
FOUNTAINDALE PUBLIC LIBRARY DISTRICT 
BOARD OF LIBRARY TRUSTEES 

January 16, 2020 | 7 p.m. 
300 West Briarcliff Road | Bolingbrook | Board Room (2nd Floor) 

 
 

1. Call to Order and Roll Call of Trustees 
2. Pledge of Allegiance 
3. Approval of Agenda 
4. Minutes for Approval 

a. Board Meeting – December 19, 2019 
b. Executive Session – December 19, 2019 

5. Employee Recognition 
a. Ann Burkiewicz – 20 years 

6. Comments from the Public 
7. Friends of the Library 
8. New Business – Action Items 

a. Approval to Seek Requests for Proposals for Audit Services 
b. Approval to Seek Requests for Proposals for Multi-Function Duplicating Devices and Services 
c. Approval of Revised Anti-Harassment and Anti-Discrimination Policy Section for the 

Employee Handbook 
d. Approval of Revised Use of Staff Library Accounts Section for the Employee Handbook 
e. Approval of Request to Travel for Trustees to 2020 American Library Association 

Annual Conference in Chicago, IL – June 25-30, 2020 
f. Approval of Request to Travel for Trustees to 2020 Illinois Library Association Legislative 

Meet-ups 
9. Library Projects 
10. Correspondence 
11. Treasurer’s Report 
12. Bills for Approval 

a. Bills Paid Report – January, 2020 
b. Bills Payable Report – January, 2020 

13. Director’s Report – January, 2020 
14. Unfinished Business 
15. Reports 

a. Building  
b. Finance  
c. Strategic  
d. Personnel  

16. Announcements 
17. Adjournment 

 
 
 
 
 
 
 
 
 
 

For further information regarding this meeting agenda, please contact: 
Paul Mills, Executive Director | Fountaindale Public Library District 

(630) 685-4157 | pmills@fountaindale.org 

mailto:pmills@fountaindale.org


 

January 2020 Agenda Background 
Paul Mills 

 

 

8. New Business – Action Items 
 

a. Approval to Seek Requests for Proposals for Audit Services 
 
Our five year agreement with Lauterbach & Amen for Audit Services has 
been completed.  Our recommendation is to request proposals for audit 
services and bring back a recommendation later this Spring. 
 
Suggested Motion:  Motion to approve to seek Requests for Proposals for 
Audit Services. 

 
   

b. Approval to Seek Requests for Proposals for Multi-Function Duplicating 
Devices and Services 
 
Our current agreement with Konica Minolta for copiers and printers is 
coming to an end this Summer.  Our recommendation is to request 
proposals for these services and bring back a recommendation later this 
Spring. 
 
Suggested Motion:  Motion to approve to seek Requests for Proposals for 
Multi-Function Duplicating Devices and Services. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

c. Approval of Revised Anti-Harassment and Anti-Discrimination Policy 
Section for the Employee Handbook 
 
This draft revision of this section of the employee handbook includes the 
following changes: 

   
- Added a section which states that any employee’s behavior that fits 
the definition of harassment is a form of misconduct which may result in 
disciplinary action up to and including termination. Harassment also could 
subject the District and, in some cases, an individual to substantial civil 
penalties. 
  
- Changed the amount time in which an IDHR (Illinois Department of 
Human Rights) complaint must be filed from within 180 days to 300 days.  
  
- Added a section which states that contact information for the Illinois 
Department of Human Rights (IDHR), Illinois Human Rights Commission 
(IHRC), and the United States Equal Employment Opportunity 
Commission (EEOC) can be found on the Fountaindale Public Library 
District’s staff intranet and posted on the bulletin board in the staff lounge. 
  
Our attorney was consulted with this draft as well. 
 
Suggested Motion: Motion to repeal the existing Anti-Harassment and 
Anti-Discrimination Policy Section in the Employee Handbook and to 
approve the revised Anti-Harassment and Anti-Discrimination Policy 
Section for the Employee Handbook. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

d. Approval of the Use of Staff Library Accounts Section for the Employee 
Handbook 
 
With the approval of the revised Circulation Policy, this section of the 
employee handbook is being edited to remove wording regarding fines on 
staff library accounts. 
 
1. Remove the wording “with the exception that employees do not 

accumulate fines for overdue material”. 
 

2. Clarification that the District Circulation Policy applies to all staff 
accounts. 

 
Our attorney has reviewed this draft. 
 
Suggested Motion: Motion to repeal the existing Use of Staff Library 
Accounts section of the Employee Handbook and to approve the revised 
Use of Staff Library Accounts section for the Employee Handbook. 
 
 

e. Approval of Request to Travel for Trustees to 2020 American Library 
Association Annual Conference in Chicago, IL – June 25-30, 2020 
 
This action is required in order for trustees to attend the ALA Annual 
Conference this year. 
 
Suggested Motion:  Motion to approve the requests to travel for Trustees 
to the 2020 American Library Association Annual Conference in Chicago, 
IL – June 25-30, 2020. 

 
 

f. Approval of Request to Travel for Trustees to 2020 Illinois Library 
Association Legislative Meet-ups 
 
This action is required in order for trustees to attend the ILA Legislative 
Meet-ups this year. 
 
Suggested Motion:  Motion to approve the request to travel for Trustees to 
the 2020 Illinois Library Association Legislative Meet-ups. 
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                                       MINUTES OF A REGULAR MEETING OF 
 THE BOARD OF TRUSTEES OF 
 THE FOUNTAINDALE PUBLIC LIBRARY DISTRICT 
 WILL AND DUPAGE COUNTIES, ILLINOIS  
 HELD DECEMBER 19, 2019 
 BOLINGBROOK, ILLINOIS 
 
 
A meeting of the Board of Trustees of the Fountaindale Public Library District, Will and DuPage 
Counties, Illinois was held at the Bolingbrook Library, 300 West Briarcliff Road, Bolingbrook, 
IL 60440, Thursday, December 19, 2019 at 7 p.m. 
 
 
CALL TO ORDER 
 
The meeting was called to order at 7 p.m. by President Margaret (Peggy) Danhof. 
 
ROLL CALL 
 
The roll was called by recorder, Juanita Lennon, and a quorum was established.   
 
PRESENT 
 
Present at roll call were Steven Prodehl, Robert Kalnicky, Kathryn Spindel, Ruth Newell, 
Celeste Bermejo and Margaret (Peggy) Danhof. 
 
ABSENT 
 
Trustee Marcelo Valencia 
 
FOUNTAINDALE STAFF PRESENT 
 
The following staff was present: Paul Mills, Juanita Lennon, Nancy Korczak, Lea Pottle, Amina 
Ali, Marianne Thompson, Jeffrey Fisher, Joyce Arellano, Jake Luce, Melissa Luce, Sarah 
Dolley, Carolyn Boyer, and Marleigha Evans.   
 
PUBLIC PRESENT 
 
The following public was present: Jorge Ortiz, Peter Thompson, Eric Thompson, Cory Dolley, 
Matt Lennon and Aria Lennon.  
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AGENDA APPROVAL 
 
Following the Pledge of Allegiance, Danhof asked for a motion to approve the agenda. A motion 
was made by Spindel, seconded by Kalnicky.  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 
 

MINUTES OF THE BOARD MEETING – December 19, 2019 
 
The minutes of the board meeting held December 19, 2019 were presented. A motion to approve 
the minutes was made by Spindel, seconded by Prodehl. Minutes were approved as read.  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
EMPLOYEE RECOGNITION 
 
President Danhof recognized Juanita Lennon for her ten years of service and presented her an 
award. Danhof also recognized Sarah Dolley for her 15 years of service and presented her with 
an award.  
 
COMMENTS FROM THE PUBLIC 
 
No comments were made. 
 
FRIENDS OF THE LIBRARY 
 
Jody Hargett was ill and unable to attend the meeting.  
 
NEW BUSINESS 
 
Approval of Proclamation Recognizing and Honoring the Career of Marianne Thompson After  
30 Years of Service 
 
President Danhof and Vice President Kalnicky presented Marianne Thompson a proclamation 
honoring her. 
 
