Purchasing Department maintains 
copies of the appropriate supporting documentation. See the  
Distribution Procedures section for further details regarding the biweekly 
pickup. 
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DISTRIBUTION PROCEDURES 

Section X describes the Purchasing Department & region responsibilities related to 
the distribution of purchase orders and blanket releases. These documents are 
distributed on a bi-weekly basis. For procedures to distribute an emergency 
purchase order, see Section XIII. 

A. Purchasing Department 

All purchase orders and blanket releases are signed by the Director of Purchases 
and forwarded to the Purchasing Department individual responsible for copying and 
sorting. Signed purchase orders / blanket releases consist of both region and 
administration and are distributed on a daily basis. 

The Purchasing Department distributes signed purchase orders and blanket 
releases into two groups: Group #1: Regions and Group #2: Administration 
Building. 

1. Group #1: Region 

The following procedures outline the steps of copying, sorting and faxing purchase 
orders and blanket releases for the regions. 

1. Make one copy for the. Purchasing: Department files and attach supporting 
documentation (quotes, invoice copies, award letter copies, statements 
etc.). 

2. Send originals to the regions. The regions are responsible for the purchase 
order / blanket release originals.  

3. File the "payment only", insurance and professional service agreements 
(SSR) purchase orders / blanket releases as these do not need to be faxed. 

2. Group #2: Administration Building 

The Purchasing Department remains responsible for processing (copying, sorting, 
faxing and mailing) all Administration Building purchase orders / blanket releases. 
The following procedures outline the steps of processing purchase orders and 
blanket releases for the Administration Building. 

1. Make a copy for the respective Finance Manager responsible for scheduled 
pick-up days. 

a. Program Services 

b. Facilities/ Capitol/ Conservatories 
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c. Lakefront Services 

d. All Other Departments 

2. Make one copy for the Purchasing Department files and attach supporting 
documentation (quotes, invoice copies, award letter copies, statements 
etc.). 

3. The Purchasing Department is responsible for faxing all purchase orders / 
blanket releases to the suppliers. When faxing more than one purchase 
order / blanket release to the same supplier in a group, copy the 
confirmation sheet and attach to each purchase order / blanket release copy 
being filed. Also, notes that the last page to fax is the terms and conditions 
located on the back of each purchase order. 

4. The Purchasing Department is responsible for mailing all purchase orders / 
blanket releases stamped "Confirming order do not duplicate" to the 
suppliers. 

5. File "payment only", insurance and professional service agreements (SSR) 
purchase orders / blanket releases. These do not need to be faxed to the 
vendor. 

B. Regions 

The original purchase orders are available for pick-up two (2) days a week after 2:00 
p.m. For a RUSH or an immediate need to pick up before the scheduled time, 
please contact the Purchasing Manager to make the necessary arrangements. The 
region representative must sign for each package at the time the original purchase 
orders are picked up from the Purchasing Department. 

The Regions are responsible for the following: 

1. Fax the purchase orders (front & back) to the specified vendor's fax number 
along with your region's fax cover sheet. 

2. Mail the original purchase order(s) to the vendors mailing address. Stamp 
the purchase order with "Confirming Order...Do not Duplicate." 

3. Handle all vendor calls regarding the status/receipt of purchase orders. 

4. Handle all calls from the regions (i.e. parks) once the Purchasing 
Department identifies that the region received the purchase order(s) in 
question. 

5. Track the receipt of all ordered merchandise. 

The regions will have three (3) business days from time of pick-up to notify the 
Purchasing Manager of purchase orders that have not been received (notifications 
must be sent via e-mail or in writing). 
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C. File Maintenance 

The Purchasing Department maintains copies of all purchase orders and blanket 
releases with the respective supporting documents in the master Purchasing 
Department files. These files are kept locked at all times. 

To request a purchase order / blanket release hard copy, email the Buyer Assistant 
responsible for file maintenance. After review, return all pulled purchase orders / 
blanket releases to the Buyer Assistant. 
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VENDOR FILE MAINTENANCE 

Section XI discusses the procedures related to maintaining vendor information on 
the Oracle system. This includes vendor set-up, petty cash refunds, entering 
basic supplier information and supplier lists 

There are key personnel and back-up personnel in the Accounting Department, 
the Information Technology Department and the Purchasing Department with 
master supplier files access. 

Within the Purchasing Department, the Purchasing Director, Purchasing Manager 
and the Buyers with "super user" access are responsible for updating the master 
supplier files. 

The following are the procedures for updating the master supplier files. 

A. Prerequisites 

1. Navigate to the Supply Base and Suppliers windows from the navigator 
menu. 

2. In the Suppliers Summary window, verify that the supplier has not 
already been entered in the system. Use the Suppliers Report, or run a 
query. Select Query, Find, Ctrl "L" and enter the supplier name before 
the wildcard character. At this point the supplier you are searching for will 
appear or all the possible matches. 

3. If it has been determined that the supplier does not exist one will need to 
be created. 

B. Vendor Set Up Guidelines 

1. Individuals 

All individuals should be set up in all capital letters by last name, comma, then 
first name. If the last name is hyphenated, such as in Smith-Jones, leave the 
hyphen in the last name. If the name has an apostrophe in it (O'Malley), leave the 
apostrophe in the name. 

Incorrect 
JOHN SMITH JR. 
AMANDA A JONES 
JENNIFER SANCHEZ-RUIZ 
OMALLY, JOHN  

Correct 
SMITH, JOHN JR. 
JONES, AMANDA A 
SANCHEZ-RUIZ, JENNIFER 
O'MALLEY, JOHN 
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SOLE SOURCE PROCUREMENTS 

Section XII discusses single source and expedited competitive solicitations and 
includes a procurement review process packet form. The Procurement Review 
Committee authority, jurisdiction, schedule and general policies are also 
described. 

The Park District determines that goods or services are sole source 
procurements if they may only be available from a singe source or require a 
unique expertise. In this case, the usual solicitation requirements may not be 
applicable. When the Park District proposes to enter into contracts for 
professional services, supplies, or equipment from a single source, then contract 
procurement with exceptions to the regular competitive bid process must be 
completed and submitted for approval. 

A. Procurement Review Committee 

When the Park District proposes to enter into contracts for professional services 
or supplies and equipment that are exempt from the normal procurement process, 
the Procurement Review Committee approval and classification of the purchase is 
required. 

1. Authority 

The Procurement Review Committee is authorized by the Director of Purchases 
to review procurement requests that relate to the types of contracts set forth in 
ILCS 5/8 10-4 of the Municipal Purchasing Act. The committee upon approval of 
the request classifies it into Single Source and Expedited Competitive 
Solicitations. The Purchasing Department reserves the right to reject the User 
Department's assertion that the purchase is from either a single source or should 
be part of an expedited competitive solicitation process. 

2. Committee Jurisdiction 

The Procurement Review Committee reviews procurement requests specified by 
the policy and procedures for the procurement of single source items or through 
an expedited competitive solicitation process and as directed by the General 
Superintendent or the Director of Purchases. All requests for modifications, 
change orders or amendments to a contract that were approved by the 
Procurement Review Committee must be submitted to the Procurement Review 
Committee for review (Exception: those modifications or amendments that are 
anticipated and have been authorized by the terms of the contract). 
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3. Meeting Schedule 

The Procurement Review Committee shall meet on Tuesdays at 9:30 a.m., unless 
otherwise notified, in the Purchasing/Human Resources conference room #3A, 
Park District Administration Building. A quorum of three members is required to 
conduct the business of the Procurement Review Committee. Any questions 
regarding the agenda should be directed to the Procurement Review Committee 
Coordinator. 

The Procurement Review Committee packet must be submitted to the 
Procurement Coordinator, Purchasing Department, Administrative Building, 541 N 
Fairbanks Ct, Chicago, Illinois 60611. Upon receipt, the Procurement Coordinator 
will assign a Procurement Review Committee Number to be used for tracking 
purposes. Incomplete forms or forms not properly signed will be returned to the 
User Department. 

4. Amendments/Modifications 

Upon receiving a recommendation from the Procurement Review Committee, the 
Director of Purchases (up to $10,000) or the Chief Administrative Officer (up to 
$100,000) approves all single source contract amendments/modifications. If the 
amendment/modification language is stated in the terms of the contract, approval 
is not required. 

B. Single Source 

When professional services or procurement of supplies/equipment are required 
and available only from a single source, the following single source process may 
be appropriate. 

1. The User Department identifies as a single source selection request for the 
specified professional service or supplies/equipment and submits the 
procurement review packet to the Procurement Coordinator. 

2. The Procurement Coordinator will determine whether the User Department 
has provided the appropriate documentation to substantiate that the requested 
services are only available from a single source vendor/contractor. 

3. If the documentation package is complete, the request is forwarded to the 
Procurement Review Committee for review. The Municipal Purchasing Act 
states that contracts "for supplies, materials, parts or equipment which are 
available only from a single source" are contracts, which by their nature are 
not adapted to competitive bidding. (65ILCS 5/8 10-4) 
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 1. Form Authority 

The procurement review packet form identifying as a single source selection is 
required for all single source requests (i.e. all back-up documentation must be 
included). The department head or an authorized designee must sign this form. 
The packet identified as a single source form must contain the names of the user 
department's contact person(s). 

