
 
 

   
 

 
 

 

 

Response Submission Information 

Project Name: Janitorial Services     RFP Number: 19-012 

Due Date: October 4, 2019         Time: 2:00 pm CST 

Attention: Patrick DiDiana, Management Analyst   Department: Public Works Dept. 

Submit Proposal by E-mail to: pdidiana@villageofglencoe.org 

 
Request for Proposal Response   
 
Company: _____________________________________________________________________________ 

 
Mailing Address:  ________________________________________________________________________
   
 
City: ____________________________________ State: ______________________ Zip: _____________ 

 
 
 
PROPOSAL ON:  Janitorial Services, per the specifications herein. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE TO BIDDERS: Any and all exceptions to these specifications MUST be clearly and completely stated in 
writing on the proposal sheet. Attach additional pages if necessary. Please be advised that any exceptions to 
these specifications may cause your proposal to be disqualified.  
 



 
 

   
 

GENERAL TERMS AND CONDITIONS 
 
Section 1:  Intent 
It is the intent of the Village of Glencoe (“Village”) to contract with a Bidder (“Bidder”) for all necessary labor, 
materials and equipment to complete custodial services (“Services”) for the Village of Glencoe.  
 
Section 2:  Proposal Price 
Bidder shall offer pricing on the Village’s pricing sheet. Bidders must note any items which the Bidder cannot 
perform or intends to subcontract.  Proposal pricing must remain firm for the term of the agreement, and 
Bidders must propose a not-to-exceed price.  The not-to-exceed price shall be all-inclusive of all meetings, 
telephone calls, transportation, materials, supplies, labor, equipment and any other costs required to fulfill 
the scope of work as identified herein. 
 
Section 3:  Additional Information and Technical Questions 
Questions related to specifications and items covered in this request for proposals may be directed to Patrick 
DiDiana, Management Analyst at (847) 461-1115 or e-mail: pdidiana@villageofglencoe.org.  
 
Section 4:  Insurance, Hold Harmless and Indemnification 
 
In addition to other standard contractual terms the Village needs, the Village will require the selected 
Contractor to comply with indemnification, hold harmless and insurance requirements as outlined below: 
 
Contractor shall defend, indemnify and hold the Village, its officers, officials, employees and volunteers 
harmless from any and all claims, injuries, damages, losses or suits including attorney fees arising out of or 
resulting from the acts, errors or omissions of the Contractor in performance of this Agreement, except for 
injuries and damages caused by the sole negligence of the Village. 
 
The Contractor shall procure and maintain, for the duration of this agreement, insurance against claims for 
injuries to persons or damages to property which may arise from or in connection with the performance of 
the work hereunder by the Contractor, his agents, representatives, employees or subcontractors. The cost of 
such insurance shall be paid by the Contractor. Insurance shall meet or exceed the following unless otherwise 
approved by the Village. 
 

A. Minimum Levels of Insurance 
1. Comprehensive or Commercial General Liability: $2,000,000 combined single limit per 

occurrence for bodily injury, personal injury and property damage.  
2. Property Damage insurance to the extent of $100,000/$500,000 including coverage for 

XCU. 
3. Employers Liability insurance of $2,000,000. 
4. Bodily Injury insurance of $200,000/$500,000. 
5. Automobile Liability: $1,000,000 combined single limit per accident for bodily injury 

and property damage for owned vehicles and non-owned vehicles. 
6. Worker’s Compensation coverage as required by the Industrial Insurance Laws of the 

State of Illinois.  
B. Other Provisions 

The policies are to contain, or be endorsed to contain, the following provisions: 
1. General or Commercial Liability and Automobile Liability Coverages 
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a. The Village, its officials, employees and volunteers are to be covered as 
additional insureds with respect to: liability arising out of activities performed 
by or on behalf of the contractor; products and completed operations of the 
contractor; premises owned, leased or used by the contractor; or automobiles 
owned, leased, hired or borrowed by the contractor. The coverage shall contain 
no special limitations on the scope of protection afforded to the Village, its 
officials, employees or volunteers. 

b. The contractor’s insurance shall be primary insurance with respect to the 
Village, its officials, employees and volunteers. Any insurance or self-insurance 
maintained by the Village, its employees or volunteers shall be excess of the 
contractor’s insurance and shall not contribute with it. 

c. Any failure to comply with reporting provisions of the policies shall not affect 
coverage provided to the Village, its officials, employees or volunteers. 

d. Coverage shall state that the contractor’s insurance shall apply separately to 
each insured against whom claim is made or suit is brought, except with 
respect to the limits of the insurer’s liability. 

2. All Coverages 
a. Each insurance policy required by this clause shall state that coverage shall not 

be canceled by either party except after thirty (30) days prior written notice has 
been given to the Village. 

3. Acceptability of Insurers 
a. Insurance is to be placed with insurers with a current Bests’ rating of A- or 

better, or with an insurer acceptable to the Village. 
4. Verification of Coverage 

a. Contractor shall furnish the Village with certificates of insurance and copies of 
actual insured endorsements affecting coverage required by this clause. The 
certificates and endorsements for each insurance policy are to be signed by a 
person authorized by that insurer to bind coverage on its behalf and shall name 
the Village, its officials, employees and agents as “additional insureds” except 
for coverages identified above. The certificates are to be received and 
approved by the Village before work commences. The Village reserves the right 
to require complete, certified copies of all required insurance policies at any 
time. 

5. Subcontractors 
a. Contractor shall include all subcontractors as insured under its policies or shall 

require subcontractors to provide their own coverage. All coverages for 
subcontractors shall be subject to all of the requirements stated herein. 

 
Section 5:  Evaluation/Acceptance of Proposals 
The Village  intends to select a Bidder that furnishes satisfactory evidence that it has the requisite 
experience, ability, resources and staffing to enable it to successfully perform the scope of services 
requested. In making the determination as to whether to select a Bidder the Village and  will consider the 
following factors (listed in no particular order):  
 

• Proposals should include the resume of the firm, location of the firm, references from past and 
present clients, description of projects of similar scope and experience, the names and background 
of service personnel. 

 



 
 

   
 

• The Village may conduct discussions with any Bidder who submits an acceptable or potentially 
acceptable proposal. Bidders shall be accorded fair and equal treatment with respect to any 
opportunity for discussion and revision of proposals.  During the course of such discussions, the 
Village shall not disclose any information derived from one proposal to any other Bidder.  The 
Village reserves the right to request the Bidder provide additional information during this process.  

 
• The Village reserves the right to negotiate specifications, terms and conditions which may be 

necessary or appropriate to the accomplishment of the purpose of this RFP.  The Village may 
require the RFP and the Bidder’s entire proposal be made an integral part of the resulting contract. 
This implies that all responses, supplemental information, and other submissions provided by the 
Bidder during discussions or negotiations will be held by the Village as contractually binding on the 
successful Bidder.  

 
• The Village  may select the proposal which, based on ability to meet the criteria, appears to be the 

most advantageous, and who is best qualified to perform in accordance with the terms and 
conditions of the Agreement.  

 
Proposals submitted are offers only and the decision to accept or reject is a function of quality, reliability, 
capability, reputation, and expertise of the Bidder. 
 
Section 6: Notice of Award; Effective Date of Award 
If the Agreement is awarded by the Village, such award shall be effective when a Notice of Award in the form 
included in this Request for Proposals has been delivered to the successful Bidder.  The Village will prepare 
two copies of the Agreement based upon the successful Bidder’s Proposal and will submit them to the 
successful Bidder with the Notice of Award. 
 
