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Request for Proposal (“RFP”)

Professional Floral Displays Program Citywide

Requisition No.: 74209

Specification No.: 110828

Required for use by:
CITY OF CHICAGO

(Department of Transportation)
Issued by:

CITY OF CHICAGO
(Department of Procurement Services)

ONE (1) ORIGINAL AND TWO (2) COPIES
OF THE RESPONSE TO BE SUBMITTED

All of the responses must be addressed and returned to:

Jamie L. Rhee, Chief Procurement Officer
Department of Procurement Services

City Hall-Bid & Bond-Room 301
121 N. LaSalle Street

Chicago, Illinois 60602

Responses must be received no later than 4:00 p.m. Central Standard Time, on
October 18, 2013

Responses must be submitted in sealed envelope(s) or packages(s). The outside of the
package or envelope must clearly indicate the project description, “RFP for Professional
Floral Displays Program Citywide”, the requisition number and the time and the date
specified for receipt. The name and address of the Respondent must also be clearly
printed on the outside of the envelope(s) or package(s).
________________________________________________________________________
RAHM EMANUEL JAMIE L. RHEE
MAYOR CHIEF PROCUREMENT OFFICER

Hugo Zapata-Martínez, Senior Procurement Specialist, (312) 744-1087
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I. GENERAL INVITATION

Purpose of the Request for Proposal

The City of Chicago (“City”), acting through its Department of Transportation
(“Department”), invites the submission of proposals from firms with expertise and
experience in PROFESSIONAL FLORAL DISPLAYS PROGRAM CITYWIDE
(“Services”), in accordance with the Scope of Services.

Companies with demonstrated experience in this area, and with an interest in making
their services available to the City of Chicago, are invited to respond to this RFP.

The objective for the selected Respondent (hereinafter “Contractor”) is to perform all
tasks and functions associated with the Services in accordance with the Scope of
Services.

The work contemplated is professional in nature. It is understood that the Contractor
acting as an individual, partnership, corporation or other legal entity, is of professional
status, licensed to perform in the State of Illinois and licensed for all applicable
professional discipline(s) requiring licensing and will be governed by the professional
ethics in its relationship to the City. It is also understood that all reports, information, or
data prepared or assembled by the Contractor under a contract awarded pursuant to this
RFP are confidential in nature and will not be made available to any individual or
organization, except the City, without the prior written approval from the City. Any
contract resulting from this document will require the Contractor to execute a statement
of confidentiality.

The Contractor shall be financially solvent and each of its members if a joint venture, its
employees, agents or subcontractors of any tier shall be competent to perform the
services required under this RFP document.

In the event you do not have download capability, all materials may be obtained from the
City of Chicago Department of Procurement Services' Bid & Bond Room, located in
Room 301, City Hall, 121 N. LaSalle Street in Chicago, IL 60602.
A Respondent who chooses to download an RFP solicitation instead of picking it up in
person will be responsible for checking the aforementioned web site for clarifications
and/or addenda, if any. Failure to obtain clarifications and/or addenda from the web site
shall not relieve Respondent from being bound by any additional terms and conditions in
the clarifications and/or addenda, or from considering additional information contained
therein in preparing your Proposal. Note, there may be multiple clarifications and/or
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addenda. Any harm to the Respondent resulting from such failure shall not be valid
grounds for a protest against award(s) made under the solicitation.

All Respondents are responsible for obtaining all RFP materials. If Respondent chooses
to download and print RFP document, the Respondent must contact the City of Chicago,
Department of Procurement Services, Bid & Bond Room by emailing
BidandBond@cityofchicago.org to register Respondent’s company as an RFP document
holder, which will enable the Respondent to receive any future clarifications and/or
addendum related to this RFP.

DEFINITIONS

“Agreement” means the City of Chicago’s Professional Services Agreement, including
all exhibits attached to it and incorporated in it by reference, and all amendments,
modifications, or revisions made in accordance with its terms, as attached in this RFP in
Attachment 6.

Chief Procurement Officer (“CPO”) means the Chief Procurement Officer for the City of
Chicago.

“Commissioner” means the chief executive officer for the City of Chicago, Department
of Transportation.

“Contractor” means the entity awarded a contract pursuant to the City’s RFP process, and
includes the Contractor’s subcontractors.

“Department” means the City of Chicago Department of Transportation and other
participating City Departments.

“Proposals” means the documents submitted in response to this RFP.

“Respondent” means the individuals or business entities submitting a proposal in
response to this RFP.

BACKGROUND

The City of Chicago Department of Transportation (CDOT) requests submission of
proposals from skilled and experienced firms to provide professional, innovative design
services, specialized installation services with high quality contract grown plant material,
and intensive horticultural care services using best practices, for high profile floral
displays at highly visible destination sites and facilities. Floral Displays include seasonal
hanging baskets, sidewalk planters, window boxes, green roofs, and landscaped areas and
beds. Locations are within City of Chicago (City) destination sites that require attention
to detail and precision. Refer to Attachment 1 for a list of the program locations to be
covered by the Agreement, as they are known at this time.
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GENERAL INFORMATION AND GUIDELINES

Communications Between the City of Chicago and Respondents

A. Submission of Questions or Requests for Clarifications

Respondents must communicate only with the Department of Procurement Services. All
questions or requests for clarification must be in writing, sent by e-mail, and directed to
the attention of Hugo Zapata-Martínez, Senior Procurement
Specialist,hzapata@cityofchicago.org, Department of Procurement Services, Room 806,
City Hall and must be received no later than 4:00 p.m. Central Time, on September 27,
2013. Respondents are encouraged, but not required, to submit questions one (1) week
prior to the scheduled Pre-Proposal Conference.

All questions and requests for clarification must be submitted via e-mail. The subject line
of the email must clearly indicate that the contents are “Questions and Request for
Clarification” about the RFP and are “Not a Proposal” and must refer to “Request for
Proposal (“RFP”) for PROFESSIONAL FLORAL DISPLAYS PROGRAM CITYWIDE,
Specification No. 110828.” No telephone calls will be accepted unless the questions are
general in nature.

RFP Information Resources

Respondents are solely responsible for acquiring the necessary information or materials.
Information for preparing a response to this RFP can be located in the following areas of
the City’s website: www.cityofchicago.org/Procurement:
• Search MBE/WBE Directory Database
• Pre-Bid/Proposal Conference Attendees
• Addenda and Exhibits, if any.

Procurement Timetable

The timetable for the RFP solicitation is summarized below. Note that these are target
dates and are subject to change by the City.
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Key Activity Target Date

City Issues RFP September 9, 2013

Pre-Proposal Conference September 23, 2013

Post-Conference Questions Due September 27, 2013

Addendum Response to Clarifying
Questions

October 4, 3013

Proposals Due October 18, 2013

II. SCOPE OF SERVICES

A. Program Description

The City of Chicago Department of Transportation (CDOT) requests submission of
proposals from skilled and experienced firms to provide professional, innovative design
services, specialized installation services with high quality contract grown plant material,
and intensive horticultural care services using best practices, for high profile floral
displays at highly visible destination sites and facilities. Floral Displays include seasonal
hanging baskets, sidewalk planters, window boxes, green roofs, and landscaped areas and
beds. Locations are within City of Chicago (City) destination sites that require attention
to detail and precision. Refer to Attachment 1 for a list of the program locations to be
covered by the Agreement, as they are known at this time.

The purpose of this RFP is to allow interested full-service Respondents professionally
skilled in the design, installation, and care of imaginatively and artistically designed
living floral displays, to submit proposals demonstrating a work plan for the
implementation of the required project components. The City will require the Selected
Respondent (SR) to perform any and all work necessary to maintain healthy and vibrant
floral displays and sites.

The RFP has three objectives:

(1) To obtain professional design and planning for floral displays
including seasonal hanging baskets, sidewalk planters, window boxes,
green roofs, landscaped areas and beds;

(2) To obtain professional and experienced installation services for the
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floral displays seasonal hanging baskets, sidewalk planters, window
boxes, green roofs, landscaped areas and beds; and

(3) To provide professional intensive care services using the best
horticultural practices to promote the health and optimal appearance at all
times of floral displays including seasonal hanging baskets, sidewalk
planters, window boxes, green roofs, landscaped areas and beds.

The SR shall assure that all services that require the exercise of professional skills or
judgment are accomplished by professionals qualified and competent in the applicable
discipline and are appropriately licensed and/or certified in the State of Illinois.

B. Term of Services

The initial term of the Agreement is estimated to be 5 years from the effective date of the
Agreement. In addition, the Agreement may provide that the City may, at its discretion,
extend the Agreement for up to two (2) additional years to provide ongoing services.

C. General Description of Services
1. The SR will provide professional floral design, installation, and maintenance
services inclusive of all required labor, supervision, materials, supply, delivery, tools,
equipment, accessories, transportation, fuel, disposal, integrated pest management,
plant disease program, and fertilization program to perform all services necessary to
provide vibrant and healthy floral displays to the standards specified herein to ensure
that the required results are achieved consistently throughout the term of the
Agreement. The description of services is intended to be general in nature and is
neither a complete description nor a limitation on the services that the SR is to
provide under the Agreement.

2. The SR will perform all services in accordance with any applicable local, state, and
federal laws, and ordinances, policies, standards, and procedures of the City of
Chicago.

3. The SR must implement intensive horticultural practices that include flower and
foliage care, watering, fertilizing, application of fungicides and pesticides, integrated
pest management, inspections, landscape care, weeding, and general care. All plants,
soil, and other materials and their care must conform to the City’s standards.

4. The SR must specify a single individual who will be authorized to act and will act
as the spokesperson and main point of contact during the Agreement term, will
submit design, work plans, cost estimates, and schedules, and will meet seasonally, or
as requested, with CDOT.

5. It is at CDOT’s discretion to increase or decrease services at a project location.



8

D. Detailed Description of Services

Below is a detailed description of required services to be provided indicating the minimal
requirements necessary. In addition, the description demonstrates the demanding nature
of the project. The City requires any and all work necessary to ensure healthy and vibrant
floral displays.

Floral displays include hanging baskets, sidewalk planters, window boxes, green roofs,
and landscaped areas and beds. Refer to Attachment 1 for program locations and typical
seasons requiring service; and to Attachment 2 for the program schedule. The Summer
Growing Seasonal display contains flora of many species that proliferate during the
months of May to October. The Winter Seasonal display contains such things as
coniferous boughs, deciduous branches, live shrubs, and ornamental decorations during
the months of November to March. In addition, some locations have a Spring Seasonal
Display during the months of April and May and a Fall Seasonal Display during the
months of October and November.