A motion to approve the Proclamation recognizing and honoring the career of Marianne Thompson after 
30 years of service was made by Kalnicky, seconded by Spindel.  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 
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Approval of Revised Capital Assets Replacement and Improvement Plan for Special Reserve Fund 
 
Jorge Ortiz from Tria Architecture discussed the new Capital Assets Replacement and 
Improvement Plan that was created for the library. This plan will serve as a guide for the next 20 
years.  Mills discussed how this plan also incorporates work from IT Savvy to incorporate 
needed network and related improvements as well.   
 
A motion to repeal the existing Capital Assets Replacement and Improvement Plan and to 
approve the revised Capital Assets Replacement and Improvement Plan for the Special Reserve 
Fund was made by Newell, seconded by Spindel.  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
Approval of Revised Circulation Policy and Revised Circulation Policy Appendix 1 and 
Appendix 2 
 
Mills discussed that the main change to this policy and the two appendices was to make them 
fine free. Other changes related to going fine free have been incorporated as well. 
 
A motion to repeal the existing Circulation Policy and Circulation Policy Appendices 1 and 2 
and approve the revised Circulation Policy and Circulation Policy Appendices 1 and 2 was made 
by Kalnicky, seconded by Newell.  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
Approval of Revised Studio 300 Policy 
 
Mills discussed that the main change to this policy was to make it fine free. Another key change 
was to emphasize the do it yourself aspect of Studio 300’s maker capabilities. 
 
A motion to repeal the existing Studio 300 Policy and to approve the revised Studio 300 Policy 
was made by Prodehl, seconded by Newell.  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 
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Approval of Change Order #1 for Outreach Bookmobile 
 
Mills discussed that the key changes in this order were the removal of the carpet runners and the 
task chairs and the addition of more interior lighting.  The carpet runners and the task chairs will 
instead be provisioned through our regular library suppliers. 
 
A motion to approve Change Order #1 for the Outreach Bookmobile for $755 was made by 
Newell, seconded by Spindel. 
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
Approval of Request to Travel for Trustees to 2020 Illinois Library Association Trustee Forum 
Workshop – March 14, 2020 
 
A motion to approve the request to travel for Trustees to the 2020 Illinois Library Association 
Trustee Forum Workshop on March 12, 2020 in Oak Brook was made by Newell, seconded by 
Spindel. 
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
LIBRARY PROJECTS 
 
Approval of Business Office Systems Proposal for Furniture for the 3rd Floor 
 
This proposal from Business Office Systems would provide additional tables and chairs that 
would be used by our patrons on the 3rd Floor. The cost of this proposal is $15,293.93. The 
Building Fund has approximately $10,700.   
 
A motion to approve the Business Office Systems Proposal for Furniture for the 3rd Floor to be 
paid from the Building Fund and the remainder not covered by the Building Fund from other 
funds was made by Spindel, seconded by Kalnicky.  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
CORRESPONDENCE 
 
The Bolingbrook Chamber of Commerce Annual State of the Village Luncheon will be on 
Thursday, January 16, 2020 at the Bolingbrook Golf Club at noon.  
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TREASURER'S REPORT 
 
The Treasurer's Report for November, 2019 was presented by Treasurer Spindel and will be filed 
for audit. 
 
BILLS FOR APPROVAL   
 
Bills Paid Report – December, 2019 
 
Bills paid for the month of December in the amount of $56,296.49 was presented for approval. 
Motion to approve was made by Spindel, seconded by Bermejo.  

 
AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
Bills Payable Report – December, 2019 
 
Bills payable for the month of December in the amount of $215,576.26 was presented for 
approval. Motion to approve was made by Kalnicky, seconded by Spindel.  
     

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
DIRECTOR'S REPORT – December, 2019 
 
Director Mills reported that the Meeting Room C renovation has been completed. During the 
final walk through with the contractor, a few things were identified including a few issues with 
the carpeting and related trim.  A missing acoustical panel should be delivered next week. 
Meeting Room C will be available to patrons in January.  
 
Mills also introduced Joyce Arellano, Children’s Services Manager and Amina Ali, Circulation 
Manager.  
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UNFINISHED BUSINESS 
 
Approval of Final Approval of Request to Travel for Trustees to 2020 American Library 
Association Midwinter Meeting in Philadelphia, PA – January 24-28, 2020 
 
A motion for final approval of the request to travel for Trustees to the 2020 American Library 
Association Midwinter Meeting in Philadelphia, PA during January 24-28, 2020 was made by 
Kalnicky, seconded by Bermejo.  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
REPORTS 
 
Building – None.  
 
Finance – None.  
 
Strategic Plan – None.  
 
Personnel – None. 
 
ANNOUNCEMENTS 
 
Trustee Newell invited the Board to attend the Coretta Scott King Awards Breakfast in Chicago 
at 6 a.m. in June, 2020.  
 
Newell also shared that she is the new pastor at Greenleaf Church.  
 
EXECUTIVE SESSION 

A motion was made by Spindel, seconded by Kalnicky, to enter Executive Session at 7:55 p.m. 
for 5 ILCS 120/2 (c) (21) “Discussion of minutes of meetings lawfully closed under this Act, 
whether for purposes of approval by the body of the minutes or semi-annual review of the 
minutes as mandated by Section 2.06.” and Litigation 5 ILCS 120/2 (c) (11) “Litigation, when an 
action against, affecting or on behalf of the particular public body has been filed and is pending 
before a court or administrative tribunal, or when the public body finds that an action is probable 
or imminent, in which case the basis for the finding shall be recorded and entered into the 
minutes of the closed meeting.”  
 

AYES:  Prodehl, Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: None 
ABSENT: Valencia 

 
A motion was made by Kalnicky, seconded by Newell, to return to Open Session at 8:07 p.m. 
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OPEN SESSION 
 
Approval of Report on Review of Closed Meeting Minutes 
 
The Board reported that they will keep all closed meeting minutes closed. 
 
A motion to approve the report on review of the closed meeting minutes was made by Kalnicky, 
seconded by Bermejo.  
 

AYES:  Kalnicky, Spindel, Newell, Bermejo, Danhof 
NAYES: Prodehl 
ABSENT: Valencia 

 
ADJOURNMENT 
 
A consensus was taken and the Board adjourned at 8:12 p.m. 
 
 
 

Approved:                                                                
     Steven J. Prodehl, Secretary 

 
____________________________________ 
Margaret J. (Peggy) Danhof, President 
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Audit Services Request for Proposals 
 

The Fountaindale Public Library District (FPLD) will accept proposals from Certified Public Accounting 
firms to provide audit services for our District.  Visit www.fountaindale.org to view this document online. 
 
Description of the Fountaindale Public Library District 
 
The Fountaindale Public Library District (“the District”) was established as a tax-supported public 
library in 1970 and currently serves a population of approximately 68,000, serving most of the 
population of the Village of Bolingbrook. The District is governed by an elected board of seven 
trustees, all residents of the District, and administered by an Executive Director. 
 
The District provides general library services, viz., circulation, reference, reader’s advisory, 
programming, and outreach; as well as ancillary services, such as meeting rooms, computers, 
wireless hotspot, photocopiers, and voter registration. The District contracts out for janitorial services, 
building maintenance services, legal services, engineering services, accounting services, as well as 
supplemental planning services. 
 
The primary source of funding for the District is a property tax in perpetuity. The District has a June 
30 fiscal year end, with a requirement to file an Audit Report and Annual Financial Report with the 
Illinois State Comptroller and Will County Clerk within 180 days after fiscal year end (75 ILCS 16/30-
45; 35 ILCS 200/30-30 and 50 ILCS 310/1). A copy of the District’s most recent audited annual 
financial statement is available on our website at www.fountaindale.org.  
 
Service to Be Performed 
 
Your proposal is expected to cover the completion of the audit of the District’s annual financial 
statement in compliance with generally accepted auditing standards as established by the American 
Institute of Certified Public Accountants as applicable to governmental units. The audit work includes 
electronic submission of the Audit Report and Annual Financial Report with the Comptroller and will 
include meetings with the District’s Administration team and/or Board of Trustees as necessary. 
 
In addition to the above services, the proposal is expected to cover a management letter containing 
comments and recommendations with respect to accounting and administrative controls and 
efficiency.  The auditor shall also be responsible for performing certain limited procedure involving 
required supplementary information required by the Governmental Accounting Standards Board as 
mandated by general accepted auditing standards.  This includes, but not limited to, actuarial 
services for the GASB Statement 75, Accounting and Financial Reporting for Postemployment 
Benefits Other Than Pensions, reporting requirements.  Also, it should cover the firm’s availability 
throughout the year to provide advice and guidance on financial accounting and reporting issues. 
 