 2. Supporting Documentation 

Along with completing the procurement review packet identified as a single 
source, the user department must provide documents that support the single 
source request. 

a. Proprietary or Patented 
Attach documentation evidence (i.e. patent, copyright, etc). 

b. Exclusive/Only Authorized Parts And Services Representative 
If dealing directly with the manufacture, attach a letter from the manufacture 
stating that they have no authorized dealer/distributors and/or service 
representatives. The letter must verify the firm's exclusive dealer/distributor 
and/or services representative status. 

 3. Procurement Review Committee Presentation 

The Procurement Coordinator will contact the User Department representative at 
least one day prior to the meeting and give an approximate time to arrive for the 
meeting. 

Upon notification from the Procurement Coordinator, the User Department 
representatives appears before the "Procurement Review Committee" to answer 
questions and/or provide additional information or documents in support of the 
request. Only the User Department representatives familiar with the procurement 
request, history and program requirements need be present. 

Unless the Director of Purchases grants an exception, the first failure to appear 
before the committee results in withdrawing the request from the agenda and 
returning it to the User Department. If changes need to be made to the packet, 
they must be made for review at the next scheduled procurement committee 
meeting. 

 4. Disposition 

Each member of the "Procurement Review Committee" will have one vote for 
each request. Disposition decisions are made by a majority vote. The request will 
be approved, rejected or returned to the User Department with no action 
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taken by the "Procurement Review Committee". The "Procurement Review 
Committee" may defer any matter for additional deliberation, including those 
matters that lack the necessary information or documentation to make a decision. 

5. Award Process 

The User Department representative(s) will be informed of the "Procurement 
Review Committee" decision. If approved, an award letter is the sole 
responsibility of the User Department to initiate. For purchases over $30,000, 
the award letter follows through the normal signing process. 

Once the award letter receives approval, a requisition must be entered for 
processing by the User Department and the appropriate procurement review 
number will be referenced. The approved packet is attached to the purchase 
order and filed in the Purchasing Department. 

C. Expedited Competitive Solicitations 

When there is a need for a professional service or procurement of 
supplies/equipment and special circumstances exist, (i.e. schedule requirements 
or confidentiality due to the nature of the proposed services), the Expedited 
Competitive Solicitation process may be appropriate. 

1. Form Authority 

The procurement review packet form identified as an Expedited Competitive 
Solicitation is required for all expedited requests (i.e. all back-up documentation 
must be included). The department head or an authorized designee must sign this 
form. The packet identified as an Expedited Competitive Solicitation must contain 
the names of the user department's contact person(s). 

Upon receiving the procurement review packet and identified as an Expedited 
Competitive Solicitation selection request from the user department for the 
specified professional service or supplies/equipment, the Procurement 
Coordinator will determine whether the User Department has provided the 
appropriate documentation to substantiate that the requested services be 
expedited. If the documentation package is complete, the request is forwarded to 
the Procurement Review Committee for review. 

2. Procurement Review Committee Presentation 

The Procurement Coordinator will contact the User Department representative at 
least one day prior to the meeting and give an approximate time to arrive for the 
meeting. 
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Upon notification from the Procurement Coordinator, the User Department 
representatives appear before the "Procurement Review Committee" to answer 
questions and/or provide additional information or documents in support of the 
request. Only the User Department representatives familiar with the procurement 
request, history and the program requirements need to be present. 

Unless the Director of Purchases grants an exception, the first failure to appear 
before the committee results in withdrawing the request from the agenda and 
returning it to the User Department. If changes need to be made to the packet, 
they must be made for review at the next scheduled procurement committee 
meeting. 

3. Disposition 

Each member of the "Procurement Review Committee" will have one vote for 
each request. Disposition decisions will be made by a majority vote. Requests 
are approved, rejected or returned to the User Department with no action taken 
by the "Procurement Review Committee". The "Procurement Review Committee" 
may defer any matter for additional deliberation, including those matters that lack 
the necessary information or documentation to make a decision. 

4. Award Process 

If approved as an Expedited Competitive Solicitation, the Purchasing Department 
process is as follows: 

1. The procurement Coordinator notifies the User Department that the 
Expedited Competitive Solicitation process is approved and is assigned to 
an Advanced Buyer to assist in the Award Letter process. 

2. The Advanced Buyer works with the User Department to develop the 
streamline RFP or IFB document. 

3. The solicitation is sent to three or more firms identified as skilled in the 
specified area. Each solicited firm will be given reasonable and equal time 
to submit written proposals or bids. 

4. The User Department reviews the proposals/bids and prepares a  
summary and evaluation of each proposal/bid. This written  
recommendation is submitted to the Director of Purchases for review. The 
summary must list the proposals, from highly rated proposal to least highly 
rated or bids from highest to lowest price. 

5. The Advanced Buyer notifies the User Department of the Director of 
Purchases decision. 

6. The User Department representative(s) will be informed of the 
"Procurement Review Committee" decision. If approved, an award letter is 
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the sole responsibility of the User Department to initiate. For purchases 
over $30,000, the award letter follows through the normal signing process. 

Once the award letter receives approval, the User Department enters a 
requisition for processing. The appropriate procurement review number will 
be referenced. The approved packet is attached to the purchase order and 
filed in the Purchasing Department. 
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EMERGENCY PURCHASES 

Section XIII defines an emergency purchase and outlines procedures to process 
an emergency purchase. Emergency purchases are those which are required 
immediately for purposes not reasonably foreseen which pose physical harm to 
persons, animals or property or to prevent further harm. 

In case of an emergency, purchases may be made without competitive sealed 
bidding or competitive negotiation. However, such procurement is made with 
such competition as is practical under the circumstances. The General 
Superintendent has the authority to approve expenditures up to $100,000 on 
contracts for labor, services, work, property, materials and supplies for the use 
of the Park District required by emergencies posing physical harm to persons, 
animals or property or to prevent further harm to persons, animals or property. 

The General Superintendent is required to obtain approval of the President of the 
Board for emergency expenditures exceeding $100,000. No expenditure under 
this section, either singly or in aggregate, may exceed $500,000. 

A written determination of the basis for the emergency and for the selection of the 
particular contractor is included in the contract file. 

Follow the procedures outlined in Section VII.0 and Section VIII to prepare an 
emergency purchase requisition and purchase order. The following outlines the 
procedures to process an emergency purchase: 

1. If the purchase is an urgent need, the region/User Department notifies the 
Purchasing Department. 

2. Once the Purchasing Department receives notification, the Buyer 
processes the purchase order and the region will be notified for pick up. If 
it is determined that the emergency purchase order cannot be delayed 
until pick up by the regions, it will be faxed by the Purchasing Department. 
For purchase orders for the Administration Building, it will be faxed to the 
supplier. 

3. Once confirmed that the purchase order has successfully been faxed to 
the region, the original purchase order is stamped "Faxed" and "Rush." 
This distinguishes that it has been faxed to the region office. By doing this 
we hope to eliminate the region office faxing the original purchase order 
again when they pick up as part of the bi-weekly pickup. The regions have 
been instructed to also stamp the purchase order "Confirming Order do not 
duplicate" and mail it to the suppliers. Purchasing will fax all purchase 
orders for the Administration Building only. 
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INVITATION FOR BID 

Section XIV discusses the Invitation for Bid (IFB) process, including amendments. 
A detailed description of IFB package contents with related forms is also included. 
Policies and procedures related to the pre-bid conference, bid deposits, bid 
opening, single bid response, tie bids and rejection as well as the IFB evaluation 
and contract award processes are outlined. 

All contracts for labor, services, work, property, materials and supplies over 
$10,000, are required to be contracted through a competitive sealed bid. An IFB is 
used when the Park District solicits bids to provide specific goods or services over 
$10,000. The Park District awards the contract to the bidder regarded as being 
the Lowest Priced Responsible and Responsive bidder. 

IFBs are advertised publicly in a newspaper of general circulation throughout the 
Metropolitan Chicago area and mailed to all vendors that can provide the required 
cost of mailing. Bid specifications are available for pick up by the vendors in the 
Purchasing Department at no cost. 

A. Process 

The IFB process takes approximately a minimum of 90 — 120 days from the 
identification of need by the user department to the processing of the IFB 
contract. The following outlines the process for the initiation and completion of an 
Invitation for Bid.. 

1. The User Department identifies a need by submitting a "Request to 
Develop an IFB, RFP, RFQ, RFQ/P or RFI Form" (Request Form) and fills 
out the attached questionnaire to assist in the development of the scope  

2. The Request Form and attachments are forwarded to the Director of 
Purchasing/Deputy Director for review. 

3. The Deputy Director assigns the project to an Advanced Buyer. 

4. The Advanced Buyer meets with the User Department to review the scope 
and specifications and to prepare a project timeline. The following 
specification guidelines are used to develop a scope for the project. 