1. PLANNING AND DESIGN

Work Plans and Cost Estimates: Submit written seasonal work plans and cost
estimates. In developing the work plan, CDOT and the SR shall determine the
services required for each project location. The seasonal work plan shall detail the
implementation of these services, including but not limited to, tasks, schedules, and
personnel. The cost estimates must detail all direct costs and labor associated with the
execution of the season’s work plan as outlined in the Schedule of Compensation and
within the Scope of Services. All cost estimates will be subject to the final approval
of CDOT. CDOT will acknowledge acceptance of cost estimate with a signature and
date on the cost estimate.
Surveys: Survey existing planting locations for planting feasibility for the up coming
season. Record an account of planter/basket type, quantity, hardware condition,
aspect, sun and wind exposure, actual street range, address, to determine the amount
of suitable plant material and or decorative material.
Concepts: Submit conceptual ideas of the proposed season for review, before actual
designs. This will include such things as theme, objective, space, and color scheme.
Design: Submit a comprehensive design plan including a complete list of plant genus
species, cultivars, photographs, plant propagator, quantities, pot size, and plant
description including light, water, and pest and disease management requirements,
color, and habit. All design drafts must be submitted in hard copy and electronic
format compatible with City software or design software must be provided. Review
designs with CDOT, revise as needed, and upon final acceptance submit in both hard
copy(s) and electronic format. All designs are proprietary and must not be distributed,
shared, or copied without approval from CDOT.
Plant Materials: All plant material for each season must be ordered, purchased, and
grown from state certified greenhouse growers. Order confirmations must be
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submitted within two (2) weeks of design approval. Plant substitutions must be
approved by CDOT.
Growing Medium: Identify all growing medium for each location. All growing
medium must be approved by CDOT.
Hardware: Purchase and/or replace all damaged or missing hardware as needed.
Clean and/or paint hardware and containers as needed.

2. INSTALLATION

Growing Medium: At the beginning of each season all locations must be evaluated
for proper drainage and if needed, remedied prior to the installation of approved
growing medium and plants. All locations will require additional growing medium.
Mockup: Prior to all seasonal floral display installations, mockup sessions may be
required with CDOT and the SR. Mock up sessions will take place 24 hours prior to
actual installation. Delivery of all material is required at all mock up sessions.
Installation: All plants must be watered at the time of location delivery prior to
installation. All material required to complete the design must be at the project
location at the time of installation. Install plant material according to the approved
design. Actual installation is weather dependent. To ensure establishment, install
other subsequent tender plant material when spring temperatures rise to safe
consistent levels. In order to achieve the design intent SR must perform on site
adjustments.
Planting Site and Surrounding Area: At all times keep project locations clean;
power wash as necessary or as directed.

3. MAINTENANCE

Monitoring: Project locations must be routinely monitored throughout each season or
as directed by CDOT. Findings must be detailed on a daily work report and
submitted to CDOT electronically upon completion of each visit.
Watering/ Fertilization: Locations will require water and fertilizer to ensure that the
original design is adhered to and all plants are in a healthy and vibrant condition
throughout the entire season. Fertilizer analysis must be approved by CDOT.
Existing irrigation system start up, monitoring, and adjustments will be required.
Plant Care: All plants must be properly cared for and trimmed in order to achieve
the plant’s maximum representative potential and original design intent. Plants will
require removal of dead and dying flowers, dead or conflicting branches and stems,
proliferating stems, dried foliage, or as directed by CDOT. Some plants may require
staking, mowing, or anti-desiccants.
Pests and Disease: Keep all project locations free of insects, rodents, pigeons, and
diseases using integrated pest management strategies to ensure that the original
design is adhered too and all plants are in a healthy and vibrant condition throughout
the entire season.
Litter removal: Remove and properly dispose any refuse or litter.
Weeding: All planting locations require routine weed removal whereby the weed and
its root or seed are eliminated from the location.
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Mulching: Project locations may require mulch and or compost to maintain adequate
moisture levels.
Missing Plant Material Replacement: Replace all missing plants or materials
according to the original design.
General Clean Up: At the end of the season, project locations require the removal of
all plant material and returned to its pre-planted state. Top off all locations with
growing medium or as approved and directed by CDOT.
Transplant: Some plant material may require transplanting and relocation within the
City of Chicago.
Planter relocation: Roadway reconstruction or events may require relocation of
planters.

E. General Requirements and Standards

1. Key Personnel and Program Staffing
a. Management Level Contact Person
The SR must specify a single individual who will be authorized to act and will
act as the main point of contact during the life of the Agreement and will be
responsible for Agreement administration including immediate and on-site
resolution of any issues. This individual will be responsible for all
communications with the city whether by phone, fax, email, or in person. The
individual will be responsible for submitting cost estimates and work
schedules reflecting the project’s goals and milestones. The individual must
be available by phone twenty four (24) hours when crews are providing
services.

b. Landscape Architect
Landscape designs must be developed by a Landscape Architect who is
Licensed and registered with the State of Illinois or APLD Certified
Landscape Designer.

c. Crew Personnel
1. Work must be completed as expeditiously as possible. The SR is required
to staff the work crews in order to ensure the operation is carried out
effectively and efficiently. Crew personnel must be experienced and highly
qualified with the necessary skills to successfully complete the services
described Said skills must also include worker safety compliance with
current OSHA Standards. Crew personnel must be either directly employed
and/or supervised by the SR.

2. Crew Personnel must have the following certifications:
 Illinois Pesticide Applicators License
 Illinois Pesticide Operators License
 PLANET Certified Landscape Professional (CLP)
 PLANET Certified Landscape Technician (CLT)
 ISA Certified Arborist
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3. Supervisory personnel must be present on the work site at all times while
work is being performed. Such supervisory personnel must receive and
promptly execute all requests from CDOT whether the SR or its
subcontractor, if any, is performing work. The supervising personnel must
be able to effectively communicate with City personnel and crew and have
the ability to make decisions. Supervisory personnel must have horticultural
experience, be able to identify plant material, and have the ability to read
landscape plans.

3. All work performed by subcontractors must be directly supervised at all
times by the SR. It is the SR's responsibility to see that the terms and
conditions of the Agreement are adhered to.

4. All work must follow recognized and accepted standards and existing
City of Chicago, CDOT policies. Trained and experienced individuals must
provide all work.

5. The SR must employ only experienced laborers, mechanics, or artisans to
perform the services set forth in the Scope of Services and whenever, in the
opinion of CDOT, any employee is careless, incompetent, obstructs the
progress of the work, acts contrary to instructions or conducts themselves
improperly, the SR will, upon request of CDOT, remove the employee from
the work and must not employ such employee again.

8. Crew Personnel must wear company uniforms consisting of coordinated
pants, shirt, T-shirts, vest and/or hats. All attire must be consistent between
employees, clearly identify the company, and worn appropriately. Shirts
must be neatly tucked into pants, and fluorescent orange safety vests must
be worn at all times on the job site. There will be no smoking on the job site.
Employees must behave in a courteous manner to the general public and
exhibit professional conduct at all times. Lunch and other breaks must be
taken off site.

8. Crews must report to the job site with the appropriate materials and
equipment to perform the work required.

9. The SR must submit crew configuration plans to CDOT for approval.
These crews must only be assigned to work under the Agreement. Any
change or substitution in crew personnel must have prior approval from the
CDOT forty-eight (48) hours before the commencement of work. If
additional crews are required in order to meet completion dates and
schedules, the SR must add additional crews.

2. Communications
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a. All Key personnel must provide CDOT with a mobile number and email
address.

b. The SR must respond to all directives and/or inquires within 24 hours unless
otherwise directed.

c. CDOT may schedule regular meeting(s) on an as needed basis, concerning
the work, and SR’s performance. The SR is required to attend and participate at
these meetings at the scheduled time and locations.

d. The SR is required to attend seasonal meetings at CDOT before the start of
each season to go over goals, objectives, season work plans, and expectations.

3. Schedules and Reporting
a. Seasonal Program Schedules
Seasonal program schedules should follow the dates set forth in Attachment 2
and must be submitted with the work plan in the planning phase. All changes in
schedules must be resubmitted and approved by CDOT prior to any work.

b. Monthly Schedules
Monthly schedules are required and must be submitted prior to the first day of
each month. Monthly schedules must consist of the proposed work scheduled to
be accomplished that month, including but not limited to, installation, watering,
fertilizing, maintenance, and removal. Monthly schedules should reflect the
overall seasonal project schedule.

c. Schedule Approval
Schedule approval must be obtained prior to the start of work. Once approved,
CDOT must receive notification of any changes to all schedules a minimum of
48 hrs prior to such changes. If required, CDOT may change either the seasonal
program or monthly schedule.

d. Daily Work Reports
Daily work reports are required for all services provided and must be submitted
within 24 hours of work completion. Daily work reports are to be completed by
supervisory personnel and must consist of the actual work completed, listing
hours, arrival and departure times to and from job sites, lunch breaks, locations,
type of work completed, findings, and recommendations. If the SR fails to
submit daily work reports within the 24 hours, it will be assumed that no work
was performed and no payment will be made. Late or back dated reports will
not be accepted. These reports will be emailed to CDOT.

e. The SR must document and submit reports in a manner and format approved
by CDOT.
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4. Compensation and Invoicing
a. The SR will be compensated for services satisfactorily performed according
to the terms of the Scope of Services at the negotiated specified rates set forth in
Attachment 3. Compensation will consist of the cost of labor, certain direct
costs, material mark ups, and subcontractors. All costs will be included in the
compensation schedule.

b. The SR will be compensated for actual services provided and not for cost
estimates submitted. Cost estimates are required for budgeting, planning, and
work order purposes.

c. Labor hours shall be charged on the basis of actual time spent at the City job
site.

d. Following final inspection and approval, the SR shall submit monthly
invoices and back up documents to the City as specified below:

 Invoices shall be in a manner approved by CDOT and shall reflect daily
work reports, purchase/supplier receipts, and subcontractor invoices.

 A revised cost estimate reflecting actual hours, quantities, and costs;
subcontractor invoices; and purchase/supplier receipts shall be included
with all invoices.

 The SR or any subcontractor of the SR must furnish CDOT with such
information as may be required relating to labor and materials, including
all information necessary to determine the cost of work, such as the
number of men/women employed, their pay, the distribution of labor in
the work items, and any other information which CDOT may require.

e. The following is not compensatory: costs associated with contract
management, the preparation of work plans, cost estimates, invoices, and
schedules; costs associated with loading and unloading at the SR facilities;
travel to the first City location and travel from the last City location; lunch
breaks; training; and overtime.

f. The City reserves the right to deduct from compensation any costs related to
SR -At-Fault Damages.

g. Allowability and allocability of costs will be determined in accordance with
the terms and conditions set forth in the awarded agreement.