 
 
 
  

http://www.fountaindale.org/
http://www.fountaindale.org/
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Term of Engagement 
 
A single-year contract for fiscal year 2020 is contemplated. It is the intent of the District’s board of 
trustees to continue its relationship with the auditor for up to five years, subject to the annual review 
by the board. 
 
 
Relationship with Current Auditor 
 
These services have been provided by Lauterbach and Amen since 2015. However, as part of good 
fiscal practices, we are seeking proposals at this time to determine cost from other firms. In preparing 
your proposal, be advised that management will give permission to contact the current auditor. 
 
Other Information 
 
Working Papers 
 
The working papers shall be retained for at least five years. The working papers will be available for 
examination by authorized representatives of the State of Illinois, and, if required, the cognizant 
federal audit agency and the General Accounting Office. 
 
Government Accounting Standards Board 
 
It is expected that your firm will have experienced and adequate staff available to meet the changes 
that have been brought forth by GASB 34 and subsequent statements. The District expects the 
successful proposer to review all supplemental schedules and to advise, as necessary, on related 
accounting and reporting concerns. 
 
Your Response to This Request for Proposal 
 
In responding to this request, we request the following information:  
 

1. Detail your firm’s size, structure, and experience in providing auditing services to public 
libraries, as well as other government agencies. 
 

2. Provide information on whether you provide services to any related industry associations or 
groups. 

 
3. Discuss the firm’s independence with respect to the Fountaindale Public Library District. 

 
4. Discuss commitments you will make to staff continuity, including your staff turnover experience 

in the last three years. 
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5. Identify the five largest clients your firm (or office) has lost in the past three years and the 
reasons. Also, discuss, in instances where loss of the client was due to an unresolved auditing 
or accounting matter, the process of attempting to resolve the issue(s). 

 
6. Identify the coverage amount of your professional liability insurance and the name of the 

insurer.  Indicate if your firm has been involved in any lawsuit for similar work in the last five 
years. 

 
7. Identify the partner, manager, and in-charge accountant who will be assigned to our job if you 

are successful in your bid, and provide biographies. Indicate any complaints against them that 
have been leveled by the state board of accountancy or other regulatory authority, if any. 
Indicate any corrective actions that have been taken by the firm with respect to these people. 
 

8. Describe how your firm will approach the audit of the District, including the use of any 
association or affiliate member firm personnel and the areas that will receive primary 
emphasis. Also, discuss the firm’s use of technology in the audit. Finally, discuss the 
communication process used by the firm to discuss issues with the management and finance 
committee of the board. 

 
9. Set forth your fee proposal for the 2020 audit, with whatever guarantees can be given 

regarding increases in future years. You may also additionally propose fees for three- or five-
year terms of engagement. 

 
10. Furnish standard billing rates for classes of professional personnel for each of the last three 

years.  
 

11. Provide the names and contact information for at least three other, similarly sized public library 
clients of the partner and manager that will be assigned to our organization for reference 
purposes. 
 

Timeframe  
 
Please provide a timeline that addresses the following activities and any others that are appropriate. 
 

1. Planning and interim testing       [Date]  
 

2. Meet with the Administration team to discuss the audit plan  [Date]  
 

3. Receive a list of client-provided documents and requests   [Date]  
 

4. Begin fieldwork (approximately XX weeks)     [Date]  
 

5. Financial statement draft for management review    [Date]  
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6. Presentation of draft audit report and comments  
to the District’s Administration team and Board of Trustees.  [Date] 

 
7. Issue final audit report (XX bound copies)     [Date]  

 
Submission Information 
Questions must be submitted to pmills@fountaindale.org no later than 3 p.m. on Friday, February 14, 
2020.  All questions received by the deadline will be posted with an answer to www.fountaindale.org 
by 3 p.m. on Friday, February 21, 2020. 
 
All proposals must be submitted via email and are due no later than 3 p.m. on Friday, March 13, 2020.  
 
Proposals must be emailed to pmills@fountaindale.org with a subject line of “FPLD Audit Services 
Proposals 2020” 
 
Late proposals shall be rejected and returned to the proposer. This deadline is absolute and proposals 
received after the due date and time shall not be considered. Proposers must select a method of 
delivery that ensures proposals will be delivered to the correct location by the due date and time. 
 
Proposals must include all costs.  Proposals must be held firm for 60 days.  Proposal documents, 
information, and answers to questions may be obtained by contacting pmills@fountaindale.org. 
    
Proposals will be opened on Monday, March 16, 2020 at 9 a.m. in the Board Room on the 2nd Floor at 
300 West Briarcliff Road, Bolingbrook IL 60440.  
 
The award date will be Thursday, April 16, 2020 at the Board Meeting. 
 
Fountaindale Public Library District reserves the right to reject all proposals or to waive any or all 
technicalities in any proposals in its best interest.  
 
The successful respondent(s) will be expected to enter into a contract with the Library pursuant to the 
documents that include the RFP, the vendor’s proposal, the summary of negotiation, and any and all 
other additional materials submitted by the vendor. The only official answer or position of the Library 
will be the one stated in writing. 
 
FPLD reserves the right to reject all proposals or to waive any or all technicalities in any proposals in 
its best interest. Vendors shall note that a response to this RFP does not commit FPLD to any course 
of action resulting from its receipt. This document shall not be construed as a contract between the 
parties and no communication shall create such a contract with respect to the products or services 
specified in this RFP. FPLD will select the vendor based upon the best overall solution and value, and 
is not obligated to select the lowest price proposal. Additionally, this RFP does not commit FPLD to 
any specific course of action. FPLD reserves the right to not select any vendor or purchase any 
goods and services resulting from this RFP. 
 

mailto:pmills@fountaindale.org
http://www.fountaindale.org/
mailto:pmills@fountaindale.org
mailto:pmills@fountaindale.org
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Background 
 
 

The Fountaindale Public Library District is seeking proposals for a lease that includes multi-function 
duplicating devices and services for its facility located at 300 West Briarcliff Road in Bolingbrook, 
Illinois. The facility is approximately 114,000 square feet and has four floors. The current duplicating 
devices and services are heavily used and the goal of the District is to have those services provide 
excellent operations for our patrons and staff. 

 

Timeline 
• January 23, 2020 – Notice published in paper 
• January 24, 2020 – RFP published on website 
• February 13, 2020—Last day to submit questions to RFP contact person 
• February 21, 2020—Final Questions and Answers published on website 
• February 27, 2020—Respondent proposals due by 4:00 p.m. 
• February 28, 2020—Proposals opened at Fountaindale Public Library District at 

9:30 a.m. 
• March 19, 2020—Contract awarded at Fountaindale Public Library District Board 

Meeting 
 

Instructions 
 

RFP Contact Person: 
Paul Mills 
Executive Director 
Fountaindale Public Library District 
300 West Briarcliff Road 
Bolingbrook, IL 60440 
pmills@fountaindale.org 

 
 

Questions and Notifications 
All inquiries, questions or notifications must be sent in writing via postal mail or email and marked 
“Fountaindale RFP for Multi-Function Duplicating Devices and Services.” Phone calls will not be 
accepted. All inquiries shall be directed only to the RFP contact person as shown above. Violations of 
this provision by respondent or interested parties may result in the rejection of the proposal. 

mailto:pmills@fountaindale.org
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Should the respondent suspect any error, omission, or discrepancy in the specifications or 
instructions, the respondent shall immediately notify Paul Mills in writing via postal mail or email. 
Paul Mills shall issue written instructions to all respondents that are to be followed by each 
respondent. Updated instructions will be posted on the Fountaindale Public Library District 
website at www.fountaindale.org. 

 

Proposal Submission 
Proposals must be received no later than 4 p.m. on February 27, 2020. Proposals must be submitted 
electronically in PDF or Microsoft Word format. Files may not be password-protected or copy-
protected. Print copies of the proposal may be submitted in addition to the electronic version, but 
this is optional. Accompanying materials may be submitted in electronic or print form. Include four 
copies of any print materials. 

It is the respondent’s responsibility to ensure proposals are received by the closing date and time. 
Late proposals will not receive consideration. 

