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GENERAL INSTRUCTIONS REGARDING SOLICITATIONS for PROFESSIONAL SERVICES

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

Solicitation Process 

Request for Proposal:  

1. The	City	of	Wheaton	solicits	qualified	firms	for
Professional	Services.

2. Firms	are	qualified	based	on
a. A	public	formal	Request	for	Qualifications
b. Prior	experience	with	the	City’s	facilities,

equipment,	infrastructure,	or	issue	at	hand.		
3. A	formal	Request	for	Proposal	is	submitted	to

qualified	firms.		
4. It	is	the	responsibility	of	the	Proposer	to	seek

clarification	of	any	requirement	that	may	not	be	
clear.	Questions	concerning	this	request	shall	be	
submitted	via	e‐mail	to	the	attention	of	the	
Procurement	Officer	by	the	last	date	for	questions	
as	reflected	on	the	cover	page	of	this	document.	A	
written	response	in	the	form	of	an	addendum	will	
be	forwarded	to	all	firms	invited	to	submit	
proposals.	

5. Proposers	shall	acknowledge	the	receipt	of	any
addendum	on	their	proposal.	

The Cone of Silence:  

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

7. During	the	period	beginning	with	the	issuance	of	the
Request	for	Proposal	through	the	execution	of	the
award	document,	proposers	are	prohibited	from	all
communications	regarding	this	request	with	City
staff,	City	consultants,	City	legal	counsel,	City
agents,	or	elected	officials.

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

Exceptions to the Cone of Silence: 

9. Written	communications	directed	to	the
Procurement	Officer

10. All	communications	occurring	at	pre‐bid	meetings
11. Oral	presentations	during	finalist	interviews,

negotiation	proceedings,	or	site	visits	
12. Oral	presentations	before	publicly	noticed

committee	meetings	
13. Contractors	already	on	contract	with	the	City	to

perform	services	for	the	City	are	allowed		

discussions	necessary	for	the	completion	of	an	
existing	contract.	

14. Procurement	of	goods	or	services	for	Emergency
situations	

Investigation:   

15. It	shall	be	the	responsibility	of	the	Proposer	to
make	any	and	all	investigations	necessary	to	
become	thoroughly	informed	of	what	is	required	
and	specified.		

a. If	the	site	of	the	work	is	an	area	restricted
from	the	general	public,	an	opportunity	will	
be	provided	for	proposers	to	perform	this	
inspection.	

b. If	the	site	of	the	work	is	an	area	open	to	the
general	public,	the	proposer	may	perform	
their	inspection	at	a	time	of	their	choosing.	

Proposals:   

16. Proposals	must	reference	the	project	name	and
date	of	the	Request	for	Proposal.		Documents	
should	not	utilize	binders,	folders,	tabs,	or	papers	
larger	than	8.5	x	11.	

17. Delivery	of	a	proposal	is	acceptance	of	the	City’s
Contract	for	Professional	Services.	Proposals	
containing	terms	and	conditions	contrary	to	those	
specified	may	be	considered	non‐responsive.		

Signatures as Offer:   

18. Under	the	conditions	of	the	Uniform	Commercial
Code,	the	signing	of	the	proposal	by	the	proposer	
constitutes	an	offer.		If	accepted	by	the	City,	the	
offer	becomes	part	of	the	contract.			

19. Offers	by
a. Individuals	or	sole	proprietorships	shall	be

signed	by	a	person	with	the	authority	to	enter	
into	legal	binding	contracts.	Said	individual	
shall	use	his	usual	signature.			

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

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

Withdrawal of Offers:   

20. Offers	may	be	withdrawn	at	any	time	prior	to	the	
due	date.	Requests	to	withdraw	an	offer	shall	be	in	
writing,	properly	signed,	and	received	by	the	
Procurement	Officer	prior	to	the	due	date.	

21. Offers	may	not	be	withdrawn	after	the	due	date	
without	the	approval	of	the	Procurement	Officer.			

22. Negligence	in	preparing	an	offer	confers	no	right	of	
withdrawal	after	opening	/	due	date.	

Timeframe and Consequences: 

23. Offers	must	be	received	before	the	designated	
time.			

24. Offers	received	after	the	designated	time	will	be	
returned	to	the	sender	without	review.	Offers	
received	late	that	may	be	attributed	to	delays	by	
overnight	delivery	services,	or	by	delivery	services	
trying	to	deliver	when	offices	are	closed,	will	be	
considered	late	and	returned	to	the	sender.	

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

Receipt of Formal Offers: 

26. Formal	offers	by	sealed	envelope	will	be	opened	at	
the	time	and	location	stated.	The	Procurement	
Officer	shall	publish	a	list	of	all	proposers	on	the	
city’s	website	www.wheaton.il.us/bids/		within	
three	business	days.		

 

Taxes: 

27. The	City	is	exempt	by	law	from	paying	sales	tax	on	
goods,	equipment,	and	products	permanently	
incorporated	to	the	project,	from	State	and	City	
Retailer's	Occupation	Tax,	State	Service	Occupation	
Tax,	State	Use	Tax	and	Federal	Excise	Tax.				

28. The	City's	Sales	Tax	Exemption	Number	is	E9997‐
4312‐07.		

 

Evaluation of Offers 

Rejection of Offers 

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

Receipt of One (or too few) offers 

29. If	the	City	receives	one	or	too	few	proposals,	as	
defined	by	the	City,	the	City	may	reschedule	the	due	
date.	The	offers	received	will	either	be:		

a. returned	unopened	to	the	Proposer	for	re‐
submittal	at	the	new	due	date	and	time,	or	

b. if	there	are	no	changes	in	requirements,	and	
pending	agreement	with	the	Proposer,	held	
until	the	new	due	date	and	time.	

30. If	the	request	was	publicly	broadcast,	and	the	City	
did	not	receive	any	proposals,	the	City	may	
negotiate	with	any	interested	parties.	

Determining Responsiveness of the Proposal:   

31. Responsive	proposals	are	inclusive	of,	but	not	
restricted	to:	received	prior	to	the	due	date	and	
time,	completed	as	stated	in	the	solicitation	
request,	inclusive	of	all	requirements,	able	to	meet	
delivery	requirements,	accepting	of	all	contract	
terms	and	conditions.			

32. The	degree	to	which	a	proposal	meets	the	
requirements	is	determined	solely	on	the	judgment	
of	the	proposal	evaluation	team.		

Clarification of Offers:   

33. 	The	City	may	conduct	discussions	with	Proposers	
to	further	clarify	the	offer	as	may	be	necessary.	
Clarifications	shall	be	documented	by	the	proposer	
and	submitted	(e‐mail	or	fax)	within	3	business	
days.			

Confidential Information 

34. Proposals	are	subject	to	Illinois	State	FOIA	
requirements	including	the	following	exemptions:	

a. (5	ILCS	140/7)	(From	Ch.	116,	par.	207)	Sec.	
7.		

b. Exemptions.	(1)	The	following	shall	be	exempt	
from	inspection	and	copying:	(g)	Trade	
secrets	and	commercial	or	financial	
information	obtained	from	a	person	or	
business	where	the	trade	secrets	or	
commercial	or	financial	information	are	
furnished	under	a	claim	that	they	are	
proprietary,	privileged	or	confidential,	and	
that	disclosure	of	the	trade	secrets	or	
commercial	or	financial	information	would	
cause	competitive	harm	to	the	person	or	
business	and	only	insofar	as	the	claim	
directly	applies	to	the	records	requested.	

35. Proposers	considering	requests	to	be	proprietary	
and	confidential	should	submit	an	additional	
redacted	offer.		Failure	to	do	so	may	result	in	
information	becoming	available	to	the	public.	
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Selection Process:   

36. An	evaluation	team	will	review	all	proposals	based	
on	weighted	requirements.	The	evaluation	team	is	
composed	of	the	Department	Head,	Project	
Manager,	Procurement	Officer	and	other	as	
required	

37. Proposals	shall	undergo	a	two‐stage	evaluation	
process:		

a. Stage	I:	compliance	
b. Stage	II:	Ranking	of	the	weighted	Criteria	by	

the	evaluation	team		
c. The	highest	ranked	proposals	may	be	invited	

for	a	follow‐up	interview.	
38. Interviews	may	be	conducted	with	proposers	on	

the	short	list.		Said	proposers	may	be	required	to	
submit	additional	data	during	the	interview	
process.	Revisions	to	proposals	may	be	permitted	
after	initial	submission	and	interview,	but	before	
award,	for	the	purpose	of	obtaining	best	and	final	
offers.	

39. The	City	reserves	the	right	to	negotiate	the	price	
and	any	other	term	with	the	proposer	offering	the	
best	and	final	offer.	Any	oral	negotiations	must	be	
confirmed	in	writing	prior	to	award.	

40. If	a	negotiated	agreement	cannot	be	reached	with	
the	front	runner,	the	City	may	proceed	to	negotiate	
with	the	second	best	and	final	offer.	

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

 

Award: 

42. Award	is	based	on	the	best	overall	value	to	the	
City;	and	deemed	most	advantageous	to	the	City,	
based	on	the	totality	of	lawful	considerations,	price	
and	other	factors	considered.	

43. While	numeric	evaluations	may	be	used	in	some	
aspects	of	the	process	to	identify	strengths	and	
weaknesses	of	proposals,	and	to	establish	a	
ranking,	the	final	decision	will	be	a	business	
decision	by	the	City	and	will	not	be	based	on	a	
numerical	score.		A	recommendation	to	award	will	
document	the	basis	for	the	award	decision.	

44. Except	as	otherwise	stated,	proposers	will	be	
awarded	within	ninety	(90)	days	from	the	opening	
date.		

45. The	City	reserves	the	right	to	award	by	phase,	part	
or	portion	of	a	phase,	any	line	item	or	option	
regardless	of	order	listed.		
	