Section 7:  Other Terms  
 

1. No Collusion 
Bidder hereby represents that the only persons, firms, or corporations interested in this Agreement as principals 
are those disclosed to the Village prior to the execution of this Agreement, and that this Agreement is made 
without collusion with any other person, firm, or corporation. If at any time it shall be found that Bidder has, in 
procuring this Agreement, colluded with any other party, then Bidder shall be liable to the Village for all loss or 
damage that the Village may suffer thereby, and this Agreement shall, at the Village’s option, be null and void. 
 

2. Engagement Term 
The Offeror further understands and agrees that if their proposal is accepted, the individual will enter into an 
engagement with the Village and  to provide the services within fifteen (15) days (“Commencement Date”) of 
receiving notice of the selection.  The Agreement shall be in effect for a one (1) year period from the date of the 
award.  The Agreement may be renewed for one (1) additional one (1) year period, subject to acceptable 
performance by the Bidder, by mutual agreement of the Village and the Bidder.  At the end of any contract term, 
the Village of Glencoe and Glencoe Public  reserves the right to extend this contract for a period of up to ninety 
(90) days for the purpose of getting a new Bidder in place.   
 

3. Payment   
All payments for the Services will be made by the Village in conformance with the requirements of the Local 
Government Prompt Payment Act (50 ILCS 505).  The Village is exempt from state and local sales, use, and excise 
taxes. A letter of exemption will be provided to Bidder, if necessary. The Village will not reimburse or assist Bidder 



 
 

   
 

in obtaining reimbursement for any state or local sales, use, or excise taxes paid by Bidder. Bidder shall be 
required to reimburse the Village for any such taxes paid. Failure of Bidder to comply with the provisions of this 
Section shall entitle the Village to withhold or recover from Bidder the costs thereof.    
 
 

4. Hold Harmless 
The Bidder agrees to indemnify, save harmless and defend the Village of Glencoe and its elected and appointed 
officials, employees, agents, Bidders, attorneys and representatives and each of them against and hold it and 
them harmless from any and all lawsuits, claims, injuries, demands, liabilities, losses, and expenses; including 
court costs and attorney’s fees for or on account of any injury to any person, or any death at any time resulting 
from such injury, or any damage to property, which may arise or which may be alleged to have arisen out of, or 
in connection with the Service covered by this project.  The foregoing indemnity shall apply except if such injury 
is caused by the willful and wanton conduct of the Village of Glencoe its agents, servants, or employees or any 
other person indemnified hereafter.  The obligations of the Bidder under this provision shall not be limited by 
the limits of any applicable insurance required of the Bidder. 
 

5. Agreement Administration 
For the purpose of the Agreement, the term Administrator shall jointly refer to the General Superintendent of 
Public Works and the Deputy Chief of Public Safety.  The Agreement will be jointly administered and direction 
given by the Superintendent and Deputy Chief for their respective areas.  The Contractor shall consult with the 
Superintendent and Deputy Chief, concerning the details and scheduling of the work contemplated herein, and 
shall be governed by decisions of the Superintendent and Deputy Chief.  The Contractor shall meet with a 
representative of the Village once a month to review contract performance.  Performance issues shall be 
submitted in writing or via e-mail for resolution in a timely manner. 
 

6. Bid Bond 
A cashier’s or certified check shall accompany each bid, payable to the Village of Glencoe or a bid bond equal to 
five (5%) percent of the annual cost of service as proposed by the bidder.  Bid deposits will be returned upon 
execution of contract documents with successful bidder. 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

   
 

Janitorial Services 
 

Section 1:  Scope of Work 
The Village seeks a Contractor to deliver comprehensive custodial services (“Service”) to multiple Village 
municipal buildings. The Service will be provided five (5) nights per week – Monday through Friday; and all 
work will be carried out in a thorough and workmanlike manner.  In addition, day porter services will be 
required to provide light cleaning during the day time hours, 7:00 a.m. to 1:00 p.m. Monday thru Friday at 
select Village facilities. Day porter will be provided daily instructions on cleaning to be performed. All 
equipment and cleaning supplies required shall be provided and maintained by the Contractor.  The Village 
will provide all cleaning solution products, paper products and trash can liners.  A limited amount of storage 
space will be available to the Contractor. A detailed list of daily, weekly, monthly, quarterly, and semi-
annual services are laid out in Exhibit B. 
 
Section 2: Location of Buildings 
Services will be performed at the Village Hall and the Public Works Garage.  The Village Hall houses the 
Public Safety Department, and as such is a 24/7 facility.  Rooms used for evening meetings will be scheduled 
for cleaning so as not to interfere with these proceedings.  The Village will meet with the selected 
contractor to establish the permitted daily start times for custodial services in each of the buildings.  Areas 
to be included in this contract are depicted on the attached floor plans (“Exhibit A”). 
 
Address of the locations: 
 

• 675 Village Ct. Glencoe, IL. 60022 (Village Hall) 
• 320 Hazel Ave. Glencoe, IL. 60022 (Public Works Garage) 

 
Section 3: Personnel 
Contractor shall provide personnel to perform the Services who are competent, capable, courteous, and 
qualified.  Contractor personnel must be able to speak and understand English.  If any such employee fails 
to perform the Service in a manner satisfactory to the Village, then Contractor shall immediately upon 
notice from the Village replace such employee with another employee satisfactory to the Village.  A 
personnel change initiated by the Contractor must be first discussed with the Village.  The Village will have 
final determination if a change in personnel initiated by the Contractor is warranted.   
 
Contractor is required to attach a description of the organization and management structure that will be 
utilized to perform the Service “Operational Plan”. A Supervisor should be assigned to monitor duties and 
performance of the crew.  At a minimum, this section will include a chart identifying the job categories or 
personnel committed and will specifically identify the assignments of the key personnel. Bidder should 
demonstrate that the proposed manpower level on which it has based its Price Proposals is sufficient and 
can be reasonably expected to meet or exceed the requirements needed to perform the Service.  A 
minimum working crew of two persons must be assigned to complete the Services. 
 
Section 4. Subcontractors  
No subcontracting will be permitted for regular daily custodial services.  Subcontracting may be permitted 
for specialty services and must be pre-approved by the Administrator or his designee.  
 
 
 
 



 
 

   
 

Section 5:  RFP Schedule  
The Village anticipates following the schedule described below:  
 

Phase Anticipated Date 
Issue request for proposals September 20, 2019 
Mandatory Pre-Bid 
Meeting/Walkthrough 

September 27, 2019, 10 am 

Proposals due October 4, 2019 
Bidder Interviews (As needed) October 9, 2019 
Award October 17, 2019 

 
Section 6: Proposal Submission 
Proposals must be submitted in a sealed envelope marked “Janitorial Services for the Village of Glencoe” in 
the lower left-hand corner and are due by October 4, 2019 at 2:00 p.m. CST. Proposals should be addressed 
to: 
 

Village of Glencoe 
Attention: Patrick DiDiana, Management Analyst / Public Works  

Public Works Department 
 675 Village Court, Glencoe, IL 60022 

 
It is the sole responsibility of respondents to the Request for Proposal to deliver the proposal by the stated 
deadline. Each proposal must be submitted with all required documentation.  