Proposals must include the following sections in this order: 
 

A. Contact information: Name, address, FEIN number, phone number, and email address of the 
respondent. 

B. Corporate profile describing your company, including the number of employees and physical 
location of current operations offices. Also state whether the corporation or other entity is 
fully licensed and incorporated or otherwise legally qualified to do business in the State of 
Illinois. 

C. Key personnel: Identify persons who will assist with this contract. For each person, include 
the name, title, experience, and periods of service with your firm. 

D. Statement of qualifications: State your experience with similar projects. 
E. References: Three references from recent customers, including name, agency, phone 

number, and email address of persons to contact. 
F. Fully completed Price Sheet provided in Appendix A of this proposal. 
G. Full description, including all specifications, of devices proposed to meet this proposal’s 

requirements. This section must also identify which device would be in which location. 
H. Full description of training plans for library staff. 
I. Full response to all service requirements of this proposal. 
J. Proposal must incorporate terms referenced in Appendix B of this proposal. 

 
 
 
 
 
 
 

http://www.fountaindale.org./
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Evaluation 
Although no weighted value is assigned, consideration will be given to the following issues, among 
others: 

Cost 
Adequacy and completeness of proposal  
Respondent's understanding of the project 
Compliance with the format, terms and conditions of the RFP 
Experience in providing like services 
Methodology to accomplish tasks 
Respondent’s ability to provide the services required, including financial stability 
Respondent’s qualifications and references 

 
 

The Fountaindale Public Library District reserves the right to reject any and all proposals, including 
without limitation the right to reject any or all nonconforming, nonresponsive, unbalanced, or 
conditional proposals, and to award a contract in the best interest of the Fountaindale Public Library 
District. Submission of an offer confers on the respondent no right to an award or to a subsequent 
contract. All decisions on compliance, evaluation, terms and conditions shall be made solely at the 
Fountaindale Public Library District’s discretion. 

The Fountaindale Public Library District reserves the right to waive any informalities or discrepancies 
or permit a respondent to clarify such discrepancies and so conduct discussions with all qualified 
respondents in any manner necessary to serve the best interests of the Fountaindale Public Library 
District. The Fountaindale Public Library District may seek clarification of the offer at any time, and 
failure to respond is cause for rejection. Clarification is not an opportunity to change the offer. 

Respondents must be prepared for the Fountaindale Public Library District to accept the offer as 
submitted without prior discussions or negotiation, but the Fountaindale Public Library District may 
require contract negotiations if necessary or desirable. If negotiations do not result in an acceptable 
agreement, the Fountaindale Public Library District may reject the offer or revoke the award, and 
may begin negotiations with another respondent or re-issue the RFP. 

 

Conditions of the Contract 
All files, records, documents, and similar items relating to the business of the Fountaindale Public 
Library District whether they are prepared by the respondent or come into the respondent’s 
possession in any other way, are and shall remain the exclusive property of the Fountaindale Public 
Library District. The respondent shall not misuse, misappropriate, or disclose any of the facts or 
materials described herein, directly or indirectly, either during the term of the contract or at any 
time thereafter. 
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The respondent’s position is strictly contractual. The person fulfilling the specifications of this 
project will in no way assume an employer/employee relationship with the Fountaindale Public 
Library District. Benefits provided Fountaindale Public Library District employees will not be 
provided to the respondent for this contract. 

The contents of the proposal of the successful respondent (if any) shall become contractual 
obligations binding on the successful respondent if a contract is issued by the Fountaindale Public 
Library District. 

Certain conditions are unacceptable to the Fountaindale Public Library District, including, but not 
limited to, the following: 

• Governing law other than the State of Illinois 
• Clauses requiring the Fountaindale Public Library District to indemnify or hold 

harmless the successful respondent 
• Clauses that unduly restrict or place unreasonable claims of ownership on data which 

are the subject of the agreement/contract 
• Clauses relating to requiring the Fountaindale Public Library District to enter into 

reimbursement arrangements relative to attorney’s fees 
• Payment terms of less than thirty (30) days 

 

Compliance with Requirements 
Each respondent is responsible for the contents of its proposal and for satisfying the requirements 
set forth in the RFP. The respondent is expected to comply with the true intent of this RFP taken as a 
whole and shall not avail itself or take advantage of any errors or omissions in the description of the 
proposed devices and services. 

Each proposal is subject to and is governed by the Equal Employment Opportunity Clause set forth in 
the Rules and Regulations of the Illinois Department of Human Rights. The successful respondent 
must comply with the applicable provisions of the federal Occupational Safety and Health Act, and 
any standards and regulations issued thereunder, and shall certify that all services furnished 
pursuant to its proposal will conform to and comply with said standards and regulations. In addition, 
the successful respondent must comply with all other applicable laws. 

These requirements also apply to all subcontractors hired by the primary respondent. 
 

Cost of Preparing Proposal 
The cost of developing and submitting the proposal is entirely the responsibility of the respondent. 
This includes costs to determine the nature of the engagement, preparation of the proposal, 
submitting the proposal, negotiating for the contract and other costs associated with this RFP. 



RFP for Multi-Function Duplicating Devices and Services 7   

Preparation of Proposal 
The Fountaindale Public Library District has the right to rely on any information and price quotes 
provided by respondents. The respondent shall be responsible for any mathematical error in price 
quotes. The Fountaindale Public Library District reserves the right to reject proposals which contain 
errors. 

A proposal shall not be considered for award if the price in the proposal was not arrived at 
independently and without collusion, consultation, communication or agreement as to any matter 
related to price with any other respondent, competitor or interested party. 

Competition 
The purpose of this RFP is to seek competition. The respondent shall advise the Fountaindale Public 
Library District if any specification, language or other requirement inadvertently restricts or limits 
bidding to a single source. Notification shall be in writing and must be received by the RFP contact 
person no later than five (5) business days prior to the response due date. 

Proposal Disclosures 
All information submitted is subject to the Illinois Freedom of Information Act (5 ILCS 140) and other 
applicable laws and rules. Respondents claiming exemption from disclosure of certain portions of 
the offer must do so in a separate section of the offer clearly labeled “Confidential Information.” 

Proposal Term 
Prices, terms and conditions for the proposed services must be kept firm for at least 90 days after 
the deadline to submit proposals. Proposals for periods of less than 90 days may be considered 
nonresponsive and, therefore, may be rejected. 
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Devices and Services Requested 
The Fountaindale Public Library District is seeking proposals for a multi-year lease of devices detailed 
below. Both four year and five year lease options must be included. The proposals must also include 
services and supplies specified below. All devices, services, and requests listed below must be 
acknowledged and included in the proposal. 

Devices 

The following devices with the accompanying features are required;  

LOCATION: Studio 300 
FEATURES:  
Full-featured tabloid-size color printer with advanced capabilities for graphic-intensive environment. 
- B&W and Color Printing 
- Duplex Printing 
- Gigabit Ethernet capability 
- True 1200 x 2400 dpi resolution PANTONE® Color calibration  
- Large multi-tray paper capacity 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 22 ppm 11 x 17 in. 
- Custom Sizes: 4x6 to 11 x 17  
- Weights; Single-sided printing: 20 lb. bond to 130 lb., Two-sided printing: 20 lb. bond to 98 lb. cover 
- Media Types; Plain paper, Card stock, Prepunched, Letterhead, Recycled, Pre-printed Transparencies, 
Labels, Envelopes, Custom, Lightweight card stock, Heavyweight card stock, Extra heavyweight card stock, 
Lightweight glossy card stock, Glossy card stock, Heavyweight glossy card stock 
OPTIONAL:  
- Stapling 
- 2 and 3 hole punch 
- Booklet folding and center staple finishing 
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LOCATION: Children’s Services 1st Floor Public Computer Commons  
FEATURES:  
- B&W and Color Printing 
- B&W and Color Copying  
- Duplex Copying/Printing 
- Enlargement and Reduction capabilities (easy to use controls) 
- Automatic Document Feeder 
- True 600 x 600 dpi resolution 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in., 22 ppm 11 x 17 in. 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- Gigabit Ethernet capability 
- Today's Business Solutions (TBS) Compatibility 
 
 
LOCATION: Children’s Services Staff Desk  
FEATURES: 
- B&W Printing 
- B&W Copying 
- Automatic Document Feeder  
- Scan to Email capability  
- Gigabit Ethernet capability 
 