	
	

Requirements if Awarded the Work:   

Insurance:   

46. The	successful	Proposer,	if	awarded	by	contract,	
will	be	required	to	carry	insurance	acceptable	to	
the	City.	(reference	Contract	Addendum	1).	

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

48. The	Proposers	obligation	to	purchase	stated	
insurance	cannot	be	waived	by	the	city’s	action	or	
inaction.	

Security Clearance:  

49. Background	checks	inclusive	of	finger	printing	
MAY	be	required	for	service	providers	working	in	
secured	areas.	Service	providers	will	submit	a	list	of	
employees’	names	to	the	Project	Manager	who	will	
coordinate	the	background	checks	with	the	police	
department.	

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

Audit:  

51. The	successful	Proposer	may	be	audited	by	the	City	
or	an	agent	of	the	City.		Audits	may	be	at	the	
request	of	federal	or	state	regulatory	agencies,	
other	governmental	agencies,	courts	of	law,	
consultants	hired	by	the	City	or	other	parties	which	
in	the	City’s	opinion	requires	information.		Data,	
information,	and	documentation	will	include,	but	
not	be	limited	to,	original	estimate	files,	change	
order	estimate	files,	detailed	worksheets,	
subcontractor	proposals,	supplier	quotes	and	
rebates,	and	all	project	related	correspondence,	and	
subcontractor	and	supplier	change	order	files.	

Protests: 

52. Any	Proposer	who	claims	to	be	aggrieved	about	
the	selection	process,	a	pending	award,	or	other	
reasonable	issue	may	initiate	a	protest.	
a. Protests	involving	the	solicitation	process	must	

be	presented	in	writing	via	e‐mail	to	the	
Procurement	Officer	no	later	than	the	last	date	
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for	questions	as	reflected	on	the	cover	page	of	
this	document.			
b. Protests	involving	the	evaluation	of	offers,	

staff	recommendations,	or	the	award	process	
must	be	submitted	in	writing	to	the	
Procurement	Officer	no	later	than	three	
business	days	after	bidding	results	are	
publicly	posted.			

53. Protests	must	include:	the	name	and	address	of	the	
protestor;	appropriate	identification	of	the	
solicitation;	if	an	award	has	been	initiated,	the	
award	document	number	(if	available),	
identification	of	the	procedure	that	is	alleged	to	
have	been	violated;	precise	statement(s)	of	the	
relevant	facts;	identification	of	the	issue	to	be	
resolved;	protestor’s	argument	and	supporting	
documentation	(Exhibits,	evidence,	or	documents	
to	substantiate	any	claims).		

54. A	person	filing	a	notice	of	protest	will	be	required,	
at	the	time	the	notice	of	protest	is	filed,	to	post	a	
bond	in	the	form	of	a	cashier’s	check	in	an	amount	
equal	to	twenty‐five	percent	of	the	City’s	estimate	
of	the	total	volume	of	the	award,	or	$1,000,	
whichever	is	less.		

a. If	the	decision	of	the	Protest	does	not	uphold	
the	action	taken	by	the	City,	then	the	City	
shall	return	the	amount,	without	deduction,	
to	the	Proposer	filing	the	protest.		

b. If	the	decision	of	the	Protest	upholds	the	
action	taken	by	the	City,	then	the	City	shall	
retain	the	amount	of	the	cashier’s	check	in	
payment	for	a	portion	of	the	cost	and	expense	
for	time	spent	by	City	staff	in	responding	to	
the	protest	and	in	conducting	the	evaluation	
of	the	protest.	

55. Upon	receipt	of	the	notice	of	protest,	the	
Procurement	Officer	shall	stop	the	award	process.		

a. The	Procurement	Officer	will	rule	on	the	
protest	in	writing	within	two	business	days	
from	receipt	of	protest.		

b. Appeals	of	the	Procurement	Officer’s	decision	
must	be	made	in	writing	within	two	business	
days	after	receipt	thereof	and	submitted	to	
the	City	Manager	for	final	resolution.	
Appellant	shall	have	the	opportunity	to	be	
heard	and	an	opportunity	to	present	
evidence	in	support	of	the	appeal.	

c. The	City	Manager’s	decision	is	final.
	
END	OF	GENERAL	INSTRUCTIONS	REGARDING	SOLICITATIONS	for	PROFESSIONAL	SERVICES	
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GENERAL TERMS AND CONDITIONS FOR PROFESSIONAL SERVICE PROVIDERS 

Contract Administration: 

1. A	“Work	May	Proceed”	order	will	be	issued	by	
Procurement	upon	confirmation	of	a	properly	
executed	contract.		

2. Once	the	“Work	May	Proceed”	order	is	issued,	the	
contractor's	primary	contact	with	the	city	will	
become	the	Project	Manager.	

3. The	Project	Manager’s	primary	responsibility	is	to	
assure	the	city	receives	the	professional	services	in	
accordance	to	the	terms	and	conditions	and	
requirements	of	the	contract.	The	Project	Manager	
will,	but	is	not	limited	to:	oversee	the	entire	project	
from	kick‐off	activities	through	close	out	and	
payment	of	final	invoice;	monitor	project	progress;	
address	any	quality	issues	and	change	orders;	
review	and	approve	deliverables.	

Communications Plan 

4. The	service	provider	is	required	to	provide	the	
City’s	project	manager	with	updates	of	the	project:	
work	completed,	assumptions,	problems	
encountered,	

5. The	updates	can	be	in	person	or	over	the	phone,	at	
the	discretion	of	the	city.	

Change Order Procedure 

6. The	city	reserves	the	right	to	make	changes	to	the	
Scope	of	Work	by	altering,	adding	to,	or	deducting	
from	the	work,	without	invalidating	the	contract.		
All	such	changes	shall	be	executed	under	the	
conditions	of	the	original	contract.	

Bulletins 

7. Should	the	contractor	consider	that	a	change	in	the	
Scope	of	Work,	the	contract	sum	or	delivery	date	is	
required;	he	shall	initiate	a	change	order	and	
submit	to	the	Project	Manager	for	documented	
approval	before	proceeding	with	the	work.	

Change Orders 

8. Issuance	of	a	statement,	or	verbal	approval,	is	not	to	
be	considered	a	Change	Order	and	is	not	
authorization	to	proceed.	

9. Change	orders	will	be	numbered	in	sequence	and	
dated.	

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

11. Change	orders	will	describe	the	change	or	changes,	
will	refer	to	the	proposal(s)	involved,	and	will	be	

signed	by	the	city	and	the	contractor	prior	to	
implementing	the	change.		

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

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

Payment: 

13. Authorization	of	payment	requires	receipt	of	
service	providers	invoice,	acceptance	of	services	
and	receipt	of	other	required	paperwork.	

14. Payment	will	be:	
a. made	to	the	company	awarded	this	order.	

Under	no	circumstances	will	a	third	party	be	
reimbursed.	

b. Via	the	City’s	Purchasing	Card	Program,	
MasterCard,	in	which	payment	will	occur	at	
time	of	service	delivery	(preferred);	or	

c. Via	supplier	generated	invoice.	
15. The	City	complies	with	the	Illinois	Local	

Government	Prompt	Payment	Act	which	states	that	
any	bill	approved	for	payment	shall	be	paid	within	
30	days	after	date	of	approval.	

a. Invoices	must	be	submitted	to	the	city	within	
six	months	of	order	completion.	Any	invoices	
submitted	more	than	six	months	from	order	
completion	will	not	be	paid.	

Service Issues: 

16. The	service	provider	shall	not	be	reimbursed	until	
services	are	compliant.	

17. If	services	continue	to	remain	non‐compliant,	
Procurement	will	prepare	a	formal	Letter	of	
Warning	addressing	the	contractor’s	Failure	to	
Comply.		Contract	language	states	“The	City	may	
terminate	this	Agreement	upon	seven	(7)	days	
written	notice	to	the	Contractor.”	

18. If	contractor	fails	to	achieve	required	results	
within	stated	timeframe,	Procurement	will	
terminate	contract.	

19. 	The	City	shall	have	the	right	to	terminate	this	
Agreement,	without	cause,	upon	twenty‐one	(21)	
days	written	notice	to	the	Contractor.	The	
Contractor	shall	be	paid	for	all	work	performed	in	
conformance	with	the	Agreement	through	the	
effective	date	of	the	not	for	cause	termination.

END	OF	GENERAL	TERMS	AND	CONDITIONS	FOR	SERVICE	PROVIDERS	
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SPECIAL	TERMS	AND	CONDITIONS	FOR	SERVICE	PROVIDERS	
Website	Hosting,	Re‐Design,	Development	and	Implementation	

	

Background:	

	
The	City	of	Wheaton	is	seeking	proposals	from	qualified	vendors	to	provide	a	hosted	website	content	management	
system	including	all	software	and	related	services	for	the	setup,	customization,	installation,	development,	and	
implementation	of	the	content	management	system	(CMS).	The	CMS	must	provide	improved	functionality,	easy	
navigation,	and	an	attractive	website	design	for	the	City	of	Wheaton.	

Timeframe:	(Dates	subject	to	change)	

1. RFP	Issued:	October	21,	2016	
2. Last	Date	for	Questions:		November	10,	2016	
3. Proposals	Due:	November	18,	2016	
4. Oral	Interviews/Presentation,	if	necessary:	Week	of	November	21st	
5. Award	of	Contract:	December	5,	2016	
6. Execution	of	Contract:	December	2016	

	

Contact	Information	

All	questions	concerning	this	solicitation	and	its	content	and	specifications	shall	be	via	e‐mail	to	the	Assistant	
Director	of	Finance,	clavery@wheaton.il.us,	and	received	no	later	than	November	10,	2016.	A	written	response	in	
the	form	of	a	public	addendum	will	be	published	and	forwarded	to	qualified	proposers.	

Vendor	Desired	Qualifications	

The	vendor	should	have	significant	experience	working	with	public	sector	organizations,	with	preference	given	to	
those	who	have	worked	with	comparable	municipalities.	
	
