
  
 
August 23, 2021 
 
SUBJECT:  REQUEST FOR SEALED BIDS - NO. MWJ2106-RB2 
   RE-BID - PROFESSIONAL TEMPORARY SUBSTITUTE STAFF 
   (Classroom Teachers, Assistant Teachers and Support Staff) 
   for the Child Development Laboratory Centers – District Wide 
 
Prospective Bidders: 
 
Attached, please find bid specifications to provide Professional Temporary Substitute Staff (Classroom 
Teachers, Assistant Teachers and Support Staff) to the City Colleges of Chicago Child Development Laboratory 
Centers – District Wide.  You are invited to provide bid quotations per the detailed specifications. 
 
Kindly execute your bid quotation on the bid submittal form, returning it in accordance with Sections 00100 
through 00500 of this document.  Include completed and signed Appendixes, I - IV documents,  in a sealed 
envelope which has been properly addressed with the Sealed Bid Number, Company’s Name, bid due date and 
time to the attention of Marietta Williams-Johnson, Contract Administrator.  Kindly submit one (1) USB drive 
and one (1) original signature hard copy of your sealed bid and all required information and documentation. 
 
All sealed bids shall be received in the Department of Business and Procurement Services at Dawson 
Technical Institute, 3901 S. State Street, Room 102, Chicago, Illinois, 60609, before 12:00 p.m. Wednesday, 
September 8, 2021.  The bids shall be publicly opened and read publicly immediately at 12:15 p.m. via Zoom 
teleconference  Login information will be provided to bidders via email prior to the meeting. Bids arriving 
late will be returned to the vendor unopened.  
 

1. Meeting ID:  948 4660 8854 
2. Passcode:  761192 

 
All questions regarding clarification or verification of these specifications should be referred in writing via 
email to procurementservices@ccc.edu to Marietta Williams-Johnson, Contract Administrator.  The deadline 
for submitting final questions is Thursday, August 26, 2021, no later than 12:00 p.m. Please reference the Bid 
number, MWJ2106-RB2, in all communications regarding this bid. 
 
 The Letter of Intent to Bid (see Attachment A) is due via email to procurementservices@ccc.edu to the 
attention of Marietta Williams-Johnson, Contract Administrator, by Thursday, September 2, 2021, no later 
than 12:00 p.m. 
 
Sincerely, 
 
 
 
Jacinta Epting, Associate Vice Chancellor 
Department of Business and Procurement Services 
 
 

mailto:procurementservices@ccc.edu
mailto:procurementservices@ccc.edu
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REQUEST FOR SEALED BIDS - NO. MWJ2106-RB2 
RE-BID - PROFESSIONAL TEMPORARY SUBSTITUTE STAFF 

(CLASSROOM TEACHERS, ASSISTANT TEACHERS AND SUPPORT STAFF) 
CHILD DEVELOPMENT LABORATORY CENTERS – DISTRICT WIDE 

 
  

FOR 
 
 

CITY COLLEGES OF CHICAGO 
BOARD OF TRUSTEES OF COMMUNITY COLLEGE DISTRICT NO. 508 

180 N. WABASH AVENUE 
CHICAGO, IL  60601 

 
 

AUGUST 23, 2021 
 
 
 

JUAN SALGADO, CHANCELLOR 
JACINTA EPTING, ASSOCIATE VICE CHANCELLOR – BUSINESS AND PROCUREMENT SERVICES 

 
 
 

NOTICE 
 

SEALED BIDS ARE DUE BY WEDNESDAY, SEPTEMBER 8, 2021, BY 12:00 P.M. 
TO:  CITY COLLEGES OF CHICAGO 
DAWSON TECHNICAL INSTITUTE 

BUSINESS & PROCUREMENT SERVICES 
3901 S. STATE STREET - ROOM 102 

CHICAGO, IL 60609 
ATTN:  MARIETTA WILLIAMS-JOHNSON 

AND WILL BE OPENED AND READ AT 12:15 P.M. VIA ZOOM TELECONFERENCE 
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00100 BIDDING REQUIREMENTS 
1.01 Compliance with Laws 
1.02 Vietnam Era Veterans' Readjustment 

Assistance Act of 1974 
1.03 Examination by Bidder 
1.04 Taxes 
1.05 Preparation of Bid 
1.06 Submission of Bid 
1.07 Withdrawal of Bid 
1.08 Competency of Bidder 
1.09 Consideration of Bid 
1.10 Acceptance of Bid 
1.11 Exceptions 
1.12 Interpretation of Contract Documents 
1.13 Conflicts 
1.14 Sexual Harassment Policy 
1.15 Illinois Criminal Code 33E-3 and 33E-4   

Compliance 
1.16 Pre-Bid Meeting 
1.17 Basis of Award 
1.18 Minority/Women Business Enterprise     
 Plan the City Colleges of Chicago 
1.19 Minimum Wages 
1.20 Prevailing Wage 
 
00200 GENERAL CONDITIONS 
2.01 Equal Employment Opportunity Clause 
2.02 Non-Discrimination 
2.03 Insurance 
2.04 Default 
2.05 Indemnity 
2.06 Termination 
2.07 CCC Ethics Policy 
2.08 Disclosure 
2.09 Debarment 
2.10 Economic Disclosure Statement 
 and Affidavit Forms 
       
00300 SPECIAL CONDITIONS 
3.01 Scope 
3.02 Contact Person 
3.03 Contract Award 
3.04 Contract Period 
3.05 Contract Extension 
 
 

 
 
 
3.06 Pricing/Hourly Rates 
3.07 Terms of Payment 
3.08 Invoices 
3.09 Change in Contract 
3.10 Incomplete Bids 
3.11  Bid Documents 
3.12 Participation of Local Governmental 
 Agencies 
 
00400 GENERAL SPECIFICATIONS 
4.01 Scope of Services 
4.02 Job Descriptions 
 
00500 BID SUBMITTAL FORMS 
5.01 Bid Quotation Form 
5.02 Reference Questionnaire 
5.03 Bid Signature Sheet 
 
ATTACHMENT A 
Letter of Intent to Bid 
 
APPENDIX I 
Terms and Compliance with the Minority 
Business Commitment and Women Business 
Enterprise Commitment 
 
APPENDIX II 
CCC Ethics Orientation for Contractors/Vendors 
 
APPENDIX III 
Economic Disclosure Instructions and Statement 
and Affidavit Forms 
 
APPENDIX IV 
IRS – W9 Form 
 
APPENDIX V 
Professional Services Agreement (for 
information purposes only, do not complete) 
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00100 BIDDING REQUIREMENTS 
 
1.01 Compliance with Laws 

The bidder shall at all times observe and comply with all laws, ordinances, regulations and codes 
of the Federal, State, and City governments and the Board of Trustees of Community College 
District 508 (Owner, Board, City Colleges, CCC) which may in any manner affect the preparations 
of bids or the performance of the Contract. 

 
1.02 Vietnam Era Veterans' Readjustment Assistance Act of 1974 

The Vietnam Era Veterans' Readjustment Assistance Act of 1974 of the United States Code, Title 
38, Part III, Chapter 42, in part, as follows: 

 
"Any contract in the amount of $10,000 or more entered into by any department or agency for 
the procurement of personal property and non-personal services (including construction) for the 
United States, shall contain a provision requiring that the party contracting with the United 
States shall take affirmative action to employ and advance in employment qualified disabled 
veterans and veterans of the Vietnam era.  The provisions of this section shall apply to any 
subcontract entered into by a prime Contractor....." 

 
The regulations require that:  (1) Contractors list immediately with the appropriate local 
employment service office all of their suitable employment openings, and (2) each local 
employment service office gives such veterans priority in referral to openings. 

 
Veterans who believe that a Contractor has failed or refused to comply with the above contract 
provisions may file a complaint with the Veterans' Employment Service of the Labor 
Department.  The Secretary of Labor will investigate and take action on any such complaints. 

 
Federal Contractors and Subcontractors, including colleges and universities, are now involved 
with the concept of "affirmative action" in three separate areas of federal law:  Executive Orders 
11246 and 11375, which require affirmative action for eliminating discrimination based upon 
race, color, religion, sex and national origin; Rehabilitation Act of 1973, which requires 
affirmative action in the employment of mentally and physically handicapped individuals; and 
the above mentioned requirements for veterans' employment.  These obligations of federal 
Contractors should not be confused with nondiscrimination in employment requirements for all 
employers under Title VII of the Civil Rights Act of 1964 (as amended) and the Equal Pay Act of 
1963 (as amended), or with sex discrimination requirements for all recipients of federal financial 
assistance under Title IX of the Education Amendments of 1972. 

 
1.03 Examination by Bidder 

The bidder shall, before submitting a bid, carefully examine the bid, plans, specifications, and 
contract documents.  He shall inspect in detail the site of the proposed work and familiarize 
himself with all the local conditions affecting the contract.  If his bid is accepted, he will be 
responsible for all errors in his bid resulting from his failure or neglect to comply with these 
instructions.  The City Colleges of Chicago will, in no case, be responsible for any change in 
anticipated profits resulting from such failure or neglect. 

 
Failure of the Contractor to familiarize himself/herself with all requirements of the Contract 
Documents will not relieve him/her from complying with all of the provisions thereof. 
 

1.04 Taxes 
 The City Colleges of Chicago is a public institution and is not subject to sales tax. 
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1.05 Preparation of Bid 

The bidder shall prepare his bid on the bid submittal forms.  Unless otherwise stated, all blank 
spaces on the bid page or pages, applicable to the subject specifications, must be filled in  
correctly.  Either a unit price or a lump sum price, as the case may be, must be stated for each 
and every item, either typed in or written in ink, in figures, and, if required, in words. 
 
If bidder is a corporation, the President and Secretary shall execute the bid.  The Corporate seal 
shall be affixed to the bid.  In the event that this bid is executed by other than the President, 
attach hereto a certified copy of that section of Corporate Bylaws or other authorization by the 
Corporation which permits the person to execute the offer for the corporation. 

 
If bidder is a partnership, all partners shall execute the bid, unless one partner has been 
authorized to sign for the partnership, in which case, evidence of such authority satisfactory to 
the City Colleges of Chicago shall be submitted. 

 
 If bidder is a sole proprietor, he shall execute the bid. 
 

A "Partnership" or "Sole Proprietor" operating under an Assumed Name, must be registered 
with the Illinois  county in which located, as provided in Chapter 96, Section 4 et sub, Illinois 
Revised Statutes 1967. 

 
1.06  Submission of Bid 

All prospective bidders shall submit one (1) USB drive and one (1) original signature hard copy 
of sealed bids.  When bids are sent by mail to the City Colleges of Chicago, the bidders shall be 
responsible for its delivery to the City Colleges of Chicago before the advertised date and hour 
for the opening of bids.  If the mail is delayed beyond the date and hour set for the bid opening, 
bids thus delayed will not be considered and will be returned unopened. 
 
If you are unable to quote on this bid, please so state on the bid submittal form in Section 00500 
and return it to us so that the Board may know that you have had an opportunity to bid. 

 
1.07 Withdrawal of Bid 

Bidders may withdraw their bid at any time prior to the time specified as the closing time for the 
receipt of bids.  However, no bidder shall withdraw or cancel his bid for a period of one-hundred 
eighty (180) calendar days after said closing time for the receipt of bids nor shall the successful 
bidder withdraw, cancel or modify his bid after having been notified by the City Colleges of 
Chicago that said bid has been accepted. 

 
1.08 Competency of Bidder 

No bid will be accepted or contract awarded to any person, firm or corporation that is in arrears 
or is in default to the City Colleges of Chicago upon any debt or contract, or that is a defaulter, 
as surety or otherwise, upon any obligation to said City Colleges of Chicago, or had failed to 
perform faithfully any previous contract with the City Colleges of Chicago. 

 
The contract will be awarded only to a responsible Contractor, qualified by experience and in a 
financial position to do the work specified.  

 
1.09 Consideration of Bids 

The Board reserves the right to reject any or all bids and to disregard any informality in the bids 
and bidding when, in its opinion, the best interest of the City Colleges of Chicago will be served 
by such action. 
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It is the intent of this specification to obtain competitive prices on the items and/or services 
specified. 

 
1.10 Acceptance of Bids 

The City Colleges of Chicago will accept in writing one of the bids or reject all bids, within one-
hundred eighty (180) days from the date of opening bids, unless the lowest responsible bidder, 
upon request of the City Colleges of Chicago, extends the time of acceptance to the City Colleges 
of Chicago. 

 
1.11 Exceptions 

Any deviations from these specifications must be noted on the Bid Submittal Form or pages 
attached thereto, with the exact nature of the change outlined in sufficient detail. The reason 
for which deviations were made should also follow if not self-explanatory. Failure of a bidder to 
comply with the terms of this paragraph may be cause for rejection. 
 
City Colleges of Chicago reserves the right to disqualify bids which do not completely meet 
outlined specifications. City Colleges of Chicago will evaluate the impact of exceptions to the 
specification in determining its need. 

 
1.12 Interpretation of Contract Documents 

If any person contemplating submission of a bid is in doubt as to the true meaning of any part of 
the specifications or other contract documents, he may submit to the City Colleges of Chicago a 
written request for an interpretation thereof.  The person submitting the request will be 
responsible for its prompt delivery.  Any interpretation of the proposed documents will be made 
only by an addendum duly issued by the City Colleges of Chicago.  A copy of such addendum will 
be mailed or delivered to each person receiving a set of such contract documents and to such 
other prospective bidders as shall have requested that they be furnished with a copy of each 
addendum.  Failure on the part of the prospective bidder to receive a written interpretation 
prior to the time of the opening of bids will not be grounds for withdrawal of bid.  Bidder will 
acknowledge receipt of each addendum issued in space provided on bid page.  Oral explanations 
will not be binding. 

 
In the case of conflict between the written specifications and the drawings, the item with the 
most stringent requirements shall apply. 

 
1.13 Conflicts 

In the event of a conflict between the Contractor’s terms and conditions and those of City 
Colleges of Chicago, City Colleges of Chicago's terms and conditions will take precedence. 

 
1.14 Sexual Harassment Policy 

State law requires that every party to a public contract and every eligible bidder shall have a 
written sexual harassment policy that includes at a minimum: (1) a statement that sexual 
harassment is illegal: (2) the definition of sexual harassment under Illinois law; (3) a description 
of sexual harassment, utilizing examples; (4) the bidder's internal complaint process including  
penalties; (5) the legal recourse, investigative and complaint process available through the 
Illinois Department of Human Rights (IDHR) and the Illinois Human Rights Commission (IHRC); (6) 
directions on how to contact the IDHR and IHRC; and (7) protection against retaliation for 
reporting suspected sexual harassment.  See Illinois Human Rights Act 775 ILCS 5/2-105. 

 
A copy of the Bidder's sexual harassment policy shall be provided to the City Colleges of Chicago 
upon request.  Failure to provide a copy of said policy upon request will result in rejection of the 



Bid #MWJ2106-RB2 -Re-Bid –Professional Temporary Substitute Staff                                  Child Dev. Lab. Centers 

_____________________________________________________________________________________________ 
City Colleges of Chicago                                                           7                                                         August 23, 2021 
 

bid. 
 
1.15  Illinois Criminal Code 33E-3 and 33E-4 Compliance 

The bidder certifies that he/she is not barred from bidding on or entering into public contracts 
due to having been convicted of bid-rigging or bid rotating under paragraphs 33E-3 or 33E-4 of 
the Illinois Criminal Code.  Bidder also certifies that no officers or employees of the bidder have 
been so convicted that the bidder is not the successor company or a new company created by 
the officers of owners of one so convicted.  Bidder further certifies that any such conviction 
occurring after the date of this certification will be reported to the public body awarding the 
contract or agents thereof, immediately in writing, if it occurs during the bidding process, or 
otherwise prior to entering into the contract therewith. 

 
1.16 Pre-Bid Meeting 

No pre-bid meeting for this solicitation. 
 

1.17 Basis of Award 
Bids will be awarded based on the lowest responsive and responsible hourly rates. Award will be 
made solely on the basis of this written bid request and any subsequent written addenda. 
 
City Colleges of Chicago reserves the right to award a contract or multiple contracts herein or 
reject any or all bids when, in its opinion, the best interest of the City Colleges of Chicago will be 
served thereby. 
 
City Colleges of Chicago reserves the right to correct mathematical errors. 

 
1.18 Minority/Women Business Enterprise Plan (M/WBE) 

City Colleges of Chicago (CCC) has adopted a Minority and Women Business Enterprise 
(MBE/WBE) Plan to ensure that MBEs and WBEs shall have maximum feasible opportunities to 
participate on City Colleges of Chicago contracts.  All Bidders must address the Plan included as 
Appendix 1 in the solicitation.  

 
Specifically, Bidders must submit the appropriate compliance documents (i.e. Schedules A and C 
or D) with their bid. Also, MBE/WBE Implementation Plans (Schedule A) may include either 
direct or indirect participation in the provision of the goods and services requested in the bid.  

 
Any questions regarding the M/WBE Compliance policy or any part of Appendix I should be 
directed to Marietta Williams-Johnson, Contract Administrator, via email at 
procurementservices@ccc.edu. Please reference Bid #MWJ2106-RB2 on the subject line. 

 
1.19      Minimum Wage Ordinance 

Effective December 11, 2014, City Colleges of Chicago (CCC) adopted Mayoral Executive Order 
2014-1 which provides for a fair and adequate Minimum Wage to be paid to employees of CCC 
contractors and subcontractors performing work on CCC contracts. A copy of the Order may be 
downloaded from the Chicago City Clerk's website at: http://chicityclerk.com/wp-
content/uploads/2014/09/Executive-Order-No.-2014-1.pdf 
 
If this contract was advertised on or after December 11, 2014, Contractor must comply with 
Mayoral Executive Order 2014-1 and any applicable regulations issued by the Chief Procurement 
Officer. The Minimum Wage to be paid pursuant to the Order as of July 1, 2020 is $14.15 per 
hour. The Minimum Wage must be paid to:   
 
• All employees regularly performing work on CCC property or at a CCC jobsite. 

mailto:procurementservices@ccc.edu
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• All employees whose regular work entails performing a service for CCC under a CCC 
contract. 

  
The Minimum Wage is not required to be paid to employees whose work is performed in 
general support of contractors operations, does not directly relate to the services provided to 
CCC under the contract, and is included in the contract price as overhead, unless that 
employee's regularly assigned work location is on CCC property or at a CCC jobsite. It is also not 
required to be paid by employers that are 501(c)(3) not-for-profits.   
 
Except as further described, the Minimum Wage is also not required to be paid to categories of 
employees subject to subsection 4(a)(2), subsection 4(a)(3), subsection 4(d), subsection 4(e), or 
Section 6 of the Illinois Minimum Wage Law, 820 ILCS 105/1 et seq., in force as of the date of 
this Contract or as amended. Nevertheless, the Minimum Wage is required to be paid to those 
workers described in subsections 4(a)(2)(A) and 4(a)(2)(B) of the Illinois Minimum Wage Law.   
 
Additionally, the Minimum Wage is not required to be paid to employees subject to a collective 
bargaining agreement that provides for different wages than those required by Mayoral 
Executive Order 2014-1, if that collective bargaining agreement was in force prior to December 
11, 2014, or if that collective bargaining agreement clearly and specifically waives the 
requirements of the order.   
 
If the payment of a prevailing wage is required and the prevailing wage is higher than the 
Minimum Wage, then the Contractor must pay the prevailing wage. 
 

1.20 Prevailing Wages 
This contract calls for the construction of a “public work,” within the meaning of the Illinois 
Prevailing Wage Act, 820 ILCS 130/.01 et seq. (“the Act”). The Act requires contractors and 
subcontractors to pay laborers, workers and mechanics performing services on public works 
projects no less than the current “prevailing rate of wages” (hourly cash wages plus amount for 
fringe benefits) in the county where the work is performed. The Department publishes the 
prevailing wage rates on its website at http://www.state.il.us/agency/idol/rates/rates.HTM. The 
Department revises the prevailing wage rates and the contractor/subcontractor has an 
obligation to check the Department’s web site for revisions to prevailing wage rates. For 
information regarding current prevailing wage rates, please refer to the Illinois Department of 
Labor’s website. All contractors and subcontractors rendering services under this contract must 
comply with all requirements of the Act, including but not limited to, all wage requirements and 
notice and record keeping duties.   

  
 

END OF SECTION 
 

 
00200 GENERAL CONDITIONS 
 
2.01 Equal Employment Opportunity 

In the event of the Bidder's noncompliance with any provision of this Equal Employment 
Opportunity clause, or the Illinois Department of Human Rights, the Bidder may be non-
responsible and therefore ineligible for future contracts or subcontracts with the State of Illinois 
or any of its political subdivisions or municipal corporations, and the contract may be canceled 
or voided in whole or in part, such other sanctions or penalties may be imposed or remedied 
invoked as provided by statute or regulations. 
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 During the performance of this Contract, the Bidder agrees as follows: 
 

A. That it will not discriminate against any employee or applicant for employment because of 
race, color, religion, sex, national origin or ancestry; and further, that it will examine all job 
classifications to determine if minority persons or women are underutilized and will take 
appropriate affirmative action to rectify any such underutilization. 
 

B. That, if it hires additional employees in order to perform this Contract or any portion hereof, 
it will determine the availability (in accordance with the Illinois Department of Human 
Rights) of minorities and women in the area(s) from which it may reasonably recruit and it 
will hire for each job classification for which employees are hired in such a way that 
minorities and women are not underutilized. 

 
C. That, in all solicitations or advertisements for employees placed by it or on its behalf, it will 

state that all   applicants will be afforded equal opportunity without discrimination because 
of race, color, religion, sex, national origin or ancestry. 

 
D. That it will send to each labor organization or representative of workers with which it has or 

is bound by a collective bargaining or other agreement or understanding, a notice advising 
such labor organization or representative of the Bidder's obligations under the Illinois 
Department of Human Rights. 

 
If any such labor organization or representative fails or refuses to cooperate with the Bidder 
in its efforts to comply with such Act or Rules and Regulations, the Bidder will promptly so 
notify the Illinois Department of Human Rights and the contracting agency and will recruit 
employees from other sources when necessary to fulfill its obligations thereunder. 

 
E. That it will submit reports as required by the Illinois Department of Human Rights, furnish all 

relevant information as may from time to time be requested by the Department or the 
contracting agency, and in all respects comply with the Illinois Department of Human Rights. 
 

F. That it will permit access to all relevant books, records, accounts and work sites by 
personnel of the   contracting agency and the Illinois Department of Human Rights for 
purposes of investigation to ascertain compliance with the Illinois Department of Human 
Rights. 

 
G. That it will include verbatim or by reference, the provisions of paragraphs A through G of 

this clause in every performance subcontract as defined in Section 2.10 (b) of the Illinois 
Department of Human Rights' Rules and Regulations for Public Contracts so that such 
provisions will be upon every such Subcontractor; and that it will also so include the 
provisions of paragraphs A, E, F and G in every supply subcontract as defined in Section 2.10 
(a) of the Department's Rules and Regulations for Public Contracts so that such provisions 
will be binding upon every such Subcontractor.  In the same manner as with other provisions 
of this Contract, the Contractor will be liable for compliance with applicable provisions of 
this clause by all its Subcontractors; and further, it will promptly notify the contracting 
agency and the Illinois Department of Human Rights in the event any Subcontractor fails or 
refuses to comply therewith.  In addition, no Contractor will utilize any Subcontractor 
declared by the Department to be non-responsible and therefore ineligible for contracts or 
subcontracts with the State of Illinois or any of its political subdivisions or municipal 
corporations. 
 
With respect to the two types of subcontracts referred to under paragraph G of the Equal 
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Employment Opportunity Clause above, following is an excerpt of Section 2 of the Illinois 
Department of Human Rights' Rules and Regulations for Public Contracts: 
 
"Section 2.10  The term "Subcontract" means any agreement, arrangement or 
understanding, written or otherwise, between a Contractor and any person (in which the 
parties do not stand in the relationship of an employer and an employee): 
 
- For the furnishing of supplies or services or for the use of real or personal property, 

including lease arrangements, which, in whole or in part, is utilized in the performance 
of any one or more contracts; or 

 
- Under which any portion of the Contractor's obligation under any one or more contracts 

is performed, undertaken or assumed." 
 