 
LOCATION: Children’s Services Staff Workroom  
FEATURES: 
- B&W and Color Printing 
- B&W and Color Copying  
- B&W and Color Scanning  
- Duplex Copying/Printing 
- Enlargement and Reduction capabilities 
- Automatic Document Feeder 
- Secure Print capability 
- Ability to print on special paper, envelopes, and labels 
- 11x14 and 11x17 paper capabilities 
- Scan to email capability with a minimum of 10 pre-programmed addresses 
- Stapling 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- True 600 x 600 dpi resolution 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 
- Gigabit Ethernet capability 
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LOCATION: Outreach Services Staff Workroom  
FEATURES: 
- B&W Printing 
- B&W Copying 
- Automatic Document Feeder  
- Scan to Email capability  
- Gigabit Ethernet capability 
OPTIONAL: Color Printing and Copying capability 
 
 
LOCATION: Circulation Services Information Desk  
FEATURES: 
Small format printer must be no taller than 19” in height and 20” in depth 
- B&W Printing  
- Gigabit Ethernet capability 
  
 
LOCATION: Circulation Services Staff Workroom  
FEATURES: 
- B&W and Color Printing 
- B&W and Color Copying  
- B&W and Color Scanning  
- FAX capability 
- Duplex Copying/Printing 
- Enlargement and Reduction capabilities 
- Automatic Document Feeder 
- Secure Print capability 
- Ability to print on special paper, envelopes, and labels 
- 11x14 and 11x17 paper capabilities 
- Scan to email capability with a minimum of 10 pre-programmed addresses 
- Stapling 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- True 600 x 600 dpi resolution 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 
- Gigabit Ethernet capability 
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LOCATION: Adult & Teen Services 2nd Floor Public Computer Commons  
FEATURES:  
- B&W and Color Printing 
- Duplex Printing 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 
- True 600 x 600 dpi resolution 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page) 
- Gigabit Ethernet capability 
- Today's Business Solutions (TBS) Compatibility 
 
 
LOCATION: Adult & Teen Services 2nd Floor Public Desk Area  
FEATURES: 
- B&W and Color Printing (serves as backup to 2nd Floor Public Computer Commons Printer) 
- B&W and Color Copying  
- Duplex Copying/Printing 
- Enlargement and Reduction capabilities (easy to use controls) 
- Automatic Document Feeder 
- True 600 x 600 dpi resolution 
- 11x14 and 11x17 paper capabilities 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in., 22 ppm 11 x 17 in. 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- Gigabit Ethernet capability 
- Today's Business Solutions (TBS) Compatibility 
 
 
LOCATION: Adult & Teen Services 2nd Floor Staff Desk 
FEATURES: 
- B&W Printing 
- B&W Copying 
- Automatic Document Feeder 
- Scan to Email capability  
- Gigabit Ethernet capability 
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LOCATION: Adult & Teen Services Public Vortex Commons  
FEATURES: 
- B&W and Color Printing 
- Duplex Printing 
- True 600 x 600 dpi resolution  
- Minimum 2 multi-tray paper capacity 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 
- Gigabit Ethernet capability 
- Today's Business Solutions (TBS) Compatibility 
 
 
LOCATION: Collection Management & Technical Services Staff Workroom  
FEATURES: 
- B&W and Color Printing 
- B&W and Color Copying  
- B&W and Color Scanning  
- FAX capability 
- Duplex Copying/Printing 
- Enlargement and Reduction capabilities 
- Automatic Document Feeder 
- Secure Print capability 
- Ability to print on special paper, envelopes, and labels 
- Regularly print different size labels 
- 11x14 and 11x17 paper capabilities 
- Scan to email capability with a minimum of 10 pre-programmed addresses 
- Stapling 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- True 600 x 600 dpi resolution 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 
- Gigabit Ethernet capability 
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LOCATION: Administration Staff Workroom  
FEATURES: 
- B&W and Color Printing 
- B&W and Color Copying  
- B&W and Color Scanning  
- FAX capability 
- Duplex Copying/Printing 
- Enlargement and Reduction capabilities 
- Automatic Document Feeder (High Capacity) 
- Secure Print capability 
- Ability to print on special paper, envelopes, and labels 
- 11x14 and 11x17 paper capabilities 
- Scan to email capability with a minimum of 10 pre-programmed addresses 
- Stapling 
- 2 and 3 hole punch 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- True 600 x 600 dpi resolution 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 
- Gigabit Ethernet capability 
 
 
LOCATION: Executive Director Office  
FEATURES: 
- B&W Printing 
- B&W Copying 
- Automatic Document Feeder  
- Scan to Email capability  
- Gigabit Ethernet capability 
 
 
LOCATION: Finance Manager Office  
FEATURES: 
- B&W and Color Printing 
- Duplex Printing 
- Check Printing 
- Gigabit Ethernet capability 
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LOCATION: HR Manager Office  
FEATURES: 
- B&W Printing 
- B&W Copying 
- Automatic Document Feeder  
- Scan to Email capability  
- Gigabit Ethernet capability 
 
 
LOCATION: Communications and Graphic Arts Workroom 
FEATURES: 
Heavy Duty Production capability for a large graphics production environment  
- B&W and Color Printing 
- B&W and Color Copying  
- B&W and Color Scanning 
- Enlargement and Reduction capabilities 
- Ability to print on special paper, envelopes, and labels 
- Scan to email capability with a minimum of 10 pre-programmed addresses  
- Stapling 
- Duplex Copying/Printing  
- Automatic Document Feeder 
- Top Loading Document Copying  
- 2 and 3 hole punch 
- Booklet folding and center staple finishing 
- Tri fold capability 
- True 600 x 600 dpi resolution 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 
- 11x14 and 11x17 paper capabilities  
- Gigabit Ethernet capability 
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LOCATION: Communications and Graphic Arts Workroom 
FEATURES: 
Large Format Photo Quality Postscript Printer 
- Max Printable Width: 44" 
- Max Resolution: 2400 x 1200 dpi 
- Borderless Printing 
- Gigabit Ethernet capability 
- BOD HP DesignJet Z9+ 44" PostScript Printer 
 
 
LOCATION: Adult & Teen Services 3rd Floor Staff Desk  
FEATURES: 
- B&W Printing 
- B&W Copying 
- Automatic Document Feeder  
- Scan to Email capability  
- Gigabit Ethernet capability 
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LOCATION: Adult & Teen Services 3rd Floor Public Desk Area  
FEATURES: 
- B&W and Color Printing 
- B&W and Color Copying  
- Duplex Copying/Printing 
- Enlargement and Reduction capabilities (easy to use controls) 
- Automatic Document Feeder 
- True 600 x 600 dpi resolution 
- 11x14 and 11x17 paper capabilities 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in., 22 ppm 11 x 17 in. 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- Gigabit Ethernet capability 
- Today's Business Solutions (TBS) Compatibility 
 
 
LOCATION: Adult & Teen Services Staff Workroom  
FEATURES:  
- B&W and Color Printing 
- B&W and Color Copying  
- B&W and Color Scanning  
- FAX capability 
- Duplex Copying/Printing 
- Enlargement and Reduction capabilities 
- Automatic Document Feeder 
- Secure Print capability 
- Ability to print on special paper, envelopes, and labels 
- 11x14 and 11x17 paper capabilities 
- Scan to email capability with a minimum of 10 pre-programmed addresses 
- Stapling 
- Minimum 3 multi-tray paper capacity including at least one large capacity (1000 page)  
- True 600 x 600 dpi resolution 
- Output Speed; Color and Black and White: 45 ppm 8.5 x 11 in. 
- Gigabit Ethernet capability 
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TBS Compatibility 

TBS compatibility means that the unit must have a vendor kit for hooking up to existing coin bill 
units supplied by Today’s Business Solutions (TBS). All units requiring TBS compatibility must come 
with PCL and Postscript drivers and those must be delivered to the Fountaindale Public Library 
District. 

All devices must be compatible with and supported by PaperCut Print Management software. 
 

Services 

Return of existing leased units 
 

The Fountaindale Public Library District currently has 19 Konica Minolta devices that must be 
returned by the end of our lease on July 29, 2020. It is required that the vendor to which this 
proposal is awarded will assume all responsibility and liability for returning these 19 devices. The 
current lease ends on July 29, 2020. 