5. Program Locations
a. All locations are listed in Attachment 1. All locations are within the City of
Chicago, on property owned and operated by the City of Chicago. This includes,
but is not limited to parkways, medians and/or boulevards, and malls and plazas,
in residential, commercial, business, and industrial areas, or as directed by
CDOT.
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b. The SR must be responsible and held liable for the actions of personnel under
their direction. Work performed on property which is not under the jurisdiction
of the City of Chicago is not authorized. SR’s personnel observed working on
the other jobs while engaged in the execution of these services may be removed
from the job site or result in default proceedings.

c. All locations must be kept in such a manner to cause as little inconvenience
as possible to the general public and property owners. The SR must carefully
protect against damage to all existing utilities, trees, plants and other fixtures to
remain including, but not limited to personal and real property, vehicles,
structures and improvements. The SR is liable for any and all damage to such
utilities, trees and other fixtures, real property and vehicles, and must replace,
restore, or provide for their original condition, to the satisfaction of CDOT and
the property owner.

d. The general access to a location must be along public roadways. Should work
require the SR to place equipment and/or personnel on private property, the SR
must obtain the property owner's permission in writing and must submit the
same to the Commissioner or CDOT prior to the commencement of operations.

e. The SR must, during the progress of the work, remove and dispose of all
materials and the resultant dirt and debris on a daily basis and keep the locations
and adjacent premises in a clean condition satisfactory to the City. Upon
completion of work, the SR must remove all materials, tools and machinery and
restore the site to the same general condition that existed prior the
commencement of its operation.

f. The work must be performed with every precaution to avoid damage to
existing underground service lines, electrical lines, and utility structures, if such
are encountered. The SR must be held responsible for and make good all
damages to all utilities that may result directly or indirectly from its operations.

g. The SR must provide protection for all uncompleted work until the work has
been completed and accepted by the City. The SR will be responsible for and
must repair and pay for damages to new and existing structures, material,
equipment, plant, stock and apparatus during the course of the work, where such
damage is directly due to work, or where such damage is the result of the
negligence, or carelessness on the part of the SR or of its employees, or on the
part of the SR’s subcontractor or its employees. However, the SR must first
immediately notify CDOT and report the nature and extent of damages prior to
making any such necessary repairs.

h. The SR must adhere to Chicago Department of Transportation (CDOT)
regulations governing times for street closures and permits to operate in the
public way in the Loop and the greater downtown area.
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6. Material
a. The SR is responsible for the procurement of all materials needed to perform
the services as set forth in the Scope of Services. Procurement of all plant
material includes, but not limited to, the arrangement for and/or the
management of contract-growing of quality plant material from reputable
nurseries and greenhouses/growers. Nursery and greenhouse/grower sources
must be located within three-hundred (300) mile radius of the City of Chicago,
or as approved by CDOT.

b. Samples and resources of all materials, including but not limited to, plant
material, soil, mulch, fertilizer, pesticide, insecticide, and hardware, must be
submitted to CDOT for approval.

c. The SR must provide CDOT copies of greenhouse order confirmations and
delivery tickets, verifying the order and delivery of the plant material provided
for each season’s floral display.

d. The SR is responsible for making multiple visits to all greenhouse/growers
and reporting back to CDOT via photos and status report of the progress of the
plant material.

e. CDOT will inspect and approve all plants at the nurseries and
greenhouses/growers prior to installation. The SR must select only material
which is best suited for the requirements of the City of Chicago. The City
reserves the right to place identification seals on any or all plants selected.
Approval of plant material on such examination must not be construed as final
acceptance of it. Plants must meet the standards of “American Standards for
Nursery Stock” ANSI Z60.1-2004 or latest revision thereof, American
Association of Nurserymen, which by reference is made part of these
specifications.

f. Final approval of all plants will be at the job site. Plants must be in a healthy,
vigorous condition, and free of insects and disease. Plants must have full, even
and well developed branching. Plants rejected because of damage during the
storage, staging, loading, and shipment, will be rejected by the City and
replaced by the SR at no charge to the City. This includes, but is not limited to,
damage caused by wind, lack of water, pests, disease, and negligence.

g. All plant material must be distinguishable, requiring labels identifying the
genus species and cultivar. Plants indistinguishable at the job site will be
rejected by the City of Chicago and replaced by the SR at no charge to the City.

h. Plants must meet all requirements of federal, state, and local laws with
respect to plant type, labeling, nursery or plant inspection, disease, insect, and
other pest infestation, and any other requirements.

i. Field collected plants are not acceptable.
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j. Particular attention and vigilance must be paid to the receiving of plant
material from areas that are under any and all quarantines.

k. Fertilizer applications will be determined by CDOT based on floral display
performance.

l. All chemicals must be used in strict accordance with federal, state, county and
local laws and regulations. Any use of chemicals must be reported to the City
and applied by trained and licensed pest control operators and applicators.

m. It is the intent of the City to maintain a healthy, sustainable landscape that
will minimize the need for and use of chemical controls. An Integrated Pest
Management Program (IPM) and biological controls will be utilized as much as
possible for the sites.

n. Non toxic chemicals must be used when ever possible.

7. Storage Requirements
a. The storage and staging yard for all material must be located within the city
limits of Chicago. The yard must be designed and constructed to accommodate
the holding and or staging and loading of various materials throughout the
calendar year. The yard must be secure. The yard must provide an enclosed area
free from the outside environment to be used for storage of weather sensitive
materials.

b. The storage yard must be sufficient of size to accommodate at one time, the
quantity of all materials needed for a season.

c. Proper plant health care is essential while the plant material is held in the
storage and staging yard. Plant material must be arranged in the storage yard to
allow for adequate sunlight to reach all areas of the plant and for adequate
ventilation and water penetration. All materials damaged, during the storage,
staging and/or loading will be rejected by the City and replaced by the SR at no
charge to the City of Chicago. This includes, but is not limited to, damage
caused by wind, lack of water, and negligence.

d. All materials required to perform the services set forth in this Scope of
Services must be stored separately from materials belonging to other City
agencies and other organizations while in the storage and staging yard.

e. The storage area must meet all Environmental Protection Agency (EPA) and
Occupational Safety and Health Administration (OSHA) requirements.

f. The storage area must be equipped with filtered and / or buffered watering
systems. All systems must be approved by the City of Chicago prior to award.
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g. The City will periodically inspect the facility(s) for acceptability of operation.
The entire storage yard set up, operation, and maintenance is the sole
responsibility of the SR at their expense.

8. Equipment Requirements
a. The SR will provide all equipment, vehicles, transportation, tools, personal
safety equipment, and consumable supplies required to fulfill all of the duties
specified in the Scope of Services.

b. All equipment and tools necessary must be in safe, working condition at all
times. The SR is responsible for all maintenance of its equipment and tools and
must pay for all service, parts and mechanic’s time in the event one of their
pieces of equipment breaks down during the course of its engagement. The City
must not be liable for any costs associated with such equipment failure or
subsequent maintenance. The SR must repair the equipment within a maximum
of two (2) hours or send a replacement for the downed piece(s) of equipment. If
the same piece of equipment becomes inoperative on more than three (3)
occasions, that piece of equipment must no longer be eligible for work.

9. Safety Requirements
a. All CDOT Traffic Control and Protection procedures and policies must be
adhered to at all times. It is the responsibility of the SR to develop maintenance
of traffic plan that adheres to all City of Chicago policies.

b. Safety vests must be worn at all times on the job site

c. Any work performed by the SR within the work zone that presents a hazard to
vehicular or pedestrian traffic must be subject to charges for TRAFFIC
CONTROL DEFICIENCY.

d. The placement of barricades and warning signs for the required lane closures
must be as specified herein and must proceed in the direction of the flow of
traffic. The removal of all signs and barricades must begin at the end of the
construction areas and proceed toward oncoming traffic.

e. Arrow Boards are required for any lane closure on an arterial street. A permit
must be obtained and all safety requirements must be strictly adhered to.
Failure to obtain all necessary lane closure permits and/or to use the proper
safety equipment to close a lane of traffic will result in liquidated damages. A
flashing arrow board meeting the requirements of Article 702.05 must be
operating at all times when a lane is closed to traffic on a multi-lane highway.
Arrow boards must be provided and located in a head-on position within each
lane closure taper.

f. This work must consist of installing, maintaining, and removing necessary
signs and barricades needed to direct pedestrian to usable sidewalks and
walkways during the construction. Illinois Standard sign R11-1102 (Sign legend
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g. “Sidewalk Closed (Arrow) Use Other Side” : Size 24” x 30”; black legend on
a white reflected background) must be placed at pedestrian crossing locations
informing pedestrians of closed sidewalk sections Barricades must be placed on
all closed sidewalk sections.

10. Permits
a. The SR is responsible for obtaining all necessary permits and licenses
required by law and pay all fees associated therewith, including but not limited
to the following permit. The SR must provide CDOT with copies of the all
permits, prior to the commencement of work.

11. Sustainable Practices
a. The City requires the SR to reuse, reduce, and recycle as much material as
possible. The SR must submit a waste handling plan detailing how waste will be
separated and managed.

b. Plant containers including plastic pots, cell packs, and trays, product
packaging, and other waste products associated with the materials and products
used in performing services must be recycled. Ask plant suppliers if they will
accept plant containers for reuse or recycling or take recyclable material to a
recycling facility.

c. All green waste including (landscape trimmings, grass clippings, seasonal
floral material) must be separated from other waste and taken to a green waste
composting facility or composted at the SR’s yard.

d. Whenever possible the SR must choose to use recycled material, including
the use of recycled paper when submitting reports to the City.

e. The SR must water in a way that minimizes water run off. The SR must
submit methods of water conservation plan to CDOT.

f. The SR must consider energy consumption in the choice of materials and
equipment, such as fuel efficient or clean fuel vehicles. SR must implement
routes that are the most efficient in reducing vehicle use and the SR must not
leave trucks idling when unnecessary. Use of gas powered blower is prohibited
unless otherwise specified by the City.

g. The SR is encouraged to reuse transplantable plant material when the City
can not find an alternate location.

12. Final Inspection, Acceptance, Evaluation, and Status
a. Performance will be subject to the inspection, evaluation, and acceptance for
accuracy and satisfaction of the City.

b. Dated photos of each location must be submitted to CDOT the following day
of installation.
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c. Submit periodic status reports, including dated photos to provide
documentation of each location’s condition.

d. If the SR fails to install according to design and/or mock up intent, the SR is
required to readdress the area and reinstall according to design and/or mock up
intent within 24 hours, at no additional cost to the City.

e. If the SR fails to install all materials needed at time of installation to make a
complete floral display, the SR will readdress at no additional cost to the City.

f. Unacceptable materials, as determined by CDOT, will not be considered for
payment. All unacceptable materials must be removed with 24 hours of
notification. The City reserves the right to make arrangements as it may deem
action by the City must be deducted from any monies due or which may become
due to the SR.

13. Guarantee
a. The SR must guarantee all annuals for the duration of the seasonal display
unless vandalized or stolen.

b. The SR must guarantee all perennials and shrubs for a period of one (1) year
from the date of initial acceptance by the City.

c. All annuals, perennials, and shrubs (plant material) must be in a healthy and
thriving condition representative of its species, as determined by CDOT, for the
duration of the guarantee period. Plant Material not found to be healthy as
stated above, due to, but not limited to: improper handling or planting; improper
after care including trimming, watering, weeding, fertilizing, insect infestations
or from shock or transplanting must be removed and replaced by the SR at no
additional cost to the City of Chicago within 72 hours of the first notification. If
identical plant material can not be located, the SR must provide the City with
available substitutes. CDOT must then choose replacement material from this
list. Prior to substitution approval, the SR must provide a list of ten (10)
greenhouses/growers/nurseries, the SR pursued in locating the specified plant
material.

III. PROPOSAL SUBMITTAL REQUIREMENTS

Proposals will be received by the Chief Procurement Officer in accordance with the
provisions set out below. Failure to complete Proposals in accordance with these
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Instructions and Requirements for Submission could result in rejection of the Proposal as
non-responsive. Any false statements made by a Respondent may void the Proposal and
eliminate the Respondent from further consideration. Each Proposal must contain all
of the following documents and must conform to the following outline and
requirements.

1. Format. Proposals must be prepared on standard 8 ½ x 11 letter size paper. Expensive
paper and bindings are discouraged. The City encourages the use of materials containing
recycled content. Sections should be separated by labeled tabs and organized in
accordance with subject matter sequence as set forth below. Additionally, proposals must
be provided digitally on a CD.