2.02 Non-Discrimination 

A Contractor, in performing under this contract, shall not discriminate against any worker, 
employee or applicant, or any member of the public, because of race, creed, color, sex, age or 
national origin, nor otherwise commit an unfair employment practice.   

 
Contractor further agrees that this article will be incorporated by Contractor in all contracts 
entered into with supplier of materials or services, Contractors and Subcontractors and all labor 
organizations, furnishing skilled, unskilled and craft union skilled labor, or who may perform any 
such labor or services in connection with this contract.  Attention is called to Executive Order 
11246 issued September 24, 1965, 3 CFR p. 567, 1966; The Civil Rights Act of 1964, Pub. L. 
88-352, July 2, 1964, 78 Stat. 241 et sub; to the State Acts approved July 28, 1961, Ill. Rev. Stat. 
1967, CH. 38, Secs. 13-3 to 13-4 inclusive; July 8, 1933, Ill. Rev. Stat. 1967, CH. 29, Secs. 17 to 24 
inclusive:  July 21, 1961, Ill. Rev. Stat. 1967, CH. 48, Secs. 851 to 866 inclusive, and July 26, 1967, 
Ill. Rev. Stat. 1967, CH. 48, Secs. 881 to 887 inclusive, and an ordinance passed by the City 
Council of the City of Chicago, August 21, 1945, page 3877 to the Journal of the Proceeding. 

 
When requested to demonstrate compliance, the Contractor and Subcontractors will furnish 
such reports and information as requested by the Chicago Commission on Human Relations. 

 
2.03 Insurance Requirements 

The Bidder shall procure and maintain at all times, at Bidder’s own expense, until final 
acceptance of the Work covered by this Agreement, and if required to return during the 
warranty period, the types of insurance specified below, with insurance companies authorized 
to do business in the State of Illinois covering all operations under this Agreement, whether 
performed by the Proposer or by subcontractors. 

 
1) Worker's Compensation and Occupational Disease Insurance 

Workers Compensation and Occupational Disease Insurance, in accordance with the 
laws of the State of Illinois, or any other applicable jurisdiction, covering all employees 
who are to provide a service under this contract.  Employer’s liability coverage with 
limits of not less than $1,000,000 each accident or illness shall be included. 

 
 2) Commercial Liability Insurance (Primary and Umbrella) 

Commercial Liability Insurance or equivalent with limits of not less than $5,000,000 per 
occurrence, combined single limit, for bodily injury, personal injury, and property 
damage liability.  Products/completed operations, explosion, collapse, underground, 
independent contractors, broad form property damage and contractual liability 
coverages are to be included. City Colleges of Chicago is to be named as an additional 
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insured without recourse or right of contribution for any liability arising from this work. 
 
 3) Automobile Liability Insurance 

The Proposer shall provide Automobile Liability Insurance with limits of not less than 
$1,000,000 per occurrence combined single limit, for bodily injury and property 
damage.  The City Colleges of Chicago is to be named as an additional insured. 
 

The successful Proposer(s) shall furnish the Institution with original insurance 
certificates evidencing the required coverage.  All insurance certificates shall name the 
Board of Trustees of Community College District No. 508, County of Cook and State of 
Illinois, and its officers, directors, agents, students, employees, contractors, and 
volunteers as additional insured on a primary, non-contributory basis. 

The Contractor will furnish City Colleges of Chicago original Certificates of Insurance 
evidencing the required coverage to be in force on the date of this contract, and 
Renewal Certificates of Insurance, or such similar evidence, if the coverages have an 
expiration or renewal date occurring during the term of this contract.  The Contractor 
shall submit evidence of insurance prior to contract award.  The failure of City Colleges 
of Chicago to obtain such evidence from Proposer before permitting Proposer to 
commence work shall not be deemed to be a waiver by City Colleges of Chicago, and the 
Proposer shall remain under continuing obligation to maintain the insurance coverage. 

The insurance herein specified shall be carried until all work required to be performed 
under the terms of the Agreement is satisfactorily completed and formally accepted.  
Failure to carry or keep such insurance in force may constitute a violation of the 
Agreement, and City Colleges of Chicago maintains the right to stop work until proper 
evidence of insurance is provided. 

 
The insurance shall provide for 60 days prior written notice to be given to City Colleges 
of Chicago Procurement Services in the event coverage is substantially changed, 
canceled, or non-renewed. 

 
The Proposer shall require all subcontractors to carry the insurance required herein, or 
Proposer may provide the coverage for any or all subcontractors, and, if so, the 
evidence of insurance submitted shall so stipulate. 

 
 Any and all deductibles on referenced insurance coverages shall be borne by Bidder. 
 

Proposer expressly understands and agrees that any insurance coverages and limits 
furnished by Proposer shall in no way limit the Proposer’s liabilities and responsibilities 
specified within the contract documents or by law. 

 
The Proposer and each subcontractor agree that insurer shall waive their rights of 
subrogation against City Colleges of Chicago. 

 
The Proposer expressly understands and agrees that any insurance maintained by City 
Colleges of Chicago shall apply in excess of and not contribute with insurance provided 
by the Proposer under the contract. 

 
If the Proposer or its subcontractors desire additional coverage, higher limits of liability, 
or other modifications for its own protection, the Proposer and each of its subcontrac-
tors, shall be responsible for the acquisition and cost of such additional protection. 



Bid #MWJ2106-RB2 -Re-Bid –Professional Temporary Substitute Staff                                  Child Dev. Lab. Centers 

_____________________________________________________________________________________________ 
City Colleges of Chicago                                                           12                                                         August 23, 2021 
 

 
City Colleges of Chicago maintains the right to modify, delete, alter or change these 
requirements. 

 
2.04 Default 

If the Vendor fails to supply the require items within the specified time schedule, or if the 
Vendor shall become insolvent or be declared bankrupt and shall not cure said condition within 
seven (7) days thereof or shall make an assignment for the benefit of creditors, the City Colleges 
of Chicago shall give notice in writing to the Vendor and his surety of such default, specifying the 
same, and if the Contract, within a period of seven (7) days after such notice, shall not proceed 
in accordance therewith, then the City Colleges of Chicago shall have full power and authority to 
declare the forfeiture of this contract, and to forfeit the rights of the Vendor(s) in this contract. 

 
The foregoing remedies of the City Colleges of Chicago, whether exercised or not in case of 
default by the Contractor shall not exclude or constitute a waiver of, any remedies otherwise 
provided by law or in equity. 
 

2.05 Indemnity 
Notwithstanding any other terms and conditions, including any obligations regarding insurance 
coverage, Vendor agrees to defend, indemnify, save and hold harmless fully the Board of 
Trustees of Community College District No. 508, its colleges, satellite campus’, officers, 
employees, agents, students, volunteers and contractors against any and all claims, suits or 
judgments, costs or expenses, including attorney’s reasonable fees, (collectively (“Loss”)) in 
connection with this Agreement.  This indemnification obligation does not extend to that 
portion of a Loss caused by Institution’s negligence, as determined by a court of competent 
jurisdiction in a  final, non-appealable judicial order.  The firm must acknowledge in their 
submission their willingness to indemnify City Colleges of Chicago. 

 
 The requirements listed below are mandatory for protecting the interests of the City Colleges of 
 Chicago. 
 

1. The successful Proposer shall indemnify and hold CCC harmless from all providers’ 
 performance or failure of performance under the resulting contract. 
2. The successful Proposer shall keep CCC free and clear from all liens asserted by any 
 person or firm for any reason arising out of the furnishing of services or materials by or 
to  the provider. 
3. The action of the successful Proposer with third parties is not binding upon CCC. 

 
2.06 Termination 

Termination for Convenience. This contract can be terminated upon ten (10) days written notice 
by City Colleges of Chicago on the grounds of Proposer’s violation of any terms and conditions of 
the Contract, procedures or guidelines or inadequacy of Proposer’s performance or if there is no 
further need for the requirements.  In the event that no funds or insufficient funds are 
appropriated and budgeted in any fiscal period of the City Colleges of Chicago for payments to 
be made under this agreement, then the City Colleges of Chicago will notify the contractor of 
such occurrence and this agreement shall terminate on the earliest of the last day of the fiscal 
period for which sufficient appropriation was made or whenever the funds appropriated for 
payment under this Agreement are exhausted.  No payments will be made or due to the 
contractor under this contract beyond those amounts appropriated and budgeted by the City 
Colleges of Chicago to fund payment under this contract.   

 
City Colleges of Chicago may terminate this Contract, or any portion of the Services to be 
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performed under it, at any time for convenience by a notice in writing from CCC to the Proposer 
when the Contract may be deemed no longer in the best interest of CCC.  

 
Termination for Default.  Subject to Section 10(a) herein, this Agreement may also be 
terminated for default.  Each of the following shall constitute an event of default by Consultant 
(“Default”). 

 
  i. Any material misrepresentation, whether in the inducement or in the performance, 

made by the Consultant to the Institution; and 
 
  ii. A breach of a representation or warranty contained in this Agreement; and 
 
  iii. The insolvency, bankruptcy or committing of any act of bankruptcy or insolvency, or 

making an assignment for the benefit of creditors; and 
 
  iv. Failure to comply with or perform any material provision of this Agreement; and 
 
  v. Failure or refusal to provide enough properly skilled personnel, adequate supervision, or 

adequate materials and equipment of the proper quality to perform the Services; and 
 
  vi. Causing, by any action or omission, the stoppage, delay of, or interference with, the 

work of any other Consultant or subconsultant. 
 

  If a court of competent jurisdiction rules that termination of this Agreement by the 
Institution for  default of Consultant was wrongful, then the termination shall be deemed to 
have been a termination for convenience. 
 
a. Curable and Incurable Defaults.  Time-sensitive defaults (e.g., failure to meet deadlines) are 

not curable unless the Institution, in its sole and absolute discretion, extends the deadline.  
Such extension, however, does not relieve Consultant of liability for any damages the 
Institution may suffer.  Consultant shall cure any default that is not time-sensitive with ten 
(10) calendar days after Consultant is given notice of the default. 

 
b. Remedies.  In addition to any other remedies contained herein, the Institution may invoke 

any or all of the following remedies for a Default: 
 
  i. Complete the Services at Consultant’s expense, either directly or through the use of 

contractors and subcontractors; or 
 
  ii. Receive a refund or withhold all or any portion of the Fee; or 
 
  iii. Demand specific performance, an injunction or any other appropriate equitable remedy; 

or 
 
  iv. Terminate this Agreement. 
 
 c. Right to Offset. All costs incurred by the Institution due to: (i) termination of this Agreement 

for default; or (ii) Consultant’s performance of the Services; or (iii) Institution’s exercise of 
any of the remedies available herein, may be offset by: (i) any credits due to or overpayments 
made by the Institution; or (ii) any payments due to Consultant for Services completed.  If 
such amount offset is insufficient to cover those excess costs, Consultant shall be liable for 
and promptly remit to the Institution the balance upon written demand.  This right to offset 
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is in addition to and not a limitation on any other remedies available to the Institution. 
 

No remedy hereunder is exclusive of any other remedy, but each remedy shall be cumulative 
and in addition to any other remedies at law, in equity or by statute existing now or 
hereafter.  No delay or omission to exercise any right or power accruing upon any Default 
shall impair any such right or power nor shall it be construed to be a waiver of any Default or 
acquiescence therein, and every such right and power may be exercised periodically and as 
often as may be deemed expedient.  If the Institution considers it to be in the Institutions 
best interest, it may choose not to declare a default or terminate the Agreement.  The parties 
acknowledge that this provision is solely for the benefit of the Institution and that if the 
Institution permits Consultant to continue providing Services despite one or more events of 
default, the Consultant is in no way relieved of any of its duties and obligations under the 
Agreement and the Institution does not waive or relinquish any of its rights. 

 
  Additional Provisions.  The parties further agree the following provisions: 
 

a. Cooperation with Successors.  If this Agreement expires or is terminated for any reason, 
Consultant shall use its best efforts to assure an orderly transition to Institution and to the 
successor consultant, if any.  Consultant must make an orderly demobilization of its own  
operations, provide the Services uninterrupted until the effective day of such termination or 
expiration, and otherwise comply with the reasonable requests and requirements of the 
Institution in connection with the termination or expiration. 

 
2.07 CCC Ethics Policy 

As a contractor or vendor doing business with the City Colleges of Chicago, you are required to 
comply with the CCC Ethics Policy. Contractors are expected to work on behalf of CCC in a 
manner that always complies with laws, rules, regulations and policies. By doing so and by 
always acting with honesty and integrity, you are allowing established values to guide your 
actions and decisions. The City Colleges of Chicago Ethics Policy can be found at 
http://www.ccc.edu/departments/Pages/Ethics-Training.aspx.  Contractors are required to read 
and return a signed “ACKNOWLEDGEMENT” form with all bid responses. (See Appendix II) 

 
2.08  Disclosure 

The Bidder will disclose any professional or personal financial interest which could be a possible 
conflict of interest in representing the District.  The Bidder shall further disclose arrangements 
to derive additional compensation from various investment and reinvestment products, 
including financial contracts.  The Bidder will be required to disclose any lobbying activities, if 
any funds other than Federal appropriated funds have been paid or will be paid to any person 
for influencing or attempting to influence an officer or employee of any sister governmental 
agency, member of Congress, officer or employee of Congress, or employee of a member of 
Congress in connection with this contract. 
 

2.09 Debarment 
Bidders must disclose that  neither the vendor nor its principals are presently debarred, 
suspended, proposed for debarment, declared ineligible or voluntarily excluded from 
participation in a contract or agreement with any federal, state, county or local department or 
agency.  If the vendor is unable to certify to this statement, it must attach an explanation to this 
application.    
 

2.10 Economic Disclosure Statement and Affidavit Forms 
Community College District No. 508 (CCC) requires the submission of an Economic Disclosure 
Statement and Affidavit (“EDSA”) with all bids (Appendix IV).  The economic disclosure forms 

http://www.ccc.edu/departments/Pages/Ethics-Training.aspx
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must be completed in its entirety and notarized. 
 
Bidders must complete the Economic Disclosure Statement and Affidavit as referenced in the 
Appendices.  The economic disclosure forms must be completed by the Prime contractor and all 
subcontractors in its entirety and notarized.  Privately held firms and not-for-profit organizations 
must disclose the board of directors/corporate officers. All firms must disclose owners and the 
percentage(s) of ownership information (see Page 3 of 10).  Failure to provide complete 
ownership information may cause your response to be deemed as non-responsive.  (See 
Appendix IV – 10 pages) 
 

 
END OF SECTION 

 
 

00300 SPECIAL CONDITIONS 
 
3.01 Scope 

The City Colleges of Chicago is interested in obtaining Professional Temporary Substitute Staff 
(Classroom Teachers, Assistant Teachers and Support Staff) for the Child Development 
Laboratory Centers – District Wide, of the City Colleges of Chicago, in strict accordance with the 
specifications and contract documents.   
 

3.02 Contact Person 
Refer technical questions concerning clarification of these specifications to Marietta Williams-
Johnson, Contract Administrator, in writing via email, procurementservices@ccc.edu.  The 
deadline for submitting final questions in writing via email, procurementservices@ccc.edu, is 
Thursday, August 26, 2021, no later than 12:00 p.m. Please reference the bid number, 
MWJ2106-RB2, in all communications regarding this bid. 

 
Bidders requiring additional information shall contact the Contract Administrator. 
 
Bidders who contact any City Colleges of Chicago personnel other than the Contract 
Administrator will be considered in violation of the procurement rules and may have any bid 
response disqualified. 

 
3.03 Contract Award 

This contract will become effective after approval by the Board of Trustees and issuance of a 
purchase order(s) to the selected vendor(s) with the lowest responsive and responsible bid(s). 
 
The Professional Services Agreement, in Appendix V, is provided for information only.  Execution 
of the Professional Services Agreement is not required at the time the bid/proposal is 
submitted.  At the time of submitting their bid/proposal, Bidders/Proposers must include a 
statement specifying if they are agreeing to the proposed terms and conditions of the 
Professional Services Agreement or if it is proposing exceptions and/or additional contracts or 
agreements. In the event you disagree with the Professional Services Agreement provisions, 
submit any exceptions to the proposed Professional Services Agreement and include the 
rationale for taking the exception. If you are proposing alternate language, please include the 
language for consideration.   The bidder/proposer must include with its bid/proposal, any 
additional contract or agreements from the proposer or any third-party vendor, which require 
execution by the District.  The failure to include any exceptions to the Professional Services 
Agreement and any additional contracts or agreement may result in the District determining 
that the bid/proposal is non-responsive. 

mailto:procurementservices@ccc.edu
mailto:procurementservices@ccc.edu
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3.04 Contract Period 

The contract period shall be for three (3) years with an option to extend for an additional two 
(2) year period, unless terminated prior to this date according to the terms of the Termination 
paragraph, or extended as provided for herein. 

 
3.05 Contract Extension 

This contract shall be in effect for the dates indicated herein for the contract period.  The Board 
of Trustees may elect to extend for an additional period of two (2) years from the expiration 
date of this contract at a renewal rate not to exceed 4% per fiscal year of the contract or as 
negotiated per industry standards.  However, the contractor shall have the privilege of rejecting 
an extension of the contract period.  Such rejection shall be made in writing to the Department 
of Procurement Services at least one-hundred eighty (180) days prior to the expiration of the 
contract and shall state its unwillingness to agree to an 

 
3.06    Pricing/Rates 

Quoted prices/rates shall remain firm for the entire contract. The bidder shall prepare his bid on 
the bid form in Section 00500.  Unless otherwise stated, all blank spaces on the bid page 
applicable to the subject specification must be correctly filled in. 
 
The Board, at its option, may accept bid by individual job description or by all job descriptions 
collectively.  If the bids are accepted by individual job description, the price/rate shall be the 
price/rate set forth opposite that description in the bid.  An hourly rate must be stated for each 
job description, either typed in or written in ink, in figures and, if required, in words.  If a split 
award is not acceptable to the bidder, it must be stated in his or her response to the bid.  
 
If you are unable to quote on this bid, please so state on the bid page and return it to us so that 
the Board may know that you have had an opportunity to quote. 
 
Please execute your bid and return it fully completed and signed in a sealed envelope. 
 
City Colleges reserves the right to reject any and all bids. 

 
3.07 Terms of Payment 

The selected proposer will not be entitled to demand or receive payment under this Agreement 
until all of the stipulations, provisions and conditions set forth in the Agreement have been 
complied with. Invoice(s) should be transmitted to the Accounts Payable Department via e-mail 
(preferred method) to accountpayableservices@ccc.edu or in duplicate hard copy to City 
Colleges of Chicago, Dawson Technical Institute, Accounts Payable Department, 3901 S. State 
Street, Chicago, IL 60609. City Colleges of Chicago offers expedited payment terms to its 
suppliers for accepting electronic payments, as follows: 

 
Net 15 days or less- City Colleges of Chicago utilizes an electronic payment method leveraging 
unique and secure cardless payment accounts which allows for placement of funds for approved 
payment transactions on a Visa Single Use Account (“SUA”) administered through U.S. Bank via 
the Payment Plus program.  

 
Net 45 days - City Colleges of Chicago also utilizes Automatic Clearing House (“ACH”) as a 
method to pay suppliers.  This requires completion of a form indicating Bank routing and 
account number information authorizing CCC to deposit funds into your Bank account. 

 
Net 60 days – City Colleges of Chicago will issue traditional checks to suppliers unable to accept 
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one of the preferred electronic methods. 
 
3.08 Invoices 

Vendor will submit one (1) monthly invoice for all services performed under this contract.  
Invoices for all services stated in this bid should all be sent to City Colleges of Chicago, Dawson 
Technical Institute, Accounts Payable Department, 3901 S. State Street, Chicago, IL 60609.  
Invoices must include purchase order number(s) and be itemized giving a complete description 
of the services provided.  City Colleges of Chicago is a public institution and therefore is not 
subject to sales taxes. 

 
3.09 Change In Contract 

No changes shall be made in the specification or the contract, after award of the contract, 
without the written authorization of the City Colleges of Chicago. 

 
3.10 Incomplete Bids 

Bidders must quote all items as stated in Section 00400.  Bids submitted to the contrary will be 
considered incomplete, and as a result, may be rejected. 

 
3.11 Bid Documents 

Failure of the vendor to familiarize himself/herself with all of the requirements of this Bid 
Document will not relieve him/her from complying with all of the provisions thereof. 

 
3.12  Participation by other Local Government Agencies: 

Other local government agencies (“Local Government Agencies”) may be eligible to purchase 
Services pursuant to the terms and conditions of this Contract if such agencies are authorized, 
by law or their governing bodies, to execute such purchases, and if such authorization is allowed 
by the City Colleges of Chicago’s District Director of Business & Procurement Services, and if 
such purchases have no significant net adverse effect on the City Colleges of Chicago and result 
in no observed diminished ability on the Bidder to provide the Services to the City Colleges of 
Chicago or user departments pursuant to such purchases.  Local Government Agencies shall 
include without limitation: City of Chicago, Chicago Park District, Chicago Public Schools, Chicago 
Transit Authority, Chicago Housing Authority, Chicago Board of Elections, Metropolitan Pier & 
Exposition Authority (McCormick Place, Navy Pier), and the Municipal Courts.  All purchases and 
payment transactions shall be made directly between the Bidder and the requesting Local 
Government Agency; City Colleges of Chicago shall not be responsible for payment of any 
amounts owed by any Local Government Agency to Bidder.  The City Colleges of Chicago 
assumes no authority, liability or obligation on behalf of any Local Government Authority. 

 
 

END OF SECTION 
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00400 GENERAL SPECIFICATIONS 
 
4.01 Scope of Services 
Bidder shall provide Professional Temporary Substitute Staff (Classroom Teachers, Assistant Teachers 
and Support Staff) to act as substitute staff to cover for permanent staff at the Child Development 
Laboratory Centers of the City Colleges of Chicago (CCC) during sick days, vacation, FMLA, trainings or 
any other unforeseeable emergency. The services rendered would be for the following colleges:  
 
Richard J. Daley College  Kennedy-King College  Malcolm X College 
7500 S. Pulaski Road  6301 S. Halsted Street  1900 W. Van Buren Street 
Chicago, IL  60652  Chicago, IL  60621  Chicago, IL  60612 
 
Olive-Harvey College  Harry S. Truman College  
10001 S. Woodlawn Avenue 1145 W. Wilson Avenue   
Chicago, IL  60628  Chicago, IL  60640   
 
Expected Enrollment Numbers for Fall 2021: 
 

                                      Current                                  Expansion  
Campus Classrooms Max 

Number of 
Children 

Classrooms Max 
Number of 
Children 

Grand Total  

Truman 
College 

2 Preschool 
classrooms 
2 (2-year old 
classrooms)  

40 preschool  
16 (2-year 
old) 

  4 Classrooms 
56 Children 
 

Kennedy 
King College 

2 Preschool 
classrooms 
2 (2-year old 
classrooms)  

40 preschool  
 

  4 Classrooms 
56 Children 
 

Olive Harvey 
College 

1 Preschool 
classrooms 
 

20 preschool  
 

2 (2-year old 
classrooms)  
 

16 (2-year 
old) 

3 Classrooms 
36 Children 
 

Malcolm X 
College 

2 Preschool 
classrooms 

34 preschool  
 

  
2 Classrooms 
34 Children 
 

Daley 
College 

1 Preschool 
classrooms 
 

20 preschool  
 

2 (2-year old 
classrooms)  
 

16 (2-year 
old) 

3 Classrooms 
36 Children 
 

 
 
City Colleges of Chicago (CCC) requires Bidders comply with the Department of Family Support Services 
Head Start staffing requirements:   
 

Program Option Staff Qualification 

Center Based 

 
Lead Teacher-
Preschool 
Classroom 
Lead Teacher-Birth 
to Three 

Gateways ECE Credential Level 5 or 
Professional Educator Licensure (PEL) 
Gateways IT Credential Level 5 

BA in child 
development 
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Center Based 

Teacher Assistant-
Preschool 
Teacher Assistant-
Birth to Three 

Gateways IT Credential Level 5 
Gateways IT Credential Level 4 

AAS degree in 
Child 
Development 
or ECE 

 
 
 
CCC requires that the substitutes carry complete personnel folders with them on every assignment 
containing all of the personnel documents required by DCFS including three (3) written character 
references, educational transcripts, up-to-date physical exam and TB test, and background 
check.  Additionally, the pool of potential substitutes must meet a drug screening requirement. We ask 
that you maintain a pool of five (5) substitutes that are drug screened by CCC.  CCC will arrange with 
its vendor to schedule and administer the drug screening of professional temporary substitutes 
identified by the successful Bidder.  The cost of the drug screening requirement will be arranged and 
paid for by the City Colleges of Chicago.   
 