Complete installation and testing of new units 
 

The Fountaindale Public Library District requires that complete physical and virtual installation 
services, including but not limited to connecting to our network, be provided. These complete 
installation services include all physical and virtual setup tasks required for the new units to be fully 
functional and ready to use by our patrons and our staff. Complete testing from all computers that 
will use the new devices must be completed as well. 

An implementation plan that minimizes disruption to staff and patrons must be included in the RFP 
response. The implementation plan and schedule are subject to approval by the Fountaindale Public 
Library District and will remain subject to District approval throughout the implementation process. 

PaperCut Compatibility and Support 
 

All devices must be compatible with and supported by PaperCut Print Management software. 
 

Drivers for all devices 
 

Both PCL and PS Drivers must be supplied in advance of installation of the devices to the District for 
all devices. 
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Supplies and Service 
 

The Fountaindale Public Library District requires that supplies and all ongoing maintenance costs 
including parts and labor be included in the proposal. The supplies and service requirements must 
be in effect for the duration of the lease. 

Our requirements for supplies are consumables including toner and staples with an automated 
replenishment system that does not require staff intervention. 

32,000 B&W pages per month are to be included in the contract and 3,700 color pages per month 
are to be included in the contract. 

Automated meter reads that do not require staff intervention are required. 

The District will provide its own paper. 

Our requirements for service are Next Business Day onsite response to service requests. 
 

Return of proposed leased units at end of lease 
 

The Fountaindale Public Library District requires that the cost of returning the leased units be clearly 
spelled out and the cost must be all inclusive. No additional costs beyond what is quoted in 
responses to this proposal will be accepted. 
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Appendix A 
Price Sheet 

 

Fountaindale Public Library District 

Request for Proposal 

Multi-Function Duplicating Devices and Services 
 
 

Total Cost including all devices, services, and supplies:   
 
 
 

Total Monthly Payment of Four Year Lease Option:   
 
 
 

Total Monthly Payment of Five Year Lease Option:   
 
 
 

Total number of prints/copies included in proposal:   
 
 
 

Cost per unit of excess prints/copies:_   
 
 
 

Cost to return existing Konica Minolta leased units:   
 
 
 

Cost to return new RFP proposed units at end of lease:   
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Appendix B 
Agreement 
Terms 

 

Article I 
General Conditions 

The Contractor shall employ competent supervisory personnel who have experience in all facets of 
the tasks to be rendered under this agreement. The Contractor’s personnel shall be carefully 
interviewed, screened, reference-checked and covered by bond. 

 
The Contractor shall furnish all necessary, appropriate, tested and approved implements, 
machinery, supplies, and materials for the satisfactory performance of all specified services. 
Fountaindale shall provide sufficient space in the building to the Contractor for the storage of said 
implements, supplies, and materials. 

 
Communication between Fountaindale and the Contractor shall be by e-mail or by phone to 
communicate specific daily instructions or needs. Meetings between the Contractor and 
Fountaindale shall be scheduled at regular intervals on a mutually agreeable frequency. 

 
Contractor shall insure that all personnel and/or agents shall abide by all safety rules and regulations 
which may be adopted from time to time by either Fountaindale or the Contractor as are relevant to 
multi-function duplicating devices and services. 

 
Contractor’s personnel shall not disturb papers on desks, tables, cabinets, etc., nor shall they in any 
way utilize Fountaindale’s office or other equipment; including telephones, calculators, computers, 
copy machines, FAX machines, coffee makers, etc. without permission. 

 
Contractor’s paid personnel shall not be accompanied by any non-paid personnel, specifically family 
members or children of paid personnel. 

 
Contractor’s personnel shall not smoke within the library facility. 

 
Contractor shall furnish Worker’s Compensation Insurance in limits as prescribed by Illinois statutes, 
and Bodily Injury and Property Damage Insurance with coverage of $1,000,000 each occurrence and 
$2,000,000 aggregate. Contractor is required to furnish Automobile coverage and Umbrella Liability 
Insurance coverage in the amount of $1,000,000. 

 
Contractor shall pay payroll taxes and other taxes levied against payrolls by municipal, state and 
federal agencies when due. 

 
Contractor shall not subcontract any portion of the services to be rendered under this Agreement, 
nor assign this Agreement in any manner without written approval of Fountaindale. 
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Contractor shall make reasonable and prompt restitution by cash, replacement or repairs for any 
damage for which the contractor is liable. Fountaindale shall determine if appropriate restitution is 
a repair or a replacement or a full reimbursement. 
 
Contractor shall replace any unit with a new unit upon request if a unit experiences the same 
service issue on four (4) or more occasions within a sixty (60) day period. 

 
Contractor shall complete and execute the Certifications attached to this Agreement prior to the 
Agreement becoming effective. 

 
Article II 

Schedule of Services 
Contractor shall render service as specified seven (7) days per week, Sunday through Saturday 
except on the following days when the Library is closed: New Year’s Day, Easter, Memorial Day, 
Independence Day, Labor Day, Thanksgiving and Christmas Day. Other days that the library may be 
closed are determined in October of each year for the next year. Fountaindale will advise 
Contractor of other days when the Library is closed at that time. 

 
Services are to be rendered during normal library hours. Fountaindale will provide Contractor with a 
schedule of normal library hours. 

 
Contractor shall provide Fountaindale with a schedule outlining the days and/or the weeks and/or 
the months when regularly scheduled periodic services shall be rendered. 

 
 

Article III 
Charges 

Contractor shall render all services as specified to the complete satisfaction of Fountaindale for 
charges as detailed below: 

 
The total and all-inclusive cost to have all existing Konica Minolta equipment removed shall be 
$ . 

 
All devices, services, and supplies as specified for the sum of 
$ for a year contract. 

 
Payments to be made in equal monthly payments of $ for 
  months. 

 
The total and all-inclusive cost to have all equipment removed and services ended at the end of the 
lease shall be $ . 
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Article IV 
Special Services 

Fees for other devices and/or services shall be negotiated as needed. 
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Article V 
Hold Harmless 

Contractor shall furnish Fountaindale with certification for Public Liability and Property Damage 
Insurance covering all of its operations in the library facility in the limits as prescribed herein. 
Certificates of such insurance shall be forwarded to Fountaindale upon award of the Contract. 

 
Contractor shall indemnify and save harmless Fountaindale or its agents against all loss and 
expenses by reason of liability imposed by law upon Fountaindale or its agents for damages: (1) 
Because of bodily injuries, including death at any time resulting therefrom, sustained by any person 
other than employees of contractor while on or about the premises of Fountaindale caused by the 
willful or negligent acts or omissions of Contractor; or, (2) because of injury to or destruction of 
property caused or occasioned directly or indirectly by Contractor, its agents, or its employees. 

 
Contractor agrees to defend promptly and diligently at its sole cost and expense any such claim, 
action or proceeding brought against Fountaindale and/or its agents, or against Fountaindale and 
Contractor jointly or severally (a) arising out of or connected with any of the work performed under 
this Agreement; or (b) by any employee or former employee of Contractor arising out of or based 
upon the law regulations, requiring contract or award relating to the hours of any such employment, 
working conditions, and/or wages or compensation of such employees. 

 
Contractor also agrees to carry Worker’s Compensation Insurance for all its employees as required 
by law and to furnish a certificate of such insurance. In addition, Contractor will conform to the 
current provision of the Occupational Safety and Health Act and any other applicable federal, state 
or municipal laws and regulations. 

 
Contractor shall maintain liability insurance in the amounts required by Article I, such insurance to 
include both bodily injury and property damage liability. Before commencing the work, the 
Contractor shall furnish a certificate of insurance from its insurance carrier showing that it has 
complied with the foregoing provisions of this Article, and providing that the said insurance policies 
will not be changed or cancelled during their term after at least thirty (30) days prior notice by 
registered mail to Fountaindale. The form of said certificate of insurance shall be in accordance with 
the attached form – Certificate of Insurance and the Additional Insured Endorsement. 

 
It is especially understood and agreed that the foregoing provisions of the Article will survive the 
termination of this Agreement. 
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Article VI 
Agreement Term 

 
This Agreement shall become effective the day of , 2020 and will 
remain in effect for months, subject to the terms and conditions as detailed herein. 

 
In Witness whereof, the parties herein have caused their corporate names to be subscribed this day 
and year above written. 