 Design Specifications- Design Specifications describe a commodity 
or service and include details of construction or production, 
dimension, chemical composition, physical properties, materials, 
ingredients, and all other details needed for the provider to produce 
an item of minimum acceptability. Design specifications are usually 
required for construction projects, custom produced items and for 
other services. 
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 Performance Specifications - Performance specifications describe 
required performance or functional criteria. They may include such 
details as required power, strength of material, test methods and 
standards of acceptability and recommended practices. 
Performance specifications are primarily applicable to the 
procurement of supplies, equipment and services. 

 Brand Name Specification - Brand name specifications identify a 
commodity or service by brand name, model number or other 
identifying specifics to limit the bidding to a preferred product. This 
type of specification discourages competition and should not be 
used unless the item is the only one, which will satisfy the District's 
requirement. This type of specification is useful for purchasing 
replacement parts where only the brand name item is acceptable. 
Another type of specification is "Brand Name or Equal" 
specification that defines the characteristics of an acceptable 
product (brand name) and indicates that an "equal" product that 
has the characteristics of the brand name will be acceptable. 

5. The Advanced Buyer searches the vendor database and other commodity 
related areas to develop a comprehensive bidders list. 

6. The Advanced Buyer and Deputy Director recommend that the User 
Department present the project scope (Draft) to the Internal Review 
Committee (IRC). 

7. The User Department obtains IRC approval for the project. 

8. The Advanced Buyer prepares the Draft IFB document. 

9. The Advanced Buyer prepares a cover memo addressed to the User 
Department and forwards copies to: 

Director of Purchases/Deputy Director 

Law 

Human Resources 

Risk Management 

Other pertinent departments 

10. Departments review the Draft IFB (3 to 5 days). Revisions are submitted 
to the Advanced Buyer. 

11. The Advanced Buyer revises the Draft IFB (2 to 3 days). 

12. The Advanced Buyer submits the Final IFB to the User Department and 
Purchasing Director/Deputy for approval (2 to 3 days). 

13. The Advanced Buyer submits a copy of request to the Reprographics 
Department (if applicable). 

14. The Advanced Buyer prepares and submits a Legal Advertisement to a 
newspaper (2-day lead-time). The bid document copies must be 
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completed prior to requesting the Legal Advertisement   The Advanced 
Buyer and Assistant Buyers send the Legal Advertisement notifications 
(via fax) to interested bidders like those found in the Park District vendor 
database, MBEANBE Catalogs, Assist Agencies, etc. 

15. Bid packages are prepared and available for pick-up on the day of the 
advertisement.  If applicable, a Pre-Bid Conference is held approximately 
seven to ten business days after the Legal Advertisement has been posted 
for the project. 

16. If applicable, any Addenda must be issued no later than five (5) business 
days before the scheduled opening date. However, more review time may 
be required for some projects. 

a. Addenda must be issued to all vendors on the "Pick-Up" sheet. 

b. Mandatory Pre-Bids (if applicable) require that the Addenda be 
issued to the vendors who attend the Mandatory Pre-Bid 
Conference. 

Only vendors who attended the mandatory Pre-Bid meeting will be 
allowed to participate on the Bid as a prime contractor. Non-
attending vendors can participate as sub-contractors only. 

c All Addenda must be received by the vendors at least five (5) days 
before the IFB due date. 

d. Acknowledgement of the addenda must be noted as part of the Bid 
when the Bid is opened. 

e. Postponement Notices (if applicable) must be issued in the form of 
an Addendum. 
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REQUEST FOR PROPOSAL 

Section XV discusses the request for proposal (RFP) process, including 
amendments. A detailed description of RFP package contents with related forms 
is also included. 

This section outlines policies and procedures related to the pre-proposal 
conference, late proposals, withdrawals and modifications, receipt and 'rejection. 
The RFP evaluation and contract award processes are also defined. 

When the General Superintendent determines that competitive sealed bidding is 
not practical or not advantageous to the Park District, a contract may be entered 
into by competitive sealed proposals. Request for Proposals (RFP) are used for 
the procurement of professional services as well as construction management. 
Offerors are required to submit information establishing their competency and 
proposed costs for work. The Park District conducts a comparative evaluation of 
price, quality and contractual factors to determine the most advantageous 
offering. 

A. Process 

The RFP process takes approximately a minimum of 90 - 120 days from the 
identification of need by the User Department to the processing of the contract 
award. The following outlines the RFP process: 

1. The User Department identifies a need by submitting a "Request to 
Develop an IFB, RFP, RFQ, RFQ/P or RFI Form" (Request Form) and 
completing the attached questionnaire to assist in the development of a 
scope (refer to Section XV.A.1 for a Request to Develop an RFP form 
and questionnaire). 

2. The Request Form and attachments are forwarded to the Director of 
Purchasing/Deputy Director for review. 

3. The Deputy Director assigns the project to an Advanced Buyer. 

4. The Advanced Buyer meets with the User Department to review the scope 
and specifications and to prepare a project timeline. The Advanced Buyer 
identifies the scope by using the specification guidelines listed below: 

• Design Specifications - Design Specifications describe a commodity 
or service and include details of construction or production, 
dimension, chemical composition, physical properties, materials, 
ingredients, and all other details needed for the provider to produce 
an item of minimum acceptability. Design specifications are usually 
required for construction projects, custom produced items and for 
other services. 
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 Performance Specifications - Performance specifications describe 
required performance or functional criteria. They may include such 
details as required power, strength of material, test methods and 
standards of acceptability and recommended practices. 
Performance specifications are primarily applicable to the 
procurement of supplies, equipment and services. 

 Brand Name Specification - Brand name specifications identify a 
commodity or service by brand name, model number or other 
identifying specifics to limit the bidding to a preferred product. This 
type of specification discourages competition and should not be 
used unless the item is the only one that will satisfy the District's 
requirement. This type of specification is useful for purchasing 
replacement parts where only the brand name item is acceptable. 
Another type of specification is "Brand Name or Equal" specification 
that defines the characteristics of an acceptable product (brand 
name) and indicates that an "equal" product that has the 
characteristics of the brand name will be acceptable. 

5. The Advanced Buyer searches the vendor database and other commodity 
related areas to develop a comprehensive bidders list. 

6. The Advanced Buyer and Deputy Director recommend that the User 
Department present the project scope (Draft) to the Internal Review 
Committee (IRC). 

7. The User Department obtains IRC approval for the project. 

8. The Advanced Buyer prepares the Draft RFP document. 

9. The Advanced Buyer prepares a cover memo addressed to the User 
Department and forwards copies to: 

 Director of Purchases/Deputy Director 

 Law 

 Human Resources 

 Risk Management 

 Other pertinent departments 

10. Departments review the Draft RFP for a three to five day period. Revisions 
are submitted to the Advanced Buyer. 

11. The Advanced Buyer revises the Draft RFP (2 to 3 days). 

12. The Advanced Buyer submits the Final RFP to the User Department and 
Purchasing Director/Deputy for approval (2 to 3 days). 

13. The Advanced Buyer submits a copy of request to the Reprographics 
Department (if applicable). 

14. The Advanced Buyer prepares and submits a Legal Advertisement to a 
newspaper (2-day lead-time). The RFP document copies must be 
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completed prior to requesting the Legal Advertisement.  

 

15. The Advanced Buyer and Assistant Buyers send the Legal Advertisement 
notifications (via fax) to interested bidders, like those found in the Park 
District vendor database, MBE/WBE Catalogs, Assist Agencies, etc. 

16. RFP packages are prepared and available for pick-up on the day of the 
advertisement.  

17. The Advanced Buyer verifies the Evaluation Committee participants. 
Although the User Department may recommend the participants, the 
Purchasing Department reserves the right to approve, reject or add 
evaluation participants if necessary. 

18. The Advanced Buyer prepares the Draft Evaluation and submittal forms 
prior to the RFP due date and sends them to each Evaluation Committee 
participant. The Scope, Submittal and Evaluation requirements are 
attached. Changes are made within a reasonable time frame and sent to 
the Advanced Buyer. 

19. The Advanced Buyer prepares a package for each of the Evaluation 
Committee members. The package includes tentative Committee Meeting 
schedule, the final submittal and evaluation forms, and the Confidentiality 
forms.  

20. If applicable, hold a Pre-Proposal Conference seven to ten business days 
after the Legal Advertisement has been posted for the project. 

21. If applicable, any Addenda must be issued no later than five (5) business 
days before the scheduled due date. However, more review time may be 
required for some projects. 

a. Addenda must be issued to all vendors on the "Pick-Up" sheet. 

b. Mandatory Pre-Proposals (if applicable) require that the Addenda 
be issued to the vendors who attend the Mandatory Pre-Proposal 
Conference. 

c. All Addenda must be received by the vendors at least five (5) days 
before the RFP due date. 

d. Postponement Notices (if applicable) must be issued in the form of 
an Addendum and must be legally advertised. 
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REQUEST FOR QUALIFICATION / PROPOSAL 

Section XVI discusses the Request for Qualification/Proposal (RFQ/P) process, 
including amendments. The purpose of an RFQ/P is to qualify a pool of vendors 
for a specific commodity with set pricing. When the General Superintendent 
determines in writing that, due to the complexity of the proposed work being 
requested, it is more practical and more advantageous to the Park District to limit 
the number of proposals received and considered by the Park District, an RFQ/P 
is issued. 

