
VILLAGE OF DOWNERS GROVE
Report for the Village Council Meeting

SUBJECT: SUBMITTED BY:

Meeting Minutes Transcription Services
Rosa Berardi
Village Clerk

SYNOPSIS

 A motion is requested to award a one year agreement for Meeting Minute Transcription Services to     
 Transcription Outsourcing, LLC in a not-to-exceed amount of $20,000.00. 

FISCAL IMPACT

 The FY22 Budget provides $20,000 in the General Fund for this agreement.

RECOMMENDATION

Approval on the April 5, 2022 Consent Agenda

BACKGROUND

Over the past 30 years, meeting minutes of the Village Council and many of the Village’s boards and 
commissions were prepared by Writing Resources. Writing Resources’ work with the Village ended in 
December of 2020 due to the retirement of the company owner. Since then, the Village Council meeting 
minutes have been prepared by the Village Clerk and many of the boards and commissions meeting minutes 
have been prepared by Village staff liaisons.  Due to time constraints on preparing meeting minutes, a request 
for proposal was published in accordance with the Village’s Purchasing Policy on August 20, 2021. One 
proposal was received. Transcription Outsourcing, LLC and the Village have come to an agreed upon amount 
of $2.25/minute and $135/hour, in a not-to-exceed amount of $20,000.00 for one year.  Transcription 
Outsourcing, LLC has been preparing council meeting minutes and public hearing meeting minutes for 12 
years.   

 

ATTACHMENTS

Agreement

4/5/20224/5/2022
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REQUEST FOR PROPOSAL 

(Professional Services) 
 

 

Name of Proposing Company:  ________________________________________________ 

 

 

Project Name: Minutes Transcription Services  

Proposal No.: RFP-8202021JD-0-2021/JD 

Proposal Due: Friday, September 3rd at 3:00pm 

 

 

Required of Awarded Contractor: 

Certificate of Insurance: Yes  

 

Legal Advertisement Published: Friday, August 20th 

Date Issued: Friday, August 20th  

This document consists of 21 pages. 

 

Return original and two duplicate copies of proposal in a sealed envelope marked with the 

Proposal Number as noted above to: 

 

JOSHUA K. DAUSENER 

MANAGEMENT ANALYST 

VILLAGE OF DOWNERS GROVE 

801 BURLINGTON AVENUE 

DOWNERS GROVE, IL 60515 

PHONE: 630/434-5534 

FAX: 630/434- 5571 

www.downers.us 

Transcription Outsourcing, LLC
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The VILLAGE OF DOWNERS GROVE will receive proposals Monday thru Friday, 8:00 A.M. to 

5:00 P.M. at the Village Hall, 801 Burlington Avenue, Downers Grove, IL  60515. 

 

SPECIFICATIONS MUST BE MET AT THE TIME THE PROPOSAL IS DUE. 

 

The Village Council reserves the right to accept or reject any and all proposals, to waive 

technicalities and to accept or reject any item of any proposal. 

 

The documents constituting component parts of this Contract are the following: 

 

I. REQUEST FOR PROPOSALS 

 

II. TERMS & CONDITIONS 

 

III. DETAILED SPECIFICATIONS 

 

IV. PROPOSER’S RESPONSE TO RFP (Professional Services) 

 

V. PROPOSAL/CONTRACT FORM 

 

DO NOT DETACH ANY PORTION OF THIS DOCUMENT.  INVALIDATION COULD 

RESULT.  Proposers MUST submit an original, and 2 additional paper copies of the total proposal.  

Upon formal award of the proposal this RFP document shall become the Contract, the successful 

Proposer will receive a copy of the executed Contract. 
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I. REQUEST FOR PROPOSALS 
 

1. GENERAL 

1.1 Notice is hereby given that the Village of Downers Grove will receive sealed Proposals up to 

FRIDAY, AUGUST 3RD, AT 3PM. 