 
 
 

Fountaindale Public Library District 
 

Signature:     
 

Printed Name:     
 

Title:     
 

Date:     
 
 

 
Contractor 

 
Signature:     

 

Printed Name:     
 

Title:     
 

Date:     
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Additional Required Documents 
 

Contractor must complete in full and submit the following documents with the signed Agreement. 
Copies of these documents may be downloaded from the Fountaindale Public Library District 
website at www.fountaindale.org. Failure to submit or properly complete any of the documents 
can cause the bid to be incomplete. Incomplete bids may disqualify the bidder from consideration 
by the Library in awarding the Contract. 

 
 

• Breakdown of Charges 
• Contractor’s Certification 
• Fair Employment Practices Affidavit of Compliance 
• Contractor’s Drug-Free Workplace Certification 
• Anti-Collusion Affidavit of Compliance 
• Additional Insured Endorsement 

http://www.fountaindale.org./


Anti-Harassment and Anti-Discrimination Policy- DRAFT 

The District is committed to a work environment in which all individuals are treated with dignity, 
respect and courtesy.  Each individual has the right to work in a professional atmosphere that 
promotes equal employment opportunities and prohibits discriminatory practices, including 
harassment. Therefore, the District expects that all relationships among persons in the 
workplace will be business-like and free of bias, prejudice and harassment. 

These policies apply to all applicants and employees, and prohibit harassment, discrimination 
and retaliation whether engaged in by fellow employees, by a supervisor or manager or by 
someone not directly connected to the District (e.g., an outside vendor, consultant or patron). 

Conduct prohibited by these policies is unacceptable in the workplace and in any work-related 
setting outside the workplace, such as during business trips, business meetings and business-
related social events. 

Any employee’s behavior that fits the definition of harassment is a form of misconduct which 
may result in disciplinary action up to and including termination. Harassment also could subject 
the District and, in some cases, an individual to substantial civil penalties. 

Discrimination 

Discrimination consists of employment actions taken against an individual based on a 
characteristic protected by law, such as race, color, religion, age, sex, pregnancy, national origin, 
ancestry, disability (mental or physical), genetic information, military status, marital status, 
transgendered status, sexual orientation, political affiliation or any other category protected by 
applicable law.  In other words, discrimination occurs when an individual is treated differently or 
unequally because the individual is a member of a protected group. 

Harassment 

Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is based 
upon a person’s protected status such as race, color, religion, age, sex, pregnancy, national 
origin, ancestry, disability (mental or physical), genetic information, military status, marital status, 
transgendered status, sexual orientation, political affiliation, or any other category protected by 
applicable law.  The District will not tolerate harassing conduct that affects tangible job benefits, 
interferes unreasonably with an individual’s work performance, or creates an intimidating, hostile 
or offensive working environment. 

The conduct forbidden by this policy specifically includes, but is not limited to: (a) epithets, slurs, 
negative stereotypes or intimidating acts that are based on a person’s protected status; and (b) 
written or graphic material circulated within or posted within the workplace that shows hostility 
toward a person because of his or her protected status. 

 



Sexual Harassment 

Sexual harassment consists of unwelcome sexual advances, requests for sexual favors, or other 
verbal or physical conduct of a sexual nature when made to an employee where: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of 
a person’s employment; 

2. Submission to or refusal to engage in such conduct is used as the basis for any 
employment decisions affecting such individual; or 

3. Such conduct has the purpose or effect of substantially interfering with an individual’s 
work performance or creating an intimidating, hostile or offensive working environment. 

 Sexual harassment, as defined above, may include, but is not limited to: 

1. Uninvited sex-oriented verbal “kidding” or demeaning sexual innuendoes, leers, 
gestures, teasing, sexually explicit or obscene jokes, remarks or questions of a sexual 
nature; 

2. Graphic or suggestive comments about an individual’s dress or body; 

3. Displaying sexually explicit objects, photographs, writings, or drawings; 

4. Unwelcome touching, such as patting, pinching or constant brushing against another’s 
body; or 

5. Suggesting or demanding sexual involvement of another employee, whether or not such 
suggestion or demand is accompanied by implicit or explicit threats concerning one’s 
employment status or similar personal concerns. 

6. Electronically sending messages with sexual content, including pictures and video), the 
use of sexually explicit language, harassment, cyber stalking and threats via all forms of 
electronic communication (e-mail, text/picture/video messages, intranet/on-line postings, 
blogs, instant messages and social network websites like Facebook and Twitter). 

Even if two or more employees are engaging in consensual conduct, such conduct could 
constitute harassment of or discrimination against another employee who witnesses or overhears 
the conduct.  

Investigation Procedure 

All District employees are responsible to help ensure that harassment and discrimination do not 
occur and are not tolerated.  Employees should not assume the District is aware of the conduct.  
If there are no witnesses and the victim fails to notify a supervisor or other responsible person, 
the District will not be presumed to have knowledge of the harassment. 



An employee who believes that he or she has been subjected to sexual or other types of 
harassment or discrimination, or who has witnessed harassment or discrimination, should 
immediately submit a complaint to his or her supervisor, any other manager or supervisor, or the 
Human Resources Manager.  If a manager or supervisor receives a complaint of harassment or 
discrimination directly from an employee, or becomes aware of such conduct, the complaint or 
conduct shall be immediately reported to the Human Resources Manager. 

Should the complaint be against the Human Resources Manager, the Executive Director should 
be notified. If the complaint is against the Executive Director, the Human Resources Manager 
should be notified. The Human Resources Manager will in turn bring the complaint to the 
President and Vice President of the Board of Trustees of the Fountaindale Public Library District. 

The Human Resources Manager shall promptly investigate all complaints and make all 
reasonable efforts to resolve the matter informally.  These efforts may include, but are not limited 
to, convening conferences with the complainant and/or the accused harasser/discriminator to 
discuss the complaint and the results of the investigation. If the complainant or the accused is not 
satisfied with the disposition of the investigation, he or she may submit in writing an appeal to the 
Executive Director, who will review the investigation report and make a final decision.  In the case 
of a complaint against the Executive Director, the resolution by the Board of Library Trustees is 
final. 

The right to confidentiality, both of the complainant and of the accused, will be respected 
consistent with the District’s legal obligations and with the necessity to investigate allegations of 
misconduct and to take corrective action when this conduct has occurred. 

A substantiated complaint against an employee will subject the employee to disciplinary action, 
up to and including termination. If an investigation results in a finding that the complainant falsely 
accused another of harassment or discrimination knowingly or in a malicious manner, the 
complainant will be subject to appropriate discipline, up to and including termination. 

Retaliation Prohibited 

Reporting harassment or discrimination or participating in an investigation will not reflect 
adversely upon an individual’s status or affect future employment.  Any form of retaliation against 
an employee who reports harassment or discrimination or participates in an investigation is strictly 
prohibited by the Illinois Human Rights Act, the Illinois State Officials and Employees Act, the 
Illinois Whistleblower Act, Title VII of the Civil Rights Act of 1964, and District policy.  Any 
employee who retaliates against another for exercising his or her rights under this policy shall be 
subject to discipline, up to and including termination. 

Resolution Outside District 

The purpose of this policy is to establish prompt, thorough and effective procedures for 
responding to every complaint and incident so that problems can be identified and remedied 
internally. However, an employee has the right to contact the Illinois Department of Human 
Rights (IDHR) or the Equal Employment Opportunity Commission (EEOC) about filing a formal 



complaint. An IDHR complaint must be filed within 300 days of the alleged incident(s) unless it 
is a continuing offense. A complaint with the EEOC must be filed within 300 days. 

Contact information for the Illinois Department of Human Rights (IDHR), Illinois Human Rights 
Commission (IHRC), and the United States Equal Employment Opportunity Commission 
(EEOC) can be found on the Fountaindale Public Library District’s staff intranet and posted on 
the bulletin board in the staff lounge. 

Individuals who have questions or concerns about these policies should talk with the Human 
Resources Manager. 

  

 



Use of Staff Library Accounts- DRAFT 

Employees who are residents of the District may request their personal library account be changed to a 
staff library account. Employees are limited to one account from the District. This account can be used at 
any library within the consortium or to acquire reciprocal borrowing privileges at other libraries. Any staff 
privileges will only apply to items checked out at Fountaindale Library District.   