A detailed description of RFQ/P package contents with related forms is included. 
Policies and procedures related to the pre-proposal conference, late proposals, 
withdrawals and modifications, receipt and rejection are outlined. The RFQ/P 
evaluation and contract award processes are defined. 

A. Process 

The Director of Purchasing may solicit perspective offerors to submit their 
qualifications for consideration by the Park District for pre-qualification to perform 
particular services. Publicly advertise the RFQ/P in a newspaper of general 
circulation in the Metropolitan Chicago area. 

If a prospective offeror is pre-qualified to perform the services for the Park District, 
their name shall be placed on a list of pre-qualified prospective offerors. The 
Director of Purchasing maintains this list. 

If the Director of Purchasing determines that the RFP shall be limited to some or 
all prospective offerors who have been pre-qualified to perform services being 
considered, the Director may select three (3) such prospective offerors (from the 
pre-qualified list) to receive notice of the RFP. 

Publication in a newspaper is not required. The selection of the offerors to receive 
notice is to be based on the following: 

 Firm's previous experience with similar projects 

 Firm's ability to handle projects of similar complexity and scale 

 Additional criteria established by the Park District for each project 

The RFQ/P process from the initiation of the request by the User Department to 
the processing of the contract is approximately 90 -120 days. The following 
detailed steps outline the instructions on preparing an RFQ/P: 

1. The User Department identifies a need by submitting a "Request to 
Develop an IFB, RFP, RFQ, RFQ/P or RFI Form" (Request Form) and the 
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attached questionnaire to assist in developing the scope.  

2. The Request Form and attachments are forwarded to the Director of 

Purchasing/Deputy Director for review. 

3. The Deputy Director assigns the project to an Advanced Buyer. 

4. The Advanced Buyer meets with the User Department to review the scope 
and specifications and to prepare a project timeline. The Advanced Buyer 
identifies the scope by using the specification guidelines listed below: 

 Design Specifications - Design Specifications describe a commodity 
or service and include details of construction or production, 
dimension, chemical composition, physical properties, materials, 
ingredients, and all other details needed for the provider to produce 
an item of minimum acceptability. Design specifications are usually 
required for construction projects, custom produced items and for 
other services. 

 Performance Specifications - Performance specifications describe 
required performance or functional criteria. They may include such 
details as required power, strength of material, test methods and 
standards of acceptability and recommended practices. Performance 
specifications are primarily applicable to the procurement of supplies, 
equipment and services. 

 Brand Name Specification - Brand name specifications identify a 
commodity or service by brand name, model number or other 
identifying specifics to limit the bidding to a preferred product. This 
type of specification discourages competition and should not be used 
unless the item is the only one that will satisfy the Park District's 
requirement. This type of specification is useful for purchasing 
replacement parts where only the brand name item is acceptable. 
Another type of specification is "Brand Name or Equal" specification 
that defines the characteristics of an acceptable product (brand 
name) and indicates that an "equal" product that has the 
characteristics of the brand name will be acceptable. 

5. The Advanced Buyer searches the vendor database and other commodity 
related areas to develop a comprehensive bidders list. 

6. The Advanced Buyer and Deputy Director recommend that the User 
Department present the project scope (Draft) to the Internal Review 
Committee (IRC). 

7. The User Department obtains IRC approval for the project. 

8. The Advanced Buyer prepares the Draft RFQ/P document. 

9. The Advanced Buyer prepares a cover memo addressed to the User 
Department and forwards copies to: 

 Director of Purchases/Deputy Director 
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 Law 

 Human Resources 

 Risk Management 

 Other pertinent departments 

10. Departments review the Draft RFQ/P for a three to five day period. 
Revisions are submitted to the Advanced Buyer. 

11. The Advanced Buyer revises the Draft RFQ/P (2 to 3 days). 

12. The Advanced Buyer submits the Final RFQ/P to the User Department and 
Purchasing Director/Deputy for approval (2 to 3 days). 

13. The Advanced Buyer submits a copy of request to the Reprographics 
Department (if applicable). 

14. The Advanced Buyer prepares and submits a Legal Advertisement to a 
newspaper (2-day lead-time). The RFQ/P document copies must be 
completed prior to requesting the Legal Advertisement  

15. The Advanced Buyer and Assistant Buyers send the Legal Advertisement 
notifications (via fax) to interested bidders, like those found in the Park 
District vendor database, M/WBE Catalogs, Assist Agencies, etc. 

16. RFQ/P packages are prepared and available for pick-up on the day of the 
advertisement.  

17. The Advanced Buyer verifies the Evaluation Committee participants. 
Although the User Department may recommend the participants, the 
Purchasing Department reserves the right to approve, reject or add 
evaluation participants if necessary. 

18. The Advanced Buyer prepares the Draft Evaluation and submittal forms 
prior to the RFP due date and sends them to each Evaluation Committee 
participant. The Scope, Submittal and Evaluation requirements are 
attached. Changes are made within a reasonable time frame and sent to 
the Advanced Buyer. 

19. The Advanced Buyer prepares a package for each of the Evaluation 
Committee members. The package includes tentative Committee Meeting 
schedule, the final submittal and evaluation forms, and the Confidential 
forms.  

20. If applicable, hold a Pre-Proposal Conference seven to ten business days 
after the Legal Advertisement has been posted for the project. 

21. If applicable, any Addenda must be issued no later than five (5) business 
days before the scheduled due date. However, more review time may be 
required for some projects. 

a. Addenda must be issued to all vendors on the "Pick-Up" sheet. 
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b. Mandatory Pre-Proposals (if applicable) require that the Addenda 
be issued to the vendors who attend the Mandatory Pre-Proposal 
Conference. 

c. All Addenda must be received by the vendors at least five (5) days 
before the RFQ/P due date. 

d. Postponement Notices (if applicable) must be issued in the form of 
an Addendum and must be legally advertised. 
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REQUEST FOR QUALIFICATION 

Section XVII discusses the Request for Qualification (RFQ) process, including 
amendments. In some instances where the proposed work or the specialized 
experience or skill required for the work or activities is complex, the Director of 
Purchasing may determine that an alternative to competitive bidding and 
competitive sealed proposals is required. In these cases, the Director of 
Purchasing gives public notice of a Request for Qualifications (RFQ) soliciting 
services for the Park District. The Park District considers the RFQ responses 
within the year following the deadline for submission of qualifications.  

The Director of Purchasing may give public notice of an RFQ using the existing 
pre-qualified listing to no fewer than three prospective offerors who have been 
found to be pre-qualified to provide services of the nature being considered by the 
Park District, within the year preceding the qualification submission deadline. 

Also included is a detailed description of RFQ package contents with related 
forms. Policies and procedures related to the pre-submission conference, late 
proposals, withdrawals and modifications, receipt and rejection are outlined. 
Furthermore, the RFQ evaluation and contract award processes are described in 
detail. 

A. Process 

The RFQ processing time from initiation of request by the User Department to 
processing of the contract award is 90 —120 days. The following outlines the 
process for the initiation and development of a RFQ: 

1. The User Department identifies a need by submitting a "Request to 
Develop an IFB, RFP, RFQ, RFQ/P or RFI Form" (Request Form) and 
completing the questionnaire to assist in the development of the scope.  

2. The Request Form and attachments are forwarded to the Director of 
Purchasing/Deputy Director for review. 

3. The Deputy Director assigns the project to an Advanced Buyer. 

4. The Advanced Buyer meets with the User Department to review the scope 
and specifications and to prepare a project timeline. The Advanced Buyer 
identifies the scope by using the specification guidelines listed below: 

 Design Specifications - Design Specifications describe a commodity 
or service and include details of construction or production, 
dimension, chemical composition, physical properties, materials, 
ingredients, and all other details needed for the provider to produce 
an item of minimum acceptability. Design specifications are usually 
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required for construction projects, custom produced items and for 

other services. 

 Performance Specifications - Performance specifications describe 
required performance or functional criteria. They may include such 
details as required power, strength of material, test methods and 
standards of acceptability and recommended practices. Performance 
specifications are primarily applicable to the procurement of supplies, 
equipment and services. 

 Brand Name Specifications - Brand name specifications identify a 
commodity or service by brand name, model number or other 
identifying specifics to limit the bidding to a preferred product. This 
type of specification discourages competition and should not be used 
unless the item is the only one that will satisfy the District's 
requirement. This type of specification is useful for purchasing 
replacement parts where only the brand name item is acceptable. 
Another type of specification is "Brand Name or Equal" specification 
that defines the characteristics of an acceptable product (brand 
name) and indicates that an "equal" product that has the 
characteristics of the brand name will be acceptable. 