 

1.2 Proposals must be received at the Village of Downers Grove by the time and date specified.  

Proposals received after the specified time and date will not be accepted and will be returned 

unopened to the Proposer. 

 

1.3 Proposal forms shall be sent to the Village of Downers Grove, ATTN: Rosa Berardi, in a 

sealed envelope marked "SEALED PROPOSAL".  The envelope shall be marked with the 

name of the project, date, and time set for receipt of Proposals. 

 

1.4 All Proposals must be submitted on the forms supplied by the Village and signed by a proper 

official of the company submitting the Proposal.  Telephone, email and fax Proposals will 

not be accepted. 

 

1.5 By submitting this Proposal, the Proposer certifies under penalty of perjury that they have not 

acted in collusion with any other Proposer or potential Proposer. 

 

2. PREPARATION OF PROPOSAL 

2.1 It is the responsibility of the Proposer to carefully examine the specifications and proposal 

documents and to be familiar with all of the requirements, stipulations, provisions, and 

conditions surrounding the proposed services.  DO NOT SUBMIT A PROPOSED 

CONTRACT.  UPON ACCEPTANCE BY THE VILLAGE, THIS RFP DOCUMENT 

SHALL BECOME A BINDING CONTRACT.  

 

2.2 No oral or telephone interpretations of specifications shall be binding upon the Village.  All 

requests for interpretations or clarifications shall be made in writing and received by the 

Village at least five (5) business days prior to the date set for receipt of Proposals.  All 

changes or interpretations of the specifications shall be made by the Village in a written 

addendum to the Village’s proposers of record. 

 

2.3 In case of error in the extension of prices in the Proposal, the hourly rate or unit price will 

govern.  In case of discrepancy in the price between the written and numerical amounts, the 

written amount will govern. 

 

2.4 All costs incurred in the preparation, submission, and/or presentation of any Proposal 

including any Proposer's travel or personal expenses shall be the sole responsibility of the 

Proposer and will not be reimbursed by the Village. 

 

2.5 The Proposer hereby affirms and states that the prices quoted herein constitute the total cost 

to the Village for all work involved in the respective items and that this cost also includes all 

insurance, bonds, royalties, transportation charges, use of all tools and equipment, 

superintendence, overhead expense, all profits and all other work, services and conditions 
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necessarily involved in the work to be done and materials to be furnished in accordance with 

the requirements of the Contract Documents considered severally and collectively. 

 

3. MODIFICATION OR WITHDRAWAL OF PROPOSALS 

3.1 A Proposal that is in the possession of the Village may be altered by a letter bearing the 

signature of the person authorized for submitting a Proposal, provided that it is received prior 

to the time and date set for the Proposal opening.  Telephone, email or verbal alterations of a 

Proposal will not be accepted. 

 

3.2 A Proposal that is in the possession of the Village may be withdrawn by the Proposer, up to 

the time set for the Proposal opening, by a letter bearing the signature of the person 

authorized for submitting Proposals.  Proposals may not be withdrawn after the Proposal 

opening and shall remain valid for a period of ninety (90) days from the date set for the 

Proposal opening, unless otherwise specified. 

 

4. RESERVED RIGHTS 

4.1 The Village reserves the exclusive right to waive sections, technicalities, irregularities and 

informalities and to accept or reject any and all Proposals and to disapprove of any and all 

subcontractors as may be in the best interest of the Village.  Time and date requirements for 

receipt of Proposals will not be waived. 

 

II. TERMS AND CONDITIONS 
 

5. VILLAGE ORDINANCES 

5.1 The successful Proposer will strictly comply with all ordinances of the Village of Downers 

Grove and laws of the State of Illinois. 

 

6. USE OF VILLAGE'S NAME 

6.1 The Proposer is specifically denied the right of using in any form or medium the name of the 

Village for public advertising unless express permission is granted by the Village. 