Section 8: Questions 
Please direct questions or concerns related to this RFP to: 
 
Patrick DiDiana 
Management Analyst / Public Works 
Phone: (847) 461-1115 
pdidiana@villageofglencoe.org 
 
 
Section 9. References 
 

 Reference #1 Reference #2 Reference #3 
Municipality/County/Local 
Government/Business 

   

Date Commenced    

Termination Date    
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Scope of Services    

 
Section 9. Contracts Abandoned 
Neither Bidder nor any predecessor organization has ever failed to complete a contract except as noted and 
explained below: 
 
 
 
 
 
 
 
 
Section 10. Contract Defaults 
 
Neither Bidder nor any predecessor organization has ever defaulted on, or been terminated for cause on, a 
contract except as noted and explained below: 
 
 
 
 
 
 
 
 _____________________________________________________________________________ 
 
 
 
 
 
 
 
 



 
 

   
 

Section 11. Price Proposal 
 

Custodial 
Services 

        

Facility  Daily 
(1) 

Weekly 
(1) 

Monthly 
(1)  

Quarterly 
(1)  

Semi-
Annual 
(1) 

Annual 
(1) 

Total 
Man 
Hours 

Costs Per 
Year 

Village Hall 
Administration 
Area 

              $ 

Village Hall 
Public Safety 
Area 

              $ 

Public Works 
Service Building 
Area 

              $ 

                  
Total               $ 
Labor Assistance 
Hourly Rate per 
Laborer 

$ per 
hour 

      

Day Porter 
Hourly Rate 
(Optional) 

$ per 
hour 

      

 
Note:     Bidder shall fill-in the estimated number of work crew man hours for each facility for daily, weekly, 
monthly, quarterly, semi-annual, and annual tasks.  Incomplete submittals will be rejected from 
consideration. 
 
Additional Services as Requested by the Village:  
 
Restorative Carpet Cleaning: Shampoo and steam clean all open carpeted areas. 
 
$____________ per time. 
 
 
Machine Floor Care: 
 
 Lower level VCT floors: Scrub and wax 3 coats. 
 First floor lobby ceramic: Wet scrub. 
 First floor VCT and PS common area: Strip and wax 3 coats. 
 Second floor PS area VCT: Strip and wax. 
 Second floor new VCT: Wet-scrub 
 Stairways: Wet-scrub and wax. 

 
$____________ per time.
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VILLAGE OF GLENCOE 
PROFESSIONAL SERVICES AGREEMENT 

 
This PROFESSIONAL SERVICES AGREEMENT ("Agreement") is dated as of the 17th of October, 2019, and is by and 
between the VILLAGE OF GLENCOE, an Illinois non-home rule municipal corporation ("Village"), and the 
Contractor identified in Section 1.A of this Agreement.  
 
IN CONSIDERATION OF the recitals and the mutual covenants and agreements set forth in this Agreement, and 
pursuant to the Village's statutory and non-home rule powers, the parties agree as follows:  
 
SECTION 1. CONTRACTOR.  
 
A. Engagement of Contractor. The Village desires to engage the Contractor identified below to perform and to 
provide all necessary professional consulting services to perform the work in connection with the project 
identified below:  
 
Contractor Name ("Contractor"):  
 
Address:  
 
Telephone No.:  
 
Email:  
 
Project Name/Description:  
 
Agreement Amount:   
 
B. Project Description. Eco-Clean Maintenance custodial services for the Village of Glencoe 
 
C. Representations of Contractor. The Contractor represents that it is financially solvent, has the necessary 
financial resources, and is sufficiently experienced and competent to perform and complete the consulting 
services that are set forth in the Exhibit B ("Services") in a manner consistent with the standards of professional 
practice by recognized firms providing services of a similar nature.  
 
SECTION 2. SCOPE OF SERVICES. 
 
A. Retention of the Contractor. The Village retains the Contractor to perform, and the Contractor agrees to 
perform, the Services.  
 
B. Services. The Village seeks a Contractor to deliver comprehensive custodial services (“Service”). The Service will 
be carried out in a thorough and workmanlike manner.  All equipment and cleaning supplies required shall be 
provided and maintained by the Contractor.  The Village will provide all cleaning solution products, paper products 
and trash can liners.  A limited amount of storage space will be available to the Contractor. A detailed list of daily, 
weekly, monthly, quarterly, semi-annual, and annual services are laid out in Exhibit B. 
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C. Commencement; Time of Performance. The Contractor shall commence the Services beginning upon October 
21, 2019, after receipt of written notice from the Village that this Agreement has been fully executed by the Parties 
("Commencement Date"). The Contractor shall diligently and continuously prosecute the Services until the 
completion of the Services or upon the termination of this Agreement by the Village, but in no event later than 
the date that is 15 days after the Commencement Date ("Time of Performance"). The Village may modify the Time 
of Performance at any time upon 15 days prior written notice to the Contractor. Delays caused by the Village shall 
extend the Time of Performance in equal proportion to the delay caused by the Village; provided, however, that 
the Contractor shall be responsible for completion of all work within the Time of Performance, notwithstanding 
any strike or other work stoppage by employees of either Contractor or of the Village.  
 
D. Engagement Term.  The Agreement shall be in effect for one (1) year from the date of the award.  The Village 
of Glencoe reserves the right to renew this contract for one (1) additional one (1) year period, subject to 
acceptable performance by the Contractor.  At the end of any contract term, the Village of Glencoe reserves the 
right to extend this contract for a period of up to ninety (90) days for the purpose of getting a new contract in 
place.  
 
E. Reporting. The Contractor shall regularly report to the Superintendent and Deputy Chief, or his/her designee, 
regarding the progress of the Services during the term of this Agreement.  
 
SECTION 3. COMPENSATION AND METHOD OF PAYMENT. 
 
A. Agreement Amount. The total amount paid by the Village for the  
Services pursuant to this Agreement shall not exceed the amount identified as the  
Agreement Amount in Section 1.A of this Agreement. No claim for additional compensation shall be valid unless 
made in accordance with Sections 3.D or 3.E of this Agreement.  
 
B. Invoices and Payment. The Contractor shall submit monthly invoices in an approved format to the Village for 
costs incurred by the Contractor in performing the Services. The amount billed in each invoice for the Services 
shall be based solely upon the rates set forth in Exhibit C. All payments for the Services will be made by the Village 
in conformance with the requirements of the Local Government Prompt Payment Act (50 ILCS 505).  The Village 
is exempt from state and local sales, use, and excise taxes. A letter of exemption will be provided to Contractor, if 
necessary. The Village will not reimburse or assist Contractor in obtaining reimbursement for any state or local 
sales, use, or excise taxes paid by Contractor. Contractor shall be required to reimburse the Village for any such 
taxes paid. Failure of Contractor to comply with the provisions of this Section shall entitle the Village to withhold 
or recover from Contractor the costs thereof.    
 
C. Records. The Contractor shall maintain records showing actual time devoted and costs incurred, and shall 
permit the Village to inspect and audit all data and records of the Contractor for work done pursuant to this 
Agreement. The records shall be made available to the Village at reasonable times during the term of this 
Agreement, and for one year after the termination of this Agreement.  
 
D. Claim In Addition To Agreement Amount.  
 
    1. The Contractor shall provide written notice to the Village of any claim for additional compensation as a result 
of action taken by the Village, within 15 days after the occurrence of such action.  
 
    2. The Contractor acknowledges and agrees that: (a) the provision of written notice pursuant to Section 3.0.1 
of this Agreement shall not be deemed or interpreted as entitling the Contractor to any additional compensation; 
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and (b) any changes in the Agreement Amount shall be valid only upon written amendment pursuant to Section 
8.A of this Agreement.  
 