In	addition,	the	vendor	should	be	able	to	demonstrate	the	following:	

1. That	they	are	experienced	and	fluent	with:	
a) Responsive	web	design	
b) User	experience	
c) Accessibility	–	(WCAG)	2.0	Level	AA	compliant			
d) Website	usability	analysis	
e) Digital	strategy	
f) Website	analytics	
g) Search	engine	optimization	
h) Emerging	technologies	

2. Minimum	of	five	(5)	years	history	as	a	Web	design/hosting	vendor.		
3. Minimum	of	ten	(10)	previous	Web	design	projects	of	comparable	size	completed	by	the	proposer.	
4. A	portfolio	of	the	proposer's	previous	Web	design	work	that	includes:		

a) At	least	three	(3)	examples	of	successfully	completed	Web	design	projects	comparable	in	size	and	scope	
to	the	City's	redesign	project.		
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b) At	least	five	(5)	examples	of	successfully	completed	Web	design	projects	employing	the	CMS	software	
that	the	Proposer	intends	to	use	for	the	City's	redesign	project.		

c) Examples	of	Web	design	projects	that	demonstrate	Responsive	Web	Design	techniques	(as	defined	in	
Section	V:	Development	and	Technical	Requirements	–	Scope	of	Work).	

5.	At	least	three	(3)	references	from	clients.	References	must	be	from	organizations	for	which	the	proposer			
has	developed	a	website	that	is	currently	in	use.	Although	not	required,	references	from	other	municipal	
governments	are	desirable.		 	

	

Evaluation	Criteria	

The	selection	and	evaluation	team	will	include	representatives	from	the	City	of	Wheaton’s	Communications	
Department,	IT	Department	and	administration.	

	
Proposals	will	be	reviewed	and	a	recommendation	of	award	made	based	on	the	proposal	most	closely	meeting	the	
needs	outlined	in	Statement	of	Work	and	providing	the	best	value	for	the	City	based	on	the	criteria	below.	

	
The	criteria	the	City	will	use	will	include:	
 Cost	
 Vendor’s	ability	to	meet	CMS	Evaluation	Criteria	listed	in	worksheet			
 Ability	of	vendor	to	meet	desired	qualifications	listed	in	Vendor	Desired	Qualifications	
 Vendor’s	ability	to	complete	the	project	in	a	timely	manner	
 City’s	evaluation	of	CMS	product	during	testing	process	
 Vendor’s	portfolio	of	work	
 Vendor’s	references	

	
Preference	will	be	given	to	vendors	that	are	willing	to	work	within	the	City	of	Wheaton's	timelines	which	are	
determined	during	the	budgeting	process	based	on	available	resources.		Vendor	must	be	willing	to	perform	initial	
work	(Phase	1)	for	mutually	agreed	upon	dollar	amount,	without	commitment	of	the	City	to	purchase	or	fully	
deploy	vendor's	product.	

Submit		

PART	I:	Envelope	marked	PROPOSED	SERVICES	

At	a	minimum,	the	vendor	is	asked	to	include	the	following	information	in	its	proposal:	
	
1. Title	page	(name,	address,	phone,	contact	person,	date)		
2. Table	of	contents		
3. Statement	of	the	proposal	that	specifically	addresses	the	scope	of	work	and	includes	staffing	availability		
4. Company	profile	and	history	
5. Documentation/evidence	that	the	Vendor	possesses	the	City’s	Desired	Qualifications	detailed	in	the	Vendor	

Desired	Qualifications	section.	
6. Description	of	organization’s	testing	and	quality‐assurance	process		
7. Proposed	project	schedule		
8. Completed	Vendor	CMS	Evaluation	Criteria	Worksheet	(ATTACHMENT	A)	

	
Vendors	selected	as	finalists	may	be	expected	to	address	more	detailed	issues	regarding	financial	and	other	
specifics	of	the	firm	and	operations.	These	same	Vendor	finalists	may	be	asked	to	participate	in	interviews	with	a	
selection	panel.	
	

PART	II:	Envelope	marked	PRICE	PROPOSAL	
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1. Complete	the	Proposal	Page	which	details	the	cost	for	services.	Please	be	very	explicit	in	listing	and	
describing	services	or	items	not	covered	in	the	proposal	fee	amount.	If	necessary,	add	additional	comments	
to	describe	your	fee	structure	(i.e.	all‐inclusive,	travel	expenses,	printing	of	reports,	mailing,	etc.).	

2. Proposals	should	include	a	total	not	to	exceed	contract	proposal	amount.	
3. Proposals	should	include	payment	requirements	(Advance,	partial	payment	based	on	progress/phases,	

milestones,	completion,	etc.)	
4. To	facilitate	possible	Change	Orders	resulting	from	work	outside	the	scope	of	the	RFP,	provide	a	list	of	

hourly	rates	by	job	title.		

Award	of	Contract:		

1. The	City’s	standard	agreement	for	professional	services	is	included	in	the	RFP	package.	
2. Any	deviations	to	City’s	standard	agreement	should	be	itemized	and	submitted	with	the	price	proposal.	
3. Upon	selection,	the	final	contract	amount	may	be	subject	to	negotiation	to	determine	exact	scope	of	

services	to	be	provided	and	final	contract	fee	amount.	
4. In	the	event	the	Vendor	and	the	City	fail	to	agree	on	all	relevant	terms	of	the	final	contract,	the	City	will	

choose	from	remaining	Vendors	or	issue	another	Request	for	Proposal.	
5. The	contract	will	be	for	the	design	and	implementation	of	the	City	website	and	will	include	no	guarantee	or	

intent	to	contract	for	future	services.	
	

In	the	event	that	the	contract	is	terminated	before	the	project	is	completed,	the	vendor	must	provide	a	copy	of	all	
site	files	as	of	the	date	of	termination.	Upon	completion	of	the	contract,	all	content,	site	design,	site	templates,	and	
any	other	item	or	idea	used	in	the	completed	website	or	contained	therein	will	become	the	property	of	the	City.	
Contractor	will	relinquish	all	rights	to	the	website	and	the	City	will	have	sole	control	over	website	design,	content,	
and	appearance.	The	City	must	retain	ownership	of	the	site	files,	including	but	not	limited	to	all	HTML	content,	
subscriber	information,	images,	documents	such	as	PDFs,	Word	documents,	Excel	spreadsheets,	etc.	
	

Insurance	Requirements:		

1. Reference	Contract	Addendum	1	

Invoices:		

1. All	invoices	must	reflect	the	following	applicable	information:	Contract	Number,	the	name	of	the	Project,	the	
Name	of	the	Service	Provider,	and	the	services/deliverables	with	the	price	depicted.	

For	Internal	Purposes:		

All	invoices	are	mailed	to	the	attention	of	the	Project	Manager,	Arin	Thrower;	City	of	Wheaton;	PO	Box	727;	
Wheaton,	IL		60187.	

Payment:		

1. Based	upon	agreed	to	payment	requirements	
2. Prior	to	authorization	of	Final	payment,	all	documents	must	be	presented	in	their	final	form	and	approved	by	

the	Project	Manager.	
3. Written	approval	by	the	City’s	Project	Manager	will	only	be	given	after	verification	of	quality	and	completion	

of	service.		
	

END	OF	SPECIAL	TERMS	AND	CONDITIONS	FOR	SERVICE	PROVIDER	
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STATEMENT	OF	WORK	FOR	SERVICE	PROVIDERS	
	Website	Hosting,	Re‐Design,	Development	and	Implementation	

Introduction:		

The	City	of	Wheaton	(City)	is	seeking	proposals	from	qualified	firms	(hereinafter	referred	to	as	“Vendor”)	
interested	in	providing	website	re‐design,	hosting,	development,	and	implementation	services	for	the	City’s	
website.	

	

Background:	
The	City	of	Wheaton	last	redesigned	its	website	in	2008.	Recognizing	that	many	people	were	starting	to	view	
websites	on	cell	phones	and	other	devices,	in	2012	the	City	expanded	its	website	to	include	a	mobile	version,	which	
provides	approximately	35%	of	the	site’s	most	frequently	viewed	content	in	a	mobile‐friendly	format.		
	
The	number	of	people	viewing	the	City’s	website	using	a	mobile	device	has	increased	significantly	in	the	past	
several	years,	from	an	average	of	19%	in	2012	to	40%	by	the	end	of	2015.	Knowing	that	such	a	large	portion	of	the	
City’s	website	audience	is	now	seeking	out	information	from	the	City	on	a	mobile	device,	the	City	is	providing	a	
disservice	to	people	by	only	offering	a	limited	amount	of	information	in	the	mobile	format.	
	
The	City’s	website	also	has	become	visually	outdated	and	offers	site	administrators	limited	flexibility	to	move	
content	or	change	templates	within	the	Content	Management	System	without	additional	custom	coding.	In	
addition,	the	site	does	not	meet	current	accessibility	standards.	
	
Resident	feedback	also	indicates	that	the	current	site’s	navigation	does	not	allow	them	to	find	information	to	
complete	their	tasks	quickly.	Finally,	the	current	search	tool	is	unable	to	search	items	within	the	City’s	Document	
Management	System	or	externally‐hosted	City	Code.	
	

Objectives:	
The	redesigned	site	will	be	easier	for	people	to	navigate,	more	efficient	for	staff	to	manage,	and	accessible	on	any	
device	using	a	responsive	design.	It	will	incorporate	best	practices	for	accessibility	requirements	as	defined	by	the	
Americans	with	Disabilities	Act.		
	
The	vendor	will	provide	a	Content	Management	System	that	will	allow	content	editors	to	quickly	and	easily	
add/update	content	with	the	flexibility	of	a	drag‐and‐drop	interface	to	change	page	layouts	as	needed.	The	Content	
Management	System	must	be	robust	enough	to	also	interact	with	the	City’s	other	internal	content	sources	via	APIs.	
	