In addition, CCC requires that Bidders comply with the Department of Children and Family Services 
licensing requirements for staff to be trained for 15 hours per year and that the substitutes meet all 
licensing requirements as stated in the Title 89: Social Services, Chapter III: Department of Children and 
Family Services; Subchapter E: Requirements for Licensure; Part 407 – Licensing Standards for Day Care 
Centers; Subpart D: Staffing - Sections 407.90 – 407.190, which reads (see also Exhibit I): 
 
SUBPART D: STAFFING Section 407.90 - Staffing Structure 
a)        The day care center shall provide staff to ensure the care and safety of the children at all times. 
 

1) A written staffing plan shall organize the staff and enable them to give the children 
continuity of care and supervision. 

 
2) Each staff person shall be qualified for his or her position, as required by this 

Part, at the time he or she is hired or promoted. 
 

3) Sufficient child care staff shall be provided to assure that staff/child ratios are 
maintained as required by Section 407.190. 

 
4) Staff changes shall be minimized so that each child can experience consistent 

relationships with as few adults as possible. 
 

5) Changes in the position of director or school-age director shall be reported to the 
Department no later than the next business day after the change. All other staff 
employment changes shall be reported to the Department each month on forms 
prescribed by the Department. 

 
b) The day care center shall employ a qualified child care director to oversee the program and 

administer day-to-day operations. The child care director shall be responsible for the planning 
and supervision of the program and activities of the children; orientation to newly employed 
staff; on-site supervision of all staff; and in-service training totaling a minimum of 15 clock hours 
per year for each member of the child care staff. 

 
c) Multi-site school-age programs, with a maximum daily enrollment of 50 children per site, may 

use a two-tier administrative structure consisting of a school-age director responsible for 
multiple school-age sites and school-age site coordinators responsible for each school-age site. 
The school-age director may be responsible for up to six different school-age sites, each of 
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which is under the direct supervision of a school- age site coordinator. When the school-age 
director is responsible for four to six sites, he or she shall not have any additional programmatic 
or administrative responsibilities for other sites or programs. The division of responsibilities 
between the school-age director and the on-site coordinator shall be documented. 

 
d) Each group of children shall be under the direct supervision of an early childhood teacher or a 

school-age worker. 
 

1) Infant, toddler and preschool groups, as well as multi-age groups, shall be supervised by 
an early childhood teacher at all times, except as allowed by Section 407.190(e)(2). 

 
2) School-age groups shall be supervised by a school-age worker at all times, except as 

allowed by Section 407.90(e)(2) below. 
 

3) Early childhood teachers and school-age workers shall be responsible for planning and 
supervising the group, as well as supervising assistants. 

 
e) Assistants shall be assigned to each group as needed to meet the staff/child ratios required by 

Section 407.190 
 

1) Early childhood assistants shall be assigned to infant, toddler and preschool groups and 
work under the direct supervision of an early childhood teacher. They shall not assume 
full responsibility for the group, except as allowed by Section 407.190(e). 

 
2) School-age assistants shall be assigned to school-age groups and work under the direct 

supervision of a school-age worker. At the discretion of the school- age worker, school-
age assistants may be responsible for small groups of ten or fewer children during 
special planned on-site activities for a limited period of time, not to exceed one hour per 
five-hour period. Activities may include activities on the center’s on-site outdoor play 
area. 

 
f) Support staff shall be provided as needed. 
 

1) There shall be sufficient support staff so that assignment of service duties does not 
interfere with the child care staff's responsibilities for the direct care of the children. 

 
2) Support staff shall have the same personnel qualifications required of other staff by 

Section 407.100. 
 
g) Resource personnel shall be available as appropriate. Persons providing professional services to 

children shall comply with current State registration and/or certification laws, if applicable. 
 
h) Day care centers licensed for ten or fewer three- to five-year-old children and operating with 

only one regular staff person shall provide: 
 

1) A daily assistant to help when attention must be given to activities other than the direct 
care of children; and 

 
2) At least two persons who can respond to a call and be on the premises within five 

minutes, so that the adult in charge will not have to leave the children unattended in 
the event of an emergency; and 
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3) A substitute who is familiar with the children and program. (Source:  Added at 22 Ill. 
Reg. 1728, effective January 1, 1998) 

 
Section 407.100  General Requirements for Personnel 
a) Staff shall be able to demonstrate the skill and competence necessary to contribute to each 

child's physical, intellectual, personal, emotional, and social development. Factors contributing 
to the attainment of this standard include: 

 
1) Emotional maturity when working with children; 

 
2) Cooperation with the purposes and services of the program; 

 
3) Respect for children and adults; 

 
4) Flexibility, understanding and patience; 

 
5) Physical and mental health that do not interfere with childcare responsibilities; 

 
6) Good personal hygiene; 

 
7) Frequent interaction with children; 

 
8) Listening skills, availability and responsiveness to children; 

 
9) Sensitivity to children's socioeconomic, cultural, ethnic and religious backgrounds, and 

individual needs and capabilities; 
 

10) Use of positive discipline and guidance techniques; and 
 

11) Ability to provide an environment in which children can feel comfortable, relaxed, happy 
and involved in play, recreation and other activities. 

 
b) Child care staff, in addition to meeting the requirements of subsection (a), shall generally 

demonstrate skill and competence necessary to assume direct responsibility for child care 
including: 

 
1) Skills to help children meet their developmental and emotional needs; and 

 
2) Skills  in  planning,  directing,  and  conducting  programs  that  meet  the children's basic 

needs. 
 
c) Child care staff shall be willing to participate in activities leading to professional growth in child 

development and education, and in training related to the specific needs of the children served. 
 

1) The director and each child care staff member shall participate in 15 clock hours of in-
service training per year. For the first year of employment, topics that must be included 
in the training are staff requirements to recognize and report suspected child abuse or 
neglect, how to make a child abuse or neglect report, rules governing the operation of 
the facility, and the legal protection afforded to persons who report violations of 
licensing standards. Subsequent in-service training may include, but shall not be limited 
to, child development, symptoms of common childhood illnesses, hygiene, guidance and 
discipline, and communication with parents. 
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2) A record of in-service training shall be maintained at the site. 

 
3) The required in-service training hours may consist of on-site training; documented 

attendance at seminars, workshops, conferences and early childhood classes; and 
documented self-study programs that have been approved by the day care center 
director. Staff meetings may be counted only if a planned in-service program is 
presented. 

 
4) Staff serving children who require special program services shall receive in- service 

training and/or consultation on issues related to those specific needs. 
 

5) By September 1, 2012, all child care staff employed by the day care center, assistants 
and the director shall become members of the Gateways to Opportunity Registry, with 
all educational and training credentials entered into the registry verified in accordance 
with procedures and requirements adopted by the Department of Human Services (see 
89 Ill. Adm. Code 50.Subpart G). Newly hired staff serving children shall become 
members of the Gateways to Opportunity Registry within 30 days after hire. 

 
6) The director and each child care staff member must complete the online Mandated 

Reporter Training that is available on the Department's website. Current staff must 
complete this training by October 15, 2014. Newly hired staff must complete this 
training within 30 days after hire. 

 
7) If the facility is licensed to care for newborns and infants, all newly hired day care center 

staff shall take and complete the Sudden Infant Death Syndrome (SIDS) and Shaken 
Baby Syndrome (SBS) trainings within 30 days after hire. 

 
8) Every 3 years, all child care staff in a facility licensed to care for newborns and infants, 

including the day care center director, shall receive training on the nature of Sudden 
Unexpected Infant Death (SUID), SIDS and the safe sleep recommendations of the 
American Academy of Pediatrics. 

 
d) Newly employed staff shall submit a report of a physical examination completed no more than 6 

months prior to employment that provides evidence that they are free of communicable 
disease, including active tuberculosis, and physical or mental conditions that could affect their 
ability to perform assigned duties.   This examination shall include a test for tuberculosis by the 
Mantoux method. 

 
e) Cooks, kitchen helpers and others assisting in the preparation, serving and handling of food and 

cooking/serving utensils shall make their positions known to the examining physician, and shall 
comply with the current rules and regulations of the Illinois Department of Public Health 
pertaining to Food Service Sanitation (77 Ill. Adm. Code 750). 

 
f) Staff shall have physical re-examinations every 2 years and whenever communicable disease or 

illness is suspected. 
 
g) A staff member experiencing fever, sore throat, vomiting or diarrhea shall not be responsible for 

food handling or the care of children. 
 
h) The center shall have on duty at all times at least one staff member who has successfully 

completed training and is currently certified in first aid, cardiopulmonary resuscitation (CPR) and 
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the Heimlich maneuver, and for centers serving infants, first aid for choking infants in 
accordance with the approved method specified in the Department of Public Health's rules 77 
Ill. Adm. Code 520 (The Treatment of Choking Victims). CPR certification must be specific for all 
age groups served, i.e., infant (birth to 12 months), child (one to 8 years) and adult (eight years 
and older). 

 
i) Any center that serves food shall have posted in a conspicuous location visible to employees the 

Choke Saving Methods Poster available from the Illinois Department of Public Health at 
http://www.state.il.us/about/choking.htm. 

 
(Source:  Amended at 38 Ill. Reg. 17293, effective August 1, 2014) 

 
Section 407.110  Background Checks for Personnel 
The day care center shall require all persons subject to background checks, as defined in 89 Ill. Adm. 
Code 385.20, to furnish written information regarding any criminal convictions, to submit to 
fingerprinting and to authorize the background checks required by 89 Ill. Adm. Code 385, Background 
Checks. 
 
(Source:  Added at 22 Ill. Reg. 1728, effective January 1, 1998) 
 
Section 407.120  Personnel Records 
a) A confidential file shall be maintained on each staff person and contain at least the following 

information: 
 

1) A copy of a form prescribed by the Department that contains information on persons 
employed in the day care center; 

 
2) A record of current medical examination on a form prescribed by the 

Department; 
 

3) Three written character references, verified by the day care center; 
 

4) Proof of educational achievement as required for the individual's position. 
Foreign credentials require additional documentation providing a statement of the 
equivalency in the U.S. educational system; 

 
5) Verification of previous experience, when such experience is considered as part of the 

individual's qualifications for his or her position; and 
 

6) A signed statement that acknowledges the employee's status as a mandated reporter of 
suspected child abuse and neglect. 

 
b) Authorizations for and results of the background check required by 89 Ill. Adm. Code 

385, Background Checks, shall be maintained in a separate and confidential file. 
 
c) The Department shall be notified immediately when there is a change of director or school-age 

director. Other staff changes, including a change in an employee's position status within the 
center, shall be reported to the Department monthly in a form prescribed by the Department. 
Name changes shall be documented in the personnel files. 

 
d) For any individual who serves as a child care facility driver, a driver application shall be 

submitted to the Department with a copy of the current medical report that was completed not 

http://www.state.il.us/about/choking.htm
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more than 60 days prior to assuming duties as a child care driver. If an individual holds a valid 
school bus driver permit and is currently employed by a school district or parochial school, a 
copy of the school bus driver permit may be substituted for the required medical examination. 

 
e) The day care center shall maintain written documentation of the following: 
 

1) That a person certified in food service sanitation is on site to manage the preparation 
and/or service of food, including the service of catered food. This requirement does not 
apply if the center serves no food, or serves only prepackaged prepared snacks.  Refer 
to the Illinois Department of Public Health, Food Service Sanitation Code (77 Ill. Adm. 
Code 750); 

 
2) That in-service training is being provided as required for the child care director and each 

member of the child care staff; 
 

3) That an employee who has successfully completed training and is currently certified in 
first-aid, cardiopulmonary resuscitation (CPR) and the Heimlich maneuver is on site at all 
times. CPR certification shall be specific for all age groups served (infant, child and 
adult); 

 
4) Mandated Reporter Training certificates identifying that all required staff have 

completed the DCFS-approved Mandated Reporter Training; and 
 

5) If the center is licensed to serve infants, current training certificates and attendance 
records that the day care center director, and other staff as required, have completed 
DCFS-approved trainings on SIDS, SUID, SBS and the safe sleep recommendations of the 
American Academy of Pediatrics. 

 
f) The day care center shall submit copies of the following to the Department for the child care 

director and any person designated to serve as alternate director: 
 

1) Proof of educational achievement, including course descriptions if necessary; and 
 

2) Three written references. 
 
g) The records required by this Section shall be maintained in a locked file at the day care center. 
 
(Source:  Amended at 38 Ill. Reg. 17293, effective August 1, 2014) 
 
Section 407.130  Qualifications for Child Care Director 
a) Day care centers licensed for more than 50 children shall employ a full-time child care director 

to be on site in a non-teaching capacity. The director may be on site in a teaching capacity at the 
following times: 

 
1) During the first hour and last hour of a program that operates 10 or more hours per day; 

or 
 

2) When attendance falls below 50 children. 
 
b) Day care centers licensed for 50 or fewer children, or half-day programs with children attending 

no more than 3 consecutive hours per day regardless of capacity, may employ a child care 
director who also serves as a member of the child care staff. 
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1) When the director serves in both capacities, he or she must meet the qualifications of 

both the director position and the teaching position. 
 

2) When the director attends to non-teaching responsibilities, his or her group must be 
supervised by a person qualified to be in charge of the group. 

 
c) The child care director shall be at least 21 years of age. 
 
d) The child care director shall have a high school diploma or equivalency certificate 

(GED). 
 
e) In addition to meeting the requirements of Section 407.100, the child care director of a facility 

serving the same number of groups of pre-school and school-age children or more groups of 
pre-school children than groups of school-age children shall have achieved: 

 
1) Sixty semester or 90 quarter hours of credit from an accredited college or university 

with 18 semester or 27 quarter hours in courses related directly to child care and/or 
child development from birth to age 6; or 

 
2) Two years (3120 clock hours) of child development experience in a nursery school, 

kindergarten, or licensed day care center, 30 semester or 45 quarter hours of college 
credits with 10 semester or 15 quarter hours in courses related directly to child care 
and/or child development, and proof of enrollment in an accredited college or university 
until 2 years of college credit have been achieved.  A total of 18 semester or 27 quarter 
hours in courses related directly to child care and/or child development is required to be 
obtained within the total 2 years of college credits; or 

 
3) Completion of a credentialing program approved in accordance with Appendix G of this 

Part, completion of 12 semester or 18 quarter hours in courses related to child care 
and/or child development from birth to age 6 at an accredited college or university, and 
2 years (3120 clock hours) child development experience in a nursery school, 
kindergarten or licensed day care center. 

f) In addition to meeting the requirements of Section 407.100, the child care director of a facility 
serving more groups of school-age children than groups of pre-school children shall have 
achieved: 

 
1) Sixty semester or 90 quarter hours of credit from an accredited college or university 

with 18 semester or 27 quarter hours in courses related to child care and/or child 
development, elementary education, physical education, recreation, camping or other 
related fields, including courses related to school-age children; or 

 
2) Two  years  (3120  clock  hours)  of  child  development  experience  in  a recreational 

program, kindergarten, or licensed day care center serving school-age children, or 
license exempt school-age child care program operated by a public or private school, 30 
semester or 45 quarter hours of college credits with 10 semester or 15 quarter hours in 
courses related directly to child care and/or child development, elementary education, 
physical education, recreation, camping or other related fields, and proof of enrollment 
in an accredited college or university until 2 years of college credit have been achieved.  
A total of 18 semester or 27 quarter hours in courses related directly to child care 
and/or child development, elementary education, physical education, recreation, 
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camping or other related fields, including courses related to school-age children, is 
required to be obtained within the total 2 years of college credits. 

 
g) Completion of a training program accredited by the American Montessori Society or Association 

Montessori International may be substituted for the courses directly related to child care and/or 
child development required by this Section.  Persons holding a Montessori pre-primary 
credential may serve as director to children through age 6. Persons holding a Montessori 
primary or elementary credential may serve as director to children 6 years of age or older. 

 
h) Persons who were deemed qualified to serve as a child care director prior to January 

1, 1985, continue to be deemed qualified for their position.  Directors deemed qualified must 
still have current Mandated Reporter Training, SIDS, SUID, SBS and other training certificates as 
required in this Part. 

 
i) When a program serves only school-age children and meets the criteria of Section 

407.90(c), qualifications for the school-age director responsible for multiple sites and the site 
coordinators shall be as follows: 

 
1) The school-age director and each site coordinator shall be at least 21 years of age. 

 
2) The school-age director shall meet both of the following requirements for education and 

experience: 
 

a) Sixty semester or 90 quarter hours of credit from an accredited college or 
university, with 18 semester or 27 quarter hours in courses related to school-
age child care, child development, elementary education, physical education, 
recreation, camping or other related fields; and 

 
b) At least 1560 clock hours of child development experience in a recreational 

program or a licensed day care center serving school-age children. 
 

3) The school-age site coordinators must meet one of the following qualifications: 
 

a) Thirty semester or 45 quarter hours of credit from an accredited college or 
university with 12 semester or 18 quarter hours related to school-age child care, child 
development, elementary education, physical education, recreation, camping or other 
related fields and 750 clock hours of experience in a recreational program or a licensed 
day care center serving school-age children or in a license exempt school-age child care 
program operated by a public or private school; or 

 
b) 1560 clock hours of experience in a recreational program or licensed day care 

center serving school-age children or license exempt school- age child care 
program operated by a public or private school and either 6 semester hours or 9 
quarter hours of credit from an accredited college or university related to 
school-age child care, child development, elementary education, physical 
education, recreation, camping or other related fields. 

 
j) A staff member who meets the qualifications for a day care center director shall be designated 

to assume decision-making responsibility whenever the child care director is off site. A record of 
employees who meet the qualifications for director and who have been designated to assume 
decision-making responsibility in the director's absence shall be kept at the site.  All day care 
staff shall be informed of the designated director at each occurrence. The person designated as 
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alternate director may be in the classroom and counted in the staff/child ratio under the 
following circumstances: 

 
1) When the center meets the criteria of subsection (b); or 

 
2) During the first hour and last hour of a program that operates 10 or more hours per day; 

or 
 

3) When attendance falls below 50 children. 
 
k) The child care director must successfully complete a basic training course of 6 or more clock 

hours on providing care to children with disabilities that has been approved by the Department.  
The day care center shall have on file a certificate attesting to the training of the child care 
director. 

 
1) Persons employed as a child care director shall complete this training within 
36 months from date appointed as child care director. 

 
2) A child care director who has completed training prior to employment may have that 

training approved as meeting the provisions of this subsection (k). A certificate of 
training completion and a description of the course content must be submitted to the 
Department for approval. 

 
3) A child care director who obtains approved training and moves from one day care 

facility to another shall not be required to take another training course as long as the 
child care director can provide documentation in the form of a certificate that the 
training was completed. 

 
4) A training program approved by the Department in providing care for children with 

disabilities must include the following components: 
 

a) Introduction to Inclusive Child Care; 
 

b) Understanding Child Development in Relation to Disabilities; 
 

c) Building Relationships with Families; 
 

d) Preparing for and Including Young Children in the Child Care Setting; 
 

e) Community Services for Young Children with Disabilities (including 
Early Intervention Services). 

 
l) By July 1, 2017, the following education requirements for licensed day care center staff shall be 

met. 
 

1) All new child care directors hired on or after July 1, 2017 shall have a minimum of an 
associate degree in child development or early childhood education, or the equivalent  
(defined as 64 semester hours in any discipline with a minimum of 21 semester hours of 
college credit in child development, early childhood education or early childhood special 
education) and either a Gateways to Opportunity Level I Illinois Director Credential (see 
89 Ill. Adm. Code 50.720(b) and http://www.ilgateways.com/en/illinois-director- 

http://www.ilgateways.com/en/illinois-director-
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credential-idc) or 3 semester hours of college credit or 3 points of credential approved 
training in administration, leadership or management. 

 
2) Effective July 1, 2017, licensed child care centers must have an employee on site at all 

times with a minimum of an associate degree in child development or early childhood 
education or the equivalent (defined as 64 semester hours in any discipline with a 
minimum of 21 semester hours of college credit in child development, early childhood 
education or early childhood special education). 

 
(Source:  Amended at 38 Ill. Reg. 17293, effective August 1, 2014) 

 
Section 407.140  Qualifications for Early Childhood Teachers and School-age Workers 
a) Early childhood teachers and school-age workers shall be at least 19 years of age. 
 
b) Early childhood teachers and school-age workers shall have a high school diploma or 

equivalency certificate (GED). 
 
c) In addition to meeting the requirements of Section 407.100, the early childhood teacher 

responsible for a group of children that includes infants, toddler or preschool- age children shall 
have achieved: 

 
1) Sixty semester hours (or 90 quarter hours) of credits from an accredited college or 

university with six semester or nine quarter hours in courses related directly to child 
care and/or child development, from birth to age six; or 

 
2) One year (1560 clock hours) of child development experience in a nursery school, 

kindergarten, or licensed day care center and 30 semester hours (or 45 quarter hours) 
of credits from an accredited college or university with six semester or nine quarter 
hours in courses related directly to child care and/or child development, from birth to 
age six; or 

 
3) Completion of credentialing programs approved by the Department in accordance with 

Appendix G of this Part. 
 
d) School-age workers shall be at least 19 years of age and at least five years older than the oldest 

child with whom they work. 
 
e) In addition to meeting the requirements of Section 407.100, the newly employed school-age 

worker responsible for a group of school-age children shall have achieved: 
 

1) Thirty semester hours (or 45 quarter hours) of credit from an accredited college or 
university with six semester hours (or nine quarter hours) related to school-age child 
care, child development, elementary education, physical education, recreation, camping 
or other related fields; or 

 
2) 1560 clock hours of experience in a recreational program or licensed day care center 

serving school-age children or a license exempt school-age child care program operated 
by a public or private school, and six semester hours (or nine quarter hours) of credit 
from an accredited college or university related to school-age child care, child 
development, elementary education, physical education, recreation, camping or other 
related fields; or 
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3) A high school diploma or equivalency certificate plus 3120 clock hours of experience in a 
recreational program, kindergarten, or licensed day care center serving school-age 
children or a license exempt school-age child care program operated by a public or 
private school. 

 
f) Completion of a training program accredited by the American Montessori Society or Association 

Montessori International may be substituted for the courses directly related to child care and/or 
child development required by this Section.  Persons holding a Montessori pre-primary 
credential may supervise children through age six. Persons holding a Montessori primary or 
elementary credential may supervise children six years of age or older. 

 
g) Persons who were deemed qualified as a child care worker or school-age worker prior to 

January 1, 1985, continue to be deemed qualified as an early childhood teacher or school-age 
worker. 

 
h) Early childhood teachers and school-age workers shall be responsible for the planning and 

supervision of a group of children.    Early childhood workers and school-age workers shall also 
be responsible for supervising persons assigned to assist their group who are not similarly 
qualified. 

 
(Source:  Amended at 28 Ill. Reg. 3011, effective February 15, 2004) 

 
Section 407.150  Qualifications for Early Childhood Assistants and School-age Assistants 
a) Early childhood assistants shall meet the requirements of Section 407.100, with the exception of 

subsection (b). 
 
b) Early childhood and school-age assistants shall have a high school diploma or equivalency 

certificate (GED). 
 
c) Early childhood assistants shall work under the direct supervision of an early childhood teacher 

or school-age worker and shall not assume full responsibility for a group of children, except as 
allowed by Section 407.190(e)(2). 

 
d) School-age assistants shall work under the direct supervision of a school-age worker and shall 

not assume full responsibility for a group of children, except as allowed by Section 407.90(e)(2). 
 

