THE VILLAGE OF TINLEY PARK

Cook County, Illinois
Will County, Illinois

ORDINANCE
NO. 2024-0-009

AN ORDINANCE AMENDING TITLE 111, CHAPTER 36, SECTION 36.03 OF THE
TINLEY PARK MUNICIPAL CODE ENTITLED “PURCHASING MANUAL ADOPTED
BY REFERENCE”

MICHAEL W. GLOTZ, PRESIDENT
NANCY O’CONNOR, VILLAGE CLERK

WILLIAM P. BRADY
WILLIAM A. BRENNAN
DENNIS P. MAHONEY
MICHAEL G. MUELLER
KENNETH E. SHAW
COLLEEN M. SULLIVAN
Board of Trustees




VILLAGE OF TINLEY PARK
Cook County, Illinois
Will County, Illinois

ORDINANCE NO. 2024-0-009

AN ORDINANCE AMENDING TITLE 111, CHAPTER 36, SECTION 36.03 OF THE
TINLEY PARK MUNICIPAL CODE ENTITLED “PURCHASING MANUAL ADOPTED
BY REFERENCE”

WHEREAS, Section 6(a) of Article VII of the 1970 Constitution of the State of Illinois
provides that any municipality which has a population of more than 25,000 is a home rule unit,
and the Village of Tinley Park, Cook and Will Counties, Illinois, with a population in excess of
25,000 is, therefore, a home rule unit and, pursuant to the provisions of said Section 6(a) of Article
VII, may exercise any power and perform any function pertaining to its government and affairs,
including, but not limited to, the power to tax and to incur debt; and

WHEREAS, the Village of Tinley Park (“Village”) finds it prudent to periodically review
its policies and procedures; and

WHEREAS, in furtherance of such goals, the Village previously has from time to time
adopted purchasing policies, with the most recent purchasing policy amendments adopted in 2017
and 2019; and

WHEREAS, the Corporate Authorities of the Village of Tinley Park, Cook and Will
Counties, Illinois, have determined that it is in the best interest of the Village of Tinley Park and
its residents to update the existing Purchasing Policy Manual while simultaneously renaming it the
Procurement Policy Manual; and

NOW, THEREFORE, BE IT ORDAINED BY THE PRESIDENT AND BOARD OF
TRUSTEES OF THE VILLAGE OF TINLEY PARK, COOK AND WILL COUNTIES,
ILLINOIS, STATE AS FOLLOWS:

SECTION 1: The foregoing recitals shall be and are hereby incorporated as findings of facts as
if said recitals were fully set forth herein.

SECTION 2: That the Procurement Policy Manual is attached hereto as Exhibit #1.

SECTION 3: That this Ordinance shall be in full force and effect from and after its adoption and
approval.

SECTION 4: That the Village Clerk is hereby ordered and directed to publish this Ordinance in
pamphlet form, and this Ordinance shall be in full force and effect from and after its passage,
approval, and publication as required by law.



PASSED THIS 6% day of February, 2024.

AYES: Brady, Brennan, Mahoney, Mueller, Shaw, Sullivan
NAYS: None

ABSENT: None

APPROVED THIS 6" day of February, 2024.

ALY, -

VILLAGE PRESIDENT/

ATTEST:

Y e

VILLAGE CLERK
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Procurement Policy Manual
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5.

Obtain a receipt for your purchase. You will need to turn in the original
receipt to the Finance Department within 5 business days with your
signature and proper allocation. If the receipt is e-mailed to you, a printout
of that e-mail is sufficient.

Procedures After Purchase

1.

2.

3.

Complete the Credit Card Payment Form (Exhibit D) within five (5) business
days of receiving credit card statement. The following must be included on
the form:

a. Cardholders Name;

b. Date of Submission;

c. Credit Card holder's Department;

d. Detailed description of each item purchased including the
following: detail of equipment or good purchased, reason for use of
credit card, specific event held or attended and reason for event,
and attendees (if applicable);

e. Department/Org code with charge account;

f.  Amount of purchase or credit (list all transactions individually);

g. Total amount listed, which should be the same as the amount due
on the Credit Card statement; and

h. Signature from Department Head noting approval of all purchases.

Return Credit Card Payment form with original receipts to Accounts
Payable for processing.