In	addition,	the	vendor’s	redesign	will	provide	a	fresh	new	look	for	the	site	that	can	serve	as	the	basis	for	a	new	
City	branding	solution.		
	
The	vendor	will	take	responsibility	for	hosting	the	website,	which	will	assist	with	the	City’s	data	center	reduction	
goal.	The	vendor	will	assume	responsibility	for	providing	a	secure	and	reliable	website	environment	complete	with	
redundant	data	centers	in	different	geographical	locations.	
	
The	end	result	will	be	a	citizen‐friendly	website	where	people	can	easily	find	information	and	complete	tasks	
quickly.	
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Scope	of	Work	

A. Design:		
The	visual	design	of	the	website	should	be	welcoming,	attractive	and	created	by	the	vendor’s	professional	design	
staff.	The	final	version	of	the	design	will	be	a	collaborative	effort	between	the	City	and	the	vendor,	incorporating	
elements	that	effectively	represent	the	City’s	brand,	image,	and	logo	through	a	consultative	development	process.		
	

Required	Features:	
 The	vendor	shall	develop	a	responsive	design	that	allows	user	experience	to	be	device/browser	

independent.	Providing	a	separate	mobile	site	or	app	is	not	an	acceptable	solution.	
 The	vendor	shall	develop	a	design	for	the	City	of	Wheaton	that	will	include	a	new	look	for	the	City	that	

could	be	used	outside	of	the	City’s	website	(i.e.	City	letterhead,	favicon,	etc.).	The	vendor	shall	consult	with	
the	City’s	web	team	to	make	revisions	as	requested	by	the	City.	The	City	has	final	approval	on	the	design.		

 The	vendor	will	provide	a	customized	responsive	site	design	for	at	least	3	templates	(for	example:	home	
page,	landing	page	and	detail	page	designs).		

 The	vendor	will	work	with	the	City’s	web	team	to	improve	upon	the	navigation	framework	the	City	has	
outlined	for	the	new	site.		

 The	new	website	will	meet	W3C	Web	Content	Accessibility	Guidelines	(WCAG)	2.0	Level	AA	standards.		
 Best	practices,	standards‐compliant	code,	and	quick	page	load	times	are	required.		
 Any	branding	by	the	vendor	limited	to	the	footer,	equivalent	to	the	smallest	font	presented	on	the	home	

page.		
 Ownership	of	the	website	design	and	all	content	should	be	transferred	to	the	City	upon	completion	of	the	

project.	
	

B. Technical	&	Security	Requirements:		
	
Required	Features	
 The	vendor	shall	provide	a	content	management	system	and	website	hosting	services	complete	with	

redundant	power	sources,	redundant	internet	connections,	and	a	back‐up	system	with	disaster	recovery	in	
different	geographic	regions.	

 The	vendor	shall	be	able	to	produce	a	disaster	recovery	plan	that	details	vendor’s	contingency	plans	for	site	
operation	in	the	event	of	an	emergency.		

 The	vendor	will	provide	support	for	TLS	and	will	be	responsible	for	maintaining	the	certificates	and	
keeping	them	current.	

 The	vendor	will	address	all	applicable	CERT	advisories	in	a	timely	manner.	
 The	vendor	will	provide	the	ability	for	all	editor	and	approver	access	to	be	authenticated	against	the	City’s	

Active	Directory	(LDAP).	This	method	is	currently	being	used	by	the	City.	
 The	vendor	will	provide	the	ability	to	maintain	the	same	domain	name	(www.wheaton.il.us).	
 The	vendor	will	provide	guaranteed	uptime	of	99.9%.		
 The	vendor	will	provide	guaranteed	recovery	time	objective	of	8	hours,	with	a	recovery	point	of	no	more	

than	24	hours.		
 The	vendor’s	search	platform	must	have	full‐text	searching	capabilities	and	be	able	to	index	multiple	

sources.	The	search	platform	must	have	the	capability	to	rank	results	based	on	date,	source,	etc.	
 The	website	will	be	compatible	with	the	Granicus	video	streaming	service	(or	the	vendor	will	provide	its	

own	comparable	solution).	
 The	website	will	have	no	requirement	for	users	to	create	a	login.	If	a	login	option	is	available,	no	personally	

identifiable	information	will	be	collected	or	stored.	
 The	vendor	will	conform	to	search	engine	optimization	(SEO)	best	practices.	
 The	website	must	be	HTML5	&	CSS3	compliant.	
 Ability	to	have	separate	development	and	production	environments	or	a	way	of	testing	changes	without	

incurring	an	additional	cost.	
 Ability	to	centrally	add	and	manage	users	and	groups	of	users	with	specific	access	rights.	Allow	for	a	

publisher	to	review	content	using	workflows	before	it	is	posted	live	to	the	website.		
	



	

Guidelines	for	Submitting	Specifications	

Highly	Desired	Features	
 The	website	meets	Statement	on	Standards	for	Attestation	Engagements	(SSAE)	No.	16	security	audit	

standards.	
 Ability	for	all	editor	and	approver	access	to	be	authenticated	against	the	City’s	AZURE	active	directory	

premium	(SAML).	This	would	be	the	preferred	method	to	use	going	forward.	

	
C. Content	Management	System	

	
Required	Features:	
 Drag‐and‐drop	interface	for	flexible	page	building		
 Must	allow	for	City	to	fully	edit	any	page’s	design	without	vendor’s	assistance	and	at	no	extra	cost,	

including	the	home	page.	Vendor	must	describe	any	limitations	
 Ability	to	create	online	forms	and	surveys	that	can	also	be	printed	
 Built‐in	Document	Management	System	must	be	provided	as	part	of	the	CMS	
 Agenda	and	minutes	builder	functionality	
 Online	bidding	module	with	automatic	notification	to	vendors	
 Ability	to	bulk‐export	and	bulk‐import	content	at	no	extra	charge	
 Ability	to	access	all	website	source	code	and	have	the	ability	to	use	custom	coding	in	templates	when	

required.	(Template	examples	available	from	City	upon	request)	
 Tool	or	module	to	easily	present	emergency	notifications	
 The	CMS	should	have	the	capability	to	generate	mega‐menus	
 Ability	to	include	breadcrumbs	
 Ability	to	create	friendly	URLs	
 Workflow	management	capability	
 Ability	to	determine	and	specify	a	publishing	schedule	for	specific	content		
 Ability	for	users	to	subscribe	to	content	and	receive	notifications	when	content	changes	
 Ability	to	archive	outdated	content	and	images	
 Ability	to	generate	website	statistics	equivalent	to	Google	Analytics	or	better	
 Calendar	functionality	with	filtering	capabilities	and	is	able	to	link	to	supporting	

documents/content/websites		
	
Highly	Desired	Features:	
 Built	on	ASP.NET	C#	platform	
 Ability	to	tie	the	CMS	into	back‐end	systems	via	APIs	
 Social	media	integration	module	
 Staff	directory	functionality	
 Faceted	search	
 Ability	to	embed	external	content	responsively	without	IFrames	(ex:	Google	maps,	videos,	etc.).	
 Site	map	
 Search	platform	has	full‐text	searching	capabilities	for	Wheaton’s	City	Code	(Municode).	
 Any	forms	submitted	are	immediately	encrypted	and	stored	encrypted		
 CMS	software	has	version	control	to	roll	back	to	previous	versions	of	content	and	documents/pages	
 CSS	template	features	for	viewing	text‐only	and	printing	web	content	

	
Desired	Features:	
 Vendor‐provided	video	streaming	service	and	storage	of	videos	
 Slideshow	creator		
 Ability	for	users	to	subscribe	to	any	website	content	and	receive	email	notification	of	new	or	changed	

content	(like	an	RSS	feed	or	similar	technology)		
	
Integration	of	Third‐Party	Functionality	

A	number	of	website	functions	are	provided	through	the	integration	of	third‐party	services.	The	list	
currently	includes,	but	is	not	limited	to,	the	following	vendors	and	services:	
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 Granicus:	For	video	streaming	and	archived	video	streams	with	indexing	features.		
 YouTube/Vimeo:	For	embedded	video.		
 Facebook	and	Twitter:	For	social	media	functionality		
 Municode:	Providing	online	access	to	the	City	Code.		
 Google:	For	embedded	maps	and	Website	Analytics.		
 Microsoft:	For	embedded	maps.	
 Mailchimp:	For	email	subscribers.	
 Munis:	For	online	bill	pay.	
 ArcGIS:	For	City	maps.	
 SIRE	(DMS):	Providing	agenda	management	for	Council	and	other	meetings.		
	
The	redesigned	website	resulting	from	this	project	must	provide	City	administrators	with	a	straightforward	

method	for	integrating	these	and	similar	services	with	the	site,	using	responsive	and	accessible	design	principles	
(to	the	extent	that	these	third‐party	systems	themselves	are	responsive	and	accessible).		

	
The	City's	social	media	efforts	currently	focus	mainly	on	Facebook,	Twitter	and	LinkedIn,	though	staff	regularly	

review	other	social	media	outlets,	the	services	used	by	the	City	may	change	over	time.	The	proposer	should	
describe	the	extent	to	which	their	proposed	solution	integrates	with	social	networking	sites.	

	
D. Training	&	Support		
	
Required:	
 Vendor	provides	adequate	training	to	achieve	the	objective	of	content	editors	and	web	manager	to	be	able	

to	launch	and	maintain	site	without	assistance.	
 Support	options	should	include:	online	training	manuals,	customer	support	forums,	instructional	videos,	

and	online	education	courses.		
 The	vendor	must	commit	to	regular	maintenance	and	updating	of	the	content	management	system	for	the	

purposes	of	keeping	the	existing	software	and	security	fixes	up‐to‐date	as	well	as	introducing	new	
functionality	and	applications.		