(Source: Amended at 34 Ill. Reg. 4700, effective March 22, 2010) 
 
Section 407.160  Students and Youth Aides 
a) Students and youth aides may assist in the care of children provided that the student and youth 

aides: 
 

1) Are 14 years of age or older and at least five years older than the oldest child in the 
group; 

 
2) Assist only under the direct supervision of an early childhood teacher or a school-age 

worker; and 
 

3) Are not counted for purposes of maintaining staff/child ratios, except as provided in 
Section 407.160(d) below. 

 
b) The day care center shall maintain records on each student or youth aide that include:  
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1) The full name, home address and home telephone number of the student or youth aide.  

 
2) A copy of the current school medical examination form for the student or youth aide. 

 
3) The name of the person at the day care center who is responsible for supervising the 

student or youth aide. 
 

4) When a student is placed as part of a practicum or vocational training program, or when 
a youth aide is placed as part of an agency leadership training program, the record shall 
also include: 

 
a) The name of the school or agency arranging the placement. 

 
b) The name, title and telephone number of the school or agency staff member 
responsible for the participation of the student or youth aide. 

 
5) A plan for the participation of the student or youth aide shall be agreed upon in writing. 

 
a) The plan shall be signed by the participant, the supervising child care staff 

member and the school or agency staff member. 
 

b) The plan shall specify duties and hours and indicate the person and group to 
which the student or youth aide is assigned while in the center. 

 
6) There shall be a written agreement regarding procedures for terminating an 

unsatisfactory student or youth aide. 
 
c) Employment or use of student or youth aides shall be in compliance with the Illinois Child Labor 

Law [820 ILCS 205] and the child labor provisions of the federal Fair Labor Standards Act (29 
U.S.C. 214). 

 
d) Students or youth aides may be counted as assistants for purposes of maintaining staff/child 

ratios when all of the following conditions are met: 
 

1) They have completed one year of a vocational child care training program; and 
 

2) They are 16 years of age or older and at least five years older than the oldest child in the 
group; and 

 
3) They regularly work fewer than four hours per day, except during vacation periods when 

they may work up to six hours per day; and 
 

4) The number of students or youth aides does not exceed one-third of the total staff 
required to meet the staff-child ratio requirements at any one time. 

 
e) Students or youth aides shall not be considered as part of the attendance count when 

determining compliance with the capacity requirements. 
 

(Source:  Added at 22 Ill. Reg. 1728, effective January 1, 1998) 
 
Section 407.170  Substitutes 
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a) Substitutes shall have the same personal, health, administrative, and professional qualifications 
required of staff for whom they substitute, including completion of a background check as 
required by 89 Ill. Adm. Code 385. 

 
b) The day care center shall maintain signed documentation certifying that persons agreeing to be 

available as substitutes or for use in emergencies are currently available, have agreed to serve in 
this capacity and have passed the background check required by 89 Ill. Adm. Code 385, 
Background Checks. 

 
c) Substitutes shall visit the day care center to familiarize themselves with the program before they 

are called for duty. 
 

(Source:  Added at 22 Ill. Reg. 1728, effective January 1, 1998) 
 
Section 407.180  Volunteers 
a) Volunteers whose duties require contact with children on a regularly scheduled basis of one or 

more times per month shall meet the same personnel qualifications required of other staff by 
Section 407.100(a). 

 
b) Volunteers whose duties require contact with children or food one or more times per month 

shall present a health report as required for other staff. 
 
c) Volunteers used to replace or supplement staff, as defined in Section 407.45, shall comply with 

the background check requirements of 89 Ill. Adm. Code 385, Background Checks. 
 
d) Volunteers may serve in any capacity for which they are qualified. 
 
e) When a required staff position is filled by a volunteer, the volunteer shall meet all standards 

that apply to an employed person in that position. 
 

(Source:  Added at 22 Ill. Reg. 1728, effective January 1, 1998) 
 
Section 407.190  Grouping and Staffing 
a) The group sizes and ratio of child care staff to children present at any one time shall be as 

follows: 
 
 
AGE OF CHILDREN   STAFF/CHILD RATIO  MAXIMUM GROUP SIZE 
  
Infants (6 weeks through 14 months)  1 to 4    12 
Toddlers (15 through 23 months)  1 to 5    15 
Two years     1 to 8    16 
Three years     1 to 10    20 
Four years     1 to 10    20 
Five years (preschool)    1 to 20    20 
School-age: Kindergartners 
present      1 to 20    30 
 
 
b) The following exception to this Section is permitted:  An early childhood teacher aided by an 

early childhood assistant may supervise a group of up to 30 children if all of the children are at 
least five years of age. 
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c) Whenever children of different ages are combined, as allowed by Section 407.190(d) below, the 

staff/child ratio and maximum group size shall be based on the age of the youngest child in the 
group. 

 
d) Children may be combined in any of the following ways: 
 

1) Infants, toddlers and two-year-olds may be combined; and/or 
 

2) Two-year-old through five-year-old children may be mixed in any combination; and/or 
 

3) Four-year-old through six-year-old children may be mixed; and/or 
 

4) Children of all ages may be mixed during the first hour and last hour of programs that 
operate 10 or more hours per day. 

 
Programs that combine children in any of the above ways shall have staff training 
activities and daily schedules to meet the needs of all children in the group. 

 
Programs that combine children in any of the above ways shall have staff training 
activities and daily schedules to meet the needs of all children in the group. 

 
e) With the exception of infants and toddlers, children may be under the direct supervision (staff in 

the same room) of 50% of the qualified staff required by this Section during nap times, provided 
the required staff-to-child ratio is maintained on the premises. 

 
1) Infants and toddlers shall be under the direct supervision of staff required by this 

Section at all times. 
 

2) When all of the children are two years of age or older, an early childhood assistant 18 
years of age or older may provide direct supervision without the presence of an early 
childhood teacher for a maximum of one hour per day while the children are all on cots. 

 
f) Children shall not be left unattended at any time. 
 
g) When the needs of individual children dictate, additional staff may be required to meet the 

needs of all children. The appropriate ratio shall be determined through consultation among the 
parent, staff, resource personnel and the Department. 

 
(Source:  Amended at 28 Ill. Reg. 3011, effective February 15, 2004) 

 
 
4.02 City Colleges of Chicago Job Descriptions 
 
Classroom Teachers - Primary Objective: 
The teacher leads the classroom team in maintain a nurturing classroom environment that offers a 
developmentally appropriate curriculum that meet the needs of the individual children and families in 
their classroom and is aligned with the educational and philosophical goals of the program.  In addition, 
the teacher provides supervision and mentoring to teacher assistants, and practicum students in the 
classroom. 
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Qualifications: BA or MA in child Development/Early Childhood Education; ESL and/or bilingual 
endorsement preferred; Illinois Professional Education License in Early Childhood Education; Illinois 
Gateway ICE credential minimum level 4; in addition, two years of experience working with preschool 
children. 
 
Assistant Teachers - Primary Objective: 
Under the supervision of the Teacher, the Teacher Assistant provides instructional, clerical and non-
instructional support in the classroom in order to implement a developmentally appropriate curriculum 
that is aligned with the educational and philosophical goals of the program. 
 
Qualifications: Associate’s degree or BA preferred in Early Childhood Education or equivalent.  In 
addition, two years’ experience working with preschool children.   
 
Support Staff (Cooks) - Primary Objective: 
Plan menus using the guidelines of the Child Care Food Program and licensing guidelines. 
 
Qualifications: Associates degree in Early Childhood Education, or related field, with a certificate in 
food and sanitation required. 
 
 
Potential Bidders that contact any City Colleges of Chicago personnel other than the Contract 
Administrator will be considered in violation of the provisions of any contracting documents. 
 
 
 

END OF SECTION 
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SECTION 00500 – BID SUBMITTAL FORMS 
 
5.01 Bid Quotation Form:  MWJ2106-RB – Re-Bid - Professional Temporary Substitute Staff 
 District Wide Classroom Teachers, Assistant Teachers and Support Staff) 
 
Having carefully examined the specifications and being familiar with all of the conditions affecting this 
bid, the undersigned agrees to provide Professional Temporary Substitute Staff (Classroom Teachers, 
Assistant Teachers and Support Staff) to the Office of Finance and Business Enterprise, of the City 
Colleges of Chicago/District Wide, as specified (Section 00400) herein and to satisfactorily meet the 
specifications. 
 
We propose to provide Professional Temporary Substitute Staff (Classroom Teachers, Assistant Teachers 
and Support Staff) as outlined in Sections 00100 through 00500 of the specifications dated August 23, 
2021, for the following hourly rates: 
 
The hourly rates must include all costs for providing requested temporary substitute staff for period as 
specified on purchase orders. 
 
 
Monday – Friday 
Job Descriptions Hourly Rates 
 
Classroom Teachers $________________  
 
Assistant Teachers $_________________ 
 
Support Staff $_________________ 
 
 
 
Conversion Fees to hire temporary personnel as permanent CCC personnel: 
 
 
Classroom Teachers $________________ 
 
Assistant Teachers $________________ 
 
Support Teachers $_________________ 
 
Name of Bidder:______________________________________________________________________ 
 
 
 
If you are submitting a NO-BID for this requirement, kindly state your company’s name and indicate the 
reason why you’re not submitting a bid in the space that follows:  
 
 Company’s Name: _______________________________________________________________ 
 
Comments: ______________________________________________________________________ 

________________________________________________________________________________ 
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5.02 - References 
 
Bidders are required to provide at least three (3) references, one per reference firm, for whom you have 
provided similar services to what is being requested in this bid.  Please complete the following CCC 
Reference Questionnaire, Page 1, for each of your references and return the forms with your bid 
submission. City Colleges of Chicago will contact your references to verify the services that you’ve 
provided to them after submission of your bid.  Please inform your references that City Colleges will be 
contacting them and make additional copies of the form as needed. 
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5.02 - REFERENCE QUESTIONNAIRE 
 
The contractor/firm listed below has named you as a reference on a project completed within the past 
three (3) years and/or is currently in progress. The work performed, as indicated by the contractor/firm, 
is described below.  Please revise any incorrect data, and/or include any additional relevant information.   
 
Your timely completion of the questions on the attached page(s) will assist CCC in determining the 
responsibility of this contractor/firm. Your response will be "on the record" and available for the 
contractor/firm’s review. The individual completing this questionnaire may be contacted to confirm their 
participation. Thank you for your assistance. 
 
 
(Bidder, please return this page with your bid submission and make additional copies as needed.) 
 
 
Reference Company’s Name:___________________________________________________________ 
 
Reference Contact Person:_____________________________________________________________ 
 
Reference Phone: ____________________________________________________________________ 
 
Reference E-mail: ____________________________________________________________________ 
 
Bidder’s Name:   ____________________    __________________ 
 
Description of Project for which Reference is requested (Include type of work/trades performed): 
 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

 
Contract Amount:  $___________________   
 
Project Completion Date:  ______________ 
 
Page ______ of ______ (please leave blank) 
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5.03 BID SIGNATURE SHEET 
 
Bidder acknowledges receipt of the following addenda: 
 
Addendum No. ___________ Dated ____________ 
Addendum No. ___________ Dated ____________ 
Addendum No. ___________ Dated ____________ 
 
Bidders are required to complete and submit the following documents and include all information on all 
USB drives: 
 

1. Pages 34 – 38 (Section 00500 – Bid Submittal Forms, 5.01 – Quotation, 5.02 – Reference 
Questionnaires - three (3) references; and, 5.03 – Bid Signature Sheet) 

 
  Appendix I 

2. Applicable MBE/WBE Schedules regarding Compliance with the Minority Business 
Commitment and Women Business Commitment Forms (signed and notarized) 

3. Copies of MBE/WBE Certification Letter(s) from certifying agencies accepted by CCC 
 
  Appendix II 

4. CCC Ethics Orientation for Contractors/Vendors “Acknowledgement” Form 
 
  Appendix III 

5. Economic Disclosure Statement and Affidavit (10 pages, signed and notarized) 
 
  Appendix IV 

6. IRS W-9 Form 
 
Note: All bids must be signed to be considered a valid quotation. 
 
Firm’s Name: _____________________________________________________________________ 
    (Corporation, Partnership, Sole Proprietor) 
 
By: _____________________________________________________________________________ 
    (Authorized Signature) 
 
By: _____________________________________________________________________________ 
    (Authorized Signor’s Printed Name and Title) 
 
Address: ________________________________________________________________________ 
 
City: __________________________   State: ____________ Zip Code: ___________________  
 
Contact Person: __________________________________________________________________ 
 
Title: ___________________________________________________________________________ 
 
Telephone No. _____________________________ Fax No. ____________________________ 
 
Email: ____________________________________ Website: ___________________________ 
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NOTICE: SEALED BIDS ARE DUE ON WEDNESDAY, SEPTEMBER 8, 2021, BY 12:00 P.M. TO CITY 
COLLEGES OF CHICAGO, DAWSON TECHNICAL INSTITUTE, DEPARTMENT OF BUSINESS 
AND PROCUREMENT SERVICES, ROOM 102, 3901 S. STATE STREET, CHICAGO, IL 60609.  
BIDS WILL BE OPENED AND READ VIA ZOOM TELECONFERENCE PROMPTLY AT 12:15 
P.M. DELIVERIES ARE ACCEPTED AT THE REAR PARKING LOT BUILDING ENTRANCE 
MONDAY THRU FRIDAY FROM 9AM – 4PM.  ALL BIDS ARE DUE BY THE DUE DATE AND 
TIME DEADLINE. 

 
NOTE: IT IS THE RESPONSIBILITY OF THE BIDDER TO HAND DELIVER OR MAIL BIDS BEFORE 

THE SCHEDULED DUE DATE AND TIME.  BIDS ARRIVING LATE WILL BE RETURNED 
UNOPENED.  WHEN RESPONDING TO THESE SPECIFICATIONS, PLEASE RETURN ONE (1) 
USB DRIVE AND ONE (1) ORIGINAL SIGNATURE HARD COPY OF YOUR BID RESPONSE 
TO INCLUDE ALL REQUIRED DOCUMENTATION, INFORMATION  AND APPLICABLE 
MBE/WBE SCHEDULES WITH CERTIFICATION LETTERS. 
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ATTACHMENT A 

 
BOARD OF TRUSTEES OF COMMUNITY COLLEGE DISTRICT NO. 508 

D/B/A CITY COLLEGES OF CHICAGO 
 

LETTER OF INTENT TO BID 
 

SEALED BID #MWJ2106-RB2 
RE-BID - PROFESSIONAL TEMPORARY SUBSTITUTE STAFF 

(CLASSROOM TEACHERS, ASSISTANT TEACHERS AND SUPPORT STAFF) 
For Child Development Laboratory Centers – District Wide 

 
 

I, __________________________________________________________, the undersigned being a  
 
duly authorized official of ___________________________________________________________  
 
hereby acknowledge receipt of the above referenced Sealed Bid offering and certify the intent of the 
 
firm to submit a bid in response to the notification. 
____________________________________________________________________________________ 
 
PLEASE EXECUTE AND EMAIL TO THE ATTENTION OF MARIETTA WILLIAMS-JOHNSON, CONTRACT 
ADMINISTRATOR, AT procurementservices@ccc.edu, BY THURSDAY, SEPTEMBER 2 , 2021, NO LATER 
THAN 12:00 P.M.  
_____________________________________________________________________________________ 
 
COMPANY’S NAME: __________________________________________________________________ 
 
ADDRESS: ___________________________________________________________________________ 
 
CITY: _____________________________ STATE: ____________ ZIP CODE: ________________ 
 
TELEPHONE #:______________________________ WEBSITE:______________________________ 
 
PRINCIPAL CONTACT:__________________________________________________________________ 
 
TITLE: ______________________________________________________________________________ 
 
TELEPHONE #:________________________________________________________________________ 
 
EMAIL:_____________________________________ WEBSITEE:_____________________________ 
 
SIGNATURE: _______________________________________ DATE: __________________________ 
 
 
  
  
 

mailto:procurementservices@ccc.edu
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APPENDICES: 
 
 
APPENDIX I – TERMS AND CONDITIONS REGARDING COMPLIANCE WITH THE MINORITY BUSINESS 
COMMITMENT AND WOMEN BUSINESS ENTERPRISE COMMITMENT 
 
APPENDIX II – ETHICS ORIENTATION FOR CONTRACTORS/VENDORS 
 
APPENDIX III - IRS W-9 INSTRUCTIONS AND FORM 
 
APPENDIX IV – ECONOMIC DISCLOSURE INSTRUCTIONS AND ECONOMIC DISCLOSURE STATEMENT AND 
AFFIDAVIT  
 
APPENDIX V – PROFESSIONAL SERVICES AGREEMENT (for information purposes only, do not complete) 
 



Appendix 1 
Terms & Conditions Regarding Compliance with the Minority Business 

Commitment and the Women Business Enterprise Commitment

January 8, 2015 



Terms & Conditions Regarding 
Compliance with the City Colleges of Chicago’s 

Minority Business Enterprise (MBE) and  
Women Business Enterprise (WBE) Participation Plan 

 
 

SECTION 1: INTRODUCTION 
 
1. The Board of Trustees of Community College District No. 508. (The "Board") has 

adopted the amended Minority and Women Business Enterprise Plan (The "Plan") to 
ensure that Minority Businesses and Women Businesses shall have maximum feasible 
opportunities to participate on City Colleges of Chicago contracts, and to remedy the 
effects of historical discrimination while minimizing its impact upon Non-MBE and 
Non-WBE businesses.  The Plan includes goals for participation of certified MBE and 
WBE firms, and the Bidders/Proposers utilization of such firms is considered in 
determining responsibility in performing this contract. 

 
1.1 The purpose of the revised Terms and Conditions is to describe the current 

requirements of the Plan including the MBE and WBE goals that have been 
established for this contract and certain administrative and procedural provisions.  

 
  Bidders/Proposers are required to submit information specifying the percentage of the 

total contract that will be performed by certified MBE and WBE firms on the attached 
Schedules. 

 
SECTION 2: POLICY STATEMENT AND TERMS 
 
2.1 It is the policy of the Board to ensure that the City Colleges of Chicago take all 

possible steps consistent with applicable law to insure that Minority Business 
Enterprises and Women Business Enterprises are afforded a fair and representative 
opportunity to participate fully in this institution’s contracting. 

 
2.2 Consistent with this policy it shall be the responsibility of all contractors to exhaust all 

feasible means to ensure significant participation by certified MBEs and WBEs. 
 
2.3 Failure to carry out the commitments and policies set forth in this Plan shall 

constitute a material breach of contract and may result in termination of the contract 
or such other remedy as the Board deems appropriate. 

 
 
SECTION 3:         DEFINITIONS 
 
3.1 The following words as used herein shall have the meanings indicated below unless 

the context clearly indicates otherwise: 
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a. Board of Trustees or Board shall mean the Board of Trustees of Community 

College District No. 508. 
 

b. Certified means any business or individual which has been certified by any of 
the CCC approved certifying agency to be an MBE or WBE and is on the 
Board's list of certified MBEs or WBEs. 

 
c. Chancellor shall mean the Chancellor of City Colleges of Chicago or his/her 

designee. 
 

d. City College shall mean the City Colleges of Chicago. 
 

e. Commercially Useful Function shall mean the execution of a distinct element 
of work with actual performance, resources, management and supervision. 

 
f. Financial and Administrative Service Committee shall mean the Financial and 

Administrative Service Committee of the Board of Trustees of Community 
College District No.508 or such other committee as the Board of Trustees may 
from time to time designate. 

 
g. General Contractor shall mean a firm that has entered into a contract with the 

Board to provide goods or services. 
 

h. Joint Venture shall mean an association between two or more independent 
businesses formed to perform a specific contract. 

 
i. Minority or Minority person shall mean a person who is a citizen or lawful 

permanent resident of the United States, who is a member of an identified 
racial/ethnic population group, specifically, Black, Hispanic, Asian, or any other 
racial/ethnic population group that the Chancellor determines, after notice 
and hearing, to suffer discrimination in the Chicago area and who has 
participated, or has attempted to participate, in the Chicago area market. 

 
j. MBE or Minority Business Enterprise shall mean a certified business that is 

owned  and controlled by a Minority or Minorities that is certified as an MBE 
as defined in Section III (Definitions, 3.1) and has participated, or has 
attempted to participate, in the Chicago area market. 

 
k. Person shall mean a natural person, or partnership, corporation or joint 

venture. 
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l. Subcontractor shall mean a business that has entered into a contract with a 
General Contractor to provide goods or services pursuant to a contract 
between the General Contractor and the Board. 

 
m. WBE or Women Business Enterprise shall mean a certified business that is 

owned and controlled by a woman or women, that is certified as a WBE as 
provided in Section III (Definitions, 3.1) and has participated, or has attempted 
to participate, in the Chicago area market. 

 
n. Woman or Female shall mean a person who is a citizen or lawful permanent 

resident of the United States who us of female gender. 
 
SECTION 4:   PARTICIPATION GOALS 
 
4.1 Percentages of Participation  
     Goals for participation by certified MBE and WBE firms for this Contract shall be not 

less than the following percentage of the total contract value: 
 

 MBE Participation goal:  25% 
 WBE Participation goal:   7% 

 
4.2 Bidder/Proposer’s Commitment and Responsibility 
             Each Bidder's commitment to the utilization of certified MBE and WBE firms shall be 

considered as further evidence of the responsibility of the Bidder/Proposer.  Further, 
the Contractor agrees to use its best efforts to include certified MBE and WBE firms 
in any Contract modifications, amendments and renewals. 

             
SECTION 5: PROCEDURE TO DETERMINE BID & PROPOSAL COMPLIANCE 
 
5.1 The following documents constitute the Bidder/Proposer's MBE/WBE Compliance 

Plan and must be submitted with the bid or proposal:  
   

A. Schedule A: Affidavit of MBE/WBE Goal Implementation Plan 
Bidders/Proposers must submit, together with the bid/proposal, a completed 
Schedule A committing them to the utilization of each certified MBE/WBE firm 
listed. 
 
Except in cases where the bidder/proposer has submitted a complete request for 
a waiver or variance of the MBE or WBE goals in accordance with Section 8 
(below), the bidder/proposer must commit to the expenditure of an estimated 
percentage of their proposed contract value. Specific dollar amounts of 
participation by each certified MBE/WBE firm should also be included on the 
Schedule A as practicable.  
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Additionally, the total dollar commitments proposed for certified MBE firm(s) 
must at least equal the MBE goal, and the total dollar commitment to propose 
certified WBEs must at least equal the WBE goal.  

 
All commitments made on the bidder/proposer's Schedule A must correspond 
with those presented on the Schedule C documents that are described below.  
 
Additionally, a fully completed and executed Schedule A must be submitted with 
the bid/proposal when due. Failure to submit the completed Schedule A  or a 
waiver request in accordance with this section will be cause for finding 
bid/proposal non-responsive and may result in rejection of bid/proposal. 

 
B. Schedule C:  Letter of Intent 

A Schedule C [Schedule C-1 (MBE/WBE Bidder/Proposer or Schedule C-2 (Joint 
Venture Partner) as described herein] must be completed in its entirety and 
executed by each certified MBE and WBE firm listed on the Schedule A and 
submitted with the bid/proposal.  
 
The Schedule C must accurately detail the work to be performed by the certified 
MBE or WBE firm at the agreed rates and prices to be paid. Additionally, the 
certified MBE and WBE firm’s scope of work, as detailed on their Schedule C must 
conform to their area of specialty included in the certification letter as described 
below.  
 
Additionally, all fully completed and executed Schedule Cs must be submitted 
with the bid/proposal when due. Failure to submit the completed Schedule C(s) in 
accordance with this section will be cause for finding bid/proposal non-responsive 
and may result in rejection of bid/proposal. 
 

C. Letters of Certification & Certification Determination 
A copy of each proposed MBE and WBE firm’s current letter of certification must 
be submitted with the bid/proposal as a complement to the Schedule A and C. All 
letters of certification must include a statement of the certified MBE/WBE firm’s 
area of specialty.  
 
In order to be designated as a certified Minority Business Enterprise (MBE) or as a 
Women Business Enterprise (WBE) in City Colleges of Chicago contracting activity 
a firm must be verified as such by agencies known and accepted by CCC.  