The Assistant Finance Director will review the submitted statements, sign
if approved, and forward the packet to the Village Manager for final
approval.

If receipts are missing, the employee will submit a memo to the Village
Manager describing the charge, date of purchase and justification. It will
be up to the Village Manager's discretion as to whether the charge will be
approved or if the employee will be required to reimburse the Village.

If purchase, with receipt, is determined to be an ineligible purchase,
the employee will be required to reimburse the Village.

Lost or Stolen Credit Card

1.

Should an employee lose or have their Credit Card stolen, it is the
responsibility of the cardholder to immediately notify the credit card issuer
and the Assistant Finance Director of the loss. The telephone number of
the Credit Card issuer will be provided when the credit card is issued to the
cardholder.

The cardholder must notify the Assistant Finance Director of the lost or
stolen Credit Card within one workday after discovery of the loss or theft
of the card. The cardholder will be required to make a written report to the
Finance Director within 3 workdays, that will include the complete

16 |Page















(A) In determining whether a bidder is a “responsible bidder” for the award of a public
works contract, the bidder must submit the following information and supporting
documentation verified under oath on a form designated by the Village of Tinley Park, in
order for the bid to be accepted:

(1) A copy of the lllinois Secretary of State's Department of Business Services online
records evidencing that the bidder has a current corporate annual report on file. If
the bidder is an individual, sole proprietor, or partnership, this division (A) shall not

apply.

(2) Documents evidencing current registration with the lllinois Department of
Revenue if bidder has employees (e.g., document with account number, Iliinois
Business Tax number).

(3) Documents evidencing current registration with the lllinois Department of
Employment Security if bidder has employees (e.g., document with Ul account
number).

(4) Disclosure of any federal, state or local tax liens or tax delinquencies against the
contractor or any officers of the contractor in the last five years.

(5) Compliance with:

(@) Submittal of Federal Employer Tax Identification Number or Social Security
Number (for individual); and

(b) Provision of Section 2000e of Chapter 21, Title 42 of the United States Code
and Federal Executive Order No. 11246 as amended by Federal Executive
Order No. 11375 (known as the Equal Employment Opportunity Provisions).

(6) A statement and certificates indicating that all employees are (i) covered under a
current general liability, workers’ compensation, completed operations, automobile,
hazardous occupation, and product liability and professional liability insurance
policy(ies) and (ii) properly classified under such policy(ies). If the bidder is insured
with a carrier, the evidence of workers’ compensation insurance shall be a copy of the
“Information Page” of the bidder's workers’ compensation policy and any
continuation of that Information Page which include the name and address of the
insured, as well as the class codes the compensation premium is based on and the
total estimated remuneration per class code.

(7) Furnishing certification that the bidder is not barred from bidding or contracting
as a result of a violation of ILCS Ch. 720, Act 5, &8 33E.
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(8) A statement of compliance with all provisions of the lllinois Prevailing Wage Act
(ILCS Ch. 820, Act 130 88 1 et seq.) and all rules and regulations therein including
wages, medical and hospital insurance and retirement for those trades covered by
the Act, for the past five years. Such statement shall also provide that the contractor
has reviewed the Prevailing Wage Act or federal Davis-Bacon and Related Acts, has
reviewed and agrees to pay the applicable prevailing wage rates attached to the bid
specifications, and will strictly comply with the Prevailing Wage Act or federal Davis-
Bacon and Related Acts and related requirements. A contractor who has been found
by the lllinois Department of Labor to be in violation of the Prevailing Wage Act twice
within a three-year period shall be deemed not to be a responsible bidder for two
years from the date of the latest finding.

(9) A copy of the written program for the prevention of substance abuse to be filed
with a public body pursuant to the Substance Abuse Prevention on Public Works
Projects Act (ILCS Ch. 820, Act 265 88 1 et seq.).

(10) A copy of the written sexual harassment policy to be filed with the village
pursuant to the lllinois Human Rights Act (ILCS Ch. 775, Act 5 88 2-105 et seq.), that
includes (i) the illegality of sexual harassment, (ii) the definition of sexual harassment
under lllinois law, (iii) a description of sexual harassment, utilizing examples, (iv) an
internal complaint process including penalties, (v) the legal recourse, investigative and
complaint process available through the Department of Human Rights and Human
Rights Commission, (vi) direction on how to contact the Department of Human Rights
and Human Rights Commission, and (vii) protection against retaliation, and a
certificate of compliance with Title 7 of the 1964 Civil Rights Act and the lllinois Human
Rights Act.