The detailed Proposal evaluated by the City must include a response to all requirements
in this RFP. By submitting a response to this RFP, you are acknowledging that if your
Proposal is accepted by the City, your Proposal and related submittals may become part
of the contract.

Sections should be separated by labeled tabs and organized in accordance with subject
matter sequence as set forth below. Each page of the Proposal must be numbered in a
manner so as to be uniquely identified. Proposals must be clear, concise and well
organized. Respondent is strongly discouraged from including advertisement or
materials not related specifically to the focus of this RFP.

2. Required Contents of Proposal

Respondents are advised to adhere to the submittal requirements of the RFP. Failure to
comply with the instructions of this RFP may be cause for rejection of the non-compliant
Proposal. Respondent must provide information in the appropriate areas throughout the
RFP. By submitting a response to this RFP, you are acknowledging that if your Proposal
is accepted by the City, your Proposal and related submittals may become part of the
contract. While the City recognizes that Respondents provide costs in varying formats,
compliance with the enclosed Itemized Cost Proposal in Attachment 3 is required to
facilitate equitable comparisons.

At a minimum, the Proposal must include the following items:

3. Cover Letter. A statement must be signed by an authorized representative of the firm
committing to provide the services as described in this RFP in accordance with the terms
and conditions of any Agreement awarded pursuant to the RFP process. The cover letter
must:



21

 Identify the legal name of the company, its headquarters address, its principal
place of business, its legal form (i.e. corporation, joint venture, limited
partnership, etc.), and the names of its principals or partners.

 Outline the number of years the company has been in business, and provide an
overview of the experience and background of the company, and its key personnel
committed to this project.

 Indicate the name, telephone number(s), and email address of the principal
contact for oral presentation and/or negotiation.

4. Executive Summary

Respondent must provide an executive summary which explains its understanding of the
City’s intent and objectives and how their Proposal would achieve those objectives. The
summary must discuss Respondent’s strategy and methodology for successfully
implementing and managing the project for the City of Chicago; capacity to perform, and
approach to project management, satisfying the scope of services in the RFP and any
additional factors for the City’s consideration.

5. Key Personnel: Identify key personnel committed to provide the Services as outlined
in the Scope of Services within the RFP, state their role and areas of expertise and
responsibility/activities. Identify subcontractors that will be performing on this project
their role and areas of expertise and responsibility/activities. Include involvement by
MBE/WBE firms. The following must be included:

 Resumes or corporate personnel profiles, indicating professional qualifications
and specialized experience for all key personnel (including owner and/or
president), including work related education, work history, length of employment
with firm, current and past job titles with firm, description of their roles and
responsibilities on recent projects of similar type, scope and magnitude relating to
the Scope of Services, certificates, licenses, and other professional accreditations.
Indicate whether the listed individuals are on staff, to be hired, or whether they
are to be provided through Respondent’s joint venture or subcontractor
arrangements. Be sure to identify each of the following, as well as any other titles
that will participate on the team and have service responsibilities;

 Key Personnel must include the following:

o Landscape Architect who is Licensed and registered with the State of
Illinois or APLD Certified Landscape Designer

o PLANET Certified Landscape Professional (CLP)
o PLANET Certified Landscape Technician (CLT)
o Certified Illinois Pesticide Operators License
o Certified Illinois Pesticide Applicators License
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o Management Level Contact Person who will be responsible for Agreement
administration including immediate and on-site resolution of any issues.

 Copies of all certifications, licenses, and professional accreditations

Any changes to the key personnel proposed here, before, or after award, must be
approved in writing by CDOT.

6. Work Plan for Providing Services. To perform the work described in this RFP, the
Respondent’s Proposal should meet certain requirements. Proposals not meeting these
requirements at the time of submission may be disqualified. Respondents must develop
and provide a detailed work plan for implementing the services for winter, spring,
summer, and fall as outlined in the RFP Scope of Services, including, but not limited to:

 The approach/methodology the respondent is proposing to complete the required
services; describing design, installation, maintenance, watering, integrated pest
management, and fertilization services, including not limited to production
techniques, methods, the number and size of crews dedicated to providing these
services, make up of crews, supervisory personnel, and contingency plan to
respond to fluctuations in the demand for Services; a crew is considered to consist
of three or more experienced landscape laborers

 Plan for supplying plant material and a list of all Greenhouses and Nurseries used
to supply plant material;

 A breakdown of the project into specific tasks, with indications of which tasks are
dependent upon the completion of others

 A proposed schedule that incorporates the project schedule dates as listed in
Attachment 2; the schedule should indicate when each task will be started and
when it will be completed and who will perform it; this information may be
represented as an annotated bar chart.

 A complete list of all equipment and facilities needed and available for work
under the Agreement, including serial numbers. Include all licensed and
unlicensed gas powered equipment.

The Commissioner or the Chief Procurement Officer, or both, may cause the facilities
of Respondent to be inspected before any recommendation of award. The capacity to
perform the work may be assessed at this time.

7. Respondent’s Experience – Project Examples: The Respondent should have
substantial experience in design, supply, installation, and care of projects with similar
size and scope as described in scope of services. This experience may be combined
experience between or among firms if the Respondent is a joint venture. As evidence of
such experience Respondent must submit the following:
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 A minimum of three (3) references from clients to whom comparable services
have been provided in the past 3 – 5 years.

 In order to ensure Respondent’s qualifications, skill, and experience, Respondents
must describe their previous experience on at least five(5) projects within the last
three (3) years of similar type, scope and magnitude; identifying both private
sector and public sector work. Respondents must provide a list of recent projects
with similar size and scope as described in the Scope of Services where the
Respondent provided design, supply, installation, watering/fertilizing, pest
management, and maintenance of specialized four season floral displays such
as hanging baskets, window boxes, and sidewalk planters/ large containers; green
roofs; and landscape beds. Respondents must include adequate detail about each
project referenced, including:

o The project name and location;
o Type(s) of project services relevant to the Scope of Services within

this RFP;
o Detailed description of project work performed by the firm;
o Picture Portfolio of the project – Three to five pictures, prepared

on 8 ½” X 11” letter-size paper (preferably recycled), printed,
in color, and bound on the long side. Pictures do not have to be on
photo paper. Additionally, pictures must be provided in digital
format on the CD;

o Copy of the Landscape design drawing and plant material list –
Landscape design drawings must be prepared on 8 ½” X 14” legal-
size paper (preferably recycled), folded to fit in the bound report.
Additionally, designs must be provided digitally in PDF format on
the CD;

o Contact information for the project client, including client’s name,
client representative name, and contact phone number;

o Total project cost;
o The date when the project was performed and completed;
o Identification of the role of the firm;
o The key personnel and their roles;
o Equipment used;
o Length and type of services provided; and
o The cost savings to the entity or agency, if any.

8. Preliminary Cost Proposal. The Respondent must complete Attachment 3 and submit
it with their Proposal. All costs borne by the Respondent must be reflected in the
Preliminary Cost Proposal. The City reserves the right to negotiate a final price, terms,
and conditions with the SR.

9. Commitment to meet MBE/WBE goals. Provide a plan delineating the various
anticipated categories and/or disciplines of work/services to be provided by MBE/WBE
firms. Provide the names and qualifications for the prospective MBE/WBE firms that
you plan to use to fulfill the minimum participation goals of 22% MBE and 5% WBE.
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10. Business License/Authority to do Business in Illinois

Respondent must provide copies of appropriate licenses or certifications required of any
individual or entity performing the Services described in this RFP in the City of Chicago,
County of Cook and State of Illinois, for itself, its partners and its subcontractors,
including evidence that Respondent is authorized by the Secretary of State to do business
in the State of Illinois. Provide copies with the Proposal submission.

These requirements will vary depending upon the circumstances of each Respondent.
See the Department of Business Affairs and Consumer Protection (BACP) website for
additional information: www.cityofchicago.org/businessaffairs.

If required by law, Respondents are required to have an Illinois Business License. See
the State of Illinois, Department of Business Services website for additional information:
(http://www.cyberdriveillinois.com/).

Additionally, visit the State of Illinois’ Division of Professional Regulation for
information regarding the State of Illinois’ Professional Certifications:
http://www.idfpr.com/DPR/.

11. Economic Disclosure Statement and Affidavit (“EDS”) and Appendix A

Respondent shall complete an Economic Disclosure Statement and Affidavit and
Appendix A. See Online City of Chicago EDS Instructions, and Attachment A Online
EDS Acknowledgement, in Attachment 5. If Respondent is a business entity other than a
corporation, then each member, partner, etc., of Respondent must complete an EDS, as
applicable, per the instructions on the EDS form. In addition, any entity that has an
interest in Respondent or in one or more of its members, partners, etc., and is required
pursuant to the Municipal Purchasing Act for Cities of 500,000 or More Population (65
ILCS 5/8-10-8.5) or Chapter 2-154 of the Municipal Code of Chicago to provide a
disclosure must submit a completed and executed EDS as an “entity holding an interest in
an Applicant” as described in the EDS. All affidavits must be notarized. Upon
completion of Online EDS, Respondent shall submit a copy of 2 documents with their
Proposal: 1) Certificate of Filing printed from system and Attachment A, Online EDS
Acknowledgement form in lieu of hardcopy EDS forms.

The Respondent submitting as the prime must submit the above referenced EDS
documents with its Proposal. Subcontractors may be asked, at the City’s discretion, to
provide an EDS during the evaluation process.

12. Legal Actions
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Respondent must provide a listing and a brief description of all material legal actions,
together with any fines and penalties, for the past 5 years in which (i) Respondent or any
division, subsidiary or parent entity of Respondent, or (ii) any member, partner, etc., of
Respondent if Respondent is a business entity other than a corporation, has been:

A. A debtor in bankruptcy; or
B. A plaintiff or defendant in a legal action for deficient performance under a
contract or violation of a statute or related to service reliability; or
C. A respondent in an administrative action for deficient performance on a project or
in violation of a statute or related to service reliability; or
D. A defendant in any criminal action; or
E. A named insured of an insurance policy for which the insured has paid a claim
related to deficient performance under a contract or in violation of a statute or related to
service reliability; or
F. A principal of a bond for which a surety has provided contract performance or
compensation to an obligee of the bond due to deficient performance under a contract or
in violation if a statute or related to service reliability; or
G. A defendant or respondent in a governmental inquiry or action regarding accuracy
of preparation of financial statements or disclosure documents.

The City reserves the right to request similar legal action information from
Respondent’s team members during the evaluation process.

13. Insurance

Respondent should include a statement that they can comply with the City’s insurance
requirements. Prior to contract award, the selected Respondent will be required to submit
evidence of insurance in the amounts specified in Attachment 4.

IV. EVALUATION CRITERIA

An Evaluation Committee (“EC”) which will include representatives from the Chicago
Department of Transportation, the Department of Fleet and Facility Management, and the
Chicago Park District, will review and evaluate the Proposals, as described below.

As part of the evaluation process, the EC will review the information required by Section
III, above, for each Proposal received. The EC may also review any other information



26

that is available to it, including but not limited to information gained by checking
references and by investigating Respondent’s financial condition.

The City reserves the right to seek clarification of any information that is submitted by
any Respondent in any portion of its Proposal or to request additional information during
the evaluation process. Any material misrepresentation made by a Respondent may void
the Proposal and eliminate the Respondent from further consideration.