 
Specifically, the following agencies confer the designation and are accepted by 
the Office of Contract Compliance: 
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1) The City of Chicago; 
2) Cook County; 
3) The State of IL—CMS ; 
4) National Minority Supplier Development Council and its regional 

affiliates including  the Chicago Minority Supplier Development Council 
and 

5) Women Business Enterprise National Council and its regional partner 
organizations including the Women’s Business Development Center in 
Chicago and 

 
Certifications will also be considered from conferring government agencies in other 
states and major metropolitan cities on a case by case basis. 
 
D. Schedule C-2 & Joint Venture Agreements 

If the bidder/proposer's MBE/WBE proposal includes the participation of certified 
MBE or WBE firms as a joint venture on any tier (either as the bidder/proposer or 
as a subcontractor), the bidder/proposer must provide a copy of the joint venture 
agreement, as a part of Schedule A submission.  

 
In order to demonstrate the certified MBE or WBE partner's share in the 
ownership, control, management responsibilities, risks and profits of the joint 
venture, the MBE or WBE firm that is a party to the Joint Venture must complete 
the Schedule C-2.  
 
Additionally, the joint venture agreement must complement the Schedule C-2 and 
include specific details related to:  (1) contributions of capital and equipment (2) 
work responsibilities or other performance to be undertaken by the certified 
MBE/WBE firm; (3) the commitment of management, supervisory and operative 
personnel employed by the certified MBE/WBE to be dedicated to the 
performance of the contract.  The joint venture agreement must also clearly 
define each partner's authority to contractually obligate the joint venture and 
each partner's authority to expend joint venture funds (e.g. check signing 
authority). 

 
5.2 Correct Completion of Schedules 
             The MBE/WBE Compliance Plan must have all blank spaces on both of the Schedules 

applicable to the Contract correctly filled in.   
 
  Agreements between a Bidder/Proposer and a certified MBE and certified WBE in 

which the certified MBE/WBE promises not to provide subcontracting quotations to 
other Bidders/Proposers are prohibited. 
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5.3 Deficient Compliance Plans 
  Upon receipt of the Compliance Plan submitted with the bid/proposal, the Office of 

MBE/WBE Compliance will determine if the bid/proposal is responsive. A bid/proposal 
may be treated as non-responsive by reason of the determination that the 
Bidder/Proposer’s response did not contain a sufficient level of certified MBE or WBE 
participation or an approved waiver request. 
 
 During the period between bid opening/proposal due date and contract award the 
MBE/WBE Plan will be evaluated by the Office of M/WBE Contract Compliance for the 
following: 
 

1) MBE and WBE Performance of a commercially useful function 
2) Analysis of industry standard for sub-contracting (if applicable) 
3) Scope of services versus certification letter specialty area 
4) Accurate levels of compliance 
5) Due diligence efforts to support waiver request (if applicable) 
6) Certification renewal status 
7) MBE/WBE execution of Schedule C 
8) Compliance history on previous contracts with CCC and its sister agencies 

  
The Bidder/Proposer agrees to provide, upon request, earnest and prompt 
cooperation to the Office of M/WBE Contract Compliance in submitting to interviews 
that may be necessary, in allowing entry to places of business, in providing further 
documentation, or in soliciting the cooperation of a proposed certified MBE or WBE 
firm in providing such assistance.   
 

  Additionally, a bid/proposal may be treated as non-responsive by reason of the 
determination that the Bidder/Proposer was unresponsive or uncooperative when 
asked for further information relative to the bid/proposal, or that false statements 
were made in the Schedules. 

 
SECTION 6: COUNTING MBE/WBE PARTICIPATION TOWARD CONTRACT GOALS 

 
6.1 Only certified MBE and WBE participation shall be counted toward the MBE and WBE 

goals set in this Contract and applied as follows: 
 

A. Direct Participation 
An MBE or WBE firm should be used directly in the performance of the scope of 
services that the Bidder/Proposer is providing for the District. The MBE or WBE’s 
total contract value can be credited towards the participation goals for direct 
participation. 
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B. Indirect Participation 
In the event the Bidder/Proposer’s specific scope of services does not provide an 
opportunity for direct subcontracting, the Bidder/Proposer must consider other 
ways to engage MBEs and WBEs to meet the contract participation goals.  
 
The expenditures with MBE and WBE vendors that are being used in the 
Bidder/Proposer’s overall business operations for goods or services that are 
ancillary to the CCC contract such as transportation, advertising, accounting, 
landscaping, office supply can be credited at 100%. 

    
C. Commercially Useful Function (CUF) 

A Bidder/Proposer may count toward its MBE and WBE goal only expenditures to 
certified firms that will perform a commercially useful function in the work of a 
contract.  A firm is considered to perform a commercially useful function when it 
is responsible for a distinct element of work of a contract and carries out the 
responsibilities by actually performing, managing, and supervising the work 
involved using its own resources. 

 
The Office of M/WBE Contract Compliance will use a variety of methods to 
determine whether or not an MBE or WBE is performing a CUF at any time (pre-
award, during contract execution and/or during the contract close-out phase) 
including but not limited to: 

 
1) Project site visits; 
2) Documentation requests and/or  
3) Interviews with MBE or WBE owners or employees 

 
 

D. MBE/WBE Subletting    
Consistent with normal industry practices, a certified MBE or WBE subcontractor 
may enter into further subcontracts.  If a certified MBE/WBE contractor 
subcontracts a significantly greater portion of the work of the contract than 
would be expected on the basis of normal industry practices, the certified MBE or 
WBE shall be presumed not to be performing a commercially useful function.  
Evidence may be presented, in writing, to the Office of M/WBE Contract 
Compliance by the contractors involved to rebut this presumption. 

 
E. Counting MBE/WBE Manufacturers 

A Contractor may count toward its goals expenditures to certified MBE or WBE 
manufacturers (i.e., suppliers that produce goods from raw materials or 
substantially alters them before resale) at 100%. 
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F. Counting MBE/WBE Suppliers 
A Contractor may count 100% of its expenditures with certified MBE or WBE 
suppliers toward its compliance goals provided that the supplier performs a 
commercially useful function in the supply chain process and is a regular dealer. 

 
G. Counting Total Dollar Value Awarded To Certified MBEs/WBEs 

The total dollar value of contract awarded to a certified MBE or WBE firm shall 
only be credited to one of the respective certification statuses. The Contractor 
employing the certified firm may choose the goal to which the contract value is 
applied—either MBE or WBE; not both. 
 
Work done by one and the same subcontractor shall be considered, for the 
purpose of this principle, as work effectively under one subcontract only, in which 
the subcontractor may be counted toward only one of the goals, but not toward 
both. 
 

H. MBE/WBE Controlled Firms   
If the Bidder or Proposer is a certified MBE most of the total contract value can 
be counted toward the fulfillment of the MBE goal and similarly, if a WBE is the 
Bidder or Proposer, most of the total contract value can be counted toward the 
fulfillment of the WBE goal. However, MBE Bidders/Proposers must obtain a 
certified WBE subcontractor and a WBE Bidder/Proposer must obtain a certified 
MBE subcontractor to meet the respective goals. 
 
Additionally, if a firm is certified as both an MBE and WBE, they can only use one 
of the certification statuses to fulfill one of the goals; not both. 
 
MBE and WBE Bidder/Proposers must submit a Schedule C-1 which outlines their 
intent to subcontract any portion of their work they do not plan to self-perform.  
 
Moreover, an MBE or WBE Bidder/Proposer must submit a Schedule A, Schedule 
C(s) for MBE or WBE subcontractors, and certification letters for themselves and 
any other MBE or WBE they may be utilizing on the contract.  

 
I. Counting Total Dollar Value of Eligible Joint Ventures   

A Contractor may count toward its MBE or WBE goal the portion of the total 
dollar value of a contract with an eligible joint venture equal to the percentage of 
the ownership and control of the MBE or WBE partner in the joint venture.  A joint 
venture seeking to be credited for MBE participation may be formed among 
certified MBE and WBE firms, or between certified MBE and WBE firms and a non-
MBE/WBE firm.  A joint venture satisfies the eligibility standards of this Plan if the 
certified MBE or WBE participant of the joint venture: 
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1. Shares in the ownership, control, management responsibilities, risks and 

profits of the joint venture; and 
 

2. Is responsible for a clearly defined portion of work to be performed in 
proportion to the certified MBE or WBE ownership percentage. 

 
 A Schedule C-2 and Joint Venture agreement must be submitted to support 
utilizing an MBE or WBE as a Joint-Venture participant. 

 
6.2 A Contractor may count toward its MBE/WBE goal the following expenditures to 

certified firms that are not manufacturers or regular dealers: 
 

A. Fees or Commissions For Providing Services   
The fees or commissions charged for providing a bona fide service, such as 
professional, technical, consultant or managerial services and assistance in the 
procurement of essential personnel, facilities, equipment, materials or supplies 
required for performance of the contract, provided that the fee or commission is 
determined by the Office of M/WBE Contract Compliance to be reasonable and 
not excessive as compared with fees customarily allowed for similar services. 

 
B. Fees For Delivering Materials and Supplies   

The fees charged for delivery of materials and supplies required on a job site (but 
not the cost of the materials and supplies themselves) when the hauler, trucker, 
or delivery service is not also the manufacturer of or a regular dealer in the 
materials and supplies, provided that the fee is determined by the Office of 
M/WBE Contract Compliance to be reasonable and not excessive as compared 
with fees customarily allowed for similar services. 

 
C. Fees or Commissions For Bonds or Insurance  

The fees or commissions charged for providing any bonds or insurance specifically 
required for the performance of the contract, provided that the fee or 
commission is determined by the Office of M/WBE Contract Compliance to be 
reasonable and not excessive as compared with fees customarily allowed for 
similar services. 
 

SECTION 7:  CHANGES TO MBE/WBE PARTICIPATION PLAN 
 
7.1 Termination of Scope of Work Not Permitted 
  After submitting executed MBE and/or WBE sub-agreements to the Office of M/WBE 

Contract Compliance, the Contractor shall thereafter neither terminate the sub-
agreement, nor reduce the scope of the work to be performed by the certified MBE 
or WBE firm, nor decrease the price to the MBE or WBE firm, without in each instance 
receiving the prior written approval of the Office of M/WBE Contract Compliance.   
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 7.2 Substitutions 
  If it becomes necessary to substitute an MBE and/or WBE to fulfill the Contractor's 

MBE and/or WBE commitments, the Office of M/WBE Contract Compliance must be 
given reasons justifying the release of prior specific MBE and/or WBE commitments 
established in the Contractor’s bid/proposal in order to review the propriety of the 
proposed substitution.  

 
  A substitution of MBE or WBE firms cannot be made without prior approval from the 

Office of MBE/WBE Compliance. In addition to the explanation provide above, the 
approval process must include a revised Schedule A, a Schedule C for the 
replacement firm(s) and current certification letter(s).  

 
  The approval process should also include concurrence from the affected MBE or WBE 

received either proactively from the Prime Vendor or by the Office of MBE/WBE 
Compliance. 

 
 SECTION 8: WAIVERS of MBE and WBE GOALS 
 
8.1 Inability to Meet Participation Goals 
  If a Bidder/Proposer is unable to identify certified MBE and WBE firms to perform 

sufficient work to fulfill the MBE or WBE percentage goals for a contract, the 
bid/proposal must include a Schedule D (written request for waiver).   

 
  Submission of the Schedule D is not an automatic approval of the requested waiver.  

The approval of the requested waiver will be based, in part by the supporting 
documentation demonstrating the Bidder/Proposer’s inability to obtain sufficient 
certified MBE and WBE firms, notwithstanding good faith attempts to achieve such 
participation.   

 
  Examples of such good faith efforts may include, but are not limited to, the 

following: 
 

a) Attendance at the Pre-bid/proposal conference. 
 

b) The Bidder/Proposer's general affirmative action policies regarding the 
utilization of MBE and WBE firms, plus a description of the methods 
used to carry out those policies. 

 
c) Advertisement in trade association newsletters and minority-oriented 

and general circulation media for specific sub-bids/proposals. 
 

d) Timely notification of specific sub-bids/proposals to minority and 
women assistance agencies and associations. 
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e) Description of direct negotiations with certified MBE and WBE firms for 

specific sub-bids/proposals, including: 
 

f) the name, address and telephone number of the certified MBE and 
WBE firms contacted; 

 
g) a description of the information provided to certified MBE and WBE 

firms regarding the portions of the work to be performed; and  
 

h) the reasons why additional certified MBE and WBE firms were not 
obtained in spite of negotiations. 

 
i) A statement of the efforts made to select portions of the work 

proposed to be performed by certified MBE and WBE firms (such as 
sub-supplier, transport, engineering, distribution, or any other roles 
contributing to production and delivery as specified in the Contract) in 
order to increase the likelihood of achieving such participation. 

 
j) A detailed statement of the reasons for the Bidder/Proposer's 

conclusion that each certified MBE and WBE contacted, were not 
qualified. 

 
k) Efforts made by the Bidder/Proposer to expand its search for certified 

MBE and/or WBE firms beyond usual geographic boundaries. 
 

l) General efforts made to assist MBE and WBE firms to overcome 
participation barriers. 

 
 8.2 Unacceptable Basis for Waiver Request 
            If the bidder/proposer does not meet the MBE/WBE goal, price alone shall not be an 

acceptable basis for which the bidder may reject a certified MBE/WBE sub-
bid/proposal unless the bidder can show to the satisfaction of the Office of M/WBE 
Contract Compliance that no reasonable price can be obtained from a certified 
MBE/WBE. 

 
  A determination of reasonable price is based on such factors as the estimate for the 

work under a specific subcontract, the bidder's own estimate for the specific 
subcontract, and the average of the bona fide prices quoted for the specific 
subcontract. A bid from a certified MBE/WBE for a subcontract will be presumed to 
be unreasonable if the MBE/WBE price exceeds the average price quoted by more 
than 15 percent. 
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8.3 Subsequent Waiver by Request of Contractor 

During the performance of a contract, a contractor may request a partial waiver from 
compliance with its original MBE or WBE proposal for the following reasons: 

 
a) Due to substantially changed circumstances the contractor is unable to meet 

the previously stated MBE or WBE goal(s); 
 

b) Despite every good faith effort on the part of the contractor, it is unable to 
meet the previously stated MBE or WBE goal(s) 

 
8.4 Waiver Initiated by City Colleges of Chicago 

 The Chancellor or their designee may grant a waiver from MBE or WBE requirements 
for an individual contract upon a determination that there are insufficient certified 
MBEs or WBEs available to fulfill such requirements for that particular contract. 

 
A determination by the Chancellor to waive MBE or WBE requirements for an 
individual contract must be stated in writing, and placed in the appropriate project 
file. 

 
SECTION 9: REPORTING AND RECORD-KEEPING REQUIREMENTS 
 
9.1 Execution of Subcontract By Contractor 
             The Contractor, within five (5) working days after Contract award, shall execute a 

formal subcontract or purchase order in compliance with the terms of the 
Contractor’s bid/proposal and MBE and WBE assurances and should be submitted to 
the Office of MBE/WBE Compliance within three (3) business days if requested by the 
Office of MBE/WBE Compliance.  

 
  In addition, each subcontract between the Bidder/Proposers and any certified MBE or 

WBE firm performing work on the Contract shall include remedies for non-
compliance with the commitment to MBE and WBE participation, including an 
agreement to pay damages to the certified MBE and WBE firms which were 
underutilized. 

 
 9.2 Payments to MBE and WBES 
  During the performance of the Contract, the Contractor shall file regular MBE and 

WBE payment reports, on the form entitled "Monthly and Quarterly Report of 
Payments to MBE and WBE Subcontractors."  

 
  Additionally, invoices and/or other documentation must be submitted to the Office of 

MBE/WBE Compliance within five (5) days upon request to support the utilization of 
MBEs and WBEs. 
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 9.3 Maintenance of Relevant Records 
            The Contractor shall maintain records of all relevant data with respect to the 

utilization of certified MBE and WBE firms, including without limitation payroll 
records, tax returns and records, and book of accounts, and retain such records for a 
period of at least three (3) years after final acceptance of the work.  Full access to 
such records shall be granted to the Office of M/WBE Contract Compliance or its 
designee, on five (5) business days' notice in order to determine the Contractor's 
compliance with its MBE and WBE commitments and the status of any certified MBE 
or WBE firm performing any portion of the Contract. 

 
 
SECTION 10: NON-COMPLIANCE WITH MBE and WBE PARTICIPATION GOALS 
 
10.1 Compliance Audits 
  Whenever the Office of M/WBE Contract Compliance believes that the contractor or 

any of its subcontractors may not be operating in compliance with this Plan, it shall 
conduct an appropriate investigation. 

 
10.2 Notification regarding Non-compliance 

 Upon indications of inadequate compliance or non-compliance, the Office of M/WBE 
Contract Compliance will notify the contractor and the subcontractor, in writing.   
 
The Office of M/WBE Contract Compliance, the contractor or subcontractor may 
request an opportunity to meet to discuss MBE/WBE contract compliance.  The 
contractor or subcontractor shall make such request to the Office of M/WBE Contract 
Compliance in writing within five (5) working days of receiving notice.  The meeting 
shall be scheduled by the Office of M/WBE Contract Compliance at a reasonable date, 
time and place, with notice to contractor and subcontractor.  

 
10.3 Determination of non-compliance 
  If after notification and subsequent discussions, the Office of M/WBE Contract 

Compliance determines that a contractor is not meeting or has not met applicable 
MBE or WBE goals and is not demonstrating or has not demonstrated every good 
faith to meet the goals, the contractor shall be subject to suitable sanctions as set 
forth in paragraph 10.3 A (Sanctions) below. 

 
 10.4 MBE and WBE Remedies For Prime Vendor Non-Compliance 
            The unexcused reduction of certified MBE or WBE participation in connection with 

the Contract including any modification thereof, shall entitle the affected certified 
MBE and WBE firms to payments pursuant to such agreement. Such provisions shall 
include an undertaking by the Contractor to submit any dispute concerning such 
damages to binding arbitration by an independent arbitrator, other than the City 
Colleges of Chicago, with reasonable expenses, including attorneys' fees, being 
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recoverable by a prevailing certified MBE or WBE.  Nothing herein shall be construed 
to limit the rights of and remedies available to the City Colleges of Chicago. 

 
10.5 Sanctions for Non-compliance 
 

A. Terms and Conditions of Plan Applying To All Contracts 
The MBE/WBE requirements of these Terms and Conditions shall be incorporated 
into all of the contracts between City Colleges and its vendors.  In addition to any 
other remedies City Colleges may have, the following apply: 

 
Where the Office of M/WBE Contract Compliance determines the conditions set 
forth in Section 10.3 above to exist during the term of the contract, the Office of 
M/WBE Contract Compliance may recommend that the Board suspend or 
terminate the contract, in whole or in part, and may also declare the contractor 
ineligible for future contracts for a period of two (2) years. 

 
The Contractor shall be liable to the City Colleges for any consequential damages 
incurred as a result of suspension or termination of the contract including 
damages arising either from delay or increased price in securing performance of 
the work by other contractors, attorney’s fees and court cost. 

 
Where the Office of M/WBE Contract Compliance determines the conditions set 
forth in paragraph 10.3 above to exist at the conclusion of a contract, the Office 
of M/WBE Contract Compliance may declare the contractor ineligible for future 
contracts for a period of two (2) years. 

 
If a Contractor has provided false or misleading information in connection with 
certification, bid or proposal documents, compliance progress reports, or any 
other aspect of this Plan, the Office of M/WBE Contract Compliance may impose 
any of the sanction described in paragraph 10.5 (Sanctions) and all its subsections. 

 
If there is a bona fide payment dispute between a Contractor and its certified 
M/WBE subcontractor for work performed under the Plan, the City Colleges may 
withhold payment of the disputed amount from the Contractor and place such 
funds in an interest bearing account pending resolution of the dispute, by judicial 
or other means. 

 
B. Contractor’s Right To Appeal Decision 

A contractor shall have the right to appeal a decision from the Office of M/WBE 
Contract Compliance declaring it ineligible for future City College contracts.  Such 
appeal shall be made to the Chancellor or his/her designee.  
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C. Sanctions Available To The City Colleges of Chicago   
The failure of City Colleges to impose any sanction it may have under this Section 
shall not be deemed a waiver of its right to impose such a sanction for 
subsequent violations.  The listing of sanctions available to City Colleges in 
paragraph 10.5 A shall not be deemed to exclude any other sanctions or remedies 
available at law or in equity. 
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SCHEDULE A  
MBE / WBE Goal Implementation Plan 

 

 

 

 

 

 

 

Project Name& Number             

In connection with the above referenced project I HEREBY DECLARE AND AFFIRM that I am a duly authorized 
representative of: 

                
 (Company Name)                    

                
(Printed Name and Signature of bidder/proposer’s authorized representative) 

located at:                                 
       (Address, City & Zip)  

 and I can reached at        or via email at        
      (phone number) 
 

The certified MBE and WBE participants on this project include (attach additional sheets as necessary): 

Name of MBE/WBE Vendor: Street Address: City, State & Zip: 

Contact Name: Contact Title: Contact Phone: 
 
 

Contact Email: 
 
 

MBE                  WBE    
Supplier  (100% credit) 

Certification Agencies: 

Contract $:  Contract %: Indirect Participation    
Direct Participation       

Description of Services: 

 

NOTE: The bidder/proposer shall, in determining the manner of MBE/WBE participation, must first consider involvement with 
MBE/WBE firms as joint venture partners, direct subcontractors, and suppliers of goods and services directly related to the 
performance of this contract. A service not directly related to the scope of services, but utilized during the bidder/proposer’s 
normal course of business is considered indirect.  

Additionally, all MBE/WBE firms included in this plan must be currently certified as such by at least one of the following 
agencies acknowledged by the City Colleges of Chicago (City of Chicago, Cook County, State of IL, Chicago Minority Supplier 
Development Council and regional affiliates and/or the Women’s Business Development Center and its regional affiliates). 
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SCHEDULE A  
MBE / WBE Goal Implementation Plan 

 

 

 

 

 

 

 

 

Name of MBE/WBE Vendor: Street Address: City, State & Zip: 

Contact Name: Contact Title: Contact Phone: 
 
 

Contact Email: 
 
 

MBE                    WBE    
Supplier    

Certification Agencies: 

Contract $:  Contract %: Indirect Participation    
Direct Participation       

Description of Services: 
 

 

Name of MBE/WBE Vendor: Street Address: City, State & Zip: 

Contact Name: Contact Title: Contact Phone: 
 
 

Contact Email: 
 
 

MBE               WBE    
Supplier     

Certification Agencies: 

Contract $:  Contract %: Indirect Participation    
Direct Participation       

Description of Services: 

 

Name of MBE/WBE Vendor: Street Address: City, State & Zip: 

Contact Name: Contact Title: Contact Phone: 
 
 

Contact Email: 
 
 

MBE                    WBE    
Supplier    

Certification Agencies: 

Contract $:  Contract %: Indirect Participation    
Direct Participation       

Description of Services: 
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SCHEDULE A  
MBE / WBE Goal Implementation Plan 

 

 

 

 

 

 

 

 

Total MBE Direct $ % Total MBE Indirect $ % 

Total WBE Direct $ % Total WBE Indirect $ % 

 

Bidder/Proposer’s M/WBE Liaison (if other than the submitter of the Schedule): 

                
  (Please print—Name, phone & email address) 
 

Affidavit of Bidder/Proposer: 

I affirm that I have personally reviewed the material and facts set forth herein describing the Bidder/Proposer’s 
plan to achieve the City Colleges of Chicago’s MBE/WBE goals and that to the best of my knowledge the 
information contained herein is true and no material facts have been omitted. Additionally I understand that 
material misrepresentation will be grounds for contract termination if the Bidder/Proposer is so selected and will 
be subject to all laws relative to false statements. 

 

On this      day of      ,20 , the  

                
   (Title of Affiant)       (Name of Company) 
 

appeared before me to acknowledge the execution of the terms contained herein. 

 

IN WITNESS WHEREOF, I HEREUNTO SET MY HAND AND OFFICIAL SEAL. 