5. The Advanced Buyer searches the vendor database and other commodity 
related areas to develop a comprehensive bidders list. 

6. The Advanced Buyer and Deputy Director recommend that the User 
Department present the project scope (Draft) to the Internal Review 
Committee (IRC). 

7. The User Department obtains IRC approval for the project. 

8. The Advanced Buyer prepares the Draft RFQ document. 

9. The Advanced Buyer prepares a cover memo addressed to the User 
Department and forwards copies to: 

Director of Purchases/Deputy Director 

Law 

Human Resources 

Risk Management 

 Other pertinent departments 

10. Departments review the Draft RFQ for a three to five day period. Revisions 
are submitted to the Advanced Buyer. 

11. The Advanced Buyer revises the Draft RFQ (2 to 3 days). 

12. The Advanced Buyer submits the Final RFQ to the User Department and 
Purchasing Director/Deputy for approval (2 to 3 days). 

13. The Advanced Buyer submits a copy of request to the Reprographics 
Department (if applicable). 
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14. The Advanced Buyer prepares and submits a Legal Advertisement to a 
newspaper (2-day lead-time). The RFQ document copies must be 
completed prior to requesting the Legal Advertisement (for a detailed 
description of the legal advertisement, see Section XVII.C.1). 

15. The Advanced Buyer and Assistant Buyers send the Legal Advertisement 
notifications (via fax) to interested bidders, like those found in the Park 
District vendor database, MBE/WBE Catalogs, Assist Agencies, etc. 

16. RFQ packages are prepared and available for pick-up on the day of the 
advertisement.  

17. The Advanced Buyer verifies the Evaluation Committee participants. 
Although the User Department may recommend the participants, the 
Purchasing Department reserves the right to approve, reject or add 
evaluation participants if necessary. 

18. The Advanced Buyer prepares the Draft Evaluation and submittal forms prior 
to the RFQ due date and sends them to each Evaluation Committee 
participant. The Scope, Submittal and Evaluation requirements are attached. 
Changes are made within a reasonable time frame and sent to the Advanced 
Buyer. 

19. The Advanced Buyer prepares a package for each of the Evaluation 
Committee members. The package includes tentative Committee Meeting 
schedule, the final submittal and evaluation forms, and the Confidentiality 
forms.  

20. If applicable, hold a Pre-Proposal Conference seven to ten business days 
after the Legal Advertisement has been posted for the project. 

21. If applicable, any Addenda must be issued no later than five (5) business 
days before the scheduled due date. However, more review time may be 
required for some projects. 

a. Addenda must be issued to all vendors on the "Pick-Up" sheet. 

b. Mandatory Pre-Proposals (if applicable) require that the Addenda be 
issued to the vendors who attend the Mandatory Pre-Proposal 
Conference. 

c. All Addenda must be received by the vendors at least five (5) days 
before the RFQ due date. 

d. Postponement Notices (if applicable) must be issued in the form of 
an Addendum and must be legally advertised. 
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CONTRACT 

Section VIII discusses contract execution, performance monitoring, closeout and 
payment. This section also describes the Park District policies related to bond and 
indemnity agreements and change orders. 

A. Contract Performance 

User Departments have the primary responsibility to monitor contract 
performance. If a vendor fails to deliver on time, cannot be reached, delivers an 
inferior product, or has established pattern of poor response time or 
workmanship on service calls, the User Department is responsible for filing a 
complaint with the vendor. Each department is fully responsible for documenting 
any vendor performance problems and for providing the Purchasing Manger with 
the required information. 

After unsuccessful attempts to achieve a favorable resolution to a problem, the 
Director of Purchasing is able to initiate punitive action against the vendor. This 
action includes contract cancellation and debarment from future Park District 
contracts. 

B. Inspection and Acceptance 

The Purchasing Department verifies that supplies, service or construction items 
procured by the Park District conform to specification. The Purchasing 
Department is able to delegate responsibility for inspection to the User 
Department. The User Department is responsible for the acceptance of goods 
and/or services. 

C. Contact Close - Out 

The contract is closed out upon completion and/or the delivery as requested in the 
bid specifications. It is the responsibility of the User Department to report any 
irregularities. 

D. Performance and Payment Bonds and Indemnity 

Agreements 

1. Construction Contracts 

For construction or improvement contracts, the contractor is required to furnish a 
bond or obtain adequate insurance in an amount the Park District is obligated to 
pay under the contract (unless the Board establishes a lower amount). 
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The bond insures performance and payment as defined in the contract. The bond 
also indemnifies the Park District from any loss, damages, claims, liabilities, 
judgments, costs and expenses accrued as a result of granting the contract. This 
includes indemnifying the Park District from carelessness or neglect resulting from 
a contractor, his/her agents, employees or workmen. 

When a judgment is recovered against the Park District due to contractor 
carelessness or negligence and when the Park District gives due notice of the 
pending suit to the contractor, the judgment is conclusive against the contractor to 
the amount of damages and also the liability. 

The bond is to provide for the payment of all claims and demands accrued to it 
and every person that is employed, assigned or subcontracted by the contractor. 
It is also to provide payment of all claims and demands accrued to each person 
employed, or to the beneficiaries of any such person, under applicable laws 
relating to workmen's compensation for accidental injuries or death. 

The contract must contain a provision that the contractor insures his liability to 
pay the compensation and all claims and demands for compensation for 
accidental injuries or death under the provisions of the Illinois Workmen's 
Compensation Act. 

When any judgment or award of any board of arbitrators is rendered against the 
Park District of a suit or claim arising under the Illinois Workmen's Compensation 
Act, the judgment/award is conclusive against the contractor as to the amount of 
damages and to their liability. These contracts are required to contain conditions 
and provisions, as the General Counsel deems necessary and proper. 

2. Non-Construction Contracts 

The contractor is required to furnish a bond or obtain adequate insurance in an 
amount the Park District is obligated to pay under the contract. 

The bond insures performance and payment as defined in the contract. The bond 
also indemnifies the Park District from any loss, damages, claims, liabilities, 
judgments, costs and expenses accrued as a result of granting the contract. All 
contracts and obligations are to be in the name of and run to the Park District. 

The bond is to provide for the payment of all claims and demands accrued to it 
and every person that is employed, assigned or subcontracted by the contractor. 
It is also to provide payment of all claims and demands accrued to each person 
employed, or to the beneficiaries of any such person, under applicable laws 
relating to workmen's compensation for accidental injuries or death. 
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The contract must contain a provision that the contractor insures his liability to 
pay the compensation and all claims and demands for compensation for 
accidental injuries or death under the provisions of the Illinois Workmen's 
Compensation Act. 

When any judgment or award of any board of arbitrators is rendered against the 
Park District of a suit or claim arising under the Illinois Workmen's Compensation 
Act, the judgment/award is conclusive against the contractor as to the amount of 
damages and to their liability. 

The General Counsel must approve all contracts and performance and 
payment bonds or indemnity agreements. The Director of Risk Management 
must approve all performance and payment bonds or indemnity agreements as 
to sufficiency and surety. The section provision requiring performance and 
payment bonds does not apply to purchase contracts of standard manufactured 
motor vehicles. 

E. Contract Execution 

The General Superintendent executes all contracts approved by the Board 
pursuant to Chapter XI, Section C.4 of the Chicago Park District Code 
(November 19, 1999). The Secretary attests to the contracts on behalf of the 
Park District. 

The General Superintendent executes all contracts approved by the General 
Superintendent pursuant to Chapter XI, Section C.2. Contracts are not binding 
upon the Park District until the contract has been executed. Work contracted for 
may not begin and materials or supplies may not be delivered until the contract 
has been executed. 

F. Change Orders 

An authorized representative from the initiating user department is required to 
submit in writing all change orders as defined and authorized under this chapter. 

The written documentation indicates the following: 

(1) The circumstances said to necessitate the change in performance were 
not reasonably foreseeable at the time the contract was signed, 

(2) The change is relevant to the original contract as signed, or 
(3) The change order is in the best interest of the unit of the Park District and 

authorized by law. 

Change orders up to a maximum of $100,000 that are approved by the General 
Superintendent must be reported to the Board on a monthly basis. The Board is  
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required to approve change orders exceeding $100,000. 

G. Board Reserved Rights 

The Board reserves the right executed to decide all questions as to the proper 
work performance or the quality or quantity of materials or supplies furnished for 
all contracts. 

If a contractor provides improper construction, furnishes defective material, or 
does not comply with any of the contract terms and conditions, the Board 
reserves the right to exercise any and all available legal remedies to ensure the 
proper completion of the performance under the contract terms and conditions of 
the contract. These remedies include, but are not limited to, re-advertising to fix 
the amount of any damages that the contractor should pay to the Park District 
according to a reasonable interpretation of the contract. 

H. Contractor Liability, Covenants and Conditions 

Whenever the Park District contracts work requiring the digging up, use or 
occupancy of any public way or other public place of the Park District, the 
contractor is required to put in place and maintain barriers and lights during the 
nighttime to prevent any accident that the Park District might be liable. Covenants 
and conditions must be included within the contract to save the Park District from 
potential damages. 