 Ongoing	technical	support	available	24/7.	
 Ability	to	upgrade	to	newer	features	without	additional	charge,	including	option	to	redesign/refresh	site	

every	3‐5	years.	
 In	all	submitted	proposals,	vendors	shall	be	able	to	produce	a	Service	Level	Agreement	that	details	

guarantees	of	upgrades	and	the	dedicated	process	for	improvements.		
	

Roles	and	Responsibilities:			
	
Vendors	Responsibilities:	
The	vendor	will	be	responsible	for	the	following:	

1. Redesign	the	City	website	look	and	feel,	resulting	in	a	unique	design	that	reflects	the	values	and	
personality	of	the	City	of	Wheaton.		

a. Provide	a	project	plan	for	the	development	process	of	the	website	redesign.	The	vendor's	proposal	
will	include	a	project	timeline,	broken	down	into	at	least	5	phases	or	milestones,	and	including	a	list	
of	specific	criteria	that	can	be	used	to	determine	when	each	milestone	has	been	reached.	These	
milestones	will	be	used	to	provide	partial	payments	as	the	project	progresses.	

i. The	project	timeline	should	include	at	least	2	weeks	after	the	developer’s	substantial	
completion	of	90‐95%	of	the	required	site	design,	configuration	and	functionality	for	testing	
and	addressing	any	bugs	and	performance	issues.	

b. Meet	with	City	staff	to	gather	input	and	information	to	guide	the	design’s	look	and	functional	needs.	
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c. Provide	a	proposed	design	of	the	website	and	work	with	the	City	to	revise	the	design	with	the	City’s	
input	to	the	City’s	satisfaction.	Design	should	include	color	schemes,	graphic	elements	and	
navigation	tools	with	a	unifying	graphic	theme	that	can	be	used	sitewide.	

d. Provide	design	mockups	of	primary	website	sections.	
e. Provide	new	branding	for	the	City’s	website	that	can	be	used	for	other	City	communications.	
f. Provide	guidance	on	site	navigation	and	organization,	working	with	what	City	staff	has	already	

developed.	
g. The	vendor	will	comprehensively	test	the	site’s	design	on	browsers	most	frequently	used	by	the	

City’s	website	audience	(as	shown	by	website	analytics)	to	ensure	consistent	user	experience	and	
functionality.	
	

2. Provide	a	comprehensive	CMS	solution	
a. CMS	administration	must	be	accessible	via	secured	external	access.	
b. Provide	a	search	engine	solution	that	will	support	indexing	of	all	content	within	the	CMS	as	well	as	

external	City	website	resources.	
3. Services	

a. Assist	in	migrating	current	website	content	to	new	website.	This	will	also	include	all	of	our	
Ordinances	and	Resolutions	(since	1998	and	2004,	respectively),	the	last	5	years	of	agendas and 
minutes for all of the City's Boards and Commissions (with attachments), Budget documents, Bid 
documents, Financial Statements, Warrants, and Address Change Notices; and the current year Public 
Notices.		

b. Assist	with	a	solution	to	redirect	our	current	top	100	web	pages	to	new	CMS	equivalent.	
c. Provide	access	to	a	“sandbox”	or	demo	software	for	testing	during	bid	process.	
d. Website	shall	be	hosted	by	the	vendor.	
	

4. Training	
a. Provide	full	and	complete	training	in	the	use	of	the	CMS	

i. At	least	3	days	of	on‐site	navigation	consulting	
ii. At	least	3	days	of	on‐site	implementation	training	for	administrators	and	10	or	fewer	staff	

users	
5. Support	

a. Provide	ongoing	technical	support	available	24/7	
i. Phone	support	available	during	normal	business	hours	
ii. At	minimum,	email	support	available	after‐hours	and	weekends	
iii. 2‐hour	response	time	during	normal	business	hours	
iv. 24/7	emergency	support	

	
	
City’s	Responsibilities	
The	City	will	be	responsible	for:	

 Collaborating	with	the	vendor’s	team	to	guide	the	look	and	feel	of	the	website	
 Providing	vendor	with	City’s	work	to	this	point	on	navigation,	site	organization	and	content	strategy	
 Creating	website	content		
 Providing	vendor	with	images/graphic	elements	as	requested	
 Providing	sample	custom	coding	for	specialty	pages	upon	request	
 Assisting	in	content	migration	from	the	old	website	to	the	new	website	
 Signing	off	on	predetermined	milestones	and	project	completion	

	
END	OF	STATEMENT	OF	WORK	FOR	SERVICE	PROVIDER	

 



Questions  Yes No Alternatives

Desired Qualifications

Vendor is experienced and fluent with:

Responsive web design

User experience

Accessibility – (WCAG) 2.0 Level AA compliancy standards

Website usability analysis

Digital strategy

Website analytics

Search engine optimization

Emerging Technologies

Development and Technical Requirements

Vendor will be able to deliver the following required features:

The vendor shall develop a responsive design that allows a user experience to be 

device/browser independent. Providing a separate mobile site or app is not an 

acceptable solution.

The vendor will provide a customized responsive site design for at least 3 

templates (for example: home page, landing page and detail page designs).

ATTACHMENT A
Vendor CMS Evaluation Criteria 



Questions  Yes No Alternatives

ATTACHMENT A
Vendor CMS Evaluation Criteria 

The vendor will work with the City’s web team to improve upon the navigation 

framework the City has outlined for the new site. 

The new website will meet W3C Web Content Accessibility Guidelines (WCAG) 2.0 

Level AA standards.

Best practices, standards‐compliant code and quick page load times are required.

Any branding by the vendor limited to the footer, equivalent to the smallest font 

presented on the home page. 

Ownership of the website design and all content should be transferred to the City 

upon completion of the project.

Technical & Security Requirements

Vendor will be able to deliver the following required features:

The vendor shall provide a content management system and website hosting 

services complete with redundant power sources, redundant internet 

connections, and a back‐up system with disaster recovery in different geographic 

regions.

The vendor shall be able to produce a disaster recovery plan that details vendor’s 

contingency plans for site operation in the event of an emergency.



Questions  Yes No Alternatives

ATTACHMENT A
Vendor CMS Evaluation Criteria 

The vendor will provide support for TLS and will be responsible for maintaining the 

certificates and keeping them current.

The vendor will address all applicable CERT advisories in a timely manner.

The vendor will provide the ability for all editor and approver access to be 

authenticated against the City’s Active Directory (LDAP).

The vendor will provide the ability to maintain the same domain 

(www.wheaton.il.us).

The vendor will provide guaranteed uptime of 99.9%. 

The vendor will provide guaranteed recovery time objective of 8 hours, with a 

recovery point of no more than 24 hours.

The vendor’s search platform must have full‐text searching capabilities and be 

able to index multiple sources. The search platform must have the capability to 

rank results based on date, source, etc.

The website will be compatible with the Granicus video streaming service (or the 

vendor will provide its own comparable solution).

The website will have no requirement for users to create a login. If a login option 

is available, no personally identifiable information will be collected or stored.



Questions  Yes No Alternatives

ATTACHMENT A
Vendor CMS Evaluation Criteria 

The vendor will conform to search engine optimization (SEO) best practices.

The website must be HTML5 & CSS3 compliant.

Ability to have separate development and production environments or a way of 

testing changes without incurring an additional cost.

Ability to centrally add and manage users and groups of users with specific 

access rights. Allow for a publisher to review content using workflows 

before it is posted live to the website. 

Vendor will be able to deliver the following highly desired features:

The website meets Statement on Standards for Attestation Engagements (SSAE) 

No. 16 security audit standards.

Ability for all editor and approver access to be authenticated against the City’s 

AZURE active directory premium (SAML)

Content Management System

Vendor's CMS will be able to deliver the following required features:

Drag‐and‐drop interface for flexible page building.

Must allow for City to fully edit any page’s design without vendor’s assistance and 

at no extra cost, including the home page. Vendor must describe any limitations.



Questions  Yes No Alternatives

ATTACHMENT A
Vendor CMS Evaluation Criteria 

Ability to create online forms and surveys that can also be printed

Built‐in Document Management System must be provided as part of the CMS

Agenda and minutes builder functionality

Online bidding module with automatic notification to vendors

Ability to bulk‐export and bulk‐import content at no extra charge

Ability to access all website source code and have the ability to use custom coding 

in templates when required. (Template examples available from City.)

Ability to tie the CMS into back‐end systems via APIs

Tool or module to easily present emergency notifications

The CMS should have the capability to generate mega‐menus

Ability to include breadcrumbs

Ability to create friendly URLs

Workflow management capability

Ability to determine and specify a publishing schedule for specific content

Ability for users to subscribe to content and receive notifications when content 

changes



Questions  Yes No Alternatives

ATTACHMENT A
Vendor CMS Evaluation Criteria 

Ability to archive outdated content and images

Ability to generate website statistics equivalent to Google Analytics or better

Calendar functionality with filtering capabilities and is able to link to supporting 

documents/content/websites

Vendor will be able to deliver the following highly desired features:

Built on ASP.NET C# platform

Social media integration module

Staff directory functionality

Faceted search

Ability to embed external content responsively without iFrames (ex: Google maps, 

videos, etc.).

Site map

Search platform has full‐text searching capabilities for Wheaton’s City Code 

(Municode).

Any forms submitted are immediately encrypted and stored encrypted



Questions  Yes No Alternatives

ATTACHMENT A
Vendor CMS Evaluation Criteria 

CMS software has version control to roll back to previous versions of content and 

documents/pages

CSS template features for viewing text‐only and printing web content

Vendor will be able to deliver the following desired features:

Vendor‐provided video streaming service and storage of videos

Slideshow creator

Ability for users to subscribe to any website content and receive email notification 

of new or changed content (like an RSS feed or similar technology).

Training & Support 

Vendor will be able to deliver the following required features:

Vendor provides adequate training to achieve the objective of content editors and 

web manager to be able to launch and maintain site without assistance.

Support options should include: online training manuals, customer support 

forums, instructional videos, and online education courses. 