            
(Signature of Notary Public) 

My Commission Expires:          (Seal)  
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SCHEDULE C  
Letter of Intent to Perform as Subcontractor, 
Subconsultant and/or Material Supplier 
 
 

 
 
 
 
 
 

  
 

 
Project Name and Number:             
 
From:         MBE  WBE   
                        (Name of Certified Firm/ MBE or WBE) 
 
To:              
   (Name of Bidder/Proposer) 
 
The undersigned intends to perform work in connection with the above-referenced project as (check all that 
apply): 
 
  a Sole Proprietor  a Corporation  

 a Partnership   a Joint Venture            
 
 a supplier   a Consultant  a Sub-contractor   
 
The undersigned is prepared to provide the following described service(s) and or goods in connection with the 
above-named project: 
 
               
 
               
 
               
 
The above described service(s) or goods from the above-named certified MBE or WBE are offered for the following 
price, with terms of payment as stipulated in the Contract Documents, provided below:   
 
Price $        % of Bidder/Proposer contract     
 
Terms of Payment:             
 
If more space is needed to add additional scopes of services or more fully describe the certified MBE or WBE firm’s proposed scope of work 
and/or payment schedule, please attach additional sheet(s). 
 
Sub-Contracting Levels 
 
If the MBE or WBE firm will not be sub-contracting any of the work described in this Schedule, a zero (0) must be 
filled in each blank below in order for the form to be considered complete. 
 
________% of the dollar value of the certified MBE/WBE subcontract will be sublet to non-MBE contractors. 
 
________% of the dollar value of the certified MBE/WBE subcontract to other certified MBE/WBE 

contractors. 
 
 
 
 
 

If proposing a Joint Venture with an MBE 
or WBE, submit Schedule C-2  

NOTE:  If more than 10% percent of the value of the certified MBE or WBE subcontractor’s scope of work will be 
sublet, a brief explanation and description of the work to be sublet must be provided on a separate sheet on the 
firm’s letterhead.  
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SCHEDULE C  
Letter of Intent to Perform as Subcontractor, 
Subconsultant and/or Material Supplier 
 
 

 
 
 
 
 
 

 
 
 
The undersigned hereby affirms: 
 

• The current MBE or WBE status of the undersigned is confirmed by the attached Letter(s) of Certification.  
 

• A formal agreement for the above work will be executed with the Prime Contractor, contingent upon their 
receipt of a contract award notification from the City Colleges of Chicago, within five (5) working days of 
said notice. 

 
• The undersigned understands that any misrepresentation of the information contained herein may be 

grounds for terminating any resulting subcontracts and could result in the pursuit of action relative to 
local, state and/or federal laws regarding false statements. 

 
 
By:               
     Print Name of MBE or WBE Firm 
  
 
               
      Printed Name & Signature of MBE or WBE’s Authorized Representative     Date 
 
  
 
 
On this      day of      ,20 , the  
 
               
   (Title of Affiant)      (Name of Company) 
 

appeared before me to acknowledge the execution of the terms contained herein. 

            
 
IN WITNESS WHEREOF, I HEREUNTO SET MY HAND AND OFFICIAL SEAL. 
 
  
          
(Signature of Notary Public) 
 
 My Commission Expires:        (Seal) 
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SCHEDULE C-1  
Letter of Intent to Perform as an MBE or WBE 
Prime Contractor, Consultant and/or Material 

 
 
 

 
 
 
 
 
 

  
 
If an MBE or WBE will perform as a Prime Contractor, the firm must certify the portion of work they intend to 
self-peform with their own resources and accurately indicate subcontracting levels. This form must be completed 
in its entirety. 
 
Project Name and Number:             
 
MBE or WBE Bidder or Proposer:       MBE  WBE  
                           (Name of Certified Firm/ MBE or WBE) 
 
The undersigned intends to perform work in connection with the above-referenced project as (check one): 
 
  a Sole Proprietor    a Corporation  

 a Partnership   a Joint Venture            
 
 a supplier   a Consultant  a Sub-contractor   
 
 
Self-Performance Levels 
 
________% of the dollar value the MBE or WBE firm named above will self-perform. 
 
Sub-Contracting Levels 
 
________% of the dollar value of the certified MBE/WBE subcontract will be sublet to non-MBE contractors. 
 
________% of the dollar value of the certified MBE/WBE subcontract to other certified MBE/WBE 

contractors. 
 
The undersigned hereby affirms: 
 

• The current MBE or WBE status of the above named firm is confirmed by the attached Letter(s) of certification.  
 

• The undersigned understands that any misrepresentation of the information contained herein may be grounds for terminating any 
resulting subcontracts and could result in the pursuit of action relative to local, state and/or federal laws regarding false statements. 

 
By:               
     Print Name of MBE or WBE Firm 
  
               
      Printed Name & Signature of MBE or WBE’s Authorized Representative     Date 
 
  
On this      day of      ,20 , the  
 
             
   (Title of Affiant)     (Name of Company) 
 

appeared before me to acknowledge the execution of the terms contained herein.           

IN WITNESS WHEREOF, I HEREUNTO SET MY HAND AND OFFICIAL SEAL. 
 
          
(Signature of Notary Public) 
 
My Commission Expires:        (Seal) 

If proposing a Joint Venture as an MBE or 
WBE in addition to the Schedule A, a 
corresponding Schedule C-2 must be 
submitted.  
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SCHEDULE C-2  
Letter of Intent to Perform as an MBE or WBE  
Joint Venture Partner 
 
 

 
 
 
 
 
 

  
 

Please complete this form in its entirety with the specific information requested (consistent referral to the joint 
venture agreement will be unacceptable). A copy of the Joint Venture agreement and the letters of certification 
for each MBE or WBE Joint Venture partner must be attached. 
 
Project Name and Number:             
 
 

A. Joint Venture Name:           
 
Address:             
 
Phone:             
 
Contact:             

 
B. MBE or WBE Joint Venture Partner:         

 
 MBE   WBE     Certifying Agency(s)         
 
Address:             
 
Phone:             
 
Contact:             
 

C. Non-MBE/WBE Joint Venture Partner:         
 

  Address:             
 
Phone:             
 
Contact:             
 

D. Ownership of Joint Venture 
 

 MBE/WBE Partner % Non-MBE/WBE % 

MBE WBE ownership of the 
joint-venture   
Profit   
Loss   
Capital contribution   
Capital contribution $ $ 
Equipment contribution  

 

Attach a list of equipment being provided by each Joint Venture partner on 
a separate sheet of paper. 

Other ownership interests  
Attach a list of ownership interests of each JV partner that may restrict or 
limit the participation in the JV being formed for this project. 
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SCHEDULE C-2  
Letter of Intent to Perform as an MBE or WBE 
Joint Venture Partner 
 

E. Control of Joint Venture 

Indicate which Joint Venture partner is responsible for the activities noted below and notate if there 
are any limitations or restrictions. 

Activity Name of responsible Joint Venture 
Partner 

Comments  
(restrictions or limitations) 

JV check signing 

Authority to enter contracts on 
behalf of the JV 
Obligate the JV for insurance, 
bonding and/or other financial 
commitments 

Accounting 

Major purchases 

Negotiation and signing labor 
agreements 

Supervise field operations 

Estimating 

Engineering 

Hire JV personnel 

Submit JV payrolls 

F. Joint Venture personnel 

Indicate the approximate number of employees needed to perform the work of the joint venture and 
the approximate number of employees that will be contributed by each partner and if any will be hired 
directly by the JV: 

Trade Non-M/WBE JV 
Partner (#) 

MBE/WBE JV 
Partner (#) 

Joint Venture (indicate if new hire or 
if employed by which partner) 
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SCHEDULE C-2  
Letter of Intent to Perform as an MBE or WBE  
Joint Venture Partner 
 
 

 
 
 
 
 
 

 
The undersigned hereby affirms: 
 

• The current MBE or WBE status of the undersigned is confirmed by the attached Letter(s) of Certification.  
 

• A formal agreement for the above work will be executed with the Prime Contractor, contingent upon their 
receipt of a contract award notification from the City Colleges of Chicago, within five (5) working days of 
said notice. 

 
• The undersigned understands that any misrepresentation of the information contained herein may be 

grounds for terminating any resulting subcontracts and could result in the pursuit of action relative to 
local, state and/or federal laws regarding false statements. 

 
 
By:               
     Print Name of MBE or WBE Joint-Venture Partner 
  
 
               
       Printed Name & Signature of MBE or WBE’s Authorized Representative    Date 
 
 By:               
     Print Name of non-MBE/WBE Joint Venture Partner 
  
 
               
       Printed Name & Signature of non-MBE/WBE Joint Venture Partner’s Authorized Representative     Date 
 
 
 
 
 
 
On this      day of      ,20 , the  
 
               
   (Title of Affiant)      (Name of Company) 
 

appeared before me to acknowledge the execution of the terms contained herein. 

            
 
IN WITNESS WHEREOF, I HEREUNTO SET MY HAND AND OFFICIAL SEAL. 
 
  
          
(Signature of Notary Public) 
 
 My Commission Expires:        (Seal) 
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                                                  SCHEDULE D—WAIVER REQUEST 
 
 
 
NOTE:    Please refer to the attached instructions regarding the Good Faith Efforts required to 

support a waiver request. 
              
 
To: City Colleges of Chicago Office of M/WBE Contract Compliance 
 
Re: Request for waiver from the City Colleges of Chicago MBE/WBE Contract Participation 

Plan 

              
 
The undersigned respectfully requests a waiver of the City Colleges of Chicago’s M/WBE Contract 
Participation Plan as detailed below. The request is made with the express understanding that the approval 
is not automatic and the circumstances and supporting documentation will be reviewed accordingly.  
 
Project Name & Number:            
 
Type of waiver:   Full MBE (25%)     Partial MBE (percentage to be waived)   %  

     Full WBE (7 %)    Partial WBE (percentage to be waived)   % 

Reason for waiver: 

 Sole Source Manufacturer 
 Distributor – No Subcontractors 
 Limited subcontracting opportunities  
 Other             

 

Submitted by:             
      Name and Title of authorized representative  
 

                
     Name of Bidder/Proposer Company 
 
 

 
 

 

 

 

  

For CCC use only: 

Granted:  Full MBE    Partial MBE   % Full WBE   Partial WBE   % 

Denied:   Insufficient supporting documentation     Sufficient pool of direct M/WBE vendors 

User Department concurrence (for scope issues):           

CCO initials/date:               Compliance Director/date      
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                                                  SCHEDULE D—WAIVER REQUEST 
 
 
 
Instructions regarding Good Faith Efforts for supporting a waiver request: 
 
In addition to completing the Schedule D document, the Bidder/Proposer must provide a detailed narrative 
citing the reason they are seeking a waiver of the MBE/WBE Plan. The narrative must include reference to 
and attachments (where appropriate) of the following: 
 
a) Attendance at the Pre-bid/proposal conference. 
 
b) The Bidder/Proposer's supplier diversity policies regarding the utilization of MBE and WBE 

firms, plus a description of the procedures used to carry out those policies. 
 
c) Advertisement in trade association newsletters and minority-oriented and general circulation 

media for specific sub-bids/proposals. 
 
d) Timely notification of available sub-bids/proposals to minority and women assistance 

agencies and associations. 
 
e) Description of direct negotiations with certified MBE and WBE firms for specific sub-

bids/proposals, including: 
 

o Names, addresses and telephone numbers of certified MBE and WBE firms 
contacted; 

 
o A description of the information provided to certified MBE and WBE firms 

regarding the portions of the work to be performed; and 
 

o The reasons why additional certified MBE and WBE firms were not obtained in 
spite of negotiations. 

 
f) A description of the efforts made to select portions of the work proposed to be performed 

by certified MBE and WBE firms (such as sub-supplier, transport, engineering, distribution, 
or any other roles contributing to production and delivery as specified in the Contract) in 
order to increase the likelihood of achieving such participation. 

 
g) A detailed statement of the reasons for the Bidder/Proposer's conclusion that each certified 

MBE and WBE contacted, were not qualified. 
 
h) Efforts made by the Bidder/Proposer to expand its search for certified MBE and/or WBE 

firms beyond usual geographic boundaries. 
 
i) General efforts made to assist MBE and WBE firms to overcome barriers in the 

marketplace. 
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ETHICS ORIENTATION 
CONTRACTORS/VENDORS 

12/08 



CITY COLLEGES OF CHICAGO ETHICS ORIENTATION 
CONTRACTORS/VENDORS 

 
 
INTRODUCTION/GENERAL PRINCIPLES 
 
As a City Colleges of Chicago (CCC) vendor/contract worker you are subject to the City 
Colleges of Chicago Ethics Policy.  The purpose of this policy is to promote public 
confidence in the integrity of CCC by establishing consistent standards for the conduct of 
CCC business by Board members and employees.   
 
The CCC Ethics Policy applies to full-time, part-time, temporary and seasonal 
employees, as well as to appointees to the Board of Trustees and contract workers. 
 
As a CCC vendor/contract worker, you are expected to work on behalf of CCC in a 
manner that always complies with laws, rules, regulations and policies.  By doing so and 
by always acting with honesty and integrity you are allowing established values to guide 
your actions and decisions.  That is what it means to follow the principles of ethics. 
 
The information that follows is intended to make you aware of selected elements of the 
CCC Ethics Policy and other laws and rules that relate to ethical conduct.  If you have 
questions you may contact the CCC Procurement Office. 
 
ETHICS OFFICER 
 
The City Colleges Ethics Officer is designated by the Chancellor to provide guidance to 
the officials and employees of the District concerning the interpretation and compliance 
with the provisions of the City Colleges of Chicago Ethics Policy.  The Ethics Officer 
shall also perform such other duties as may be delegated by the City Colleges of Chicago 
Board. 
 
ANNUAL ETHICS TRAINING 
 
All CCC employees are required to complete at least annually an ethics training program 
conducted by the City Colleges of Chicago.  This requirement applies to any person 
employed full-time, part-time, or pursuant to a contract, as well as to any appointee – i.e. 
Board members.  The ethics training reflects aspects of the City Colleges of Chicago 
Ethics Policy.  The City Colleges Ethics Training Administrator will notify you and 
provide instructions to you concerning when and how to participate in the annual ethics 
training. 
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EXCERPTS FROM CCC ETHICS POLICY 
 

GIFT BAN 
 
In many instances, it is unlawful for a CCC employee to accept gifts that are offered in 
connection with his or her job.  An employee cannot solicit or accept a gift from certain 
individuals or entities that are defined by law as a “prohibited source.”  Current vendors, 
as well as vendors interested in doing work for CCC are considered prohibited sources. 
 
As a contractor or vendor doing business with the City Colleges of Chicago you are 
required to comply with the Gift Ban prohibition of the CCC Ethics Policy.  Under the 
Gift Ban Section of the Policy (Section 1aa) current vendors, as well as vendors 
interested in doing work for CCC are considered prohibited sources and thereby 
precluded from providing gifts to CCC employees except as provided in the CCC Policy 
at Section 4-2(a-l). If you are in doubt about a gift, contact your Ethics Officer and read 
the City Colleges of Chicago Ethics Policy on Gift Ban.  The City Colleges of Chicago 
Ethics Policy can be found at www.ccc.edu/departments/pages/ethics.aspx. 
 
FIDUCIARY RESPONSIBILITY 
 
All vendor/contract workers, Board members and student officers of the District owe 
fiduciary responsibility to the Board, District and residents of the District.  Fiduciary 
responsibility is defined as a relationship imposed by law where someone has voluntarily 
agreed to act in the capacity of a "caretaker" of another's rights, assets and/or well being. 
The fiduciary owes an obligation to carry out the responsibilities with the utmost degree 
of "good faith, honesty, integrity, loyalty and undivided service of the beneficiaries’ 
interest." 
 
USE OF DISTRICT PROPERTY 
 
CCC full-time, part-time, temporary and seasonal employees, as well as appointees to the 
Board of Trustees and contract workers shall not engage in or permit unauthorized use of 
District property. 
 
POLITICAL ACTIVITY 
 
No person who has done business with the City Colleges of Chicago within the preceding 
four years or is seeking to do business with the City Colleges of Chicago shall make 
contributions in an aggregate amount exceeding $1500.00:  (i) to any candidate for city 
office during a single candidacy; or (ii) to an elected official of the government of the city 
during any reporting year of his term; or (iii) any official or employee of the City 
Colleges of Chicago who is seeking election to any other office. 
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PENALITIES 

Any contractor doing business with City Colleges of Chicago found to have violated the 
City Colleges of Chicago Ethics Policy, may be barred from doing business with City 
Colleges of Chicago, along with any other penalty provided for in this Policy. 

CITY COLLEGES OF CHICAGO ETHICS POLICY 

All vendor/contractors workers are required to read and will be held accountable to the 
City Colleges of Chicago Ethics Policy.  The City Colleges of Chicago Ethics Policy can 
be found at www.ccc.edu/departments/pages/ethics.aspx.   

All vendor/contract workers are required to sign the attached acknowledgment and 
return it to the Procurement Office.  The executed acknowledgment will be on file in 
the Procurement Office. 
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VENDOR/CONTRACTOR ACKNOWLEDGEMENT 

I affirm that I have received the above Ethics Orientation Training for 
Contractors/Vendors.  I further affirm that I will read the full text of the City Colleges of 
Chicago Ethics Policy and be available for yearly ethics training. 

_________________________________      ____________________________________ 
FIRM NAME     SUBMITTED BY 

  ___________________________________ 
TITLE 

Contact Information for the City Colleges of Chicago Ethics Office 

Telephone: 312/553-2925 
Email:  ethicsoffice@ccc.edu 
Web Page: www.ccc.edu/departments/pages/ethics.aspx.  
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Form    W-9
(Rev. December 2014)
Department of the Treasury  
Internal Revenue Service 

Request for Taxpayer 
Identification Number and Certification

Give Form to the  
requester. Do not 
send to the IRS.
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2.

1  Name (as shown on your income tax return). Name is required on this line; do not leave this line blank.

2  Business name/disregarded entity name, if different from above

3  Check appropriate box for federal tax classification; check only one of the following seven boxes: 

Individual/sole proprietor or   
single-member LLC

 C Corporation S Corporation Partnership Trust/estate

Limited liability company. Enter the tax classification (C=C corporation, S=S corporation, P=partnership) ▶ 

Note. For a single-member LLC that is disregarded, do not check LLC; check the appropriate box in the line above for 
the tax classification of the single-member owner. 

Other (see instructions) ▶

4  Exemptions (codes apply only to 
certain entities, not individuals; see 
instructions on page 3):
Exempt payee code (if any)

Exemption from FATCA reporting

 code (if any)
(Applies to accounts maintained outside the U.S.)

5  Address (number, street, and apt. or suite no.)

6  City, state, and ZIP code

Requester’s name and address (optional)

7  List account number(s) here (optional)

Part I Taxpayer Identification Number (TIN)
Enter your TIN in the appropriate box. The TIN provided must match the name given on line 1 to avoid 
backup withholding. For individuals, this is generally your social security number (SSN). However, for a 
resident alien, sole proprietor, or disregarded entity, see the Part I instructions on page 3. For other 
entities, it is your employer identification number (EIN). If you do not have a number, see How to get a 
TIN on page 3.

Note. If the account is in more than one name, see the instructions for line 1 and the chart on page 4 for 
guidelines on whose number to enter.

Social security number

– –

or
Employer identification number 

–

Part II Certification
Under penalties of perjury, I certify that:

1. The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me); and

2. I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal Revenue
Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS has notified me that I am
no longer subject to backup withholding; and

3. I am a U.S. citizen or other U.S. person (defined below); and

4. The FATCA code(s) entered on this form (if any) indicating that I am exempt from FATCA reporting is correct.

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup withholding 
because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not apply. For mortgage 
interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement arrangement (IRA), and 
generally, payments other than interest and dividends, you are not required to sign the certification, but you must provide your correct TIN. See the 
instructions on page 3.

Sign 
Here

Signature of 
U.S. person ▶ Date ▶

General Instructions
Section references are to the Internal Revenue Code unless otherwise noted.

Future developments. Information about developments affecting Form W-9 (such 
as legislation enacted after we release it) is at www.irs.gov/fw9.

Purpose of Form
An individual or entity (Form W-9 requester) who is required to file an information 
return with the IRS must obtain your correct taxpayer identification number (TIN) 
which may be your social security number (SSN), individual taxpayer identification 
number (ITIN), adoption taxpayer identification number (ATIN), or employer 
identification number (EIN), to report on an information return the amount paid to 
you, or other amount reportable on an information return. Examples of information 
returns include, but are not limited to, the following:

• Form 1099-INT (interest earned or paid)

• Form 1099-DIV (dividends, including those from stocks or mutual funds)

• Form 1099-MISC (various types of income, prizes, awards, or gross proceeds)

• Form 1099-B (stock or mutual fund sales and certain other transactions by 
brokers)

• Form 1099-S (proceeds from real estate transactions)

• Form 1099-K (merchant card and third party network transactions)

• Form 1098 (home mortgage interest), 1098-E (student loan interest), 1098-T 
(tuition)

• Form 1099-C (canceled debt)

• Form 1099-A (acquisition or abandonment of secured property)

Use Form W-9 only if you are a U.S. person (including a resident alien), to 
provide your correct TIN. 

If you do not return Form W-9 to the requester with a TIN, you might be subject 
to backup withholding. See What is backup withholding? on page 2.

By signing the filled-out form, you: 

1. Certify that the TIN you are giving is correct (or you are waiting for a number 
to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a U.S. exempt payee. If 
applicable, you are also certifying that as a U.S. person, your allocable share of 
any partnership income from a U.S. trade or business is not subject to the 
withholding tax on foreign partners' share of effectively connected income, and 

4. Certify that FATCA code(s) entered on this form (if any) indicating that you are 
exempt from the FATCA reporting, is correct. See What is FATCA reporting? on 
page 2 for further information.

Cat. No. 10231X Form W-9 (Rev. 12-2014)



Economic Disclosure Statment



INSTRUCTIONS FOR COMPLETING 

CITY COLLEGES OF CHICAGO  
ECONOMIC DISCLOSURE STATEMENT  

AND AFFIDAVIT 

Community College District No. 508 (“CCC") requires disclosure of the information requested in this 

Economic Disclosure Statement and Affidavit ("EDS") before any CCC department or CCC Board 

action regarding the matter that is the subject of this EDS. Please fully complete each statement, with 

all information current as of the date this EDS is signed. If a question is not applicable, answer with 

"N.A." An incomplete EDS will be returned and any CCC action will be delayed. 

Please print or type all responses clearly and legibly. Add additional pages if needed, being careful 

to identify the portion of the EDS to which each additional page refers. 

For purposes of the EDS: 

“Applicant” means any entity or person making an application to CCC for action requiring CCC 

or CCC Board approval including bids, solicitations and other contract and lease proposals. 

“Disclosing Party” means any entity or person submitting an EDS. If the Disclosing Party is 

participating in a matter in more than one capacity, please indicate each such capacity in Section I.F. 

of the EDS. 

“Entity” or “Legal Entity” means a legal entity (for example, a corporation, partnership, joint 

venture, limited liability company or trust). 

“Person” means a human being. 

WHO MUST SUBMIT AN EDS: 

An EDS must be submitted by Persons or Entities that are: 

1. Applicants: An Applicant must always file this EDS. If the Applicant is a Legal Entity,

state the full name of that Legal Entity. If the Applicant is a Person acting on his/her own 

behalf, state his/her name. 

2. Entities holding an interest in the Applicant: Whenever a Legal Entity has a beneficial

interest (i.e. direct or indirect ownership) of more than 7.5% in the Applicant, each such Legal 

Entity must file a separate EDS on its own behalf; and 

3. Controlling entities: Whenever a Legal Entity directly or indirectly controls the

Applicant, each such controlling Legal Entity must file a separate EDS on its own behalf. 