The contract must provide that the contractor is liable for all damages by digging 
up, using or occupying the public way or other public place. 

I. Reservation of Payment & Final Payment 

For construction contracts involving periodic payments, retention of 10% of the 
contract value shall be retained until final completion of the contract. 

The General Superintendent may reduce the reserve for construction contracts 
where the remaining work is solely after-care landscaping. In these cases, the 
reserve is equal to 10% percent of the value of the landscaping portion of the 
contract. 

The General Superintendent may reduce the reserve for construction contracts 
exceeding $100,000 where the amount of the remainder work is less than 5% of 
the whole contract. In this case, the reserve may be reduced to an amount equal 
to double the value of the remaining work, but not less than 2% of the value of the 
contract. 
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The Park District will not make any payments unless the money applicable to the 
contract payment is available and the material and supplies have been provided 
or the work has been performed in compliance with the terms and conditions of 
the contract. 

Final payment does not affect the right of the Park District to enforce the complete 
performance of the contract against the contractor or any surety, to sue for the 
recovery of damages for failure to do so, nor does it affect the contractor's 
guarantee terms. 

J. Failure to Pay Subcontractors, Workers & Employees 

If the Director of Purchasing has reason to believe that the contractor has 
neglected or failed to pay any subcontractor, workers or employee for work 
performed or contracted for, the Director may order that no further payments be 
made upon a contract until he/she is satisfied that the subcontractor has been 
fully paid. Every contract is required contain a condition to that effect. 

Contractors are required to pay their subcontractors within a reasonable time 
period not to exceed 30 days upon satisfactory completion of work and upon 
payment receipt by the contractor from the Park District. The Contractor must pay 
employee salaries unconditionally and not less than once a month without 
deduction or rebate on any account accept only the payroll deductions that are 
mandatory or permitted by law or regulations. 

The Contractor is required to comply with all Illinois Compiled Statutes relating 
to Wages and Hours (Prevailing Wage Act, the Employment of Illinois Workers 
on Public Work Act, the Public Works Preference Act and all applicable Anti-
Kickback laws and regulations and the Illinois Code of 1961, 720 ILCS S/33E-1 
et s.eq. 

K. Payment of Subcontractors, Workers & Employees 

If the contractor has not paid the subcontractors, workers and employees and the 
Park District determines that the services have been performed satisfactorily in 
accordance with the terms of the contract, the Park District may pay 
subcontractors, workers and employees without other or further notice to the 
contractor. 

However, the General Superintendent and/or her/his designee must notify the 
contractor by a personally served notice or by leaving a notice copy at the 
contractors' last known place of business that no further contract payments will be 
made until the subcontractors, workers and employees have been paid. 
Furthermore, the contractor must also neglect or refuse to pay the subcontractors, 
workers and employees for 10 days after the notice was served. 
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Failure of the Park District to direct that no further payments be made will not 
affect the contractor's liability, or his/her sureties, to the Park District or to any 
subcontractors, workers or employees upon any bond given in connection 
with the contract. In addition, it will not affect the paying over of such reserved 
percentage without such subcontractors, workers or employees being first 
paid.  

 

L. TERMINATION 
 

A. Termination for Convenience: The Park District reserves the right to 
terminate the contract in whole or in part, without showing cause, upon 
giving written notice to the awardee. The Park District shall only pay for 
the services performed prior to the date of termination at the related 
contract prices. The awardee will not be reimbursed for any anticipatory 
profits that have not been earned up to the date of termination. 
 

B.   Termination for Cause: Failure on the part of the awardee to fulfill 
contractual obligations shall be considered just cause for termination of 
the contract, and the Park District shall have against the awardee all 
remedies provided by law and equity. The Park District shall have the 
option of paying for services performed and accepted by the Park District 
that are in compliance with the requirements of the contract documents 
prior to the date of termination.  

 
M. AUDITS   
 

A. Park District’s Right to Conduct Audits.  The Park District reserves the 
right to audit the records of the awardee or its subcontractors, or both, at 
any time during the contract term or for a period of two (2) years after the 
expiration of the term of the contract in connection with the goods, work, 
or services provided under this contract.  The awardee shall make all 
records related to the Park District activities available for audit during 
regular business hours. 
 

B. Recovery for Over-Billing.  If, as a result of such an audit, it is 
determined that the awardee or any of its subcontractors has overcharged 
the Park District, the Park District will notify the awardee.  The awardee 
must then promptly reimburse the Park District for any amounts that the 
Park District has paid the awardee due to the overcharges and, 
depending on the facts, also some or all of the cost of the audit, as 
follows: 

 
1. If the audit has revealed overcharges to the Park District 

representing less than 5% of the total value, based on the contract 
prices of the goods, work, or services provided, then the awardee 
must reimburse the Park District for 50% of the cost of the audit and 
50% of the cost of each subsequent audit that the Park District 
conducts; 

 
2. If, however, the audit has revealed overcharges to the Park District  
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3. representing 5% or more of the total value, based on the contract 
prices of the goods, work, or services provided, then the awardee 
must reimburse the Park District for the full cost of the audit and of 
each subsequent audit. 

 
Failure of the awardee to reimburse the Park District in accordance with 
the foregoing is an event of default under this contract, and the awardee 
will be liable for all of the Park District’s costs of collection, including any 
court costs and attorneys’ fees. 

 
C. Records.  Upon request the awardee must furnish to the Park District 

such information related to the progress, execution, and cost of the 
services.  All books and accounts in connection with this contract must be 
open to inspection by the Park District.  The awardee must make these 
records available at reasonable times during the performance of the 
services and will retain them in a safe place and must retain them for a 
period that is the longer of two (2) years or as required by relevant 
retention schedules after the expiration or termination of the contract. 

 

N. DEBARMENT                                                                                             
The Park District may impose automatic debarment if the person or entity is 
debarred by any other government agency for cause including but not 
limited to fraud, embezzlement, bribery, theft, deception, misrepresentation, 
indictment, felony conviction, violation or attempted violation of federal or 
state statutes. The Park District reserves the right to consider debarment 
and proceed with its own debarment process in the case that a person or 
entity is debarred by any other government agency for contract 
performance or reasons other than those listed above. 
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CONCESSIONS 

The Park District established a Concessions Program to provide the highest 
possible quality and variety of foods, commodities and services that will enhance 
the use of the parks and provide comfort and convenience to patrons at 
reasonable prices. The Park District requires vendors to obtain a Concession 
Permit to operate a business or sell any food, beverage, product, good or service 
on any property owned and controlled by the Park District. 

This section discusses the policies related to concession proposals and awards. 
Detailed concession purchase policies are outlined in Chapter 9 in the Park 
District Code (February 15, 1998). These purchases are not under the jurisdiction 
of the Director of Purchasing. Concession purchases are covered under a 
privatized contract. However, the Purchasing Department must be aware of 
M/WBE utilization for these contracts. 

A. Notice of Availability 

At least annually, the General Superintendent or his/her designee is required to 
publish in a newspaper of general circulation in the City of Chicago and Park 
District Facilities a notice of current concession opportunities. The publication 
includes any deadline for application receipt for concession proposals and 
procedures for filing the application for the following: 

1. All available Concession Permit locations (including a description of 
activities), new or existing; and 

2. All existing Concession Permits (including a description of locations and 
activities) scheduled to expire within the next six months. 

The above notices of availability are sent to all affected local advisory councils. 

B. Proposals 

Proposals for new concession locations and activities are submitted to the 
General Superintendent or his/her designee in response to the Park District's 
annual notice of availability or at any time. 

If the Park District is considering granting an unsolicited application for a 
proposed new concession location or activity, the advisory council for the park(s) 
affected by the proposed new concession will be notified that an application has 
been submitted. 
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C. Proposal Review 

The General Superintendent or his/her designee reviews all proposals for existing 
or proposed new concession opportunities. Proposers are able to request 
additional information and discussion opportunities. 

The General Superintendent or his/her designee considers the following criteria in 
determining whether to give approval of a concession proposal: 

1. The qualifications of the applicant, including professional qualifications, skills, 
experience and financial ability. 

2. The quality, including the creative or innovative nature, of the proposed 
foods, commodities or services. 

3. Revenue to be received by the Park District from the proposed concession. 

4. The extent to which the proposed concession would not interfere with and 
would enhance park recreational activities. 

5. The extent to which the proposed concession is consistent with the historic 
and aesthetic nature and planned use of the proposed location. 

6. The extent to which the proposed concession is consistent with the goals of 
the concession program and plan. 

7. The extent to which the proposed concession adds to the diversity of Park 
District concession activities. 

8. The willingness of the applicant to make a good faith effort to encourage the 
participation of M/WBE in the concession operations. 

9. Any other factors that the General Superintendent or his/her designee 
deems relevant. 

D .  Aw a r d  

The General Superintendent or his/her designee is authorized to award or enter 
into any concession permit with a term of five years or less and that does not 
involve the construction of a new permanent building or facility on Park District 
property. 