The vendor must commit to regular maintenance and updating of the content 

management system for the purposes of keeping the existing software and 

security fixes up‐to‐date as well as introducing new functionality and applications.



Questions  Yes No Alternatives

ATTACHMENT A
Vendor CMS Evaluation Criteria 

Ongoing technical support available 24/7

Ability to upgrade to newer features without additional charge, including option 

to redesign/refresh site every 3‐5 years

In all submitted proposals, vendors shall be able to produce a Service Level 

Agreement that details guarantees of upgrades and the dedicated process for 

improvements.



Proposal Page 
 

PROPOSAL:	Website	Hosting,	Re‐Design,	Development	and	Implementation	

Based	on	Amendment	#	_______		dated	______________	
 

 

PLEASE	SUBMIT	3	Original	Proposals	AS	FOLLOWS:	
	

	This	Page,	followed	by		
The	Certification	of	Compliance	followed	by	

Proposal	
	

Please	do	not	submit	perforated	pages,	nor	bind	your	proposal	in	anything	other	than	
	paper	clips.	

 

 
	
	
We	hereby	agree	to	furnish	and	deliver	to	the	City	of	Wheaton,	in	accordance	with	the	Terms	and	

Conditions,	Specifications,	and	Contract	Requirements	as	follows:		
	

	
Website	Re‐design,	Development	and	Implementation,	not	to	exceed	cost	 $_____________________	
	
Staff	training,	not	to	exceed	cost	 	 	 	 	 	 $_____________________	

 
       Travel	expenses,	not	to	exceed	 	 	 	 	 	 	 $_____________________	
 
       Other	expenses	(detail	below),	not	to	exceed	 	 	 	 	 $_____________________	
								____________________________________________________________________	
								____________________________________________________________________	
								____________________________________________________________________	
	
							Total	Website	Re‐design,	Development	and	Implementation	cost	 $_____________________	
	 	
 
 
 
 
 
 
 
       Annual Hosting/ Support Fee              $_______________ 
 
 



Signing this Agreement affirms that the original solicitation document has not been altered in any way. 

CERTIFICATION	OF	COMPLIANCE	
Website	Hosting,	Re‐Design,	Development	and	Implementation	

The undersigned, being first duly sworn an oath, deposes and states that he/she has the authority to make this 
certification on behalf of the bidder for the product, commodity, or service and: 

 

(A)  The undersigned certifies that, pursuant to 720 ILCS Act 5, Article 33E of the Illinois Compiled Statutes, the bidder is 
not barred from bidding on this contract as a result of a conviction for the violation of State of Illinois laws prohibiting 
bid‐rigging or bid‐rotating. 
 

(B)  The undersigned certifies that, pursuant to 65 ILCS 5/11‐42.1‐1 of the Illinois Compiled Statutes, the bidder is not 
delinquent in the payment of any tax administered by the Illinois Department of Revenue. 
 

(C)  The undersigned certifies that, pursuant to 30 ILCS 580/3, Section 3 the bidder deposes, states and certifies it will 
provide a drug free workplace by complying to the Illinois Drug Free Workplace Act. 
 

(D)  The undersigned certifies that, pursuant to 820 ILCS 130/1‐12 of the Illinois Compiled Statutes, the bidder, when 
required, is in compliance to all requirements of the Prevailing Wage Act.  
 

(E)  The undersigned certifies that, pursuant to 30 ILCS 570/ Section 5 Article 2 of the Illinois Compiled Statutes, the 
bidder is in compliance to all requirements of the Employment of Illinois Workers on Public Works Act. 
 

(F)  The undersigned certifies that they agree to fulfill all Requirements, Specifications, Terms and Conditions. 
(G)  The undersigned certifies that they agree to fulfill all Contract Requirements. 
(H)  The undersigned certifies that they agree to present alternative Greener products/processes to the City for 
consideration in this work. 

 

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

 

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

 

This Business Firm is:  (check one) 

a Corporation  a Partnership  an Individual  an LLC 
 

Firm Name:__________________________________ 
 

Firm Address:________________________________ 
 

       ___________________________________ 
 

Signature:___________________________________ 
 

Print Name__________________________________ 
 

Position:____________________________________ 
 

Phone #:____________________________________  
 

Fax #: ______________________________________ 
 

e‐mail address_______________________________ 
 

Date signed:__________________________________ 

Operational Contact for this work 
   Name: ______________________________ 
 

   Phone #:_____________________________ 
 

   e‐mail: ______________________________ 
 
Sales Contact 
   Name: ______________________________ 
 

   Phone #:_____________________________ 
 

   e‐mail: ______________________________ 
 
Billing Contact 
   Name: ______________________________ 
 

   Phone #:_____________________________ 
 

   e‐mail: ______________________________  



 

CUSTOMIZED	MAILING	LABEL	FOR	SEALED	BID	

 
    CUT OUT     

Cut along outer border and affix this label to your sealed bid envelope to identify it as a “Sealed Bid”.  

 
 
	

SEALED	BID	–	DO	NOT	OPEN	
═══════════════════════	

PROPOSAL	FOR:	

Website	Hosting,	Re‐Design,	Development	
and	Implementation	

Proposal	for	Services	
‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐	

PROPOSAL	FROM:	(Insert	your	company	name	below)	
	
	
	
	

‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐	
Proposal	due:	November	18,	2016	prior	to	10	am	
List	of	Proposers	published:		November	21,	2016,	5	pm	

═════════════════════════	
TO	BE	OPENED	BY	PROCUREMENT	OFFICER		

═════════════════════════	
	

	MAIL	TO:	
	

						Procurement	Officer	
						City	Hall	/		
						City	of	Wheaton	
						P.O.	BOX		0727	
						303	West	Wesley	Street	
						Wheaton,		IL			60187‐0727	

	

CUSTOMIZED	MAILING	LABEL	FOR	SEALED	BID	

 
    CUT OUT     

Cut along outer border and affix this label to your sealed bid envelope to identify it as a “Sealed Bid”.  

 



 

CUSTOMIZED	MAILING	LABEL	FOR	SEALED	BID	

 
    CUT OUT     

Cut along outer border and affix this label to your sealed bid envelope to identify it as a “Sealed Bid”.  

 
 
	

SEALED	BID	–	DO	NOT	OPEN	
═══════════════════════	

PROPOSAL	FOR:	

Website	Hosting,	Re‐Design,	Development	
and	Implementation	

COST	PROPOSAL	
‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐	

PROPOSAL	FROM:	(Insert	your	company	name	below)	
	
	
	
	

‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐	
Proposals	due:	November 18, 2016 prior to 10:00am   
List	of	Proposers	published:		November 21, 2016, 5:00pm 	

═════════════════════════	
TO	BE	OPENED	BY	PROCUREMENT	OFFICER		

═════════════════════════	
	

	MAIL	TO:	
	

						Procurement	Officer	
						City	Hall	/		
						City	of	Wheaton	
						P.O.	BOX		0727	
						303	West	Wesley	Street	
						Wheaton,		IL			60187‐0727	

	

 
 
 



 This number must appear on 
all invoices and documents. 
No.   _______________ 

 
 

Agreement Between the City of Wheaton, Illinois 
and _______ 

for Professional  Services 
 

Website	Hosting,	Re‐Design,	Development	and	Implementation		

 
This Agreement is entered into by and between the City of Wheaton, an Illinois municipal corporation ("City"), 303 

West Wesley Street, Wheaton, IL 60187, and __________("Professional Service Provider"), address. 
 

WITNESSETH: 
 
Whereas, the City has determined that it is strategic to hire a Professional Service to provide website hosting, re‐

design, development and implementation (hereinafter the “Work”) consistent with the attached Exhibit A [Exhibit A is 
the Request for Proposal] which is incorporated herein and is fully set forth; and 

 
Whereas, the Professional Service provider has submitted a proposal attached Exhibit B [Exhibit B is the Proposal] 

for this work, and  
 
Whereas, the City finds the proposal submitted by the Professional Service provider meets the City’s service 

requirements for the Work. 
 
Now, therefore, for in consideration of their mutual promises, terms, covenants, agreements, and conditions 

recited in this Agreement, the City and the Professional Service provider hereto do hereby agree as follows: 
 
 

1. Scope of Service:  The Recital paragraphs are incorporated herein as substantive terms and conditions of this 
Agreement and as representing the intent of the Parties. The Professional Service provider shall furnish all labor, 
materials, and equipment to provide and perform the Work. The Professional Service provider represents and 
warrants that it shall perform the Work in a manner consistent with the level of care and skill customarily 
exercised by other Professional Service providers under similar circumstances. 

 

2. Compensation:  The City shall compensate the Professional Service provider according to the terms of the 
Professional Service provider’s proposal which is attached hereto as Exhibit B.  

 

3. Waivers of Lien:  The City reserves the right to require waivers of lien before payment where the City deems it to 
be in its best interest to do so. 

 

4. Term of Agreement:  This Agreement shall become effective upon the latter of the date accepted and signed by 
the City and the date accepted and signed by the Professional Service provider. It shall be in effect until the city 
deems the work complete and acceptable.  This contract may be subject for renewal if Service Provider maintains 
or reduces costs hourly rates. 

 

5. Time is of the Essence:   Time is of the essence in the performance of all the terms and conditions of this 
agreement.  Failure to meet stated terms may result in Liquidated Damages in the amount of $500.00 per 
calendar day beyond the delivery date specified. 



 

6. Additional Services:  The Professional Service provider shall provide only the Work specified in this Agreement and 
attached Exhibits.  In the event the Professional Service provider or the City determines that additional goods 
and/or services are required to complete the Work, such additional goods shall not be provided and/or such 
additional services shall not be performed unless authorized in writing by the City via the attached Change Order 
form [Exhibit C will be the Change Order Form.].  Terms, frequency, and prices for additional services shall be 
confirmed in writing via the Change Order by the City and the Professional Service provider. 