In addition, the EC will review Respondent's Proposal using the following criteria (not
necessarily listed in order of importance):

The Evaluation Committee will review the submittals in accordance with the following
criteria:

A. Ability to Meet the Service Requirements as Evidenced by:
1. Respondent’s ability to meet the requirements described in the

Scope of Services;
2. The originality and imaginative design of Respondent’s Project

Examples considering the use of variety, color, height, scent,
composition, shape, texture, quality of plant and other materials,
aspect, suitability for climate, environmental conditions, and
context, all in the sole opinion of the Commissioner or his
designee;

3. Demonstrated success of proposed approach/methodology in past
or current similar projects and Respondent’s reputation for high
quality work, flexibility, consistency, reliability; and

4. The match-up between the Respondent’s work plan and the
available resources in key personnel, crews, equipment, and
organizational structure to accomplish the goals and objectives of
the project

B. Overview of Respondent’s Technical Competence as Evidenced by:
1. The quality of Respondent’s work plan, indicating a thorough

and accurate understanding of the project scale, type, unique
elements, and general approach to achieve the City’s goals
outlined in this RFP;

2. Respondent’s available resources key personnel, crews,
equipment, and organizational structure;

3. The quality and relevance of Respondent’s professional
qualifications and the technical experience and training of the
Respondent and its proposed team members and key personnel;
and

4. Respondent's past performance on similar type contracts, in
terms of quality of services and compliance with specifications.
The City may solicit from previous clients, including the City of
Chicago, or any available sources, relevant information
concerning Respondent's record of past performance.
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C. Overview of Respondent’s Plan for Providing the Services – The EC will
consider the quality and adequacy of Respondent’s work plan including the
approach to implement and/or administer the Services described in the Scope
of Services. The EC will consider Respondent’s capabilities to implement and
execute the full range of activities required for the Agreement as described in
this RFP, and based on Respondent’s responsiveness and professional
competence based on previous client experiences.

D. Cost: The EC will consider Respondent's Preliminary Cost Proposal, Attachment
3. While cost is important, it will not be the primary factor in the selection
process.

E. Responsiveness: The EC will consider the completeness and accuracy of
Respondent's Proposal.
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V. RESPONDENT SELECTION PROCESS

The Request for Proposal will be reviewed by an Evaluation Committee (EC) comprised
of representatives from the Chicago Department of Transportation, the Department of
Fleet and Facility Management, and the Chicago Park District. The Evaluation
Committee will review the submissions in accordance with the evaluation criteria
identified in Section IV.

The City may choose to conduct interviews, oral presentations and/or seek clarification
from selected proposers. The City reserves the right to seek clarification of information
submitted in response to this RFP and to request additional information during the
evaluation process. The final Selection will be based on the Proposal which is most
advantageous to the City. Such recommendation may be to enter into negotiations with
only one Respondent or may be to enter into negotiations with more than one
Respondent. Once determined, the Commissioner will seek the Chief Procurement
Officer’s concurrence.

Nothing in this RFP is intended to, nor will be deemed to operate, limit or otherwise
constrain the authority, powers, and discretion of the Chief Procurement Officer as set
forth in the Municipal Purchasing Act for Cities of 500,000 or More in Population, 65
ILCS 5/8-10-1 et.seq., as amended, and in the Municipal Code of the City of Chicago, as
amended.

Cancellation. The City reserves the right to terminate this procurement at any stage if the
Chief Procurement Officer determines it to be in the best interest of the City. In no event
will the City be liable to Proposers for any cost or damages incurred by Proposers or
other interested parties in connection with the procurement process, including but not
limited to any and all costs of preparing the RFP and participation in any conferences,
oral presentation or negotiations

Addenda

If it becomes necessary to revise or expand upon any part of this RFP, an addendum will
be sent (electronically or by mail) to all of the prospective Respondents listed on the
“Take Out Sheet” prior to the Proposal due date. A copy of addenda associated with this
RFP specification number will also be posted on the City of Chicago’s Department of
Procurement Services website and may be downloaded in lieu of being sent the
addendum. Prospective Respondents are listed on the Take Out Sheet when they pick-up
a copy of the RFP package from the Bid & Bond Room and leave a business card, e-mail
BidandBond@cityofchicago.org or call in to the Bid and Bond Room to register their
company as having downloaded a copy of the RFP prior to the Proposal due date. Each
addendum is incorporated as part of the RFP documents, and the prospective Respondent
should acknowledge receipt.

Respondents are solely responsible for acquiring the necessary information or materials
from the Bid and Bond room.
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Copies of the take-out list, and any addenda, are available from the Department of
Procurement Services Bid & Bond Room 301, City Hall, 121 North LaSalle Street, 
Monday-Friday, 8:30 a.m. - 4:30 p.m.; 312-744-9773; and via the Internet at the
Department of Procurement website: www.cityofchicago.org/Procurement

An addendum may include, but will not be limited to, the following:

1. Responses to questions and requests for clarification sent to the Department of
Procurement Services; or

2. Responses to questions and requests for clarification raised at the Pre-Proposal
Conference; or

3. Responses to questions and requests for clarification which were sent in by the
deadline for submission of questions; all in accordance with the provisions of Section V.
5.1 A herein.

City’s Rights to Reject Proposals

The City of Chicago, acting through its Chief Procurement Officer, reserves the right to
reject any and all Proposals that do not conform to the requirements set forth in this RFP;
or that do not contain at least the information required by this RFP. If no Respondent is
selected through this RFP process, then the Chief Procurement Officer may utilize any
other procurement method available under the Municipal Purchasing Act and the
Municipal Code of Chicago, to obtain the Services described in this RFP or as may
otherwise be so required.

No Liability for Costs

The City is not responsible for costs or damages incurred by Respondents, member(s),
partners, subcontractors, or other interested parties in connection with the RFP process,
including but not limited to costs associated with preparing the Proposal and/or
participating in any conferences, site visits, demonstrations, oral presentations or
negotiations.

Prohibition on Certain Contributions.- Mayoral Executive Order No. 2011-4

No Contractor or any person or entity who directly or indirectly has an ownership or
beneficial interest in Contractor of more than 7.5% ("Owners"), spouses and domestic
partners of such Owners, Contractor’s Subcontractors, any person or entity who directly
or indirectly has an ownership or beneficial interest in any Subcontractor of more than
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7.5% ("Sub-owners") and spouses and domestic partners of such Sub-owners (Contractor
and all the other preceding classes of persons and entities are together, the "Identified
Parties"), shall make a contribution of any amount to the Mayor of the City of Chicago
(the "Mayor") or to his political fundraising committee during (i) the bid or other
solicitation process for this Contract or Other Contract, including while this Contract or
Other Contract is executory, (ii) the term of this Contract or any Other Contract between
City and Contractor, and/or (iii) any period in which an extension of this Contract or
Other Contract with the City is being sought or negotiated.

Contractor represents and warrants that since the date of public advertisement of the
specification, request for qualifications, request for proposals or request for information
(or any combination of those requests) or, if not competitively procured, from the date the
City approached the Contractor or the date the Contractor approached the City, as
applicable, regarding the formulation of this Contract, no Identified Parties have made a
contribution of any amount to the Mayor or to his political fundraising committee.

Contractor shall not: (a) coerce, compel or intimidate its employees to make a
contribution of any amount to the Mayor or to the Mayor’s political fundraising
committee; (b) reimburse its employees for a contribution of any amount made to the
Mayor or to the Mayor’s political fundraising committee; or (c) bundle or solicit others to
bundle contributions to the Mayor or to his political fundraising committee.

The Identified Parties must not engage in any conduct whatsoever designed to
intentionally violate this provision or Mayoral Executive Order No. 2011-4 or to entice,
direct or solicit others to intentionally violate this provision or Mayoral Executive Order
No. 2011-4.

Violation of, non-compliance with, misrepresentation with respect to, or breach of any
covenant or warranty under this provision or violation of Mayoral Executive Order No.
2011-4 constitutes a breach and default under this Contract, and under any Other Contract
for which no opportunity to cure will be granted. Such breach and default entitles the
City to all remedies (including without limitation termination for default) under this
Contract, under Other Contract, at law and in equity. This provision amends any Other
Contract and supersedes any inconsistent provision contained therein.

If Contractor violates this provision or Mayoral Executive Order No. 2011-4 prior to
award of the Contract resulting from this specification, the CPO may reject Contractor’s
bid.

For purposes of this provision:

"Other Contract" means any agreement entered into between the Contractor and the City
that is (i) formed under the authority of MCC Ch. 2-92; (ii) for the purchase, sale or lease
of real or personal property; or (iii) for materials, supplies, equipment or services which
are approved and/or authorized by the City Council.



31

"Contribution" means a "political contribution" as defined in MCC Ch. 2-156, as
amended.

"Political fundraising committee" means a "political fundraising committee" as defined in
MCC Ch. 2-156, as amended.

False Statements

(a) 1-21-010 False Statements

Any person who knowingly makes a false statement of material fact to the city in
violation of any statute, ordinance or regulation, or who knowingly falsifies any
statement of material fact made in connection with an application, report, affidavit, oath,
or attestation, including a statement of material fact made in connection with a bid,
proposal, contract or economic disclosure statement or affidavit, is liable to the city for a
civil penalty of not less than $500.00 and not more than $1,000.00, plus up to three times
the amount of damages which the city sustains because of the person's violation of this
section. A person who violates this section shall also be liable for the city's litigation and
collection costs and attorney's fees.

The penalties imposed by this section shall be in addition to any other penalty provided
for in the municipal code. (Added Coun. J. 12-15-04, p. 39915, § 1)

(b) 1-21-020 Aiding and Abetting.

Any person who aids, abets, incites, compels or coerces the doing of any act prohibited
by this chapter shall be liable to the city for the same penalties for the violation. (Added
Coun. J. 12-15-04, p. 39915, § 1)

(c) 1-21-030 Enforcement.
In addition to any other means authorized by law, the corporation counsel may enforce
this chapter by instituting an action with the department of administrative hearings.
(Added Coun. J. 12-15-04, p. 39915, § 1)
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VI. SUBMITTAL DUE DATE AND TIME

Proposals must be received by the Chief Procurement Officer at the address shown in the
RFP up to the date and time shown here. It is the Proposer’s sole responsibility to see
that the Proposal is received as stipulated. The Chief Procurement Officer may leave
unopened any Proposal received after the date and time set for receipt of the Proposal.
The time for the deadline of the Proposals will be determined solely by the clock located
in the Bid & Bond Room. Any such unopened Proposals will be returned to the Proposer
at the Proposer’s expense. Proposers are responsible for the timely delivery of the
submittal documents. Failure by a messenger delivery service or printing service to meet
the deadline does not relieve the Proposer of the deadline for submittal of the Proposal.
Proposal packages must be complete and contain the number of copies shown in the RFP
document. The Chief Procurement Officer reserves the right to reject any Proposal which
deviates from the Submittal Requirements. No additional or missing documents will be
accepted after the due date and time except as may be requested by the Chief
Procurement Officer.