   3. Regardless of the decision of the Village relative to a claim submitted by the Contractor, the Contractor shall 
proceed with all of the work required to complete the Services under this Agreement, as determined by the 
Village, without interruption. 
  
E. Additional Services. The Contractor acknowledges and agrees that the Village shall not be liable for any costs 
incurred by the Contractor in connection with any services provided by the Contractor that are outside the scope 
of this Agreement ("Additional Services"), regardless of whether such Additional Services are requested or 
directed by the Village, except upon the prior written consent of the Village.  
 
F. Escalation.   Written requests for price revisions after the first year shall be submitted at least sixty (60) days in 
advance of the annual contract period.  Requests must be based upon and include documentation of an actual 
change in the cost of the components involved in the contract and shall not include overhead, or profit.  The 
escalation shall be pursuant to the CPI-All Urban Consumers, Chicago or 2% whichever is less.  CPI will be based 
upon the average of the previous twelve months, non-seasonal adjusted. 
 
The Village of Glencoe reserves the right to reject a proposed price increase and terminate the agreement.   
   
SECTION 4. PERSONNEL; SUBCONTRACTORS. 
 
A. Key Project Personnel. The Key Project Personnel identified in the Proposal shall be primarily responsible for 
carrying out the Services on behalf of the Contractor. The Key Project Personnel shall not be changed without the 
Village's prior written approval.  
 
B. Availability of Personnel. The Contractor shall provide all personnel necessary to complete the Services 
including, without limitation, any Key Project Personnel identified in this Agreement. The Contractor shall notify 
the Village as soon as practicable prior to terminating the employment of, reassigning, or receiving notice of the 
resignation of, any Key Project Personnel. The Contractor shall have no claim for damages and shall not bill the 
Village for additional time and materials charges as the result of any portion of the Services which must be 
duplicated or redone due to such termination or for any delay or extension of the Time of Performance as a result 
of any such termination, reassignment, or resignation.  
 
C. Approval and Use of Subcontractors. No subcontracting will be permitted for regular daily custodial service.  
Subcontracting may be permitted for specialty services and must be pre-approved by the Superintendent and 
Deputy Chief, or his/her designee.  
 
D. Removal of Personnel and Subcontractors. If any personnel or subcontractor fails to perform the Services in a 
manner satisfactory to the Village and consistent with commonly accepted professional practices, the Contractor 
shall immediately upon notice from the Village remove and replace such personnel or subcontractor. The 
Contractor shall have no claim for damages, for compensation in excess of the amount contained in this 
Agreement, or for a delay or extension of the Time of Performance as a result of any such removal or replacement.  
 
SECTION 6. STANDARD OF SERVICES AND INDEMNIFICATION. 
 
A. Representation and Certification of Services. The Contractor represents and certifies that the Services shall be 
performed in accordance with the standards of professional practice, care, and diligence practiced by recognized 
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contracting firms in performing services of a similar nature in existence at the Time of Performance. The 
representations and certifications expressed shall be in addition to any other representations and certifications 
expressed in this Agreement, or expressed or implied by law, which are hereby reserved unto the Village.  
 
B. Indemnification. The Contractor agrees to indemnify, save harmless and defend the Village of Glencoe and its 
elected and appointed officials, employees, agents, Contractors, attorneys and representatives and each of them 
against and hold it and them harmless from any and all lawsuits, claims, injuries, demands, liabilities, losses, and 
expenses; including court costs and attorney’s fees for or on account of any injury to any person, or any death at 
any time resulting from such injury, or any damage to property, which may arise or which may be alleged to have 
arisen out of, or in connection with the Service covered by this project.  The foregoing indemnity shall apply except 
if such injury is caused by the willful and wanton conduct of the Village of Glencoe its agents, servants, or 
employees or any other person indemnified hereafter.  The obligations of the Contractor under this provision shall 
not be limited by the limits of any applicable insurance required of the Contractor.   
  
C. Insurance.  

C. Minimum Levels of Insurance 
7. Comprehensive or Commercial General Liability: $2,000,000 combined single limit per 

occurrence for bodily injury, personal injury and property damage.  
8. Property Damage insurance to the extent of $100,000/$500,000 including coverage for XCU. 
9. Employers Liability insurance of $2,000,000. 
10. Bodily Injury insurance of $200,000/$500,000. 
11. Automobile Liability: $1,000,000 combined single limit per accident for bodily injury and 

property damage for owned vehicles and non-owned vehicles. 
12. Worker’s Compensation coverage as required by the Industrial Insurance Laws of the State of 

Illinois.  
D. Other Provisions 

The policies are to contain, or be endorsed to contain, the following provisions: 
6. General or Commercial Liability and Automobile Liability Coverages 

a. The Village, its officials, employees and volunteers are to be covered as additional 
insureds with respect to: liability arising out of activities performed by or on behalf of 
the contractor; products and completed operations of the contractor; premises 
owned, leased or used by the contractor; or automobiles owned, leased, hired or 
borrowed by the contractor. The coverage shall contain no special limitations on the 
scope of protection afforded to the Village, its officials, employees or volunteers. 

b. The contractor’s insurance shall be primary insurance with respect to the Village, its 
officials, employees and volunteers. Any insurance or self-insurance maintained by 
the Village, its employees or volunteers shall be excess of the contractor’s insurance 
and shall not contribute with it. 

c. Any failure to comply with reporting provisions of the policies shall not affect 
coverage provided to the Village, its officials, employees or volunteers. 

d. Coverage shall state that the contractor’s insurance shall apply separately to each 
insured against whom claim is made or suit is brought, except with respect to the 
limits of the insurer’s liability. 

7. All Coverages 
a. Each insurance policy required by this clause shall state that coverage shall not be 

canceled by either party except after thirty (30) days prior written notice has been 
given to the Village. 

8. Acceptability of Insurers 
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a. Insurance is to be placed with insurers with a current Bests’ rating of A- or better, or 
with an insurer acceptable to the Village. 

9. Verification of Coverage 
a. Contractor shall furnish the Village with certificates of insurance and copies of actual 

insured endorsements affecting coverage required by this clause. The certificates and 
endorsements for each insurance policy are to be signed by a person authorized by 
that insurer to bind coverage on its behalf and shall name the Village, its officials, 
employees and agents as “additional insureds” except for coverages identified above. 
The certificates are to be received and approved by the Village before work 
commences. The Village reserves the right to require complete, certified copies of all 
required insurance policies at any time. 

10. Subcontractors 
a. Contractor shall include all subcontractors as insured under its policies or shall require 

subcontractors to provide their own coverage. All coverages for subcontractors shall 
be subject to all of the requirements stated herein. 

 
D. No Personal Liability. No elected or appointed official or employee of the Village shall be personally liable, in 
law or in contract, to the Contractor as the result of the execution of this Agreement.  
 
SECTION 7. CONTRACTOR AGREEMENT GENERAL PROVISIONS. 
 
A. Relationship of the Parties. The Contractor shall act as an independent contractor in providing and performing 
the Services. Nothing in, nor done pursuant to, this Agreement shall be construed: (1) to create the relationship 
of principal and agent, employer and employee, partners, or joint ventures between the Village and Contractor; 
or (2) to create any relationship between the Village and any subcontractor of the Contractor.  
 