 

7. Integration:  The provisions set forth in this Agreement represent the entire agreement between the parties and 
supersede all prior agreements, contracts, promises, and representations, as it is the intent of the parties to 
provide for a complete integration within the terms of this Agreement.  This Agreement may be modified only by a 
further written agreement between the parties, and no modification shall be effective unless properly approved 
and signed by each party via change order or amendment. No course of conduct before, or during the 
performance of this Agreement, shall be deemed to modify, change or amend this Agreement. 

 

8. Waiver:  Any failure of either the City or the Professional Service provider to strictly enforce any term, right, or 
condition of this Agreement whether implied or expressed, shall not be construed as a waiver of such term, right, 
or condition. 

 

9. Compliance with Laws:  The Professional Service provider shall comply with all applicable federal, state, and local 
laws, rules, and regulations, and all City ordinances, rules and regulations now in force or hereafter enacted, in 
the provision of the goods and/or performance of the services required under this Agreement. 

 

10. Freedom of Information Act:  The Contractor shall, within twenty‐four hours of the City’s request, provide any 
documents in the Contractor’s possession related to the contract which the City is required to disclose to a 
requester under the Illinois Freedom of Information Act. This provision is a material covenant of this Agreement. 
Contractor agrees to not apply any costs or charge any fees to the City regarding the procurement of records 
required pursuant to a FOIA request.  Should Contractor request that City utilize a lawful exemption under FOIA in 
relation to any FOIA request thereby denying that request, Contractor agrees to pay all costs connected therewith 
(such as reasonable attorney’s and witness fees, filing fee, and any other expenses) to defend the denial of the 
request.  The defense shall include, but not be limited to, challenged or appealed denials of FOIA requests to either 
the Illinois Attorney General or a court of competent jurisdiction.  Contractor agrees to defend, indemnify, and 
hold harmless City, and agrees to pay all costs connected therewith (such as reasonable attorney’s and witness 
fees, filing fees and any other expenses) to defend any denial of a FOIA request by Contractor ‘s request to utilize a 
lawful exemption to City. 
 

11. Discrimination Prohibited:  The Professional Service provider shall comply with the provisions of the Illinois Human 
Rights Act, as amended, 775 ILCS 5/1‐101 et seq. (1992 State Bar Edition), and with all rules and regulations 
established by the Department of Human Rights.  The Professional Service provider agrees that it will not deny 
employment to any person or refuse to enter into any contract for services provided for in this Agreement to be 
performed on its behalf on the basis of unlawful discrimination as defined in the Illinois Human Rights Act. 

 

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



specifically identified in this Agreement.  City shall not have the authority to control the method or manner by 
which Professional Service Provider complies with the terms of this Agreement. 
 

13. Assignment; Successors and Assigns:  Neither this Agreement, nor any part, rights or interests hereof, may  be 
assigned, , to any other person, firm or corporation without the written consent of all other parties.  Upon 
approval of assignment, this Agreement and the rights, interests and obligations hereunder shall be binding upon 
and shall inure to the benefit of the parties hereto and their respective successors and assigns. 

 

14. Non‐disclosure:  During the course of the Works, The Professional Service provider may have access to proprietary 
and confidential information including, but not limited to, methods, processes, formulae, compositions, systems, 
techniques, computer programs, databases, research projects, resident name and address information, financial 
data, and other data.  The Professional Service provider shall not use such information for any purpose other than 
described in this Agreement and Exhibits and shall not directly or indirectly disclose or disseminate such 
information to any third party without the express written consent of the City.  

 

15. Hold Harmless and Indemnification: The Professional Service provider shall defend, hold harmless, and indemnify 
the City, its directors, officers, employees, agents, and elected officials, in whole or in part from and against any 
and all liabilities, losses, claims, demands, damages, fines, penalties, costs, and expenses, including, but not 
limited to, reasonable attorneys' fees and costs of litigation, and all causes of action of any kind or character, 
except as otherwise provided herein, to the extent that such matter arises from either of the following: 
 

  a)  The Professional Service provider's breach of any term, provision, warranty, standard or requirement 
of this Agreement including, but not limited to, those provisions of this Agreement pertaining to the 
Professional Service provider's services; or 

  b)  The negligence or willful misconduct of the Professional Service provider, its employees, agents, 
representatives, and subcontractors. 

 
  In the event that any claim for indemnification hereunder arises from the negligence or willful misconduct of both 

the Professional Service provider and the City, the parties agree that any and all liabilities, losses, claims, 
demands, damages, fines, penalties, costs, and expenses shall be apportioned between the parties on the basis of 
their comparative degrees of fault, except as otherwise herein provided. 

 

16. Patents:  The successful contractor agrees to protect, defend, and save the City harmless against any demand for 
payment for the use of any patented material process, article, or device that may enter into the manufacture and 
construction, or copywrited material  that form a part of the Work covered by the contract. 

 

17. Termination of Contract:  If the Professional Service provider fails to perform according to the terms of this 
Agreement, then the City may terminate this Agreement upon seven (7) days written notice to the Professional 
Service provider.  In the event of a termination, the City shall pay the Professional Service provider for services 
performed as of the effective date of termination, less any sums attributable, directly or indirectly, to Professional 
Service provider's breach. The City shall have the right to terminate this Agreement, without cause, upon twenty‐ 
one (21) days written notice to the Contractor. The Contractor shall be paid for all work performed in conformance 
with the Agreement through the effective date of the not for cause termination. The written notice required under 
this paragraph shall be either (i) served personally during regular business hours; (ii) served by facsimile data 
transmission during regular business hours; (iii) by e‐mail or (iv) served by certified or registered mail, return 
receipt requested, addressed to the address listed in this Agreement with postage prepaid and deposited in the 
United States mail.  Notice served personally and by facsimile data transmission shall be effective upon receipt, 
and notice served by United States mail shall be effective three (3) business days after mailing. 

 

18. Cancellation for Unappropriated Funds:  The obligation of the City for payment to a Contractor is limited to the 
availability of funds appropriated in a current fiscal period, and continuation of the contract into a subsequent 
fiscal period is subject to appropriation of funds, unless otherwise authorized by law. 

 



19. Default.  In case of default by the contractor, the City will procure articles or service from other sources and hold 
the contractor responsible for any excess cost incurred as provided for in Article 2 of the Uniform Commercial 
Code.  The City reserves the right to cancel the whole or any part of the contract if the contractor fails to perform 
any of the provisions in the contract, fails to make delivery within the time stated, becomes insolvent, suspends 
any of its operations, or if any petition is filed or proceeding commenced by or against the Seller under any State 
or Federal law relating to bankruptcy arrangement, reorganization, receivership, or assignment for the benefit of 
creditors.  The contractor will not be liable to perform if situations arise by reason of strikes, acts of God or the 
public enemy, acts of the City, fires or floods. 

 

20. Force Majeure:   No party hereto shall be deemed to be in default or to have breached any provision of this 
Agreement as a result of any delay, failure in performance or interruption of services resulting directly or 
indirectly from acts of God, acts of civil or military disturbance, or war, which are beyond the control of such non‐
performing party.   

 

21. Notification:  All notification under this Agreement shall be made as follows: 
   
    If to the Professional Service provider:    If to the City: 
    Contractor Name        City of Wheaton 

    Attn:______          Attn:   City Clerk 
    Street address          303 W. Wesley Street, Box 727 
    City, State, Zip          Wheaton, IL 60189‐727 
    Fax #            Fax #  630‐260‐2017 
    e‐mail            e‐mail   cityclerk@wheaton.il.us 

     
 

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

                 

23. Recovery of Costs:  In the event the City is required to file any action, whether legal or equitable, to enforce any 
provision of this Agreement, the City shall be entitled to recover all costs and expenses incurred as a result of the 
action or proceeding, including expert witness and attorney's fees, if so provided in any order of the Court. 

 

24. Governing Law:  This Agreement shall be governed by and construed in accordance with the laws of the State of 
Illinois, without giving effect to its conflict‐of‐laws rules. Exclusive jurisdiction for any litigation involving any 
aspect of this Agreement shall be in the Eighteenth Judicial Circuit Court, DuPage County, Illinois.   

 
  In Witness Whereof, the parties have entered into this Agreement this _____day of ____, 2016. 
 
            City of Wheaton, an Illinois municipal corporation 
 
            By_______________________________________date___________ 
            Mike Dzugan, City Manager 
 
Attest: 
 
______________________________ 
Sharon Barrett‐Hagen, City Clerk 
 



            Professional Service Provider  
 
            By_______________________________________ date___________ 
            signature 
 
Attest: 
 
______________________________  

 



Contract Addendum 1 
 

Special Provisions for: 
Insurance Coverage for Professional Services 

 

The Provider of Professional Services  and each of its agents, subcontractors, and consultants hired to perform  
the Work shall purchase and maintain during the term of this contract insurance coverage which will 
satisfactorily insure the Provider of Professional Services  and, where appropriate, the City against claims and 
liabilities which may arise out of the Work.  Such insurance shall be issued by companies authorized to do 
business in the State of Illinois and approved by the City.  The insurance coverages shall include, but not 
necessarily be limited to, the following: 
 

 Worker's Compensation Insurance with limits as required by the applicable statutes of the State of 
Illinois.  The employer's liability coverage under the worker's compensation policy shall have limits of 
not less than FIVE HUNDRED THOUSAND DOLLARS ($500,000) each accident/injury and FIVE HUNDRED 
THOUSAND DOLLARS ($500,000) each employee/disease and FIVE HUNDRED THOUSAND DOLLARS 
($500,000) POLICY LIMIT. 
The workers compensation policy shall provide a waiver of subrogation (aka Waiver of our Right to 
Recover from Others Endorsement), to the City. 

 

 Commercial General Liability Insurance protecting the Provider of Professional Services against any 
and all public liability claims which may arise in the course of performance of this contract.  The limits 
of liability shall be not less than ONE MILLION DOLLARS ($1,000,000)  each occurrence bodily 
injury/property damage combined single limit and ONE MILLION DOLLARS ($1,000,000) aggregate 
bodily injury/property damage combined single limit.  The policy of commercial liability insurance shall 
include contractual liability coverage and an endorsement naming the City as an additional insured on 
a primary and non‐contributory basis. 