Page 1 of 10 

CITY COLLEGES OF CHICAGO 
Community College District No. 508  (“CCC”) 

ECONOMIC DISCLOSURE 
STATEMENT AND AFFIDAVIT  

SECTION I - -  GENERAL INFORMATION 

A. Legal name of Disclosing Party submitting this EDS.  Include d/b/a/ if applicable:  

Check ONE of the following three boxes:  

Indicate whether Disclosing Party submitting this EDS is:  

1.  [ ]  the Applicant 

OR 

2. [ ]  a legal entity holding a direct or indirect interest in the Applicant.   State the 
legal name of the Applicant in which Disclosing Party holds an interest:  

 

OR 
3. [ ]  a specified legal entity with a right of control (see Section II.B.1.b.).  State the 
legal name of the entity in which Disclosing Party holds a right of control:  

B. Business address of Disclosing Party: 

C. Telephone:  __________________ Fax: _______________________ Email: ______________________  

D. Name of contact person:  _________________________________________________________________ 

E. Federal Employer Identification No. (if you have one): __________________________________ 

F. Brief description of contract, transaction or other undertaking  (referred to below as the 
"Matter") to which this EDS pertains.  (Include project number and location of property, if 
applicable):  

________________________________________________________________________________________________

________________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

_______________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 

__________________________________________________________________________________________________ 
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SECTION II -- DISCLOSURE OF OWNERSHIP INTERESTS 

A. NATURE OF DISCLOSING PARTY 

1. Indicate the nature of the Disclosing Party:

2. For legal entities, the state (or foreign country) of incorporation or organization, if applicable:

______________________________________________________

3. For legal entities not organized in the State of Illinois:  Has the organization registered to do business
in the State of Illinois as a foreign entity? [ ] Yes [ ] No [ ] N/A 

B. IF THE DISCLOSING PARTY IS A LEGAL ENTITY: 

1.a. List below the full names and titles of all executive officers and all directors of the entity.  For not-for-
profit corporations, also list below all members, if any, that  are legal entities.  If there are no such 
members, write "no members."  For trusts, estates or other similar entities, list below the legal 
titleholder(s). 

1.b. If you checked "General partnership," "Limited partnership," "Limited liability company," "Limited 
liability partnership" or "Joint venture" in response to Item A.1. above (Nature of Disclosing Party), list 
below the name and title of each general partner, managing member, manager or any other person or 
entity that controls the day-to-day management of the Disclosing Party.  NOTE:  Each legal entity listed 
below must submit an EDS on its own behalf. 

[  ] Individual [ ] Limited liability company* 
[  ] Publicly registered business corporation [ ] Limited liability partnership* 
[  ] Privately held business corporation  [ ] Joint venture* 
[  ] Sole proprietorship  [ ] Not-for-profit corporation 
[  ] General partnership*  (Is the not-for-profit corporation also 

a 501(c)(3))?  
[  ] Limited partnership* [ ] Yes  [ ] No 
[  ] Trust  [  ] Other (please specify) 
_______ 
* Note and complete B.1.b below.

Name        Title 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

___________________________________________________________________________________________ 

Name        Title 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 

________________________________________________________________________________________________ 



Page 3 of 10 

2. Please provide the following information concerning each person or entity having a direct or indirect
beneficial interest (including ownership) in excess of 7.5% of the Disclosing Party. Examples of such an
interest include shares in a corporation, partnership interest in a partnership or joint venture, interest of a
member or manager in a limited liability company, or interest of a beneficiary of a trust, estate or other
similar entity whether held in its or their own name or through intermediaries or nominees. If none,
state "None."

NOTE: CCC may require any such additional information from any applicant which is reasonably
intended to achieve full or additional disclosure of ownership.

 

 

SECTION III -- COMPLIANCE WITH CCC ETHICS POLICY 

The CCC Ethics Policy imposes certain duties and obligations on persons or entities seeking CCC contracts, 
work, business, or transactions. The full text of CCCs Ethics Policy and a training program is available on 
line at  http://www.ccc.edu/files/Ethics_Policy.pdf  and may also be obtained from CCC Ethics Office at 
180 N Wabash Ave, 3rd Floor, Chicago, Illinois, 60601. 

By signing this EDS, the Disclosing Party certifies that it and its officers, agents and employees have not by 
action or omission, breached the CCC Ethics Policy or induced, caused to result in or caused a breach of 
CCC Ethics Policy by a CCC officer, contractor, agent or employee and will not do so.   

SECTION IV -- DISCLOSURE OF SUBCONTRACTORS AND OTHER RETAINED PARTIES 

On the next page, the Disclosing Party must disclose the name and business address of each subcontractor, 
attorney, lobbyist, accountant, or consultant  whom the Disclosing Party has retained or expects to retain in 
connection with the Matter and any other person  who will be paid a fee for communicating with CCC 
employees of officials when such communications are intended to influence the issuance of a contract or 
lease, as well as the nature of the relationship, and the total amount of the fees paid or estimated to be paid. 
The Disclosing Party is not required to disclose employees other than Lobbyists who are paid solely through 
the Disclosing Party's regular payroll.   "Lobbyist" means any person or entity who undertakes to influence 
any legislative or administrative action on behalf of any person or entity other than: (1) a not-for-profit entity, 
on an unpaid basis, or (2) himself.  "Lobbyist" also means any person or entity any part of whose duties as 
an employee of another includes undertaking to influence any legislative or administrative action. 

If the Disclosing Party is uncertain whether a disclosure is required under this Section, the Disclosing Party 
must either ask the CCC whether disclosure is required or make the disclosure.  (Add sheets if necessary)

Name Business Address Percentage Interest in the Disclosing 
Party 

________________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

________________________________________________________________________________________________________ 

(Add sheets if necessary) 
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 Name Business Relationship to Disclosing Party Fees 
(indicate whether Address (subcontractor, attorney, (indicate whether 
retained or anticipated lobbyist, etc.) paid or estimated) 
to be retained) 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

 [ ] Check here if the Disclosing party has not retained, nor expects to retain, any such persons or 
entities. 

 SECTION V -- CERTIFICATIONS 

A.  COURT-ORDERED CHILD SUPPORT COMPLIANCE 

Substantial owners of business entities that contract with CCC must remain in compliance with their child 
support obligations throughout the term of the contract. 

Has any person who directly or indirectly owns 10% or more of the Disclosing Party been declared in 
arrearage on any child support obligations by any Illinois court of competent jurisdiction? 

[ ] Yes [ ] No  [ ] No person owns 10% or more of the Disclosing Party. 

If "Yes," has the person entered into a court-approved agreement for payment of all support owed and is the 
person in compliance with that agreement? 

[ ] Yes [ ] No 

All of the Contractor’s Substantial Owners who directly or indirectly owns 10% or more of the Contractor 
must remain in compliance with any such child support obligations (1) throughout the term of the contract 
and any extensions thereof; or (2) until the performance of the contract is completed, as applicable.  Failure of 
Contractor’s Substantial Owners to remain in compliance with their child support obligations in the manner 
set forth in either 1 or 2 constitutes an event of default. 

B.  CERTAIN OFFENSES INVOLVING CCC AND SISTER AGENCIES 

1. Neither the Disclosing Party nor any Controlling Person (as defined below) of the Disclosing Party 
has ever been convicted or in custody, under parole or under any other non-custodial supervision 
resulting from a conviction in a court of any jurisdiction for the commission of a felony of any 
kind, or of a criminal offense of whatever degree, involving; 

(a)  bribery or attempted bribery, or its equivalent under any local, state or federal law, of any 
public officer or employee of the CCC  or of any Sister Agency (as defined below); or 

(b)  theft, fraud, forgery, perjury, dishonesty or deceit, or attempted theft, fraud, forgery, perjury, 
dishonesty or deceit, or its equivalent under any local, state or federal law, against the CCC or 
any Sister Agency; or 

(c)  conspiring to engage in any of the acts set forth in items (a) or (b) of this Section V.B.1 

2. Neither the Disclosing Party nor any Controlling Person of the Disclosing Party has made in any 
civil or criminal proceeding an admission of guilt of any of the conduct set forth in items (a) 
through (c),inclusive, of Section V.B.1 above, under circumstances where such admission of guilt is 
a matter of record but has not resulted in criminal prosecution for such conduct. 

3. Neither the Disclosing Party nor any Controlling Person of the Disclosing Party is charged with or 
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indicted for any felony or criminal offense set forth in items (a) through (c), inclusive, of Section 
V.B.1 above. 

As used in this Section V.B, “Controlling Person” means any person who (1) is an officer, director, 
limited liability company manager, managing member, partner, general partner or limited partner 
of any business entity; or (2) owns, directly or indirectly through one or more intermediate 
ownership entities, more than 7.5% of the ownership interest in any business entity; or (3) controls, 
directly or indirectly through one or more intermediate ownership entities, the day-to-day 
management of any business entity. Indicia of control include, without limitation:  

 interlocking management or ownership; identity of interests among family members; 

 shared facilities and equipment;  

 common use of employees; or 

 organization of a business entity following the ineligibility of a business entity under this 
section, using substantially the same management, ownership or principals as the 
ineligible entity. 

As used in this Section V.B., “Sister Agency” means (1) the Board of Education of the City of 
Chicago; (2) Chicago Park District; (3) Chicago Transit Authority; (4) the City of Chicago; (5) 
Chicago Housing Authority; or (6) the Public Building Commission of Chicago. 

C. FURTHER CERTIFICATIONS 

1. The Disclosing Party and, if the Disclosing Party is a legal entity, all of those persons or entities identified 
in Section II.B.1. of  this  EDS: 

a. are not presently debarred, suspended, proposed for debarment, declared ineligible or 
voluntarily excluded from any transactions by any federal, state or local unit of government; 

b. have not, within a five-year period preceding the date of this EDS, been convicted of a criminal 
offense, adjudged guilty, or had a civil judgment rendered against them in connection with: 
obtaining, attempting to obtain, or performing a public (federal, state or local) transaction or 
contract under a public transaction; a violation of federal or state antitrust statutes; fraud; 
embezzlement; theft; forgery; bribery; falsification or destruction of records; making false 
statements; or receiving stolen property; 

c. are not presently indicted for or otherwise criminally or civilly charged by a governmental entity 
(federal, state or local) with commission of any of the offenses enumerated in clause C.1.b. of 
this Section V; 

d. have not, within a five-year period preceding the date of this EDS, had one or more public 
transactions (federal, state or local) terminated for cause or default; and 

e. have not, within a five-year period preceding the date of this EDS, been convicted, adjudged 
guilty, or found liable in a civil proceeding, or in any criminal or civil action, including actions 
concerning environmental violations, instituted  by the federal government, any state, or any 
other unit of local government. 

2. The certifications in subparts 3, 4 and 5 of this Section V.C., concern: 

• the Disclosing Party; 

• any "Applicable Party" (meaning any party participating in the performance of the Matter, 
including but not limited to any persons or legal entities disclosed under Section IV, "Disclosure of 
Subcontractors and Other Retained Parties"); 
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• any "Affiliated Entity" (meaning a person or entity that, directly or indirectly: controls the 
Disclosing Party, is controlled by the Disclosing Party, or is, with the Disclosing Party, under 
common control of another person or entity.  Indicia of control include, without limitation:   

o interlocking management or ownership; identity of interests among family members, 
shared facilities and equipment;  

o common use of employees;  
o or organization of a business entity following the ineligibility of a business entity to do 

business with federal or state or local government, including CCC, using substantially the 
same management, ownership, or principals as the ineligible entity); 

o with respect to Applicable Parties, the term Affiliated Entity means a person or entity that 
directly or indirectly controls the Applicable Party, is controlled by it, or, with the 
Applicable Party, is under common control of another person or entity; 

•  any responsible official of the Disclosing Party, any Applicable Party or any Affiliated Entity or 
any other official, agent or employee of the Disclosing Party, any Applicable Party or any Affiliated 
Entity, acting pursuant to the direction or authorization of a responsible official of the Disclosing 
Party, any Applicable Party or any Affiliated Entity (collectively "Agents"). 

3. Neither the Disclosing Party, nor any Applicable Party, nor any Affiliated Entity of either the Disclosing 
Party or any Applicable Party nor any Agents have, during the five years before the date this EDS is 
signed, or, with respect to an Applicable Party, an Affiliated Entity, or an Affiliated Entity of an 
Applicable Party during the five years before the date of such Applicable Party's or Affiliated Entity's 
contract or engagement in connection with the Matter: 

a. bribed or attempted to bribe, or been convicted or adjudged guilty of bribery or attempting to 
bribe, a public officer or employee of the CCC, the State of Illinois, or any agency of the federal 
government or of any state or local government in the United States of America, in that officer's 
or employee's official capacity; 

b. agreed or colluded with other bidders or prospective bidders, or been a party to any such 
agreement, or been convicted or adjudged guilty of agreement or collusion among bidders or 
prospective bidders, in restraint of freedom of competition by agreement to bid a fixed price or 
otherwise; or 

c. made an admission of such conduct described in a. or b. above that is a matter of record, but 
have not been prosecuted for such conduct. 

4.  Neither the Disclosing Party, Affiliated Entity or Applicable Party, or any of their employees, officials, 
agents or partners, is barred from contracting with any unit of state or local government as a result of 
engaging in or being convicted of (1) bid-rigging in violation of 720 ILCS 5/33E-3; (2) bid-rotating in 
violation of 720 ILCS 5/33E-4; or (3) any similar offense of any state or of the United States of America 
that contains the same elements as the offense of bid-rigging or bid-rotating. 

5. Neither the Disclosing Party, Affiliated Entity or Applicable Party is listed on any of the following lists 
maintained by the Office of Foreign Assets Control of the U.S. Department of the Treasury or the Bureau 
of Industry and Security of the U.S. Department of Commerce or their successors: the Specially 
Designated Nationals List, the Denied Persons List, the Unverified List, the Entity List and the Debarred 
List. 

6. The Disclosing Party understands and shall comply with all the applicable rules and regulations of the 
Board of Trustees of CCC now in effect or hereafter adopted by the Board. 

7. If the Disclosing Party is unable to certify to any of the above statements in Parts V.B. (Certain Offenses 
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Involving  CCC  and Sister Agencies ) or V.C. (Further Certifications), the Disclosing Party must explain 
below: 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

If the letters "NA," the word "None," or no response appears on the lines above, it will be conclusively 
presumed that the Disclosing Party certified to the above statements. 

 D. CERTIFICATION OF STATUS AS FINANCIAL INSTITUTION 

For purposes of this Part D, under the Municipal Code of Chicago (“CMC”) Section 2-32-455(b), the term 
"financial institution" means a bank, savings and loan association, thrift, credit union, mortgage banker, 
mortgage broker, trust company, savings bank, investment bank, securities broker, municipal securities 
broker, securities dealer, municipal securities dealer, securities underwriter, municipal securities 
underwriter, investment trust, venture capital company, bank holding company, financial services holding 
company, or any licensee under the Consumer Installment Loan Act, the Sales Finance Agency Act, or the 
Residential Mortgage Licensing Act.  However, "financial institution" specifically shall not include any 
entity whose predominant business is the providing of tax deferred, defined contribution, pension plans to 
public employees in accordance with Sections 403(b) and 457 of the Internal Revenue Code. (Additional 
definitions may be found in CMC Section 2-32-455(b).) 

1. CERTIFICATION

The Disclosing Party certifies that the Disclosing Party (check one)

[ ] is  [ ] is not 

a "financial institution" as defined in Section 2-32-455(b) of the CMC. 

2. If the Disclosing Party IS a financial institution, then the Disclosing Party pledges:

"We are not and will not become a predatory lender as defined in Chapter 2-32 of the CMC. We further
pledge that none of our affiliates is, and none of them will become, a predatory lender as defined in
Chapter 2-32 of the CMC. We understand that becoming a predatory lender or becoming an affiliate of
a predatory lender may result in the loss of the privilege of doing business with the CCC.

If the Disclosing Party is unable to make this pledge because it or any of its affiliates (as defined in
Section 2-32-455(b) of the CMC) is a predatory lender within the meaning of Chapter 2-32 of the CMC,
explain here (attach additional pages if necessary):

_________________________________________________________________________________________

If the letters "NA," the word "None," or no response appears on the lines above, it will be conclusively
presumed that the Disclosing Party certified to the above statements.

E. CERTIFICATION REGARDING INTEREST IN CCC BUSINESS 

Any words or terms that are defined in CCC Ethics Policy have the same meanings when used in 
this Part E. 

1. In accordance with CCC Ethics Policy:  To the best of your knowledge after diligent inquiry does any
Board Member, official or employee of CCC have a "special interest” in his or her own name or in the
name of any other person or entity in the Matter?

[ ] Yes [ ] No 

NOTE:   If you checked "Yes" to Item E.1., proceed to Items E.2. and E.3.  If you checked "No" to Item 
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E.1., proceed to E.4. 

2. Unless sold pursuant to a process of competitive bidding following public notice, no employee or Board 
member shall have a financial interest in the purchase of any property that belongs to the Board.  Before 
participating in the competitive process, the employee or Board member shall disclose his financial 
interest.  

Does the Matter involve a CCC Property Sale?  [ ] Yes  [ ] No 

3. If you checked "Yes" to Item E.1., provide the names and business addresses of the CCC officials or 
employees having such interest and identify the nature of such interest: 

Name Business Address Nature of Interest 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

4. No employee or spouse of any employee, or entity in which an employee or his or her spouse has a 
financial  interest, has applied for, solicited, accepted or received a loan of any amount from the 
Disclosing Party, any Applicable Party or any Affiliated Entity; provided, however, that nothing in this 
section prohibits application for, solicitation for, acceptance of or receipt of a loan from a financial 
lending institution, if the loan is negotiated at arm’s length and is made at a market rate in the ordinary 
course of the lender’s business.  

[ ] Yes  [ ] No 

5. If you checked "Yes" to Item E.4., provide the names and addresses of the CCC officials or employees 
who applied for, solicited, accepted or received such loan: 

 Name   Business Address    Amount of loan 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

6. The Disclosing Party further certifies that no prohibited financial or special interest in the Matter will be 
acquired by any CCC official or employee. 

SECTION VI -- ACKNOWLEDGMENTS, CONTRACT INCORPORATION, COMPLIANCE, 
PENALTIES, DISCLOSURE 

A. The Disclosing Party understands and agrees that: 

1. By completing and filing this EDS, the Disclosing Party acknowledges, on behalf of itself and the 
persons or entities named in this EDS, that the CCC may investigate the creditworthiness of and the 
information provided about some or all of the persons or entities named in this EDS. 

2.  The certifications, disclosures, and acknowledgments contained in this EDS will become part of any 
contract or other agreement between the Applicant and the CCC in connection with the Matter, 
whether procurement or other CCC action, and are material inducements to the CCCs execution of 
any contract or taking other action with respect to the Matter. The Disclosing Party understands that 
it must comply with all statutes, ordinances, and regulations on which this EDS is based. 

3. If CCC determines that any information provided in this EDS is false, incomplete or inaccurate, any 
contract or other agreement in connection with which it is submitted may be rescinded or be void or 
voidable, and CCC may pursue any remedies under the contract or agreement (if not rescinded, void 
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or voidable), at law, or in equity, including terminating the Disclosing Party's participation in the 
Matter and/or declining to allow the Disclosing Party to participate in other transactions with CCC.. 

4.  CCC may make this document available to the public on its Internet site and/or upon request.  Some 
or all of the information provided on this EDS and any attachments to this EDS may be made 
available to the public on the Internet, in response to a Freedom of Information Act request, or 
otherwise. By completing and signing this EDS, the Disclosing Party waives and releases any possible 
rights or claims which it may have against CCC in connection with the public release of information 
contained in this EDS and also authorizes CCC to verify the accuracy of any information submitted 
in this EDS. 

5.  The information provided in this EDS must be kept current. In the event of changes, the Disclosing 
Party must supplement this EDS up to the time the CCC takes action on the Matter. If the Matter is a 
contract or other agreement being entered into by the CCC’s Board of Trustees, the Disclosing Party 
must also update this EDS as the contract or agreement requires. 

B. The Disclosing Party represents and warrants that: 

1.  The Disclosing Party has not withheld or reserved any disclosures as to economic interests in the 
Disclosing Party, or as to the Matter, or any information required by this Disclosure Affidavit. 

For purposes of the certifications in VI.B.2. and B.3.,  the term "affiliate" means any person or entity 
that, directly or indirectly: controls the Disclosing Party, is controlled by the Disclosing Party, or is, 
with the Disclosing Party, under common control of another person or entity. Indicia of control 
include, without limitation: interlocking management or ownership; identity of interests among 
family members; shared facilities and equipment; common use of employees; or organization of a 
business entity following the ineligibility of a business entity to do business with the federal 
government or a state or local government, including CCC, using substantially the same 
management, ownership, or principals as the ineligible entity. 

2.  The Disclosing Party is not delinquent in the payment of any tax administered by the Illinois 
Department of Revenue, nor are the Disclosing Party or its affiliates delinquent in paying any fine, 
fee, tax or other charge owed to CCC or a Sister Agency (as defined in Section V,B).  This includes, 
but is not limited to, all water charges, sewer charges, license fees, parking tickets, property taxes or 
sales taxes. 

3. If the Disclosing Party is the Applicant, the Disclosing Party and its affiliates will not use, nor permit 
their subcontractors to use, any facility on the U.S. EPA's List of Violating Facilities in connection 
with the Matter for the duration of time that such facility remains on the list. 

4. If the Disclosing Party is the Applicant, the Disclosing Party will obtain from any 
contractors/subcontractors hired or to be hired in connection with the Matter certifications equal in 
form and substance to those contained in this Disclosure Affidavit and will not, without the prior 
written consent of the CCC, use any such contractor/subcontractor that does not provide such 
certifications or that the Disclosing Party has reason to believe has not provided or cannot provide 
truthful certifications. 

NOTE: If the Disclosing Party cannot certify as to any of the items in VI.B.2., B.3. or B.4. above,  an 
explanatory statement must be attached to this EDS.
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CERTIFICATION 

Under penalty of perjury, the person signing below: (1) warrants that he/she is authorized to execute this 
EDS on behalf of the Disclosing Party, and (2) warrants that all certifications and statements contained in 
this EDS are true, accurate and complete as of the date furnished to the CCC. 

Date:  ____________________ 

_______________________________________________________ 
(Print or type name of Disclosing Party) 

By: ______________________________________________________ 
  (sign here) 

___________________________________________________ 
(Print or type name of person signing) 

___________________________________________________ 
(Print or type title of person signing) 

 

 

State of ______________________ 

County of ____________________ 

Signed and sworn to before me on (date) __________________________ , by __ ________________________. 

 

 _________________________________________ Notary Public. 

Commission expires: _________________________  
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PROFESSIONAL SERVICES AGREEMENT 

This Professional Services Agreement (“Agreement”) is between _________________ 
with corporate offices located at __________________________ (“Company”) and the Board of 
Trustees of Community College District No. 508, County of Cook and State of Illinois, a body 
politic and corporate, d/b/a City Colleges of Chicago, with district offices located at 180 N. 
Wabash Ave., Suite 200, Chicago, Illinois 60601 (“Institution”). 

RECITALS: 

WHEREAS, the Institution desires to secure Company’s services as outlined herein; and 

WHEREAS, Company has represented that it has the requisite expertise to perform such 
services; 

NOW THEREFORE, in consideration of the mutual promises and covenants contained 
herein, the sufficiency of which is acknowledged by Company and the Institution, the parties agree 
as follows: 

1. Incorporation.  The above recitals and all exhibits attached hereto are incorporated herein 
by reference.  If applicable to this agreement, the entire RFP and Company’s response to 
the RFP are hereby incorporated by reference into this agreement. 