B. Conflict of Interest. The Contractor represents and certifies that, to the best of its knowledge: (1) no elected or 
appointed Village official, employee or agent has a personal financial interest in the business of the Contractor or 
in this Agreement, or has personally received payment or other consideration for this Agreement; (2) as of the 
date of this Agreement, neither Contractor nor any person employed or associated with Contractor has any 
interest that would conflict in any manner or degree with the performance of the obligations under this 
Agreement; and (3) neither Contractor nor any person employed by or associated with Contractor shall at any 
time during the term of this Agreement obtain or acquire any interest that would conflict in any manner or degree 
with the performance of the obligations under this Agreement.  
 
C. No Collusion. The Contractor represents and certifies that the Contractor is not barred from contracting with a 
unit of state or local government as a result of: (1) a delinquency in the payment of any tax administered by the 
Illinois Department of Revenue, unless the Contractor is contesting, in accordance with the procedures established 
by the appropriate revenue act, its liability for the tax or the amount of the tax, as set forth in Section 11-42.1-1 
et seq. of the Illinois Municipal Code, 65 ILCS 5/11-42.1-1 et seq.; or (2) a violation of either Section 33E-3 or 
Section 33E-4 of Article 33E of the Criminal Code of 1961, 720 ILCS 5/33E-1 et seq. The Contractor represents that 
the only persons, firms, or corporations interested in this Agreement as principals are those disclosed to the 
Village prior to the execution of this Agreement, and that this Agreement is made without collusion with any other 
person, firm, or corporation. If at any time it shall be found that the Contractor has, in procuring this Agreement, 
colluded with any other person, firm, or corporation, then the Contractor shall be liable to the Village for all loss 
or damage that the Village may suffer, and this Agreement shall, at the Village's option, be null and void.  
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D. Termination. Notwithstanding any other provision hereof, the Village may terminate this Agreement at any 
time upon 15 days written notice to the Contractor. In the event that this Agreement is so terminated, the 
Contractor shall be paid for Services actually performed and reimbursable expenses actually incurred, if any, prior 
to termination, not exceeding the value of the Services completed, which shall be determined on the basis of the 
rates set forth in the Proposal.  
 
E. Compliance with Laws and Grants.  
 
    1. Compliance with Laws. The Contractor shall give all notices, pay all fees, and take all other action that may 
be necessary to ensure that the Services are provided, performed, and completed in accordance with all required 
governmental permits, licenses, or other approvals and authorizations that may be required in connection with 
providing, performing, and completing the Services, and with all applicable statutes, ordinances, rules, and 
regulations, including, without limitation: any applicable prevailing wage laws; the Fair Labor Standards Act; any 
statutes regarding qualification to do business; any statutes requiring preference to laborers of specified classes; 
any statutes prohibiting discrimination because of, or requiring affirmative action based on, race, creed, color, 
national origin, age, sex, or other prohibited classification, including, without limitation, the Americans with 
Disabilities Act of 1990, 42 U.S.C. §§ 12101 et seq., and the Illinois Human Rights Act, 775 ILCS 5/1-101 et seq. The 
Contractor shall also comply with all conditions of any federal, state, or local grant received by the Village or the 
Contractor with respect to this Agreement or the Services. Further, the Contractor shall have a written sexual 
harassment policy in compliance with Section 2-105 of the Illinois Human Rights Act.  
 
    2. Liability for Noncompliance. The Contractor shall be solely liable for any fines or civil penalties that are 
imposed by any governmental or quasi - governmental agency or body that may arise, or be alleged to have arisen, 
out of or in connection with the Contractor's, or any of its subcontractors, performance of, or failure to perform, 
the Services or any part thereof.  
 
    3. Required Provisions. Every provision of law required by law to be inserted into this Agreement shall be 
deemed to be inserted herein.  
 
F. Default. If it should appear at any time that the Contractor has failed or refused to prosecute, or has delayed in 
the prosecution of, the Services with diligence at a rate that assures completion of the Services in full compliance 
with the requirements of this Agreement, or has otherwise failed, refused, or delayed to perform or satisfy the 
Services or any other requirement of this Agreement ("Event of Default"), and fails to cure any such Event of 
Default within ten business days after the Contractor's receipt of written notice of such Event of Default from the 
Village, then the Village shall have the right, without prejudice to any other remedies provided by law or equity, 
to pursue any one or more of the following remedies:  
 
    1. Cure by Contractor. The Village may require the Contractor, within a reasonable time, to complete or correct 
all or any part of the Services that are the subject of the Event of Default; and to take any or all other action 
necessary to bring the Contractor and the Services into compliance with this Agreement.  
 
    2. Termination of Agreement by Village. The Village may terminate this Agreement without liability for further 
payment of amounts due or to become due under this Agreement after the effective date of termination.  
 
    3. Withholding of Payment by Village. The Village may withhold from any payment, whether or not previously 
approved, or may recover from the Contractor, any and all costs, including attorneys' fees and administrative 
expenses, incurred by the Village as the result of any Event of Default by the Contractor or as a result of actions 
taken by the Village in response to any Event of Default by the Contractor.  
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G. No Additional Obligation. The Parties acknowledge and agree that the Village is under no obligation under this 
Agreement or otherwise to negotiate or enter into any other or additional contracts or agreements with the 
Contractor or with any vendor solicited or recommended by the Contractor.  
 
H. Village Manager Authority. Notwithstanding any provision of this Agreement, any negotiations or agreements 
with, or representations by the Contractor to, vendors shall be subject to the approval of the Village Manager. For 
purposes of this Section 7.H, "vendors" shall mean entities engaged in subcontracts for the provision of additional 
services directly to the Village. The Village shall not be liable to any vendor or third party for any agreements made 
by the Contractor without the knowledge and approval of the Village Manager.  
 
I. Mutual Cooperation. The Village agrees to cooperate with the Contractor in the performance of the Services, 
including meeting with the Contractor and providing the Contractor with such non -confidential information that 
the Village may have that may be relevant and helpful to the Contractor's performance of the Services. The 
Contractor agrees to cooperate with the Village in the performance and completion of the Services and with any 
other Contractors engaged by the Village.  
 
J. News Releases. The Contractor shall not issue any news releases, advertisements, or other public statements 
regarding the Services without the prior written consent of the Village Manager.  
 
K. Ownership. Designs, drawings, plans, specifications, photos, reports, information, observations, calculations, 
notes, and any other documents, data, or information, in any form, prepared, collected, or received from the 
Village by the Contractor in connection with any or all of the Services to be performed under this Agreement 
("Documents") shall be and remain the exclusive property of the Village. At the Village's request, or upon 
termination of this Agreement, the Contractor shall cause the Documents to be promptly delivered to the Village.  
 
SECTION 8. GENERAL PROVISIONS. 
 
A. Amendment. No amendment or modification to this Agreement shall be effective until it is reduced to writing 
and approved and executed by the Village and the Contractor in accordance with all applicable statutory 
procedures.  
 
B. Assignment. This Agreement may not be assigned by the Village or by the Contractor without the prior written 
consent of the other party.  
 
C. Binding Effect. The terms of this Agreement shall bind and inure to the benefit of the Village, the Contractor, 
and their agents, successors, and assigns.  
 