 

7. INDEMNITY AND HOLD HARMLESS AGREEMENT 

7.1 To the fullest extent permitted by law, the Proposer shall indemnify, keep and save harmless 

the Village and its agents, officers, and employees, against all injuries, deaths, losses, 

damages, claims, suits, liabilities, judgments, costs and expenses, which may arise directly or 

indirectly from any negligence or from the reckless or willful misconduct of the Proposer, its 

employees, or its subcontractors, and the Proposer shall at its own expense, appear, defend 

and pay all charges of attorneys and all costs and other expenses arising therefrom or 

incurred in connection therewith, and, if any judgment shall be rendered against the Village 

in any such action, the Proposer shall, at its own expense, satisfy and discharge the same.  

This agreement shall not be construed as requiring the Proposer to indemnify the Village for 

its own negligence.  The Proposer shall indemnify, keep and save harmless the Village only 

where a loss was caused by the negligent, willful or reckless acts or omissions of the 

Proposer, its employees, or its subcontractors. 

 

8. NONDISCRIMINATION 
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8.1 Proposer shall, as a party to a public contract: 

 

(a) Refrain from unlawful discrimination in employment and undertake affirmative 

action to assure equality of employment opportunity and eliminate the effects of past 

discrimination; 

 

(b) By submission of this Proposal, the Proposer certifies that it is an "equal opportunity 

employer" as defined by Section 2000(e) of Chapter 21, Title 42, U.S. Code 

Annotated and Executive Orders #1l136 and #11375, which are incorporated herein 

by reference.  The Equal Opportunity clause, Section 6.1 of the Rules and 

Regulations of the Department of Human Rights of the State of Illinois, is a material 

part of any contract awarded on the basis of this Proposal. 
 

8.2 It is unlawful to discriminate on the basis of race, color, religion, sex, marital status, national 

origin or ancestry, age, physical or mental disability unrelated to ability, military status, order 

of protection status, sexual orientation, sexual identity, or an unfavorable discharge from 

military service.  Proposer shall comply with standards set forth in Title VII of the Civil 

Rights Act of 1964, 42 U.S.C. Sec. 2000 et seq., The Human Rights Act of the State of 

Illinois, 775 ILCS 5/1-101et. seq., and The Americans With Disabilities Act, 42 U.S.C. Sec. 

1210l et. seq. 

 

9. SEXUAL HARASSMENT POLICY 

9.1 If applicable, the Proposer, as a party to a public contract, should have a written sexual 

harassment policy that: 

 

9.1.1 Notes the illegality of sexual harassment; 

9.1.2 Sets forth the State law definition of sexual harassment; 

9.1.3 Describes sexual harassment utilizing examples; 

9.1.4 Describes the Proposer's internal complaint process including penalties; 

9.1.5 Describes the legal recourse, investigative and complaint process available through 

the Illinois Department of Human Rights and the Human Rights Commission and 

how to contact these entities; and 

9.1.6 Describes the protection against retaliation afforded under the Illinois Human Rights 

Act. 

 

10. EQUAL EMPLOYMENT OPPORTUNITY 

10.1 In the event of the Proposer’s non-compliance with the provisions of this Equal Employment 

Opportunity Clause, the Illinois Human Rights Act or the Rules and Regulations of the 

Illinois Department of Human Rights (“Department”), the Proposer may be declared 

ineligible for future contracts or subcontracts with the State of Illinois or any of its political 

subdivisions or municipal corporations, and the Contract may be canceled or voided in whole 

or in part, and such other sanctions or penalties may be imposed or remedies invoked as 

provided by statute or regulation.  During the performance of this Contract, the Proposer 

agrees as follows: 

 

10.1.1 That it will not discriminate against any employee or applicant for employment 
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because of race, color, religion, sex, marital status, national origin or ancestry, age, 

physical or mental disability unrelated to ability, order of protection status, military 

status, sexual orientation, sexual identity or an unfavorable discharge from military 

service; and further that it will examine all job classifications to determine if minority 

persons or women are underutilized and will take appropriate affirmative action to 

rectify any such underutilization. 