(11) A copy of the written program promoting a drug-free workplace to be filed with
the village pursuant to the Illinois Drug Free Workplace Act (ILCS Ch. 30, Act 580 §§ 3
et seq.), establishing that all employees engaged in the performance of work under
the contract shall comply with the requirements of the Iflinois Drug Free Workplace
Act.

(12) A statement that individuals who will perform work on the public works project
on behalf of the contractor are properly classified as either (i) an employee or (ii) an
independent contractor under all applicable state and federal laws and local
ordinances, for the project being bid.

(13) Documents evidencing any professional or trade license required by law or local
ordinance for any trade or specialty area in which the contractor is seeking a contract
award. Additionally, the contractor must disclose any suspension or revocation of
such license held by the company, or of any director, officer or manager of the
company.
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(14) Evidence of participation in apprenticeship and training programs applicable to
the work to be performed on the project which are approved by and registered with
the United States Department of Labor's Office of Apprenticeship, or its successor
organization. The required evidence includes but is not limited to a copy of all
applicable apprenticeship standards or apprenticeship agreement(s) for any
apprentice(s) who will perform work on the public works project.

(15) Bidder shall certify that all employees expected to perform work on the project
have completed a ten-hour or greater OSHA safety program. Only workers that have
satisfactorily completed a ten-hour or greater OSHA safety program will be allowed
to participate on the project. The bidder must have copies of employee OSHA cards
on file, and Village of Tinley Park may request the bidder provide copies of employees’
OSHA cards; failure to produce an employee’s OSHA card may result in a
determination that the bidder is not a responsible bidder.

(16) Disclosure of the name and address of each subcontractor from whom the
contractor has accepted a bid and/or intends to hire on any part of the project.
Further, each such subcontractor shall be required to adhere to the requirements set
forth herein as though it were bidding directly to Village of Tinley Park. Each
contractor shall submit all subcontractor information and supporting documentation
to Village of Tinley Park prior to the subcontractor commencing work on the project.

(17) Statements as to past performance, which shall give an accurate and complete
record of all public works projects completed in the past three years by the
contractor. Such statements shall include the name of the public body and the
project, original contract price, final contract price, and the names of all
subcontractors used, if applicable, and a statement as to compliance with completion
deadlines.

(18) Furnishing of required performance and payment bonds.

(19) Any determinations by a court or governmental agency for violations of federal,
state, or local laws, including but not limited to serious, willful or repeated violations
of the Occupational Safety and Health Act (OSHA), violations of contracting or
antitrust laws, tax or licensing laws, environmental laws, or the Federal Davis-Bacon
and Related Acts.

(20) Furnishing evidence that the bidder has not only the final responsibility but also
the ability to respond to the needs of the village by the discharge of the contractor’s
obligations in accordance with what is expected or demanded under the terms of the
contract.
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(21) Evidence of participation in apprenticeship training programs applicable to the
work to be performed on the project, which are approved by and registered with the
United States Department of Labor's Office of Apprenticeship, or its successor
organization; and evidence that any applicable apprenticeship program has
graduated at least five (5) apprentices in each of the past five (5) years for each of the
construction crafts the bidder will perform on the project. Evidence of graduation
rates is not required for apprentice-able crafts dedicated exclusively to the
transportation of material and equipment to and from the public works project.
Additional evidence of participation and graduation requirements may be requested
by the Village Manager at its discretion.

It is the sole responsibility of the bidder to comply with all submission requirements
at the time it submits its bid to the Village of Tinley Park. Bidder submissions deemed
inadequate, or incomplete, may result in a determination that the bidder is not a
responsible bidder.

The submission requirements also apply to all subcontractors, except that the
successful bidder shall submit all subcontractor submissions to the Village of Tinley
Park prior to the subcontractor commencing work on the project. Failure of a
subcontractor to submit the required information shall disqualify the successful
bidder from performing work on the project and shall constitute a contractual default
and/or breach by the successful bidder. The village may withhold all payments
otherwise due for work performed by a subcontractor, until the subcontractor
submits the required information and approves such information. Further, where
deemed necessary, the village may also require that the successful bidder remove
the subcontractor from the project and replace it with a responsive and responsible
subcontractor.