D. Notice. All notices required or permitted to be given under this Agreement shall be in writing and shall be 
delivered (1) personally, (2) by a reputable overnight courier, or by (3) by certified mail, return receipt requested, 
and deposited in the U.S. Mail, postage prepaid. Unless otherwise expressly provided in this Agreement, notices 
shall be deemed received upon the earlier of: (a) actual receipt; (b) one business day after deposit with an 
overnight courier, as evidenced by a receipt of deposit; or (c) four business days following deposit in the U.S. mail, 
as evidenced by a return receipt. By notice complying with the requirements of this Section 8.D, each party shall 
have the right to change the address or the addressee, or both, for all future notices and communications to the 
other party, but no notice of a change of addressee or address shall be effective until actually received. Notices 
and communications to the Village shall be addressed to, and delivered at, the following address:  
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Village of Glencoe 
675 Village Ct. 
Glencoe, Illinois 60022 
Attention: Don Kirk, General Superintendent   
      Rich Weiner, Deputy Chief 
 
 
With a copy to: 
 
Holland & Knight LLP 
131 S. Dearborn, 30th Floor 
Chicago, Illinois 60603 
Attention: Steve Elrod, Village Attorney 
 
 
Notices and communications to the Contractor shall be addressed to, and delivered at, the following address:  
 
 
 
E. Third Party Beneficiary. No claim as a third party beneficiary under this  
Agreement by any person, firm, or corporation shall be made or be valid against the  
Village.  
 
F. Provisions Severable. If any term, covenant, condition, or provision of this Agreement is held by a court of 
competent jurisdiction to be invalid, void, or unenforceable, the remainder of the provisions shall remain in full 
force and effect and shall in no way be affected, impaired, or invalidated.  
 
G. Time. Time is of the essence in the performance of all terms and provisions of this Agreement.  
 
H. Calendar Days and Time. Unless otherwise provided in this Agreement, any reference in this Agreement to 
"day" or "days" shall mean calendar days and not business days. If the date for giving of any notice required to be 
given, or the performance of any obligation, under this Agreement falls on a Saturday, Sunday, or federal holiday, 
then the notice or obligation may be given or performed on the next business day after that Saturday, Sunday, or 
federal holiday. Governing Laws. This Agreement shall be governed by, construed and enforced in accordance 
with the internal laws, but not the conflicts of laws rules, of the State of Illinois.  
 
J. Authority to Execute.  
 
1. The Village. The Village hereby warrants and represents to the Contractor that the persons executing this 
Agreement on its behalf have been properly authorized to do so by its corporate authorities.  
 
2. The Contractor. The Contractor hereby warrants and represents to the Village that the persons executing this 
Agreement on its behalf have the full and complete right, power, and authority to enter into this Agreement and 
to agree to the terms, provisions, and conditions set forth in this Agreement and that all legal actions needed to 
authorize the execution, delivery, and performance of this Agreement have been taken.  
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K. Entire Agreement. This Agreement constitutes the entire agreement between the parties to this Agreement 
and supersedes all prior agreements and negotiations between the parties, whether written or oral, relating to 
the subject matter of this Agreement.  
 
L. Waiver. Neither the Village nor the Contractor shall be under any obligation to exercise any of the rights granted 
to them in this Agreement except as it shall determine to be in its best interest from time to time. The failure of 
the Village or the Contractor to exercise at any time any such rights shall not be deemed or construed as a waiver 
of that right, nor shall the failure void or affect the Village's or the Contractor's right to enforce such rights or any 
other rights.  
 
M. Consents. Unless otherwise provided in this Agreement, whenever the consent, permission, authorization, 
approval, acknowledgement, or similar indication of assent of any party to this Agreement, or of any duly 
authorized officer, employee, agent, or representative of any party to this Agreement, is required in this 
Agreement, the consent, permission, authorization, approval, acknowledgement, or similar indication of assent 
shall be in writing.  
 
N. Grammatical Usage and Construction. In construing this Agreement, pronouns include all genders and the plural 
includes the singular and vice versa,  
 
O. Interpretation. This Agreement shall be construed without regard to the identity of the party who drafted the 
various provisions of this Agreement. Moreover, each and every provision of this Agreement shall be construed 
as though all parties to this Agreement participated equally in the drafting of this Agreement. As a result of the 
foregoing, any rule or construction that a document is to be construed against the drafting party shall not be 
applicable to this Agreement.  
 
P. Headings. The headings, titles, and captions in this Agreement have been inserted only for convenience and in 
no way define, limit, extend, or describe the scope or intent of this Agreement.  
 
Q. Exhibits. Exhibits A and B attached to this Agreement are, by this reference, incorporated in and made a part 
of this Agreement. In the event of a conflict between an Exhibit and the text of this Agreement, the text of this 
Agreement shall control.  
 
R. Rights Cumulative. Unless expressly provided to the contrary in this  
Agreement, each and every one of the rights, remedies, and benefits provided by this Agreement shall be 
cumulative and shall not be exclusive of any other rights, remedies, and benefits allowed by law.  
 
S. Counterpart Execution. This Agreement may be executed in several counterparts, each of which, when 
executed, shall be deemed to be an original, but all of which together shall constitute one and the same 
instrument.  
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IN WITNESS WHEREOF, Owner and Contractor have caused this Contract to be executed in two original 
counterparts as of the day and year first written above. 
(SEAL) 
 
 
 
 
Attest/Witness            VILLAGE OF GLENCOE 
 
 
By:                         By:   
    
 _____________________                            ___________________Title: Village Manager  
 
 
Attest/Witness      CONTRACTOR 
 
 
 
 
By:   __________________________   By: _____________________________ 
   
      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Exhibit A 
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Attach maps of building floor plan.  Areas shaded are included in the scope  
 
Village Hall Second Floor 
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Village Hall First Floor 
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Village Hall Basement 
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Public Works Service Garage 
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Exhibit B 
Glencoe Village Hall (675 Village Court) 
 
Village Hall Basement  
Consists of conference room, one restroom, hallways, stairways and general areas. 
Approximately 2,000 square feet (1,500 tile, 500 carpet). 
 
Daily 
 Waste paper: Gather and place for disposal (liners to be furnished by the Village) 
 Desks, credenzas, tables, counter tops, file cabinets, partition tops:  

Dust exposed areas, unobstructed horizontal surfaces only; papers on these surfaces are not to be disturbed. 
Spot clean working area for fingerprints and beverage rings, unobstructed horizontal surfaces only; papers on 
these surfaces are not to be disturbed 
 Drinking fountains (water coolers): Clean and sanitize. 
 Interior door glass: Spot clean. 
 Elevators: Clean and polish door, molding and control panel area. 
 Low areas near the floor at entrances: Check for spider webs and remove. 
 Designated lights on: Check doors upon completion of work. 
 Supply and equipment storage area:  Maintain in an orderly manner 
 Provide a report of unusual occurrences or malfunctions or damages to the Superintendent and Deputy 

Chief whenever noticed. 
 Fixtures including toilet bowls, urinals and hand basins: Clean, sanitize and polish. 
 Cabinet fronts: Spot clean for fingerprints and smudges. 
 Chairs: Check for crumbs, beverage drips, etc., and remove. 
 Chrome fittings: Clean and polish. 
 Toilet seats (both sides): Clean and sanitize. 
 Counter areas: Clean and sanitize. 
 Mirrors: Clean. 
 Containers: Empty and insert liners; damp clean exterior. 
 Walls around sinks and walls around and under towel cabinets and urinals: Spot clean. 
 Doors and doorframe: Remove fingerprints and smudges. 
 Dispensers: Clean and refill from Village’s stock. 
 Floors: Sweep and dust. 
 Floors: Damp mop. 
 Hard floor surfaces: Dust mop with treated mop. 
 Hard floor surfaces: Damp mop. 
 Carpeted floor surface: Vacuum. 
 Stairs: Vacuum, sweep or spot mop. 