 

10.1.2 That, if it hires additional employees in order to perform this Contract or any portion 

thereof, it will determine the availability (in accordance with the Department’s Rules 

and Regulations) of minorities and women in the area(s) from which it may 

reasonably recruit and it will hire for each job classification for which employees are 

hired in such a way that minorities and women are not underutilized. 

 

10.1.3 That, in all solicitations or advertisements for employees placed by it or on its behalf, 

it will state that all applicants will be afforded equal opportunity without 

discrimination because of race, color, religion, sex, marital status, national origin or 

ancestry, age, physical or mental disability unrelated to ability, order of protection 

status, military status, sexual orientation, or an unfavorable discharge from military 

services. 

 

10.1.4 That it will send to each labor organization or representative of workers with which it 

has or is bound by a collective bargaining or other agreement or understanding, a 

notice advising such labor organization or representative of the Proposer’s 

obligations under the Illinois Human Rights Act and the Department’s Rules and 

Regulations.  If any such labor organization or representative fails or refuses to 

cooperate with the Proposer in its efforts to comply with such Act and Rules and 

Regulations, the Proposer will promptly so notify the Department and the contracting 

agency and will recruit employees from other sources when necessary to fulfill its 

obligations thereunder. 

 

10.1.5 That it will submit reports as required by the Department’s Rules and Regulations, 

furnish all relevant information as may from time to time be requested by the 

Department or the contracting agency, and in all respects comply with the Illinois 

Human Rights Act and the Department’s Rules and Regulations. 

 

10.1.6 That it will permit access to all relevant books, records, accounts and work sites by 

personnel of the contracting agency and the Department for purpose of investigation 

to ascertain compliance with the Illinois Human Rights Act and the Department’s 

Rules and Regulations. 

 

10.1.7 That it will include verbatim or by reference the provisions of this clause in every 

subcontract it awards under which any portion of the contract obligations are 

undertaken or assumed, so that such provisions will be binding upon such 

subcontractor.  In the same manner as with other provisions of this Contract, the 

Proposer will be liable for compliance with applicable provisions of this clause by 

such subcontractors; and further it will promptly notify the contracting agency and the 
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Department in the event any subcontractor fails or refuses to comply therewith.  In 

addition, the Proposer will not utilize any subcontractor declared by the Illinois 

Human Rights Commission to be ineligible for contracts or subcontracts with the 

State of Illinois or any of its political subdivisions or municipal corporations. 

 

11. DRUG FREE WORK PLACE 

If applicable, the Proposer, as a party to a public contract, certifies and agrees that it will 

provide a drug free workplace by: 

 

11.1 Publishing a statement: (1) Notifying employees that the unlawful manufacture, distribution, 

dispensation, possession or use of a controlled substance, including cannabis, is prohibited in 

the Village’s or Proposer’s workplace. (2) Specifying the actions that will be taken against 

employees for violations of such prohibition. (3) Notifying the employee that, as a condition 

of employment on such contract or grant, the employee will: (A) abide by the terms of the 

statement; and (B) notify the employer of any criminal drug statute conviction for a violation 

occurring in the workplace no later than five (5) days after such conviction. 

 

11.2 Establishing a drug free awareness program to inform employees about: (1) the dangers of 

drug abuse in the workplace; (2) the Village’s or Proposer’s policy of maintaining a drug free 

workplace; (3) any available drug counseling, rehabilitation and employee assistance 

programs; (4) the penalties that may be imposed upon employees for drug violations. 

 

11.3 Providing a copy of the statement required above to each employee engaged in the 

performance of the contract or grant and to post the statement in a prominent place in the 

workplace. 

 

11.4 Notifying the contracting or granting agency within ten (10) days after receiving notice of 

any criminal drug statute conviction for a violation occurring in the workplace from an 

employee or otherwise receiving actual notice of such conviction. 