The Board awards all other concession permits. The General Superintendent or 
his/her designee is authorized to enter into concession permits that are awarded 
by the Board. 

Concession Permit Award on an Emergency or Trial Basis 

If the General Superintendent determines that it is in the best interest of the Park 
District, the General Superintendent is able to award a concession permit without 
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any public notice or advertisement requirements in the event of any of the 
following occurrences: 

1. The failure of negotiations for an agreement with an existing concessionaire 
regarding an option or terms extension. 

2. The failure of negotiations with a concession applicant initially approved by 
the Board or the General Superintendent to reach an agreement satisfactory 
to the Park District. 

3. Termination of a concessionaire or default during the concession term. 

4. No acceptable applications were received in response to a notice of 
availability for the concession location. 

5. A new concession opportunity becomes available. 

Concessions awarded on a trial basis are not made without Board approval for a 
term in excess of three years or the length of the existing concession term, 
whichever is longer. 

E. Permit Extensions 

The General Superintendent or his/her designee may extend the term of an 
existing concession permit for a period not to exceed one year after the 
termination of the initial permit. 

The Board may extend the term of an existing concession permit for a period not 
to exceed five years after the termination of the initial permit when the following 
occurs: 

1. Unanticipated capital improvements are required for the concession 
operation and a permit term extension is required for the concessionaire to 
make such necessary improvements. 

2. The Board determines that proposed capital improvements provide a 
substantial benefit to the Park District and a permit term extension is 
required for the concessionaire to make such necessary improvements. 

F. Termination 

In addition to exercising any damage provisions contained in concession permit 
and any other legal remedies, the General Superintendent may terminate a 
concession permit if a Concessionaire: 

1. Violates a provision of the code or any Park District rule or regulation. 

2. Breaches its Concession Permit 

3. Poses a health or safety hazard. 

4. Refuses to submit to an inspection of operations or records. 
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COMPLIANCE PROCESS AND PROCEDURES 

POLICY 

Chapter XI, Section F, 1, of the Code of the Chicago Park District states:  

"The Board hereby establishes a goal of awarding not less than 25% of the annual aggregate 

dollar value of all contracts to qualified MBEs and 5% of the annual aggregate dollar value of 

all contracts to qualified WBEs." 

CERTIFICATION  

The CPD is not a certifying agency, which means it does not certify businesses as a Minority 

Owned Business Enterprise (MBE) or a Woman Owned Business Enterprise (WBE). Instead the 

CPD accepts certifications from the following: 

1. City of Chicago 

2. Cook County 

3. The State of Illinois Department of Central Management Services (CMS) 

4. The Metropolitan Water Reclamation District (MWRD) 

5. The U.S. Government Small Business Administration (SBA) 

6. The Chicago Minority Business Development Council (CMBDC) 

7. The Woman's Business Development Center (WBDC) 

The CMBDC and WBDC are MBE/WBE Assist Agencies. 

COMMITMENT TO PARTICIPATION  

Pursuant to Chapter XI, Section F, 2, a of the Code, to achieve the goals mentioned above, 

IFBs, RFPs, and RFQs include the requirement that the bidder or proposer commit to the 

expenditure of at least 25% of the MBE percentage of the dollar value of the contract with one 

or more MBEs and at least 5% of the WBE percentage of the dollar value of the contract with 

one or more WBEs unless the goals have either been reduced or waived.  

This commitment may be met by the following: 

1. The bidder's or proposer's status as a MBE or WBE; 

2. A joint venture with one or more MBEs or WBEs as the prime contractor; 

3. Subcontracting a portion of the work to one or more MBEs or WBEs; 

4. The purchase of materials or services for the work from one or more MBEs or WBEs;  

5. The indirect participation of MBEs or WBEs in other aspects of the bidder's or proposer's 

business; and 

6. Any combination of the above. 



The commitment is made at the time the bid or proposal is received in Purchasing. The 

Bidder's or Proposer's commitment to achieving the MBE and WBE participation goals is 

established by the Bidder or Proposer completing and submitting with their bid or proposal 

theMBE/WBE Schedules and copies of current Certification Letters from the certifying agency for 

each MBE and WBE identified in the Schedules. Each bid and proposal must include completed 

Schedules and the failure to do so can result in the bid or proposal being deemed non-compliant 

and non-responsive and removed from consideration of award. 

Schedule A 

This is the statement from the bidder or proposer regarding their MBE/WBE utilization for the 

contract. The schedule must include: 

1. The name and address of each MBE and WBE that will be utilized;  

2. The dollar amount and percentage of participation for each MBE and WBE; 

3. An indication of whether the MBE's or WBE's participation is either direct or indirect; and  

4. The signature of the owner or authorized agent of the bidder or proposer.  

Things to look for when reviewing the Schedule A: 

1. In Section I of the Schedule, 

a. Look at the bid price and measure the dollar amount and percentage of 

participation for each MBE and WBE against that figure. Does the dollar amount 

of participation equal the percentage of participation? 

b. Check to see for each MBE and WBE whether there's an indication of either direct 

or indirect participation. 

c. Did the bidder or proposer provide the other information for each MBE and 

WBE? 

d. Is the bidder or proposer a certified MBE or WBE and counting themselves for credit? 

That's fine, but if they're a MBE then the WBE participation must still be met, and if 

they're a WBE then the MBE participation must still be met. 

e. Is a firm, not the bidder or proposer, being used for both MBE and WBE 

participation? 

i. A firm that is certified as both can only be used as for either MBE credit or 

WBE credit but not both. 

ii. If the firm will be used for MBE credit, then the WBE requirement must 

still be met. 

iii. If the firm will be used for WBE credit, then the MBE requirement must 

still be met. 

e. Is any firm identified in the Schedule debarred or suspended by the CPD or the City? 
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2. In Section II of the Schedule, 

a. Are the firms listed in this section and their corresponding dollar amount and 

percentage of participation consistent with Section I? 

b. Does the total percentage of MBE participation must equal at least 25%. It can be 

accomplished with one or more MBEs. 

c. Does the total percentage of WBE participation must equal at least 5%. It can be 

accomplished with one or more WBEs. 

d. Confirm the math for the total dollar amount and percentage participation for 

MBE and WBE participation. 

e. Check the total dollar amount and percentage participation against the bid price.  

f. Did the owner or authorized person of/from the bidder sign the Schedule? Look  

at the Signature Page of the bid or proposal to see who's the owner or authorized 

person. 

Schedule B 

This is the statement from the MBE or WBE to the bidder or proposer indicating the services or 

goods that they're going to provide and the dollar amount of their participation. For each MBE and 

WBE identified in the Schedule A there must also be a corresponding Schedule B. The statement 

must include: 

1. The name and address of the MBE or WBE; 

2. A description of the goods or services the MBE or WBE will provide;  

3. The dollar amount of the MBE's or WBE's participation; and 

4. Signature of the owner or authorized agent of the MBE or WBE.  

Things to look for when reviewing the Schedule B: 

1. Is there a Schedule B for each MBE and WBE identified in the Schedule A? 

2. Is there a description of the services or goods the MBE or WBE is going to provide? 

3. Is the description of the services or goods the MBE or WBE is going to provide 

consistent with their certification (look at their certification letter)? Credit towards MBE 

and WBE participation is limited to the participation of the MBE and WBE performing 

within their Area of Specialty or Specialties as indicated in their certification letter.  

4. Is there a dollar amount of the MBE's or WBE's participation? If so, is it consistent with their 

entry on the Schedule A? 

5. Did the owner or authorized person of/from the MBE or WBE sign the Schedule? Look 

at the Signature Page of the bid or proposal to see who's the owner or authorized 

person. 



Certification Letters 

A current certification letter from the certifying agency for each MBE and WBE identified in the 

Schedule A must be provided. 

Things to look for: 

1. Is there a certification letter for each MBE and WBE identified in the Schedule A and B?  

a. A receipt from a certifying agency for the submittal of a certification application is not 

an acceptable alternative to a current certification letter. 

b. If applicable, a "courtesy extension letter" from the certifying agency is an 

acceptable alternative. 

2. Is the certification letter for each MBE and WBE current? 

3. Is the certification letter from one of the agencies from whom the CPD accepts a 

certification? 

4. If the certification letter is not current then if possible look at B2G Now and the directory 

for the certifying to learn if it provides any further clarification (e.g. City of Chicago's 

online MBE/WBE Directory). If the directory is not available, then contact the certifying 

agency. 