2. Services. 

a. Scope of Services.  Company shall perform the professional services and all tasks 
incidental thereto and provide the deliverables specified herein and in Exhibit A 
attached hereto and incorporated herein by reference (“Services”).  Company shall 
perform all Services in accordance and to the reasonable satisfaction of the 
Institution.  Time is of the essence. 

b. Standard of Performance.  Company shall perform the Services in accordance 
with the degree of professional skill, care and diligence shown by a professional 
performing services of a comparable scope, purpose and magnitude customarily 
provided in the performance of such Services.  Company shall at all times act in the 
best interests of the Institution.  Company acknowledges that it is entrusted with 
and will have access to valuable and confidential information and records of the 
Institution and agrees to be held to the standard of care and diligence of a fiduciary.  
All Services that require the exercise of professional skill or judgment will be 
performed by professionals qualified and competent in the applicable discipline and 
appropriately licensed, if required by law.  Company remains responsible for the 
professional and technical accuracy of all Services and deliverables furnished, 
whether by Company, Company’s subcontractors or others on its behalf.  All 
deliverables must be prepared in a form, content and schedule satisfactory to the 
Institution.  Moreover, Company shall use its best efforts, furnish its best 
professional skill and judgment and cooperate with Institution officials, employees, 
contractors and agents in completing the Services.  If Company fails to comply with 
these standards, the Company must re-perform, at its own expense, all Services 
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required to be re-performed as a direct or indirect result of such failure.  Any 
review, approval, acceptance or payment for any and all of the Services by the 
Institution does not relieve the Company from this re-performance obligation or its 
responsibilities hereunder. 

3. Personnel.  Company shall provide and utilize all personnel required to satisfactorily and 
successfully perform the Services. 

4. Term.  Subject to Section 11 herein, this Agreement shall begin ________ and end 
__________ (“Term”) unless otherwise terminated or extended by the parties in writing.  

5. Fee. 

a. Maximum Fee.  As payment for satisfactory performance of the Services, 
Company shall receive a maximum fee not to exceed ___________ ($________) 
(“Fee”).  

b. Invoices.  Company shall submit monthly invoices for the Institution’s review and 
approval indicating the portion of the Services provided during the invoice period.  
Company shall comply with any form and time limitations in which invoices must 
be submitted and shall submit such evidence to the Institution as may be required 
to show the validity of the Fee and any claimed expenses.  Invoices shall be paid 
based on agreed upon payment method and associated terms once all stipulations, 
provisions and/or conditions set forth in this agreement have been met.  If the 
Institution objects to all or any portion of an invoice it shall promptly notify 
Company of its objection and both parties shall immediately make every effort to 
promptly settle the disputed portion of the invoice.  If the dispute is not settled by 
the date that the payment is due, then the Institution shall pay the undisputed portion 
of the invoice.  Neither the initial payment nor any subsequent payments hereunder 
constitute acceptance of the Services or any deliverables provided hereunder. 

c. Payment Method and Term. 

i. Net 15 days or less- Institution utilizes an electronic payment method 
leveraging unique and secure cardless payment accounts which allows for 
placement of funds for approved payment transactions on a Visa Single Use 
Account (“SUA”) administered through U.S. Bank via the Payment Plus 
program.  

ii. Net 45 days - Institution utilizes Automatic Clearing House (“ACH”) as a 
method to pay suppliers.  This requires completion of a form indicating 
Bank routing and account number information authorizing Institution to 
deposit funds into Company Bank account. 

iii. Net 60 days – Institution will issue traditional checks to suppliers unable to 
accept one of the preferred electronic methods. 
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d. Taxes.  Company is solely responsible for paying income, social security and other 
employment taxes due to the proper taxing authorities, and understands that the 
Institution shall not deduct such taxes from any payments to Company hereunder.  
Company shall also obtain and pay for all permits, licenses and fees required to 
perform the Services and comply with the terms of this Agreement. 

e. Appropriation.  All payments hereunder, including the Fee shall be subject to the 
appropriation and availability of funds of Institution.  If funds are not appropriated 
by the Institution for the Fee during any fiscal period, this Agreement shall 
terminate, without need for notice, on the earliest of the last day of the fiscal period 
for which sufficient appropriation was made or when the funds appropriated for 
payment under this Agreement are exhausted.  The Institution shall not be obligated 
to make any payments in the event of non-appropriation. 

f. Accounting.  In connection with the Services, Company shall keep and maintain 
separate, complete, accurate, and detailed books and records reflecting and fully 
disclosing: (i.) all costs and out-of-pocket expenses incurred and (ii.) all revenues 
billed and received.  All such books and records shall be kept for a period of three 
(3) years after the expiration or termination of this Agreement and shall be available 
at a location in Chicago, Illinois, for inspection, copying, audit, and examination 
by the Institution or any representative of the Institution.  Company shall 
incorporate this right to inspect, copy, audit, and examine all books and records into 
all subcontracts entered into by Company with respect to the Services.  Moreover, 
upon the Institution’s request, Company shall promptly furnish all such books and 
records to the Institution.  This provision shall survive for three years after the 
expiration or termination of this Agreement. 

6. Ownership/Confidentiality. 

a. Ownership of Documents.   

All materials, including but not limited to intellectual property, presentations, 
documents, data, studies and reports prepared, furnished or generated as a result of 
this Agreement shall at all times be and remain the property of the Institution 
(“Work Product”).  At Institution’s request or upon the expiration or termination of 
this Agreement, Company shall deliver to the Institution all finished or unfinished 
Work Product.  Company hereby irrevocably assigns, transfers and delivers to the 
Institution, its successors and assigns, all right, title and interest in and to the U.S. 
and foreign copyright registrations, applications and renewals, if any, related to 
such Work Product, free and clear of any liens, claims or other encumbrances.  
Company will execute all documents and perform all acts that the Institution may 
reasonably request in order to assist the Institution in perfecting its rights in and to 
Work Product. 
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b. Confidentiality. 

All materials, including, but not limited to, Work Product, documents, studies, 
reports, information, or data, prepared by or provided to Company under this 
Agreement (“Materials”) are confidential.  Company shall not make the Materials 
available to a third party without the Institution’s prior written consent.  Company 
shall not issue press releases or grant press interviews related to the Services, or 
disseminate any information regarding the Services without the Institution’s prior 
written consent.  If Company is presented with a subpoena duces tecum or a request 
for documents by any administrative agency regarding any records, data or 
documents related to the Services, Company shall immediately give notice to the 
Institution and agrees that the Institution may contest the subpoena or request 
before the Materials are submitted to a court or other third party, provided, 
however, that Company shall not be obligated to withhold such delivery beyond 
that time as may be ordered by the court or administrative agency unless the 
subpoena or request is quashed or the time to produce is otherwise extended. 

7. MBE/WBE.  If applicable, unless waived by Institution in writing, Company must expend 
at least 25% of the Fee (including all modifications and amendments to it) with one or more 
certified minority business enterprises (“MBE”) and at least 7% of the Fee (including all 
modifications and amendment to it) with one or more certified women’s owned business 
enterprises (“WBE”).  The Company will adhere to any and all reporting and other 
requirements as set forth in the Board's Minority and Women Business Enterprise 
Contract Participation Plan, including but not limited to the Company’s response to 
Schedule A of the plan on file with the Office of Procurement Services. The Plan can 
be found at http://www.ccc.edu/services/Pages/Become-a-Vendor.aspx Failure to comply 
with this provision constitutes a material breach of this Agreement and may result in 
termination of the Agreement and other remedies. 

8. Representations and Warranties. 

a. Company Representations and Warranties.  In connection with this Agreement, 
Company represents and warrants that: 

i. It is ready, willing and able to perform, and will perform, the Services in 
accordance with this Agreement; and 

ii. No officer, agent or employee of the Institution is employed by Company 
or to the best of Company’s knowledge, after due diligence and inquiry, has 
a financial interest directly or indirectly in this Agreement or the Services 
except as may be permitted under the Institutions’ Ethics Policy.  Further, 
Company agrees to comply with Institution’s Ethics Policy and with any 
amendments enacted thereafter.  The policy can be found on Institution’s 
website:  www.ccc.edu; and 

iii. Company shall not use any debarred or ineligible subcontractor to perform 
all or any portion of the Services; and 

http://www.ccc.edu/services/Pages/Become-a-Vendor.aspx
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iv. Company and its subcontractors, if any, are not currently in default and have 
not been in default within the past five (5) years of any contract awarded by 
the Institution; and 

v. Company understands the nature of the Services and all other matters that 
may affect this Agreement or its performance and Company has carefully 
examined and analyzed this Agreement and determined that the Agreement 
is feasible of performance in accordance with its terms; and 

vi. No representation, statement or promise, oral or written, by the Institution, 
its officials, agents or employees, has induced Company to enter into this 
Agreement or has been relied upon by Company; and 

vii. The execution and delivery of this Agreement and the consummation of the 
transactions contemplated hereby have been duly authorized by all requisite 
action on the part of Company.  This Agreement constitutes the legal, valid 
and binding agreement of Company, enforceable against Company in 
accordance with its terms (except insofar as such enforceability may be 
limited by applicable bankruptcy, insolvency, reorganization, moratorium 
or similar laws affecting creditors’ rights generally, or by principles 
governing the availability of equitable remedies); and 

viii. The execution and delivery of this Agreement and the consummation of the 
transactions contemplated hereby will not: (i) conflict with or result in any 
violation of any provision of the charter or bylaws of Company, each as 
amended to date; or (ii) conflict with, result in any violation or breach of, 
constitute a default under, give rise to any right of termination or 
acceleration (with or without notice or the lapse of time or both) pursuant 
to, or result in being declared void or voidable, any term or provision of any 
note, bond, mortgage, indenture, lease, license, contract or other instrument 
to which Company is a party of or by which any of its properties or assets 
are or may be bound; or (iii) violate any order, writ, injunction, decree, 
statute, rule or regulation applicable to Company; and 

ix. Professionals competent to perform the Services shall perform all Services 
that require the exercise of professional skill or judgment. 

b. Institution Representations and Warranties.  In connection with this Agreement, 
the Institution represents and warrants that: 

i. The Institution is a body politic and corporate duly organized, validly 
existing and in good standing under the laws of the State of Illinois.  The 
Institution has all requisite corporate power and authority to execute and 
deliver this Agreement and to perform its obligations hereunder; and 

ii. The execution and delivery of this Agreement and the consummation of the 
transactions contemplated herein, have been duly authorized by all requisite 
corporate action on the part of the Institution.  This Agreement constitutes 
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the legal, valid and binding agreement of the Institution, enforceable against 
the Institution in accordance with its terms (except insofar as such 
enforceability may be limited by applicable bankruptcy, insolvency, 
reorganization, moratorium or similar laws affecting creditors’ rights 
generally, or by principles governing the availability of equitable remedies; 
and 

iii. The execution and delivery of this Agreement and the consummation of the 
transactions contemplated hereby will not: (i) conflict with or result in any 
violation of any provision of the charter or bylaws of the Institution, each 
as amended to date; or (ii) conflict with, result in any violation or breach of, 
constitute a default under, give rise to any right of termination or 
acceleration (with or without notice or the lapse of time or both) pursuant 
to, or result in being declared void or voidable, any term or provision of any 
note, bond, mortgage, indenture, lease, license, contract or other instrument 
to which the Institution is a party or by which any of its properties or assets 
are or may be bound; or (iii) violate any order, writ, injunction, decree, 
statute, rule or regulation applicable to the Institution. 

9. Indemnity.  Notwithstanding any other terms and conditions in this Agreement, including 
any obligations regarding insurance coverage, Company agrees to defend, indemnify, save 
and hold harmless fully the Institution, its Board of Trustees, agents, officers, students, 
volunteers, contractors and employees against any and all claims, suits or judgments, costs 
or expenses, including attorney’s reasonable fees, (collectively “Loss”) in connection with 
this Agreement.  This indemnification obligation does not extend to that portion of a Loss 
caused by Institution’s negligence, as determined by a court of competent jurisdiction in a 
final, non-appealable judicial order.  

10. Insurance.  Throughout the Term, Company, at its own expense, shall provide and 
maintain the following insurance coverage: 

a. Workers Compensation and Employers Liability.  Workers Compensation as 
prescribed by applicable law, covering all employees who are providing the 
Services and Employer’s Liability coverage with limits of not less than 
$1,000,000.00 each accident or illness; and 

b. Commercial General Liability.  Commercial General Liability Insurance or 
equivalent with limits of not less than $5,000,000.00 per occurrence, for bodily 
injury, personal injury, and property damage liability.  Coverage shall include the 
following:  All premises and operations, products/completed operations, separation 
of insured, defense, and contractual liability (with no limitation endorsement); and 

c. Automobile Liability.  When any motor vehicles (owned, non-owned and hired) 
are used in connection with work to be performed, the Company shall provide 
Comprehensive Automobile Liability Insurance with limits of not less than 
$1,000,000.00 per occurrence, for bodily injury and property damage; and 
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d. Fidelity, EPLI and Professional Liability (E&O).  Professional liability 
insurance covering errors, omissions or negligent acts must be maintained with 
limits of not less than $1,000,000.00.  Coverage must include contractual liability.  
When policies are renewed or replaced, the policy retroactive date must coincide 
with, or precede, start of work on this Agreement.  A claims-made policy, which is 
not renewed or replaced, must have an extended reporting period of two (2) years. 

Prior to the execution of this Agreement, Company shall furnish the Institution with 
original insurance certificates evidencing the required coverage.  Except with respect to 
Worker’s Compensation and Employers Liability, all insurance certificates shall name the 
Board of Trustees of Community College District No. 508, County of Cook and State of 
Illinois, and its officers, directors, agents, students, employees, contractors and volunteers 
as additional insured on a primary, non-contributory basis.  Institution’s failure to obtain 
certificates or other insurance evidence from Company shall not be deemed a waiver of 
this provision by the Institution.  This Agreement, at Institution’s sole discretion, may be 
terminated if Company fails to comply with this provision.  All insurance policies required 
hereunder shall include a provision which requires the Institution to receive thirty (30) days 
prior written notice before coverage is substantially changed, cancelled or non-renewed.  
Any insurance or self-insurance programs maintained by Institution shall apply in excess 
of and not contribute with insurance provided by Company. 

11. Termination/Remedies. 

a. Termination for Convenience.  Notwithstanding Section 11(b) below, the 
Institution may terminate this Agreement, or any portion of the Services, at any 
time, upon thirty (30) days prior written notice to Company.  If this Agreement is 
terminated by the Institution under this Section 11, Company shall immediately 
deliver to the Institution all finished or unfinished materials, documents, data, 
studies and reports prepared by it or under its direction in connection with the 
Services.  The Institution will pay Company for the portion of the Services 
satisfactorily performed by Company in those amounts accrued but not yet paid 
prior to the effective date of termination.  Such payment to the Company shall be 
in full settlement for all Services. 

b. Termination for Default.  Subject to Section 11(a) herein, this Agreement may 
also be terminated for default.  Each of the following shall constitute an event of 
default by Company (“Default”). 

i. Any material misrepresentation, whether in the inducement or in the 
performance, made by the Company to the Institution; and 

ii. A breach of a representation or warranty contained in this Agreement; and 

iii. The insolvency, bankruptcy or committing of any act of bankruptcy or 
insolvency, or making an assignment for the benefit of creditors; and 

iv. Failure to comply with or perform any material provision of this Agreement; 
and 
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v. Failure or refusal to provide enough properly skilled personnel, adequate 
supervision, or adequate materials and equipment of the proper quality to 
perform the Services; and 

vi. Causing, by any action or omission, the stoppage, delay of, or interference 
with, the work of any other Company or sub-consultant. 

If a court of competent jurisdiction rules that termination of this Agreement by the 
Institution for default of Company was wrongful, then the termination shall be deemed to 
have been a termination for convenience. 

c. Curable and Incurable Defaults.  Time-sensitive defaults (e.g., failure to meet 
deadlines) are not curable unless the Institution, in its sole and absolute discretion, 
extends the deadline.  Such extension, however, does not relieve Company of 
liability for any damages the Institution may suffer.  Company shall cure any 
default that is not time-sensitive with ten (10) calendar days after Company is given 
notice of the default. 

d. Remedies.  In addition to any other remedies contained herein, the Institution may 
invoke any or all of the following remedies for a Default: 

i. Complete the Services at Company’s expense, either directly or through the 
use of contractors and subcontractors; or 

ii. Receive a refund or withhold all or any portion of the Fee; or 

iii. Demand specific performance, an injunction or any other appropriate 
equitable remedy; or 

iv. Terminate this Agreement. 

e. Right to Offset. All costs incurred by the Institution due to: (i) termination of this 
Agreement for default; or (ii) Company’s performance of the Services; or (iii) 
Institution’s exercise of any of the remedies available herein, may be offset by: (i) 
any credits due to or overpayments made by the Institution; or (ii) any payments 
due to Company for Services completed.  If such amount offset is insufficient to 
cover those excess costs, Company shall be liable for and promptly remit to the 
Institution the balance upon written demand.  This right to offset is in addition to 
and not a limitation on any other remedies available to the Institution. 

No remedy hereunder is exclusive of any other remedy, but each remedy shall be 
cumulative and in addition to any other remedies at law, in equity or by statute existing 
now or hereafter.  No delay or omission to exercise any right or power accruing upon any 
Default shall impair any such right or power nor shall it be construed to be a waiver of any 
Default or acquiescence therein, and every such right and power may be exercised 
periodically and as often as may be deemed expedient.  If the Institution considers it to be 
in the Institution’s best interest, it may choose not to declare a default or terminate the 
Agreement.  The parties acknowledge that this provision is solely for the benefit of the 
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Institution and that if the Institution permits Company to continue providing Services 
despite one or more events of default, the Company is in no way relieved of any of its 
duties and obligations under the Agreement and the Institution does not waive or relinquish 
any of its rights. 

12. Additional Provisions.  The parties further agree to the following provisions: 

a. Cooperation with Successors.  If this Agreement expires or is terminated for any 
reason, Company shall use its best efforts to assure an orderly transition to 
Institution and to the successor consultant, if any.  Company must make an orderly 
demobilization of its own operations, provide the Services uninterrupted until the 
effective day of such termination or expiration, and otherwise comply with the 
reasonable requests and requirements of the Institution in connection with the 
termination or expiration. 

b. Notices.  All notices hereunder shall be in writing and either (i) delivered 
personally; or (ii) sent by nationally recognized express courier; or (iii) sent by 
certified mail (return receipt requested).  Any such notice will be deemed given 
when actually received and addressed as follows: 

If to Institution: 
City Colleges of Chicago 
Office of the Chancellor 
Attn: Juan Salgado 
180 N. Wabash Ave, Suite 200 
Chicago, IL 60601 
 

with a copy to: 
City Colleges of Chicago 
Office of the General Counsel 
Attn: General Counsel 
180 N. Wabash Ave, Suite 200 
Chicago, IL  60601 

If to Company: 
Notices shall be sent to Company at the address listed above. 

c. Severability.  The terms of this Agreement are severable and if a court of 
competent jurisdiction herein declares any term or provision illegal, void or 
unenforceable, the remainder of the provisions hereunder shall remain valid and 
enforceable. 

d. No Damages for Delay.  During the Term, Company is not entitled to and must 
make no charges or claims for damages for any delays or hindrances from any cause 
in connection with the Services.  If Company’s performance of the Services is 
delayed by causes beyond Company’s reasonable control, at the Institution’s sole 
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option, the Institution may either terminate this Agreement or extend the time to 
complete the Services to reflect the extent of the delay (if extension is feasible given 
the project deadlines and the expectations of public performance), provided the 
Company has given the Institution written notice within ten days after delay begins.  
The notice by the Company must include a description of the reasons for the delay 
and the steps Company has taken or will take to mitigate the effects of the delay. 

e. Names/Logos.  Institution owns all rights to the name City Colleges of Chicago 
and its individual colleges and to certain logos, servicemarks, trademarks and 
likenesses (“Marks”).  Company must not use the Marks as part of Company’s 
business or trade name, and Company must not use the Marks or sell merchandise 
or services with the Marks without the Institution’s express written consent.  Also, 
Company must not permit anyone else to do so. 

f. Governing Law.  This Agreement shall be interpreted and governed by the laws of 
the State of Illinois and venue for any litigation related to this Agreement shall be 
in Cook County, Illinois. 

g. Non-Discrimination.  Company shall not discriminate against any workers, 
employees or applicants, or any member of the public, because or race, color, 
religion, age, disability unrelated to ability to perform, gender, national origin or 
ancestry, sexual orientation, marital status, military discharge status or source of 
income.  Such action shall include, but not be limited to the following:  
employment, upgrading, demotion or transfer; recruitment advertising; layoff or 
termination; rates of pay or other forms of compensation; and selection for training; 
including apprenticeship.  Company agrees to post in conspicuous places, available 
to employees and applicants for employment, notices setting forth the provisions of 
this non-discrimination clause.  Company further agrees that this clause will be 
incorporated in all contracts entered into with suppliers of materials or services, 
contractors, and subcontractors and all labor organizations, furnishing skilled, 
unskilled and craft union skill labor, or who may perform any labor or services in 
connection with this Agreement. 

h. Compliance with Laws.  During the Term, Company, at its sole expense, shall 
observe and comply with all federal, state and local laws, rules, ordinances and 
regulations related to this Agreement, including, but not limited, to the Illinois 
Public Community College Act and the Rules for the Management & Government 
of the City Colleges of Chicago. Company shall also be responsible for compliance 
with the City Colleges of Chicago Debarment Policy.  Company shall indemnify 
the Institution for all losses and expenses, including reasonable attorneys fees 
resulting from failure to comply with this provision, including, but not limited to, 
any fines, penalties, or corrective measures. 

i. Amendments/Changes.  No modification or amendments to this Agreement shall 
be effective unless such amendment is in writing and signed by both parties hereto. 
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j. Ethics Policy.  Company agrees to comply with the Institution’s Ethics Policy and 
with any amendments adopted thereafter.  A copy of the Institution’s Ethics Policy 
can be found at www.ccc.edu. 

k. Inspector General.  It shall be the duty of each party to the agreement to cooperate 
with the Inspector General for City Colleges of Chicago in any investigation 
conducted pursuant to the Inspector General’s authority under Article 2, Section 
2.7.4(b) of the Board Bylaws. 

l. Independent Contractor.  Company is an independent contractor and not the 
agent, partner or employee of the Institution.  Company shall not have the authority 
to enter into any contract or agreement to bind Institution, and shall not represent 
to anyone that Company has such authority. 

m. Assignment and Delegation.  Company shall not subcontract, assign, or otherwise 
transfer all or any portion of this Agreement, nor delegate its duties or obligations 
hereunder without the Institution’s prior written consent. 

n. Survival.  Upon the expiration or termination of this Agreement, those provisions 
that would by their nature survive this Agreement will so survive. 

o. Third Party Beneficiaries.  Nothing contained in this Agreement is intended to 
confer upon any person (other than the parties hereto, the Institution Indemnified 
Parties and the Company Indemnified Parties) any rights, benefits or remedies of 
any kind or character whatsoever, and no person will be deemed a third-party 
beneficiary under or by reason of this Agreement. 

p. Force Majeure.  Neither party will have any liability to the other for any failure or 
delay in performing any obligation under this Agreement due to acts of God or 
nature, fires, floods, strikes, civil disturbances, terrorism, or power, 
communications, satellite or network failures (individually and collectively  “Force 
Majeure Event”).  Either party upon prior written notice may terminate this 
Agreement if such Force Majeure Event continues for more than ten-(10) calendar 
days. 

q. Severability. The terms of this Agreement are severable and if a court of 
competent jurisdiction declares any term or provision illegal, void or 
unenforceable, the remainder of the provisions hereunder shall remain valid and 
enforceable to the maximum extent permissible. 

r. Counterparts.  This Agreement may be executed in two (2) or more counterparts, 
each of which will be deemed to be an original, but all of which together will 
constitute one binding agreement.  

s. Conflicts.  In the event of a conflict between the provisions of this Agreement and 
the provisions of Exhibit A, the provisions of this Agreement shall control. 
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t. Entire Agreement.  This Agreement, and the exhibits attached hereto and 
incorporated hereby, shall constitute the entire agreement between the parties.  Any 
prior written or oral agreements or representations related to this Agreement or the 
Services are of no force and effect. 

IN WITNESS WHEREOF, the Institution and Company have executed this Agreement 
as of the date of the last signature set forth below. 
 
 
 
Board of Trustees of Community 
College District No. 508, County of  
Cook and State of Illinois:  

 COMPANY 

   
By:    

   CHANCELLOR 
 
Date:  _____________________________ 

 By:    
 
Name:    
 
Title:    

  Date:  __________________________________ 

APPROVED AS TO LEGAL FORM:   
   

By:    
Karla Mitchell Gowen 
General Counsel 
 
Date:  _____________________________ 
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SCOPE OF SERVICES         
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