 

 Commercial Automobile Liability Insurance covering the Consultant's owned, non‐owned, and hired 
vehicles which protects the Provider of Professional Services against automobile liability claims 
whether on or off of the City's premises with coverage limits of not less than ONE MILLION DOLLARS 
($1,000,000) per accident bodily injury/property damage combined single limit. The policy of 
commercial liability insurance shall include contractual liability coverage and an endorsement naming 
the City as an additional insured on a primary and non‐contributory basis. 

 

 Professional Errors And Omissions Coverage with limits of not less than ONE MILLION DOLLARS 
($1,000,000) each claim and in the aggregate covering the Provider of Professional Services against all 
sums which the provider shall become obligated to pay on account of any error and / or omission 
arising out of the performance of the professional services for the City under this contract.   The 
professional liability insurance shall remain in effect for a period for not less than four (4) years after 
the completion of the services to be performed by the provider under this contract. 

 

Nothing herein set forth shall be construed to create any obligation on the part of the City to indemnify 
Provider of Professional Services for any claims of negligence against the provider or its agents, employees, 
subcontractors or consultants.  Prior to commencement of any work under this Agreement, Provider of 
Professional Services shall file with the City the required original certificates of insurance with endorsements, 
including those of subcontractors, which shall clearly state all of the following: 
 



A. The policy number; name of insurance company; name and address of the agent or authorized 
representative; name, address, and telephone number of the insured; project name and address; policy 
expiration date; and specific coverage amounts; and 

 

B. That the City of Wheaton (including its agents, elected officials, officers and employees) is named as an 
additional insured under all coverage, except Workers’ Compensation and Professional Liability, and that 
all such coverage shall be primary and non‐contributory for the City, its agents, elected officials, officers, 
and employees. A waiver of subrogation (aka Waiver of our Right to Recover from Others Endorsement), 
on all coverages shall be provided; and 

 

C. Should any of the above described policies be cancelled before the expiration date thereof, notice will be 
delivered in accordance with the policy provisions. 

 

D. Providers’ insurance is primary with respects to any other valid or collectible insurance the City may 
possess, including any self‐insured retention that City may have; and 

 

E. Any deductibles or self‐insured retention shall be stated on the certificates of insurance provided to the 
City; and  

 

In addition to all of the insurance requirements identified above and contained on the certificates of 
insurance, all policies of insurance coverage under this section shall also be subject to the following 
requirements: 

 

F. All insurance carriers providing coverage under this Agreement shall be authorized to do business in the 
State of Illinois and shall be rated at least A:VI in A.M. Best and Companies Insurance Guide or otherwise 
acceptable to the City.  

 

G. The City of Wheaton shall have the right to reject the insurer/insurance of the contractor or any 
subcontractor; and 

 

H. Occurrence policies are preferred.  The city may accept claims based policies on a case by case basis 
providing the Professional Services provider purchases claims made policy for two (2) years past the 
contract completion date. 

 

I. The City will consider deductible amounts as part of its review of the financial stability of the bidder; and 
 

J. No acceptance and/or approval of any insurance by the City shall be construed as relieving or excusing the 
Provider of Professional Services, or the surety, or its bond, from any liability or obligation imposed upon 
either or both of them by the provisions of the Contract Documents; and 

 

K. The City may require increases in Provider of Professional Services ’s insurance coverage amounts over the 
course of this Agreement as it deems necessary so long as it reimburses provider for the actual increase in 
provider’s insurance premiums attributable to the City’s requested increase; and  

 

L. Insurance coverage required by this contract shall be in force throughout the Contract Term and upon 
written request by the City, the Provider of Professional Services shall, within 7 days, provide to the City 
acceptable evidence of current insurance.  Should the Provider of Professional Services  fail to provide 
acceptable evidence of current insurance following written request, the City shall have the absolute right 
to terminate the Contract without any further obligation to the provider; and 

 

M. Contractual and other liability insurance provided under this Contract shall not contain a supervision, 
inspection or engineering services exclusion that would preclude the City from supervising or inspecting 



the project to the end result.  The Provider of Professional Services  shall assume all on‐the‐job 
responsibilities as to the control of persons directly employed by it. 

 
END OF SPECIAL PROVISIONS FOR INSURANCE COVERAGE FOR PROFESSIONAL SERVICES 
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AUTHORIZED REPRESENTATIVE

CANCELLATION

DATE (MM/DD/YYYY)CERTIFICATE OF LIABILITY INSURANCE

LOCJECT
PRO-POLICY

GEN'L AGGREGATE LIMIT APPLIES PER:

OCCURCLAIMS-MADE

COMMERCIAL GENERAL LIABILITY

GENERAL LIABILITY

PREMISES (Ea occurrence) $
DAMAGE TO RENTED
EACH OCCURRENCE $

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GENERAL AGGREGATE $

PRODUCTS - COMP/OP AGG $

$RETENTIONDED

CLAIMS-MADE

OCCUR

$

AGGREGATE $

EACH OCCURRENCE $UMBRELLA LIAB

EXCESS LIAB

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES  (Attach ACORD 101, Additional Remarks Schedule, if more space is required)

INSR
LTR TYPE OF INSURANCE POLICY NUMBER

POLICY EFF
(MM/DD/YYYY)

POLICY EXP
(MM/DD/YYYY) LIMITS

WC STATU-
TORY LIMITS

OTH-
ER

E.L. EACH ACCIDENT

E.L. DISEASE - EA EMPLOYEE

E.L. DISEASE - POLICY LIMIT

$

$

$

ANY PROPRIETOR/PARTNER/EXECUTIVE

If yes, describe under
DESCRIPTION OF OPERATIONS below

(Mandatory in NH)
OFFICER/MEMBER EXCLUDED?

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY Y / N

AUTOMOBILE LIABILITY

ANY AUTO
ALL OWNED SCHEDULED

HIRED AUTOS
NON-OWNED

AUTOS AUTOS

AUTOS

COMBINED SINGLE LIMIT

BODILY INJURY (Per person)

BODILY INJURY (Per accident)
PROPERTY DAMAGE $

$

$
$

THIS IS TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD
INDICATED.  NOTWITHSTANDING ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS
CERTIFICATE MAY BE ISSUED OR MAY PERTAIN, THE INSURANCE AFFORDED BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,
EXCLUSIONS AND CONDITIONS OF SUCH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS.

INSR
ADDL

WVD
SUBR

N / A

$

$

(Ea accident)

(Per accident)

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW.  THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.
IMPORTANT:  If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must be endorsed.  If SUBROGATION IS WAIVED, subject to
the terms and conditions of the policy, certain policies may require an endorsement.  A statement on this certificate does not confer rights to the
certificate holder in lieu of such endorsement(s).

The ACORD name and logo are registered marks of ACORD

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

INSURED

PHONE
(A/C, No, Ext):

PRODUCER

ADDRESS:
E-MAIL

FAX
(A/C, No):

CONTACT
NAME:

NAIC #

INSURER A :

INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

INSURER(S) AFFORDING COVERAGE

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE EXPIRATION DATE THEREOF, NOTICE WILL BE DELIVERED IN
ACCORDANCE WITH THE POLICY PROVISIONS.
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Contract #:  
Contract Addendum #: ____ 

For Office Use Only    
 

Agreement Between the City of Wheaton, Il 
And 

 

Website	Hosting,	Re‐design,	Development	and	Implementation	

 

Change Order #___
Change Order required due to: 
Changed/Unforeseen Condition 
Change in Scope 
Errors and Omissions 
Other: __________________________ 

Type of Change Order: 
Fixed Cost of $_________ 
Time & Materials, not to exceed: $________ 
Emergency Change, not to exceed $__________ 
Extension of Completion Date

 

Attached is:  Service Providers Proposal;   Description of Change 
 
 
 
 
 

 

Cost and Schedule Control Summary 
If this section is left blank, Change Order will not result in 

additional charges: 

Original Contract Amount    $____________ 
Previous COs Adds/Deducts   $____________ 
This CO Add/Deduct     $____________ 
Revised Contract Amount   $____________ 
 
 

If this section is left blank, Change Order will not result in 
additional time to complete the project: 

Original Contract Duration   ______days 
Previous COs Add/Deduct   ______days 
This CO Add/Deduct     ______days 
Revised Contract Duration   ______days 
Revised Contract Completion Date  _______________

The compensation (time and cost set forth in this Change Order comprises the total compensation due the Service 
Provider, all subcontractors, and all suppliers, for the work or change defined in this Change Order, including impact on 
the unchanged work. By signing the Change Order, the Service Provider acknowledges and agrees on behalf of himself, 
all subcontractors, and all suppliers, that the stipulated compensation includes payment for all work contained in the 
Change Order, plus all payment interruptions of schedules, extended field overhead costs, delay, and all impact, ripple 
effect or cumulative impact on all other work under this contract.  The signing of the Change Order indicates that the 
Change Order constitutes full mutual accord and satisfaction of subcontractors, and all suppliers, as a result of the 
change.  The Service Provider on behalf of himself, all subcontractors and all suppliers, agrees to waive all rights, without 
exception or reservation of any whatsoever to file any further claim related to the Change Order. No further claim or 
request for equitable adjustment of any type shall rise out of or as a result of this Change Order or the impact of this 
Change Order on the remainder of the work under this Contract. 
 

All terms and Conditions of the original contract apply to this Change Order and remain the same and in full force and 
effect. 

 
 

     For Budget Purposes 

Project Manager’s Signature: _______________ Date: _____ Department Head:_______________ Date:_____   
 
 
 

Service Provider: ________________________________________________________________________Date: _____ 
Upon approval, forward this document to Procurement for Amendment of Contract. 
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