One (1) ORIGINAL and TWO (2) copies of the response are to be submitted in a sealed
envelope no later than 4:00 P.M., Chicago Time on October18, 2013 to:

Jamie L. Rhee, Chief Procurement Officer
Department of Procurement Services

Bid & Bond Section
City Hall-Room 301
121 N. LaSalle Street

Chicago, Il 60602

The outside of each envelope or package must be labeled:

“RFP for Professional Floral Displays Program Citywide
Requisition No. 74209 ~ Specification No. 110828”

Due 4:00 p.m., October 18, 2013

(Name of Respondent
Package ___ of___

(Note: 1 of 3 must contain signatures and be marked ORIGINAL)

Pre-Proposal Conference

The City will hold a Pre-Proposal Conference in the Department of Procurement
Services, Room 1103, City Hall, 121 N. LaSalle Street, Chicago, Illinois at 1:00
P.M. Central Time on September 23, 2013. All parties interested in bidding on
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this RFP are urged to attend in person. The City will answer questions and clarify
the terms of the RFP at the Pre-Proposal Conference. The City may respond both
to questions raised on the day of the conference and to questions e-mailed until
4:00 P.M. September 27, 2013.

VII. TRANSPARENCY WEBSITE; TRADE SECRETS

Consistent with the City's practice of making available all information submitted in
response to a public procurement, all Proposals, any information and documentation
contained therein, any additional information or documentation submitted to the City as
part of this solicitation, and any information or documentation presented to City as part of
negotiation of a contract or other agreement may be made publicly available through the
City's Internet website. However, Respondents may designate those portions of a
Proposal which contain trade secrets or other proprietary data ("Data") which Respondent
desires remain confidential.

To designate portions of a Proposal as confidential, Respondent must:

A. Mark the cover page as follows: "This RFP proposal includes trade secrets or other
proprietary data.”

B. Mark each sheet or Data to be restricted with the following legend: "Confidential: Use
or disclosure of data contained on this sheet is subject to the restriction on the title page
of this Proposal."

C. Provide a CD-ROM with a redacted copy of the entire bid or submission in .pdf format
for posting on the City's website. Respondent is responsible for properly and adequately
redacting any Data which Respondent desires remain confidential. If entire pages or
sections are removed, they must be represented by a page indicating that the page or
section has been redacted. Failure to provide a CD-ROM with a redacted copy may
result in the posting of an un-redacted copy.

Indiscriminate labeling of material as "Confidential" may be grounds for deeming a
Proposal as non-responsive.

All Proposals submitted to the City are subject to the Freedom of Information Act. The
City will make the final determination as to whether information, even if marked
"confidential," will be disclosed pursuant to a request under the Freedom of Information
act or valid subpoena. Respondent agrees not to pursue any cause of action against the
City with regard to disclosure of information.
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Attachment 1
Program Locations

SITE LOCATION DESCRIPTION
TYPICAL

SEASON(S)*
ESTIMATED

QTY

City Hall Window Boxes 121 N. LaSalle 36"x12"x10.5" Window Boxes
Summer / Winter /
Spring 70

City Hall Sidewalk Planters 121 N. LaSalle 310" x 56" concrete sidewalk planters
Summer / Winter /
Spring 8

Clark and Roosevelt NEX of Clark and Roosevelt
6' diameter concrete planter (5'2"
interior) Summer / Winter 1

Columbus Bridge at East Randolph Columbus and East Randolph 36"x15"x12" window boxes Summer / Winter 36

Cultural Center 78 E. Washington 30"x12"x10.5" Window Boxes
Summer / Winter /
Spring 120

Gallery 37 Roof Top 64 E. Randolph
various 14" to 30" round / 25"square
planters Summer 39

Illinois Planters Illinois and New Street 3 at 47"x47", 1 at 43"x66" (interior) Summer / Winter 4

LaSalle Planters LaSalle - Lake to Washington
2'10" x 2'10" concrete sidewalk
planters

Summer / Winter /
Spring 7

Marine Unit 500 E. Randolph
Various 25" square / 27"- 31" round /
21"-50" rectangle Summer 130

Poly Hanging Baskets Various locations 24" Poly Basket Summer / Winter 894

Randolph Planters Wabash to Jefferson
2'10" x 2'10" concrete sidewalk
planters Summer / Winter 40

Polk Planters Plymouth to Federal
2'10" x 2'10" concrete sidewalk
planters Summer / Winter 3

Washington Ginkgo Planters
South side of Washington - LaSalle to
Clark 44"x47"x36" interior Summer / Winter 7

Washington Planters Washington - Wacker to Michigan 34"x34" concrete sidewalk planters Summer / Winter 34

Washington Wells Planters NWX Washington and Wells
47"x47"36" interior, concrete sidewalk
planters Summer / Winter 4
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SITE LOCATION DESCRIPTION
TYPICAL

SEASON(S)*
ESTIMATED

QTY

Washington Pear Planters Washington - Wacker to Franklin
43"x66" interior, concrete sidewalk
planters Summer / Winter 4

Wire Hanging Baskets Various locations 24" Wire Basket Summer 380

Jefferson Planters Jefferson - Lake to Fulton
43” x 43” interior dimension, sidewalk
planters Summer / Winter 4

Michigan Av Planters Wacker to Roosevelt
60" interior dimension sidewalk
planters Summer / Winter 125

EL Boxes Dearborn - Randolph to Madison 36"x15"x13.5" Window Boxes Summer / Winter 4

LaSalle/Kinzie Garage Ramp
Above down ramp at LaSalle and
Kinzie 36"x15"x13.5" Window Boxes Summer / Winter 4

Riverwalk Boeing River - Randolph to Washington 36"x15"x13.5" Window Boxes Summer / Winter 9

Riverwalk State to Dearborn
Chicago River South - State to
Dearborn 36"x15"x13.5" Window Boxes Summer / Winter 27

Riverwalk Dearborn to Clark planters
Chicago River South - Dearborn to
Clark concrete built in planters Summer / Winter 8

Riverwalk Dearborn to Clark
Chicago River South - Dearborn to
Clark 36"x15"x13.5" Window Boxes Summer / Winter 24

Riverwalk Lasalle to Wells
Chicago River South - Lasalle to
Wells 36"x15"x13.5" Window Boxes Summer / Winter 24

Riverwalk Wells to Franklin
Chicago River South - Wells to
Franklin 36"x15"x13.5" Window Boxes Summer / Winter 24

Riverwalk Erie Terrace Plaza at Erie and Kingsbury 36"x15"x13.5" Window Boxes Summer / Winter 7

Riverwalk IBM
Chicago River North - Wabash to
State 36"x15"x13.5" Window Boxes Summer / Winter 27

Riverwalk Michigan Plaza
Lower Wacker - Michigan to Wabash
south side of River 36"x15"x13.5" Window Boxes Summer / Winter 9

Riverwalk Sheraton Hotel
Chicago River North - New Street to
Columbus Drive 36"x15"x13.5" Window Boxes Summer / Winter 63

Riverwalk Staircase NE Columbus and River NE staircase 36"x15"x13.5" Window Boxes Summer / Winter 3
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SITE LOCATION DESCRIPTION
TYPICAL

SEASON(S)*
ESTIMATED

QTY

Riverwalk Staircase SE Michigan and River SE staircase 36"x15"x13.5" Window Boxes Summer / Winter 6

Roosevelt Bridge Roosevelt - Indiana to Columbus 36"x15"x13.5" Window Boxes Summer / Winter 24

Roosevelt Bridge House
Roosevelt and Lumbar / North and
South Bridges 36"x15"x13.5" Window Boxes Summer / Winter 48

Upper Randolph Planters Lake to 8th Street
3'6" diameter concrete sidewalk
planters Summer / Winter 52

Huron Superior Planters Lasalle to Wells
3'6" diameter concrete sidewalk
planters Summer / Winter 12

Congress Av Planters Michigan to Wells 3' x 6'2" sidewalk planters
Summer / Winter /
Spring 61

Wacker N/S Planters Lake to Harrison 34 sq ft concrete sidewalk planters Summer / Winter 43

Congress Av Inground Planters Michigan to Wells Inground planters N/A 19

Michigan Av Inground Planters Wacker to Roosevelt Inground planters N/A 53

Wabash Av Inground Planters Wacker to Roosevelt Inground planters N/A 74

Cultural Center Gertrude Bernstein
Garden 78 E. Washington Landscape Bed N/A N/A

Cultural Center Green Roof 78 E. Washington Green Roof N/A N/A

Maxwell Street Green Roof
DesPlaines and Maxwell Street,

Parking Lot Green Roof N/A N/A

24th and Wentworth 2401 S. Wentworth Landscape Bed N/A N/A

Chicago River Locks Chicago River and Lake Michigan Landscape Bed N/A N/A

Chicago Police Headquarters 3510 S. Michigan Landscape Bed N/A N/A

Jefferson Pk Library 5363 W. Lawrence
19" x 19" x 24" square Pea gravel
aggregate Summer 2
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SITE LOCATION DESCRIPTION
TYPICAL

SEASON(S)*
ESTIMATED

QTY

Bezazian Library 1226 W. Ainslie Street
33" x 12" rectangular Black poly liner
window boxes Summer 18

Sulzer Library 4455 N. Lincoln
24" diam. 30" round Pea gravel
aggregate Summer 4

Brighton Park Library 4314 S. Archer
48" x 24" rectangular raised concrete
planter Summer 1

Clearing Library 6423 W. 63rd Place
19" x 19" x 24" square Pea gravel
aggregate Summer 2

Woodson Library 9525 S. Halsted
28" x 28" x 36" square Dura Art
planters Summer 2

Blackstone Library 4904 S. Lake Park Ave
48" diam. 18" soil depth 31" off
ground, round concrete pedestal Summer 2

Hall Library 4801 S. Michigan

L1 - 94" L2- 42" Center width - 36" /
18" Tall, trapezoid raised concrete
planter Summer 2

Hegewisch Library 3048 E. 130th Street 18" by 18" square Summer 2

King Library 3436 S. King Drive
19" x 19" x 24" square Pea gravel
aggregate Summer 2

Lozano Library 1805 S. Loomis
28" x 28" x 36" square Dura Art
planters Summer 4

Manning Library 6 S. Hoyne
19" x 19" x 24" square Pea gravel
aggregate Summer 2

McKinley Park Library 1915 W. 35th Street
19" x 19" x 24" square Pea gravel
aggregate Summer 2

* These are typical seasons in which services

are required At the discretion of CDOT,

seasons may be added or removed.
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Attachment 2
Program Schedule

SERVICES START* FINISH*

Spring Concepts na 15-Oct

Spring Designs, Work Plans, & Cost Estimates na 15-Nov

Spring Installation 13-Apr 16-Apr

Spring Maintenance 13-Apr 8-Jun

Spring Removal/Clean up 20-May 31-May

Summer Concepts NA 15-Oct

Summer Designs, Work Plans, &Cost Estimates NA 15-Nov

Summer Installation 20-May 8-Jun

Summer Maintenance 20-May 15-Oct

Summer Removal/Clean up 10-Oct 20-Oct

Fall Concepts na 1-Apr

Fall Designs, Work Plans, & Cost Estimates na 1-May

Fall Installation 10-Oct 20-Oct

Fall Maintenance 10-Oct 15-Nov

Fall Removal/Clean up 1-Nov 15-Nov

Winter Concepts na 1-Aug

Winter Designs, Work Plans, & Cost Estimates na 1-Sep

Winter Display Installation 14-Nov
Wednesday
before Thanksgiving

Winter Maintenance 14-Nov 14-Apr

Winter Display Removal/Clean up part 1 10-Feb 16-Feb

Winter Display Removal/Clean up part 2 1-Apr 14-Apr

*Start and finish dates are approximate and are provided as a guideline. Schedule
will be approved by CDOT.
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Attachment 3
Preliminary Cost Proposal

All costs associated with providing the services within the Scope of Service should be
included in the compensation schedule outlined below. Compensation will consist of the
cost of labor, certain direct costs, material mark ups, and subcontractors.