 

11.5 Imposing a sanction on, or requiring the satisfactory participation in a drug abuse assistance 

or rehabilitation program by, any employee who is so convicted as required by section 5 of 

the Drug Free Workplace Act. 

 

11.6 Assisting employees in selecting a course of action in the event drug counseling, treatment 

and rehabilitation is required and indicating that a trained referral team is in place. 

 

11.7  Making a good faith effort to continue to maintain a drug free workplace through 

implementation of the Drug Free Workplace Act. 

 

12.    PATRIOT ACT COMPLIANCE 

12.1 The Proposer represents and warrants to the Village that neither it nor any of its principals, 

shareholders, members, partners, or affiliates, as applicable, is a person or entity named as a 

Specially Designated National and Blocked Person (as defined in Presidential Executive 

Order 13224) and that it is not acting, directly or indirectly, for or on behalf of a Specially 

Designated National and Blocked Person.  The Proposer further represents and warrants to 
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the Village that the Proposer and its principals, shareholders, members, partners, or affiliates, 

as applicable are not, directly or indirectly, engaged in, and are not facilitating, the 

transactions contemplated by this Contract on behalf of any person or entity named as a 

Specially Designated National and Blocked Person.  The Proposer hereby agrees to defend, 

indemnify and hold harmless the Village, and its elected or appointed officers, employees, 

agents, representatives, engineers and attorneys, from and against any and all claims, 

damages, losses, risks, liabilities and expenses (including reasonable attorney’s fees and 

costs) arising from or related to any breach of the foregoing representations and warranties. 

 

13. INSURANCE REQUIREMENTS 

13.1 The Proposer shall be required to obtain, from a company or companies lawfully authorized 

to do business in the jurisdiction in which the project is located, such general liability 

insurance which, at a minimum, will protect the Proposer from the types of claims set forth 

below which may arise out of or result from the Proposer’s operations under this Contract 

and for which the Proposer may legally liable: 

 

13.1.1   Claims under workers compensation, disability benefit and other similar                   

employee benefit acts which are applicable to the operation to be performed; 

 

13.1.2       Claims for damages resulting from bodily injury, occupational sickness or 

disease, or death of the Proposer’s employees; 

   

13.1.3       Claims for damages resulting from bodily injury, sickness or disease, or death of 

any person other than the Proposer’s employees; 

 

13.1.4       Claims for damages insured by the usual personal injury liability coverage which 

are sustained: (1) by a person as a result of an offense directly or indirectly 

related to employment of such person by the Proposer, or (2) by another person; 

 

13.1.5       Claims for damages, other than to the work itself, because of injury to or 

destruction of tangible property, including loss of use resulting therefrom; 

 

13.1.6      Claims for damages because of bodily injury, death of a person or property            

         damage arising out of ownership, maintenance or use of a motor vehicle; 

 

13.1.7      Claims for damages as a result of professional or any other type of negligent          

action by the Proposer or failure to properly perform services under the scope       

of the agreement between the Proposer and the Village. 
 

13.2   The Proposer shall demonstrate having insurance coverage for a minimum of $2 million for 

professional liability (errors and omissions).  

 

13.3 As evidence of said coverages, Proposer shall provide the Village with certificates of 

insurance naming the Village of Downers Grove as an additional insured and include a 

provision for cancellation only upon at least 30 days prior notice to the Village.  
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14. CAMPAIGN DISCLOSURE 

14.1 Any contractor, proposer, bidder or vendor who responds by submitting a bid or proposal to 

the Village shall be required to submit with its submission, an executed Campaign 

Disclosure Certificate, attached hereto. 

 

14.2 The Campaign Disclosure Certificate is required pursuant to the Village of Downers Grove 

Council Policy on Ethical Standards and is applicable to those campaign contributions made 

to any member of the Village Council.   

 

14.3 Said Campaign Disclosure Certificate requires any individual or entity bidding to disclose 

campaign contributions, as defined in Section 9-1.4 of the Election Code (10 ILCS 5/9-1.4), 

made to current members of the Village Council within the  five (5) year period preceding the 

date of the bid or proposal release. 