Compliance Affidavit 

When Purchasing advertises a Request for Qualifications ("RFQ"), then the Compliance Affidavit 

is included in the RFQ rather than the Schedules. Unlike an IFB or RFP, a RFQ is not for a 

specific project where pricing is submitted, instead the purpose of a RFQ is to establish a pre -

qualified pool of firms who will once the pool is established bid on projects. This means at the 

time qualifications packages are submitted the evaluation of them is solely experience based 

and pricing is not included. So, at the time firms submit their qualifications package for possible 

inclusion in the pool they don't know whether (i) they'll be recommended for inclusion in the po ol; 

and (ii) they'll receive any work if they're included in the pool. Furthermore, since the dollar 

amount and percentage of participation in the MBE/WBE Schedules is based off the bid price, 

it's impossible for any firm to submit with their qualifications package MBE/WBE Schedules that 

would be meaningful because price is not part of the RFQ. Therefore, the RFQ includes the 

Compliance Affidavit instead, which is the commitment from each firm that submits their 

qualifications package to meeting our goals during the contract term and completing and 

submitting the MBEIWBE Schedules with every project bid. 

Things to look for when reviewing the Compliance Affidavit: 

1. Is it completed? 

2. Did the owner or authorized person of/from the MBE or WBE sign the Affidavit? Look at 

the Signature Page of the qualifications package to see who's the owner or authorized 

person. 

3. Is it notarized? 



 

CHICAGO PARK DISTRICT 
PURCHASING DEPARTMENT  

 

CONTRACT PERFORMANCE  

Non-Construction Contracts: MBE/WBE Utilization Reports 

Construction Contracts: Payments 

Management Contracts: Monthly Budgets 

With construction and non-construction contracts, MBE/WBE participation is measured off of the 

dollars the CPD spends, payments made to the contractor for the service or goods. The 

Management contracts are a little different. Though the CPD pays the contractor a management 

fee, it's usually a small amount. For example, for the contract with SMG to manage sports 

facilities the annual management fee is $600,000.00. Combined MBE/WBE participation, or 

30%, of $600,000 is $180,000.00. That's a small amount of participation. Another option is to 

measure off of the annual revenue generated, approximately $30 million. The combined 

MBE/WBE participation, or 30%, of $30 million is $9 million. That's large number and can 

increase difficulty in achieving the goals. Further, the revenue is not money the CPD pays, 

instead it's money collected and as mentioned above the goals are typically measure off of 

dollars the CPD spends. Accordingly, the preferred option is to measure off of the operating 

expenses which the CPD pays. For Soldier Field, the annual operating expenses are 

approximately $18 million, and the combined MBE/WBE participation, or 30%, is $5.4 million. 

While $5.4 million is a large number it's less than the revenue number and as such it's more 

workable than the larger revenue number which increases the likelihood of achieving the goals. 

As a result of the above, the Compliance Officers receive the monthly budgets from the 

management contractors and monitor the utilization on a monthly basis. 

B2GNow 

Contract Modifications 

Pursuant to Chapter XI, Section F, 2, c of the Code, contract modifications that either on their 

own or in the aggregate with previous modifications, increase the contract value by 10% of the 

initial contract value or $50,000.00, whichever is less, shall be reviewed for opportunities to 

increase participation of MBEs and WBEs already involved in the contract. 

Keep in mind for construction contracts that pursuant to the State of Illinois, Public Works 

Change Order Act, any request to modify a construction contract that increases the overall 

value of the contract by at 50% or more must be bid out. Therefore, look at the value of the 

change order and ascertain whether it increases the value of the contract by 50% or more, and 

if so bring it to the attention of the Director of Purchasing. 
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Substitutions 

The contractor might believe it's necessary to substitute a new MBE and/or WBE for a firm 

identified on its Schedules to fulfill its commitment or to complete the work of the contract. If so, 

then the contractor must submit a written request to the Director of Purchasing for permission to 

substitute a new MBE and/or WBE. Substitutions must receive prior approval from the Director 

of Purchasing. If the participation of MBEs and/or WBEs would be reduced by the substitution, 

the contractor must utilize MBEs and/or WBEs in other areas of the contract to meet the 

commitment identified in the Schedules, unless a reduction or waiver is granted. 

The substitution request must include specific reason for the proposed substitution and 

acceptable reasons include, but are not limited to: 

1. The MBE and/or WBE was found not to be able to perform the work as described in the 

Schedules, or was not able to perform on time; 

2. The MBE and/or WBE was found not to be able to produce acceptable work;  

3. The MBE and/or was found to be unavailable after receipt of notice to proceed;  

4. Mistake of fact or law about the elements of the scope of work where a reasonable price 

cannot be agreed; 

5. Refusal of the MBE and/or WBE to honor the bid or proposal price or scope;  

6. The MBE and/or WBE later demands an unreasonable escalation of price;  

7. The MBE and/or WBE was discovered to be improperly certified;  

8. Financial incapacity; 

9. Failure of the MBE and/or WBE to meet insurance, licensing, or bonding requirements;  

10. The MBE and/or WBE withdrawal of its bid or proposal; and/or  

11. De-certification of the MBE or WBE.  

The contractor's substitution request must also include: 

1. The business name(s) of the substitute MBEs and/or WBEs; 

2. The business address of the substitute MBEs and/or WBEs; 

3. The name of the President of the substitute MBEs and/or WBEs; 

4. The dollar value and scope of work of the substitution(s); and 

5. Documents required for the determination of compliance, including the Schedules and 

current certification letters. 
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Reductions and Waiver Requests  

Process: A reduction or waiver request of the MBE goal and/or WBE goal can be submitted at 

any time by the bidder or contractor: prior to the due date for bids or proposals, or during the 

evaluation or award process, or before or during negotiation of the contract, or during contract 

performance. Upon receipt and review of the request, the Director of Purchasing will have to 

determine whether it's impracticable or excessively costly to obtain qualified MBEs or WBEs to 

perform sufficient work to fulfill the commitment. If the Director of Purchasing determines that it 

is either impracticable or excessively costly, then he/she will send a recommendation to either 

reduce or waive the goals to the Superintendent for approval.  

Bidder's or Contractor's Request (Excessively Costly or Unfeasible):  

1. Generally, the proposal of a MBE or WBE is excessively costly or unfeasible if it exceeds the 

average quoted by more than 20%. 

2. The request must be in writing, on the bidder's or contractor's letterhead, and signed by an 

individual with signing authority (e.g. the person who signed the Signature Page of the bid 

or the person who signed the contract). 

3. Details to provide to support the request should include: 

a. A detailed statement of the work identified for MBE and/or WBE participation for 

which the bidder or awardee asserts the MBE's and/or WBE's quote was unfeasible 

or excessively costly. The statement should also include: 

i. A list of all potential subcontractors contacted for a quotation on that work 

item, 

ii. Prices quoted for the subcontract in question by all such potential 

subcontractors for that work item. 

b. Other documentation which demonstrates to the satisfaction of the Director of 

Purchasing that the MBE and/or WBE proposals are excessively costly, even 

though not in excess of 20% higher than the average price quoted. This 

determination will be based on factors that may include, but are not limited to the 

following: 

i. The CPD's estimate for the work under a specific subcontract; 

ii. The bidder's or awardee's own estimate for the work under the 

subcontract; 

iii. An average of the bona fide prices quoted for the subcontract;  

iv. Demonstrated increase in other contract costs as a result of 

subcontracting to the MBE or WBE or other firm. 

AND/OR 



Bidder's or Contractor's Request (Unsuccessful Solicitation of MBEs/WBEs):  

1. Generally, the bidder or contractor is unsuccessful in the solicitation for either 

subcontractors or joint venture partners of at least 50% (or at least five when there are 

more than 10 certified firms in the commodity or service area) of the appropriate certified 

MBE and/or WBE firms in the MBE/WBE directory of the certifying agency are not readily 

available for direct or indirect participation in the contract despite affirmative efforts to 

locate such businesses. 

2. The request must be in writing, on the bidder's or contractor's letterhead, and signed by an 

individual with signing authority (e.g. the person who signed the Signature Page of the bid 

or the person who signed the contract). 

3. Detail to provide in support of the request should include: 

a. A detailed statement of efforts to identify and select portions of work identified in the 

IFB or RFP or contract for subcontracting to or joint venturing with MBEs and/or 

WBEs; 

b. A list of all MBEs and/or WBEs contacted including: 

i. Names, addresses, and telephone numbers of MBEs and/or WBEs 

solicited; 

ii. Date(s), time(s), and method(s) of contact (e.g. e-mail, telephone, etc.); 

iii. If applicable, statement that the MBE and/or WBE did not respond to 

contact efforts. 

c. Copies of letter or any other documentation that substantiates outreach to MBEs 

and/or WBEs that includes: 

i. Project identification and location; 

ii. Description of the work or commodities for which quotations were sought;  

iii. Date, item, and location for acceptance of subcontractor proposal;  

iv. Detailed statement that summarizes direct negotiations with appropriate 

MBE and/or WBE firms for specific portions of work and indicates why 

negotiations were unsuccessful; 

v. Affirmation of Good Faith Efforts have been demonstrated by: 

a) Choosing subcontracting opportunities likely to achieve MBE 

and/or WBE goals; 

b) Not imposing any limiting conditions which were not mandatory 

for all subcontractors; or 

c) Providing notice of subcontracting opportunities to MBEs and 

WBEs and assist agencies at least five (5) business days in 

advance of the initial bid due date. 