1. Labor Costs: The hourly rates quoted shall be fully loaded including all direct and
indirect costs as they pertain to all of the services described within the RFP Scope of
Services. Such labor costs include wages, overhead, labor burden, and profit. The
overhead should include all costs as they pertain to the services provided (exclusive of
the costs included in direct costs, material mark ups, and subcontractor costs as defined
below), including, but not be limited to, general administration, supervision, equipment,
vehicles, tools, accessories, transportation, fuel, traffic control, and disposal.

SERVICE CATEGORY FULLY LOADED HOURLY LABOR RATE

Year 1 Year 2 Year 3 Year 4 Year 5
Option
Year 1

Option
Year 2

Design Services $ $ $ $ $ $ $

Installation Services $ $ $ $ $ $ $

Maintenance Services $ $ $ $ $ $ $

2. Direct Costs: Direct costs include the following and will be reimbursed on the basis of
actual purchase/supplier receipts:

a. Plant Material: The cost of all plant material purchased for performance
of the services.

b. Landscape Material: The cost of landscape material purchased for
performance of the services including, but not limited to, soil, soil mixes,
soilless mixes, mulch, wood bark, compost, moss, sand, fertilizer, pesticide,
insecticides, rock, gravel.

c. Hardscape Material: The cost of hardscape material purchased for
performance of the services including, but not limited to, hanging basket
hardware, planter hardware, and holiday ornaments and lighting.

d. Delivery Fees: The costs of supplier delivery fees for plant, landscape and
hardscape materials purchased for performance of the services and delivered by
supplier to SR.
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3. Material Mark Up: Material Mark Ups quoted will be applied to the above Plant
Material, Landscape Material, and Hardscape Material, and compensated as direct cost
multiplied by mark-up quoted. A Material Mark UP will not be applied to Delivery Fees.

DIRECT COST CATEGORY MATERIAL MARK UP

Plant Material %

Landscape Material % Not exceed to 10%

Hardscape Material % Not to exceed 10%

Provide a detailed explanation of all costs included in the Plant Material Mark Up:

4. Subcontractors: The City will reimburse the SR for the costs of subcontractors as
those costs are incurred under or in connection with Subcontracts awarded by the SR in
accordance with the terms and conditions of the awarded Agreement, subject to the City’s
prior written approval. In no event is the SR entitled to any mark-up of Subcontractor
costs. Subcontractor compensation will be determined at the agreement negotiation.

5. The following is not compensatory: costs associated with contract management, the
preparation of work plans, cost estimates, invoices, and schedules; costs associated with
loading and unloading at the SR facilities; travel to the first City location and travel from
the last City location; lunch breaks; training; and overtime.
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Attachment 4

CONTRACT INSURANCE REQUIREMENTS
Department of Transportation

Professional Floral Displays Program
CDOT Project No. B-2-701

The Contractor must provide and maintain at Contractor's own expense, until Contract
completion and during the time period following completion if Contractor is required to
return and perform any additional work, the insurance coverages and requirements
specified below, insuring all operations related to the Contract.

A. INSURANCE TO BE PROVIDED

1) Workers Compensation and Employers Liability

Workers Compensation Insurance, as prescribed by applicable law covering all
employees who are to provide work under this Contract and Employers Liability
coverage with limits of not less than $500,000 each accident, illness or disease.

2) Commercial General Liability (Primary and Umbrella)

Commercial General Liability Insurance or equivalent with limits of not less than
$2,000,000 per occurrence for bodily injury, personal injury, and property damage
liability. Coverages must include the following: All premises and operations,
products/completed operations, explosion, collapse, underground, separation of
insureds, defense, and contractual liability (not to include Endorsement CG 21 39
or equivalent). The City of Chicago is to be named as an additional insured on a
primary, non-contributory basis for any liability arising directly or indirectly from
the work.

Subcontractors performing work for the Contractor must maintain limits of not
less than $1,000,000 with the same terms herein.

3) Automobile Liability (Primary and Umbrella)

When any motor vehicles (owned, non-owned and hired) are used in connection
with work to be performed, the Contractor must provide Automobile Liability
Insurance with limits of not less than $1,000,000 per occurrence for bodily injury
and property damage. The City of Chicago is to be named as an additional
insured on a primary, non-contributory basis. Coverage

4) Professional Liability
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When any architects, engineers, landscape design professionals and any other
professional consultants perform work in connection with this Contract,
Professional Liability Insurance covering acts, errors, or omissions must be
maintained with limits of not less than $1,000,000. When policies are renewed or
replaced, the policy retroactive date must coincide with, or precede, start of work
on the Contract. A claims-made policy which is not renewed or replaced must
have an extended reporting period of two (2) years.

5) Property

Contractor is responsible for all loss or damage to personal property (including
but not limited to planter/floral displays any material, equipment, tools and
supplies) owned, rented or used by Contractor.

The Contractor is responsible for all loss or damage to City property at full
replacement cost that result from this Contract.

B. ADDITIONAL REQUIREMENTS

The Contractor must furnish the City of Chicago, Department of Procurement Services,
City Hall, Room 403, 121 North LaSalle Street 60602, original Certificates of Insurance,
or such similar evidence, 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 must submit
evidence of insurance on the City of Chicago Insurance Certificate Form (copy attached)
or equivalent prior to Contract award. The receipt of any certificate does not constitute
agreement by the City that the insurance requirements in the Contract have been fully met
or that the insurance policies indicated on the certificate are in compliance with all
Contract requirements. The failure of the City to obtain certificates or other insurance
evidence from Contractor is not a waiver by the City of any requirements for the
Contractor to obtain and maintain the specified coverages. The Contractor must advise
all insurers of the Contract provisions regarding insurance. Non-conforming insurance
does not relieve Contractor of the obligation to provide insurance as specified herein.
Nonfulfillment of the insurance conditions may constitute a violation of the Contract, and
the City retains the right to stop work until proper evidence of insurance is provided, or
the Contract may be terminated.

The Contractor must provide for 60 days prior written notice to be given to the City in the
event coverage is substantially changed, canceled, or non-renewed.

Any deductibles or self insured retentions on referenced insurance coverages must be
borne by Contractor.
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The Contractor hereby waives and agrees to require their insurers to waive their rights of
subrogation against the City of Chicago, its employees, elected officials, agents, or
representatives.

The coverages and limits furnished by Contractor in no way limit the Contractor's
liabilities and responsibilities specified within the Contract or by law.

Any insurance or self insurance programs maintained by the City of Chicago do not
contribute with insurance provided by the Contractor under the Contract.

The required insurance to be carried is not limited by any limitations expressed in the
indemnification language in this Contract or any limitation placed on the indemnity in
this Contract given as a matter of law.

If Contractor is a joint venture or limited liability company, the insurance policies must
name the joint venture or limited liability company as a named insured.

The Contractor must require all subcontractors to provide the insurance required herein,
or Contractor may provide the coverages for subcontractors. All subcontractors are
subject to the same insurance requirements of Contractor unless otherwise specified in
this Contract.

If Contractor or subcontractor desires additional coverages, the party desiring the
additional coverages is responsible for the acquisition and cost.

Notwithstanding any provision in the Contract to the contrary, the City of Chicago Risk
Management Department maintains the right to modify, delete, alter or change these
requirements.
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ATTACHEMENT 5

ONLINE CITY OF CHICAGO ECONOMIC DISCLOSURE
STATEMENT AND AFFIDAVIT (EDS) INSTRUCTIONS

WHEN SUBMITTING YOUR RESPONSE TO THIS REQUEST FOR PROPOSAL
(RFP), FOR _________________________________________, SPECIFICATION NO.
_________, THE RESPONDENT(S) SHALL SUBMIT 2 DOCUMENTS: 1) A
“CERTIFICATE OF FILING” EVIDENCING COMPLETION OF YOUR ONLINE EDS
AND 2) AN EXECUTED ATTACHMENT A, ONLINE EDS ACKNOWLEDGEMENT
SIGNED BY AN AUTHORIZED OFFICER BEFORE A NOTARY.

1. ONLINE EDS FILING

1.1. ONLINE EDS FILING REQUIRED PRIOR TO RESPONSE DUE DATE

The Respondent shall complete an online EDS prior to the response due date. A
Respondent who does not file an electronic EDS prior to the response due date
may be found non-responsive and its response rejected. If you are unable to
complete the online EDS and print a Certificate of Filing prior to the response due
date, the City will accept a paper EDS provided written justification is provided
explaining your good faith efforts to complete it before the response due date and
the reasons why it could not be completed.

NOTE: ALWAYS SELECT THE “CONTRACT” (NOT UPDATE) BOX WHEN
COMPLETING AN ONLINE EDS TO ENSURE A NEW CONTRACT SPECIFIC
ONLINE EDS IS CREATED RELATED TO THE SOLICITATION DOCUMENT.
CLICKING THE UPDATE BOX ONLY UPDATES PREVIOUS EDS
INFORMATION.

1.2. ONLINE EDS WEB LINK

The web link for the Online EDS is https://webapps.cityofchicago.org/EDSWeb

1.3. ONLINE EDS NUMBER

Upon completion of the online EDS submission process, the Respondent will be
provided an EDS number. Respondent should record this number here:

EDS Number:

1.4. Online EDS Certification of Filing and attachment a, online eds
acknowledgement

Upon completion of the online submission process, the Respondent will be able to
print a hard copy Certificate of Filing. The Respondent should submit the signed
Certificate of Filing and Attachment A, Online EDS Acknowledgement form with its
response. Please insert your Certification of Filing and Attachment A, Online EDS
Acknowledgement form following the Cover Letter. See Section ____, Required
Contents of Proposal in the RFP. A Respondent who does not include a signed Certificate
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of Filing and/or Attachment A, Online EDS Acknowledgement form with its response
must provide it upon the request of the Chief Procurement Officer.
1.5. Preparation Checklist For Registration
To expedite and ease your registration process, we recommend that you collect the
following information prior to registering for an Online EDS user account:

1. Invitation number, if you were provided an invitation number.

2. EDS document from previous years, if available.

3. Email address to correspond with the Online EDS system.

4. Company Information:

a. Legal Name

b. FEIN/SSN

c. City of Chicago Vendor Number, if available.

d. Address and phone number information that you would like to
appear on your EDS documents.
e. EDS Captain. Check for an EDS Captain in your company -
this maybe the person that usually submits EDS for your company, or
the first person that registers for your company.