 
Weekly 
 Telephones: Clean and sanitize. 
 Bookcases, shelves, and sills: 

Dust exposed areas, unobstructed horizontal surfaces only; papers on these surfaces are not to be disturbed. 
Spot clean area for fingerprints and beverage rings, unobstructed horizontal surfaces only; papers on these 
surfaces are not to be disturbed. 
 Doors, moldings and light switch plates and around: Remove fingerprints (including washroom and 

lunchrooms). 
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 Horizontal surfaces to hand height (sills, ledges, moldings and radiators): Low dust including washrooms 
and lunchroom. 

 Floor dust: Dust the floor using a lambswool duster lightly sprayed with dust mop spray for the purpose 
of removing debris from tight places and along edges. 

 Elevator: Spot clean, polish walls; vacuum thresholds. 
 Wash entire desktop if reasonably cleared. 
 Stairs: Damp mop. 
 Chairs: Spot clean. 

 
Monthly 
 Elevator: Vacuum and scour thresholds. 

 
Quarterly 
 Above hand-height horizontal surfaces (moldings, ledges, ducts, heating outlets, etc.) including 

washrooms: Dusting using lambswool or feather duster, all unobstructed horizontal surfaces for the 
purpose of removing dust accumulation.  To include door and window moldings, tops of doors, tall file 
cabinets and shelves. 

 Ceiling Diffuse outlets: Dust using lambswool or feather duster, or vacuum all ceiling and wall vent covers 
for the purpose of removing dust accumulation. 

 Ceiling and corner areas: Dusting using lambswool or feather duster, all corners where walls meet walls 
and where walls meet ceilings for the purpose of removing dust accumulation, cobwebs and spider webs. 

 
Village Hall First Floor 
Consists of numerous offices, conference rooms, one Public Safety area restroom, two public restrooms, jail cells, 
stairways, elevator, general areas and hallways.  Approximately 10,000 square feet (5,200 tile, 4,800 carpet). 
 
Daily 
 Waste paper: Gather and place for disposal (liners to be furnished by the Village) 
 Desks, credenzas, tables, counter tops, file cabinets, partition tops:  

Dust exposed areas, unobstructed horizontal surfaces only; papers on these surfaces are not to be disturbed. 
Spot clean working area for fingerprints and beverage rings, unobstructed horizontal surfaces only; papers on 
these surfaces are not to be disturbed 
 Drinking fountains: Clean and sanitize. 
 Interior door glass: Spot clean. 
 Elevators: Clean and polish door, molding and control panel area. 
 Low areas near the floor at entrances: Check for spider webs and remove. 
 Designated lights on: Leave and check windows, doors and gates upon completion of work. 
 Supply and equipment storage area:  Maintain in an orderly manner 
 Provide a report of unusual occurrences or malfunctions or damages to the Superintendent and Deputy 

Chief whenever noticed. 
 Fixtures including toilet bowls, urinals and hand basins: Clean, sanitize and polish. 
 Chrome fittings: Clean and polish. 
 Toilet seats (both sides): Clean and sanitize. 
 Counter areas: Clean and sanitize. 
 Mirrors: Clean. 
 Cabinet fronts: Spot clean for fingerprints and smudges. 
 Refrigerator: Dust tops; spot clean fronts and sides. 
 Chairs: Check for crumbs, beverage drips, etc., and remove. 
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 Containers: Empty and insert liners; damp clean exterior. 
 Metal partitions: Dust tops. 
 Metal partition doors: Spot clean. 
 Walls around sinks and walls around and under towel cabinets and urinals: Spot clean. 
 Doors and doorframe: Remove fingerprints and smudges. 
 Dispensers: Clean and refill from Village’s stock. 
 Floors: Sweep and dust. 
 Floors: Damp mop. 
 Hard floor surfaces: Dust mop with treated mop. 
 Hard floor surfaces: Damp mop. 
 Carpeted floor surfaces: Vacuum. 
 Stairs: Vacuum, sweep or spot mop. 

 
Weekly 
 Telephones: Clean and sanitize. 
 Bookcases, shelves, and sills: 

Dust exposed areas, unobstructed horizontal surfaces only; papers on these surfaces are not to be disturbed. 
Spot clean area for fingerprints and beverage rings, unobstructed horizontal surfaces only; papers on these 
surfaces are not to be disturbed. 
 Doors, moldings and light switch plates and around: Remove fingerprints (including washroom and 

lunchrooms). 
 Horizontal surfaces to hand height (sills, ledges, moldings and radiators): Low dust including washrooms 

and lunchroom. 
 Floor dust: Dust the floor using a lambswool duster lightly sprayed with dustmop spray for the purpose of 

removing debris from tight places and along edges. 
 Elevator: Spot clean, polish walls; vacuum thresholds and floor of cabin. 
 Wash entire desktop if reasonably cleared. 
 Metal partition doors: Damp clean and remove all writing where possible. 
 Stairs: Damp mop. 
 Chairs: Spot clean. 

 
Monthly 
 Elevator: Vacuum and scour thresholds. 
 Metal partitions: Damp clean.  

 
Quarterly 
 Above hand-height horizontal surfaces (moldings, ledges, ducts, heating outlets, etc.) including 

washrooms and lunchrooms: Dusting using lambswool or feather duster, all unobstructed horizontal 
surfaces for the purpose of removing dust accumulation.  To include door and window moldings, tops of 
doors, tall file cabinets and shelves. 

 Diffuse outlets: Dust using lambswool or feather duster, or vacuum all ceiling and wall vent covers for the 
purpose of removing dust accumulation. 

 Ceiling and corner areas: Dusting using lambswool or feather duster, all corners where walls meet walls 
and where walls meet ceilings for the purpose of removing dust accumulation, cobwebs and spider webs. 

 Picture frames: Dust. 
 Blinds: Dust. 
 Enclosed areas: Vacuum areas that cannot be reached with an upright vacuum or wand-type vacuum, 

vacuuming edges with a crevice tool. 



 
 

Village of Glencoe Request for Proposals:  Janitorial Services 
Due: Friday, October 4, 2019 
Page 27 
 

 
Semi-annually 
 Windows and Interior glass:  Totally clean. 

 
Village Hall Second Floor 
Consists of Council Chambers, general offices (Family Services of Glencoe), conference room, one public restroom, 
Public Safety men’s and women’s locker rooms, exercise room, kitchen/day room, hallways and stair ways. 
Approximately 6,000 square feet (3,600 tile, 2,400 carpet). 
 
Daily 
 Waste paper: Gather and place for disposal (liners to be furnished by the Village) 
 Desks, credenzas, tables, counter tops, file cabinets, partition tops:  

Dust exposed areas, unobstructed horizontal surfaces only; papers on these surfaces are not to be disturbed. 
Spot clean working area for fingerprints and beverage rings, unobstructed horizontal surfaces only; papers on 
these surfaces are not to be disturbed 
 Drinking fountain: Clean and sanitize. 
 Interior door glass: Spot clean. 
 Elevators: Clean and polish door, molding and control panel area. 
 Low areas near the floor at entrances: Check for spider webs and remove. 
 Designated lights on: Leave and check windows, doors and gates upon completion of work. 
 Supply and equipment storage area:  Maintain in an orderly manner 
 Provide a report of unusual occurrences or malfunctions or damages to the Superintendent and Deputy 

Chief whenever noticed. 
 Fixtures including toilet bowls, urinals and hand basins: Clean, sanitize and polish. 
 Chrome fittings: Clean and polish. 
 Toilet seats (both sides): Clean and sanitize. 
 Counter areas: Clean and sanitize. 
 Mirrors: Clean. 
 Cabinet fronts: Spot clean for fingerprints and smudges. 
 Vending machine/refrigerators, and stove in Day Room: Dust tops; spot clean fronts and sides. 
 Chairs: Check for crumbs, beverage drips, etc., and remove. 
 Containers: Empty and insert liners; damp clean exterior. 
 Metal partitions: Dust tops. 
 Metal partition doors: Spot clean. 
 Walls around sinks and walls around and under towel cabinets and urinals: Spot clean. 
 Doors and doorframe: Remove fingerprints and smudges. 
 Dispensers: Clean and refill from Village’s stock. 
 Floors: Sweep and dust. 
 Floors: Damp mop. 
 Showers: Spot clean walls and floors with scum remover. 
 Hard floor surfaces: Dust mop with treated mop. 
 Hard floor surfaces: Damp mop. 
 Carpeted floor surfaces: Vacuum. 
 Stairs: Vacuum, sweep or spot mop. 