Employees who are not residents of the District are eligible for a staff library account. These accounts 
must be used only at the Fountaindale Public Library District and are not to be used at other libraries. 
These accounts may be used to place consortium-wide holds and interlibrary loan requests.  

Employees are expected to use their borrowing privileges responsibly and judiciously and are responsible 
for any activity on their account. The District Circulation Policy applies to all staff accounts. Examples of 
unacceptable behaviors are: 

●        Manipulating staff accounts for personal benefit including, but not limited to, extending the 
amount of time items are kept, using or changing account information, avoiding penalties, and 
manipulating holds. 

●        Removing materials from assigned areas without checking them out or following 
appropriate procedures. 

●        Removing materials from the library hold shelf without checking them out. 

●        Failing to notify appropriate staff about damaged items or items with missing pieces prior to 
or after checkout. 

●        Failing to pick up requested items on a regular basis. 

Staff accounts are subject to review and governed by District policies. After employment ends, all staff 
account privileges will be removed and any outstanding issues with the account will be subject to the 
District's Circulation policy. 

Employees who violate the Use of Staff Library Accounts Policy may face disciplinary action, up to and 
including termination.  Criminal conduct of any type will be reported to the appropriate authorities. 

 



 
2020 Legislative Meet-Ups 
This series of eight legislative events provides an opportunity to meet with your legislators and speak with them firsthand 
about issues affecting you and your library. Library trustees, directors, and staff from public, school, and academic 
libraries are encouraged to attend and participate. Use this opportunity for photo ops with your elected officials to post on 
your social media or to invite them to visit your library. Make the most of your Meet-up with these tips from the ILA 
Advocacy Committee.  
  
Your registration fee includes breakfast or lunch, legislative materials, and program featuring state and federal 
legislative briefing and library-related priorities and speakers. 

Monday, 3 February 2020 
West Suburban Library Legislative Lunch 
Chicago Marriott Oak Brook 
1401 W. 22nd St. 
Oak Brook, IL  60523 
11:30 a.m. doors open and lunch is available 
12:00 noon program begins 
2:00 p.m. program concludes 
Price:  $45 

Friday, 7 February 2020 
Metro East Library Legislative Breakfast 
Sunset Hills Country Club 
2525 Illinois 157 
Edwardsville, IL  62025 
8:00 a.m. doors open and breakfast is available 
8:30 a.m. program begins 
10:00 a.m. program concludes 
Price:  $25 

Monday, 10 February 2020          
Southern Illinois Library Legislative Lunch 
Effingham Public Library 
200 N. Third Street 
Effingham, IL  62401 
11:30 a.m. doors open and lunch is available 
12:00 noon program begins  
1:30 p.m. program concludes 
Price:  $25 

Friday, 14 February 2020 
Central Illinois Library Legislative Breakfast 
Bloomington-Normal Marriott Hotel 
201 Broadway Ave. 
Normal, IL  61761 
8:00 a.m. doors open and breakfast is available 
8:30 a.m. program begins 
10:00 a.m. program concludes 
Price:  $30 

Friday, 14 February 2020 
Western Illinois Library Legislative Lunch 
Galesburg Public Library 
40 E. Simmons Street 
Galesburg, IL  61401 
11:30 a.m. doors open and lunch is available 
12:00 noon program begins 
1:30 p.m. program concludes  
Price:  $25 

Monday, 17 February 2020 
Presidents’ Day Library Legislative Breakfast 
Arboretum Club 
401 Half Day Rd. 
Buffalo Grove, IL  60089 
7:45 a.m. doors open and breakfast is available 
8:30 a.m. program begins 
10:00 a.m. program concludes 
Price:  $30 

Friday, 21 February 2020 
South Suburban Library Legislative Breakfast 
Tinley Park Public Library 
7851 Timber Dr. 
Tinley Park, IL 60477 
7:45 a.m. doors open and breakfast is available 
8:30 a.m. program begins 
10:00 a.m. program concludes 
Price:  $25 

Friday, 6 March 2020 
Chicago Library Legislative Lunch 
Harold Washington Library Center Winter Garden 
400 S State Street 
Chicago, IL 60605 
11:30 a.m. doors open and lunch is available 
12:00 noon program begins 
1:30 p.m. program concludes 
Price: $45 

 

https://illinoislibrariesmatter.wordpress.com/2018/01/29/making-the-most-of-your-legislative-meet-up/
https://illinoislibrariesmatter.wordpress.com/2018/01/29/making-the-most-of-your-legislative-meet-up/


 



District Statistics Population Total 67683
Total Circulation Statistics 60,725 Reading Programs Adult Teen Children Outreach Total Website Visits Total Facebook Likes

Building/Driveup 49,554
Reading Programs 
Offered 0 0 2 0 2 22,926 4,377

Bookmobile 2,138 Reading Members 0 0 398 0 398 Proctoring Total Twitter Followers
Digital 9,033 Summer Reading 0 0 0 0 0 6 826

Summer Reading 
Members 0 0 0 0 0 Faxes Sent

Total Instagram 
Followers

Collections Totals Population Served Building Outreach Total 442 994

Interlibrary Loan Requests New Physical Items 3,897 Total Visits 33,536 711 34,891 Scans Sent
Total eNews 
Subscribers

Items Received for our Patrons 218 New Digital Items 1,228 New Cardholders 135 1 136 2,309 5,106
Items Sent to other Libraries 162 Collection Total 435,064 Active Cardholders 24,123 107 24,230 Pages Printed COHS Students Enrolled

% Served All cardholders ** 48,574 Drive through visits 644 16,897 5
In-house checkins 
(Not part of total circ) 1770 Active cardholders 35.80% Computer and Internet Sessions Monthly Wireless 

SessionsAll cardholders 71.77% Studio 300 Children's Vortex Lab/Commons Total
154 807 406 3,089 4,456 16,424

Public Use of Meeting Rooms S300 Audio Booths Studio 300 GCRs S300 Video Suites
Meeting Room A, B & 

Board Room  Study Rooms Free Standing Book Drop Return Totals
Number of events/uses 172 33 24 25 382 Building Front Building Rear Church Ashbury's
Attendance 267 52 50 453 643 2,662 3,298 1,076 325

Programs
Programs Adults Programs Teens Mobile App Downloads

Adult/Teen Staff Outreach Staff Studio 300 Staff Total Adult/Teen Staff Outreach Staff Studio 300 Staff Total IOS:  3,904
Numbered offered 29 2 20 51 38 0 0 38 Android: 936
Attendance 350 25 272 647 677 0 0 677
Programming hours 60 2.5 31 93.5 70 0 0 70

Programs
Programs Children Passive Progams for Teens Total Offered

Children's Staff Outreach Staff Studio 300 Staff Total Adult/Teen Staff Outreach Staff Studio 300 Staff Total 266
Numbered offered 48 123 0 171 23 0 0 23 Total Attendance
Attendance 1,584 3,739 0 5323 605 0 0 605 8,801

Programming Hours 30.25 90 0 120.25 X X X X
Total Programming 

Hours
Passive Programs for  Children Cross-Department Programs, Tours and Streaming Media Video Stats for All Ages  313

Children's Staff Outreach Staff Studio 300 Staff Total Building Offsite Virtual Total
Numbered offered 133 0 0 133 3 0 3 6
Attendance 766 0 0 766 724 0 1,430 2,154
Programming hours 0 0 X 7 0 23 30
Questions Studio 300 Circulation ATSD Outreach CSD Other Unique Chat Total
Reference Total 211 155 956 593 961 2 87 2,965
Directional 11 610 999 0 1,313 0 0 2,933
One on One Assistance 39 74 26 0 6 0 0 145

Comparison to Previous Year This Year Last Year % change
Comparison to Previous 

Year This Year Last Year % change

*Includes virtual programs
** All cardholders are all patrons in our patron 
database which gets purged monthly to delete 
patrons with expired cards of 4 years or older

Circulation 60,725 64,678 -6.11% Reference Questions 2,965 3,184 -6.88%
Visitors 34,891 29,849 16.89% Computer Usage 4,456 4,813 -7.42%
Card Holders 24,230 24,908 -2.72% Wireless Sessions 16,424 15,725 4.45%
Room Bookings 642 614 4.56% Program Attendance* 8,801 7,408 18.80%
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