1.6. Preparation Checklist For EDS Submission
To expedite and ease your EDS submission, we recommend that you collect the
following information prior to updating your EDS information online.
Items #1 through #7 are needed for both EDS information updates and contract related
EDS documents:

1. Invitation number, if you were provided with an invitation
number.
2. Site address that is specific to this EDS.
3. Contact that is responsible for this EDS.
4. EDS document from previous years, if available.
5. Ownership structure, and if applicable, owners’ company
information:
a. % of ownership
b. Legal Name
c. FEIN/SSN
d. City of Chicago Vendor Number, if available.
e. Address
6. List of Commissioners, officers, titleholders, etc. (if applicable).
7. For partnerships/LLC/LLP/Joint ventures, etc.:
a. List of controlling parties (if applicable).

Items #8 and #9 are needed ONLY for contract related EDS documents:
8. Contract related information (if applicable):
a. City of Chicago contract package
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b. Cover page of City of Chicago bid/solicitation package
c. If EDS is related to a mod, then cover page of your current
contract with the City.
9. List of subcontractors and retained parties:
a. Name
b. Address
c. Fees – Estimated or paid

1.7. EDS Frequently Asked Questions
Q: Where do I file?
A: The web link for the Online EDS is https://webapps.cityofchicago.org/EDSWeb
Q: How do I get help?
A: If there is a question mark on a page or next to a field, click on the question mark
for help filling out the page or field. You may also consult the User Manual and the
Training Videos available on the left menu.
Q: Why do I have to submit an EDS?
A: The Economic Disclosure Statement (EDS) is required of applicants making an
application to the City for action requiring City Council, City department or other City
agency approval. For example, all bidders seeking a City contract are required to submit
an EDS. Through the EDS, applicants make disclosures required by State law and City
ordinances and certify compliance with various laws and ordinances. An EDS is also
required of certain parties related to the applicant, such as owners and controlling parties.
Q: Who is the Applicant?
A: “Applicant” means any entity or person making an application to the City for
action requiring City Council or other City agency approval. The applicant does not
include owners and parent companies.
Q: Who is the Disclosing Party?
A: “Disclosing Party” means any entity or person submitting an EDS. This includes
owners and parent companies.
Q: What is an entity or legal entity?
A: “Entity’ or ‘Legal Entity” means a legal entity (for example, a corporation,
partnership, joint venture, limited liability company or trust).
Q: What is a person for purposes of the EDS?
A: “Person” means a human being.
Q: Who must submit an EDS?
A. An EDS must be submitted in any of the following three circumstances:

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.

Entities
holding an
interest:

Whenever a legal entity has a beneficial interest (E. G.
direct or indirect ownership) of more than 7.5% in the
Applicant, each such legal entity must file an EDS on its
own behalf.

Controlling
entities:

Whenever a Disclosing Party is a general partnership,
limited partnership, limited liability company, limited
liability partnership or joint venture that has a general
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partner, managing member, manager or other entity that can
control the day-to-day management of the Disclosing Party,
that entity must also file an EDS on its own behalf. Each
entity with a beneficial interest of more than 7.5% in the
controlling entity must also file an EDS on its own behalf.

Q: What information is needed to submit an EDS?
A: The information contained in the Preparation Checklist for EDS submission.
Q: I don’t have a user ID & password. Can I still submit an Online EDS?
A: No. You must register and create a user ID and password before submitting an
Online EDS.
Q: What information is needed to request a user ID & password for Online
EDS?
A: The information contained in the Preparation Checklist for Registration is needed
to request a login for the Online EDS.
Q: I already have a username and password from another City web site (City
Web Portal, Department of Construction and Permits, Department of Consumer
Services, etc.). Can I log-in the Online EDS with that account?
A: Usually not. The Online EDS uses a user ID and password system that is shared
by the Public Vehicle Advertising and Water Payment web sites. You may use a
username and password from those sites by answering “Yes” to “Is this an existing City
of Chicago user ID?” when registering. Other usernames and passwords will not be
automatically recognized. However, you may choose to create an identical username for
the Online EDS if it is not already taken.
Q: I don’t have an email address. How do I submit an Online EDS?
A: You cannot get an account to submit an online EDS without an email address. If
you need an e-mail address, we suggest that you use a free internet email provider such as
www.hotmail.com or www.yahoo.com or rnail.google.com to open an account. The City
does not endorse any particular free internet email provider. Public computers are
available at all Chicago Public Library branches.
Q: I forgot my user ID. Can I register again?
A: No. If you are the EDS Captain of your organization, please contact the
Department of Procurement Services at 312-744-4900. If you are an EDS team member,
contact your EDS Captain, who can look up your user ID.
Q: Who is the EDS Captain?
A: The EDS Captain is a person who performs certain administrative functions for an
organization which files an EDS. Each organization registered with the Online EDS has
at least one EDS Captain. There may be co-captains, who are all equal. EDS Captains
approve new users, change contact information for an organization, and de-active
accounts of employees who have left the organization. Please see the User Manual for
more information.
Q: Why do we need EDS Captains?
A: The Online EDS is designed to be a self-service web application which allows
those doing or seeking to do business with the City to perform as many routine functions
as possible without City intervention. Because many organizations have multiple staff
filing an EDS, the EDS Captain role allows those organizations to self-manage the
contact information and users.
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Q: Who is the EDS team?
A: The EDS team for an organization is everyone who is registered to file an EDS on
behalf of the organization.
Q: I forgot my password. What should I do?
A: To retrieve a temporary password, click the “Forgot your password?” link on the
login page. Enter your user ID that you provided when you registered your account. The
system will automatically generate a temporary password and send it to you. When you
log-in with your temporary password, you will be asked to create a new password.
Q: How do I complete an Online EDS?
A: Click on “Create New” after logging in. The Online EDS system will walk you
through the EDS questions. Please see the User Manual for details.
Q: How do I fill out a Disclosure of Retained Parties?
A: There is no longer a separate Disclosure of Retained Parties filing. After logging
in, click on “Create New”. Answer (click) “Contract” to “Is this EDS for a contract or an
EDS information update?” Click “Fill out EDS”, and click on the “Retained Parties” tab.
When finished, click on “Ready to Submit.”
Q: How do I attach documents?
A: Attachments are discouraged. If at all possible, please provide a concise
explanation in the space provided in the online form. Attachments with pages of officers
are not acceptable. Names of officers must be typed into the system. If you must provide
an attachment for another reason, please send it to your City of Chicago contact (contract
administrator or negotiator for procurements) and they will attach it for you. Documents
can be sent in PDF (preferred), Word, or paper format.
Q: Who can complete an Economic Disclosure Statement online?
A: Any authorized representative of your business with a user ID and password can
complete your EDS online. One person, such as an assistant, can fill in the information
and save it, and another person can review and electronically sign the Online EDS.
Q: What are the benefits of filing my Economic Disclosure statement
electronically?
A: Filing electronically reduces the chance of filing an incomplete EDS and speeds
up the processing of contract awards. A certificate of filing can be printed at the
completion of the process and inserted into your bid package. The biggest benefit for
those who frequently do business with the City is that after the first EDS, each EDS is
much easier to fill out because non-contract specific information is pre-filled from the
last submitted EDS.
Q: Will my information be secure?
A: Yes. When making your internet connection to our Web Server, you will connect
through a Secure Socket Layer (SSL for short) to the “Online EDS” login page. All
information you type will be protected using strong encryption. Within the login page,
you will provide us with a user ID, password, and secret question for user authentication,
Only you will have knowledge of this unique identification information.
Q: I am filing electronically. How do I sign my EDS?
A: Once you have completed the EDS, you will be prompted to enter your password
and answer to your secret question. Together, these will serve as your electronic
signature. Although you will also print and physically sign an EDS certification of filing
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as a notice that your EDS was filed, your EDS is complete as a legal document with only
the electronic filing.
Q: My address has changed. How can I update my information?
A: You must be an EDS Captain for your organization to update this. Log-in and
click on “Vendor Admin, Site Administration.” Select the appropriate site and click edit.
Q: I have more questions. How can I contact the Department of Procurement
Services?
A: Please contact the contract administrator or negotiator assigned to your
solicitation or contract. You may call DPS at 312-744-4900 between 8:30 AM and 5:00
PM Central Time.
Q: Can I save a partially complete EDS?
A: Yes. Click “Save”. To avoid data loss, we recommend you save your work
periodically while filling out your EDS.
Q: Do I have to re-type my information each time I submit an EDS?
A: No. The system will remember non-contract specific information from your last
submitted EDS for one year. This information will be filled-in for you in your new EDS.
You will have an opportunity to correct it if it has changed since your last filing. When
you submit your new EDS, the information is saved and the one-year clock begins
running anew.
Q: What are the system requirements to use the Online EDS?
A: The following are minimum requirements to use the Online EDS:
• A PDF viewer such as Adobe Reader is installed and your web browser is
configured to display PDFs automatically. You may download and install Adobe Reader
free at www.adobe.comlproducts/reader/
• Your web browser is set to permit running of JavaScript.
• Your web browser allows cookies to be set for this site. Please note that while we
use cookies in the Online EDS, we do not use them to track personally identifiable
information, so your privacy is maintained.
• Your monitor resolution is set to a minimum of 1024 x 768.
• While not required to submit an EDS, if you wish to view the training videos, you
must have Adobe Flash Plugin version 9 or higher, speakers, and sound. Please note that
very old computers may not be able to run Adobe Flash and will not be able to play the
training videos. In that case, we encourage you to seek help using the Online EDS
Manuals. You may download and install Adobe Flash Plugin free at
htty://get.adobe.comiflashplayer
The Online EDS has been tested on Internet Explorer 6.0 and 7.0 and Firefox 2.0 and 3.0
on Windows XIP and Mac OS X. Although it should work on other browsers and
operating systems, the City of Chicago cannot guarantee compatibility.
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ATTACHMENT A
ONLINE EDS ACKNOWLEDGEMENT

The undersigned, hereby acknowledges having received Specification No. ___________
containing a full set of RFP Documents, including, Addenda Numbers (none unless
indicated here) ______________________________, and affirms that the Respondent
shall be bound by all the terms and conditions contained in the RFP Documents,
regardless of whether a complete set thereof is attached to this response.
Under penalty of perjury, the undersigned: (1) warrants that he/she was authorized to
submit an EDS on behalf of the Disclosing Party on-line, (2) warrants that all
certifications and statements contained in the EDS are true, accurate and complete as of
the date the EDS was submitted on-line, and (3) further warrants that, as of the date of
submission of this response, there have been no changes in circumstances since the date
that the EDS was submitted that would render any certification in the EDS false,
inaccurate or incomplete.
Further, the undersigned being duly sworn deposes and says on oath that no disclosures
of ownership interests have been withheld and the information provided therein to the
best of its knowledge is current and the undersigned has not entered into any agreement
with any other respondent or prospective respondent or with any other person, firm or
corporation relating to the price named in this proposal or any other proposal, nor any
agreement or arrangement under which any act or omission in restraining of free
competition among respondents and has not disclosed to any person, firm or corporation
the terms of this proposal or the price named herein.
COMPANY NAME: ____________________________________________________
(Print or Type)

AUTHORIZED OFFICER SIGNATURE:
______________________________________

TITLE OF SIGNATORY: __________________________________________________
(Print or Type)

BUSINESS ADDRESS: ___________________________________________________
(Print or Type)

State of ______________________ (Affix Corporate Seal)
County of _____________________
This instrument was acknowledged before me on this _____ day of __________, 20___
by ____________________________ as President (or other authorized officer) and
_________________________ as Secretary of _________________ (Company Name)
Notary Public Signature: ____________________________ (Seal)
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