Weekly 
 Telephones: Clean and sanitize. 
 Bookcases, shelves, and sills: 

Dust exposed areas, unobstructed horizontal surfaces only; papers on these surfaces are not to be disturbed. 



 
 

Village of Glencoe Request for Proposals:  Janitorial Services 
Due: Friday, October 4, 2019 
Page 28 
 

Spot clean area for fingerprints and beverage rings, unobstructed horizontal surfaces only; papers on these 
surfaces are not to be disturbed. 
 Doors, moldings and light switch plates and around: Remove fingerprints (including washroom and 

lunchrooms). 
 Horizontal surfaces to hand height (sills, ledges, moldings and radiators): Low dust including washrooms 

and lunchroom. 
 Floor dust: Dust the floor using a lambswool duster lightly sprayed with dustmop spray for the purpose of 

removing debris from tight places and along edges. 
 Elevator: Spot clean, polish walls; vacuum thresholds. 
 Wash entire desktop if reasonably cleared. 
 Metal partition doors: Damp clean and remove all writing where possible. 
 Stairs: Damp mop. 
 Chairs: Spot clean. 

 
Monthly 
 Elevator: Vacuum and scour thresholds. 
 Metal partitions: Damp clean.  

 
Quarterly 
 Above hand-height horizontal surfaces (moldings, ledges, ducts, heating outlets, etc.) including 

washrooms and lunchrooms: Dusting using lambswool or feather duster, all unobstructed horizontal 
surfaces for the purpose of removing dust accumulation.  To include door and window moldings, tops of 
doors, tall file cabinets and shelves. 

 Ceiling Diffuse outlets: Dust using lambswool or feather duster, or vacuum all ceiling and wall vent covers 
for the purpose of removing dust accumulation. 

 Ceiling and corner areas: Dusting using lambswool or feather duster, all corners where walls meet walls 
and where walls meet ceilings for the purpose of removing dust accumulation, cobwebs and spider webs. 

 Picture frames: Dust. 
 Blinds: Dust. 
 Enclosed areas: Vacuum areas that cannot be reached with an upright vacuum or wand-type vacuum, 

vacuuming edges with a crevice tool. 
 
Semi-annually 
 Windows and Interior glass:  Totally clean. 

 
 
 
Public Works Service Garage (320 Hazel Ave) 
 
Public Works Service Garage 
Building consists of five offices, two locker rooms, public restroom, lunchroom and hallways.  Approximately 4,000 
square feet (3,100 tile, and 900 carpet). 
 
 
Daily 
 Waste paper: Gather and place for disposal (liners to be furnished by the Village) 
 Desks, credenzas, tables, counter tops, file cabinets, partition tops:  

Dust exposed areas, unobstructed horizontal surfaces only; papers on these surfaces are not to be disturbed. 
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Spot clean working area for fingerprints and beverage rings, unobstructed horizontal surfaces only; papers on 
these surfaces are not to be disturbed 
 Drinking fountains: Clean and sanitize. 
 Interior door glass: Spot clean. 
 Low areas near the floor at entrances: Check for spider webs and remove. 
 Designated lights on: Leave and check windows, doors and gates upon completion of work. 
 Supply and equipment storage area:  Maintain in an orderly manner 
 Provide a report of unusual occurrences or malfunctions or damages to the Superintendent and Deputy 

Chief whenever noticed. 
 Fixtures including toilet bowls, urinals and hand basins: Clean, sanitize and polish. 
 Chrome fittings: Clean and polish. 
 Toilet seats (both sides): Clean and sanitize. 
 Counter areas: Clean and sanitize. 
 Mirrors: Clean. 
 Cabinet fronts: Spot clean for fingerprints and smudges. 
 Vending machines/refrigerators: Dust tops; spot clean fronts and sides. 
 Chairs: Check for crumbs, beverage drips, etc., and remove. 
 Containers: Empty and insert liners; damp clean exterior. 
 Metal partitions: Dust tops. 
 Metal partition doors: Spot clean. 
 Walls around sinks and walls around and under towel cabinets and urinals: Spot clean. 
 Doors and doorframe: Remove fingerprints and smudges. 
 Dispensers: Clean and refill from Village’s stock. 
 Floors: Sweep and dust. 
 Floors: Damp mop. 
 Showers: Spot clean walls and floors with scum remover. 
 Hard floor surfaces: Dust mop with treated mop. 
 Hard floor surfaces: Damp mop. 
 Carpeted floor surfaces: Vacuum. 
 Stairs: Vacuum, sweep or spot mop. 

 
Weekly 
 Telephones: Clean and sanitize. 
 Bookcases, shelves, and sills: 

Dust exposed areas, unobstructed horizontal surfaces only; papers on these surfaces are not to be disturbed. 
Spot clean area for fingerprints and beverage rings, unobstructed horizontal surfaces only; papers on these 
surfaces are not to be disturbed. 
 Doors, moldings and light switch plates and around: Remove fingerprints (including washroom and 

lunchrooms). 
 Kitchen cabinets and drawers:  Scrub entire face of cabinet and drawers. 
 Horizontal surfaces to hand height (sills, ledges, moldings and radiators): Low dust including washrooms 

and lunchroom. 
 Floor dust: Dust the floor using a lambswool duster lightly sprayed with dust-mop spray for the purpose 

of removing debris from tight places and along edges. 
 Wash entire desktop if reasonably cleared. 
 Metal partition doors: Damp clean and remove all writing where possible. 
 Chairs: Spot clean. 
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Monthly 
 Metal partitions: Damp clean.  

 
Quarterly 
 Above hand-height horizontal surfaces (moldings, ledges, ducts, heating outlets, etc.) including 

washrooms and lunchrooms: Dusting using lambswool or feather duster, all unobstructed horizontal 
surfaces for the purpose of removing dust accumulation.  To include door and window moldings, tops of 
doors, tall file cabinets and shelves. 

 Ceiling Diffuse outlets: Dust using lambswool or feather duster, or vacuum all ceiling and wall vent covers 
for the purpose of removing dust accumulation. 

 Ceiling and corner areas: Dusting using lambswool or feather duster, all corners where walls meet walls 
and where walls meet ceilings for the purpose of removing dust accumulation, cobwebs and spider webs. 

 Picture frames: Dust. 
 Blinds: Dust. 
 Enclosed areas: Vacuum areas that cannot be reached with an upright vacuum or wand-type vacuum, 

vacuuming edges with a crevice tool. 
 
Semi-annually 
 Windows and Interior glass:  Totally clean. 
 Hall and whoashroom ceramic: Wet-scrub and thoroughly rinse and pick up with wet vac. 

 
 