(B) The bidder and subcontractor(s) have a continuing obligation to report any material
changes to their status as it pertains to any of the items contained in this Section, at any
time. Such changes must be reported in writing to Village of Tinley Park within 14 days of its
occurrence. Failure to comply with this requirement is grounds for the contractor to be
deemed a non-responsible bidder.

§54.03 INCOMPLETE SUBMISSIONS BY BIDDERS AND SUBCONTRACTORS.

(A) ltis the sole responsibility of the contractor to comply with all submission requirements
at the time it submits its bid to the village. Contractor submissions deemed inadequate or
incomplete may result in a determination that the contractor is not a responsible bidder.

(B) The submission requirements also apply to all subcontractors, except that the
contractor shall submit all subcontractor submissions to the village prior to the
subcontractor commencing work on the project. Failure of a subcontractor to submit the
required information shall not disqualify the successful bidder from performing work on the
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opportunities for citizens of the community and surrounding region. In an effort to promote
the aforementioned benefits, the Village of Tinley Park wishes to provide local vendors with
preferential treatment when competing for contracts with the Village. A local vendor is
defined as a business that has an actual business location within the Village of Tinley Park
and is licensed by the Village. The Village will not award a contract to a local vendor when the
difference between the local vendors bid and the otherwise lowest responsive and
responsible bid exceeds the applicable percentage indicated as follows:

Contract value Range (up to a
maximum of)

$0 to $250,000 5%

$250,000 to $500,000 4%

$500,000 to $750,000 3%

$750,000 to $1,000,000 2%

$1,000,000 to $2,000,000 1%

Under no circumstances will any contract be awarded to a local vendor when the local
vendor’s bid exceeds the lowest responsive and responsible bid by $25,000 or more.

This policy shall ONLY apply if formal notice of the aforementioned criteria is provided as
part of the bid specifications. In addition, it should be noted that the Village of Tinley Park
shall not be obligated to forego the low bidder in favor of the local vendor under any
circumstances. However, this policy simply provides the Village with the option of doing so
when applicable. Furthermore, this policy shall not apply in any situation where any portion
of the contract amount is being paid with funds other than Village monies. Specifically, this
policy shall not apply in any situation where the Village has received a grant or otherwise
received a source of funds other than its own funds.
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STATE OF ILLINOIS )
COUNTY OF COOK ) SS
COUNTY OF WILL )
CERTIFICATE

I, NANCY O’CONNOR, Village Clerk of the Village of Tinley Park, Counties of Cook
and Will and State of Illinois, DO HEREBY CERTIFY that the foregoing is a true and correct
copy of Ordinance No. 2024-0-009, “ORDINANCE 2024-O-XXX AMENDING TITLE III,
CHAPTER 36, SECTION 36.03 OF THE TINLEY PARK MUNICIPAL CODE ENTITLED
“PURCHASING MANUAL ADOPTED BY REFERENCE” which was adopted by the
President and Board of Trustees of the Village of Tinley Park on February 6, 2024,

IN WITNESS WHEREOQF, I have hereunto set my hand and affixed the corporate seal of

the Village of Tinley Park this 6™ day of February, 2024.

fann £ Conan

U VILLAGE CLERK




CONTRACT AND DOCUMENT APPROVAL CHECKLIST
2024-0-009 Amend Title 11l Chapter 36 Section 36.03 Purchasing Manual

Ordinance/Resolution No:

Exhibits Attached: Yes No

Contracting Party/Vendor:

Contract Contact Info:

Bid Opening Date (If applicable):

Mylar (Revd by Clerk’s Office): Y/N - Date Sent for Recording: Date Recorded:
Certificates of Insurance Received: Yes No

Contract Expiration: Date:

Signature of Contracting Party received: Yes Date:

Staff Review Date: Approved Via: By:
Attorney Review: Date: Approved Via: By:
Village Manager Review: Date: 2/12/2024 Approved Via: in person By: HL
Committee Review Date: 2/6/2024Committee Type: COW
Committee Approval Date: &%Committee Type: COW
Village Board Meeting: Date: 2/ 6/ 2024

Village Board Approval: Date: 2/6/2024 Approved: X Denied:

Notes:
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