 

14.4 By signing the bid or proposal documents, contractor/proposer/bidder/vendor agrees to 

refrain from making any campaign contributions as defined in Section 9-1.4 of the Election 

Code (10 ILCS 5/9-1.4) to any Village Council member and any challengers seeking to serve 

as a member of the Downers Grove Village Council. 

 

15. SUBLETTING OF CONTRACT 

15.1 No contract awarded by the Village shall be assigned or any part subcontracted without the 

written consent of the Village Manager.  In no case shall such consent relieve the Proposer 

from its obligation or change the terms of the Contract. 

 

 All approved subcontracts shall contain language which incorporates the terms and 

conditions of this Contract. 

 

16. TERM OF CONTRACT 

16.1 The term of this Contract shall be as set forth in the Detail Specifications set forth in Section 

III below.  This Contract is subject to the Village purchasing policy with regard to any 

extensions hereof. 

 

17. TERMINATION OF CONTRACT 

17.1  In the event of the Proposer’s nonperformance, breach of the terms of the Contract, or for any 

other reason, and/or that sufficient funds to complete the Contract are not appropriated by the 

Village, the Contract may be canceled, in whole or in part, upon the Village's written notice 

to the Proposer.  The Village will pay the Proposer's costs actually incurred as of the date of 

receipt of notice of default. Upon termination, the Proposer will deliver all documents and 

products of whatever kind, and their reproducible originals related to the project, which have 

been produced to the date of the notice of termination. 

 

18. BILLING & PAYMENT PROCEDURES 

18.1 Payment will be made upon receipt of an invoice referencing Village purchase order number. 

Once an invoice and receipt of materials or service have been verified, the invoice will be 

processed for payment in accordance with the Village payment schedule.  The Village will 

comply with the Local Government Prompt Payment Act, 50 ILCS 505/1 et seq., in that any 
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bill approved for payment must be paid or the payment issued to the Proposer within 60 days 

of receipt of a proper bill or invoice.  If payment is not issued to the Proposer within this 60 

day period, an interest penalty of 1.0% of any amount approved and unpaid shall be added for 

each month or fraction thereof after the end of this 60 day period, until final payment is 

made. 

 

18.2 The Village shall review in a timely manner each bill or invoice after its receipt.  If the 

Village determines that the bill or invoice contains a defect making it unable to process the 

payment request, the Village shall notify the Proposer requesting payment as soon as possible 

after discovering the defect pursuant to rules promulgated under 50 ILCS 505/1 et seq.  The 

notice shall identify the defect and any additional information necessary to correct the defect. 

 

18.3 Please send all invoices to the attention of Village of Downers Grove, Accounts Payable, 801 

Burlington, Downers Grove, IL  60515. 

 

19. RELATIONSHIP BETWEEN THE PROPOSER AND THE VILLAGE 

19.1 The relationship between the Village and the Proposer is that of a buyer and seller of 

professional services and it is understood that the parties have not entered into any joint 

venture or partnership with the other. 

 

20. STANDARD OF CARE 

20.1. Services performed by Proposer under this Contract will be conducted in a manner consistent 

with that level of care and skill ordinarily exercised by members of the profession currently 

practicing in the same locality under similar conditions.  No other representations express or 

implied, and no warranty or guarantee is included or intended in this Contract, or in any 

report, opinions, and documents or otherwise. 

 

20.2 If the Proposer fails to meet the foregoing standard, Proposer will perform at its own cost, 

and without reimbursement from the Village, the professional services necessary to correct 

errors and omissions caused by Proposer’s failure to comply with the above standard and 

reported to Proposer within one (1) year from the completion of Proposer’s services for the 

Project. 

 

20.3 For Professional Service Agreements: Project site visits by Proposer during construction or 

equipment installation or the furnishing of Project representatives shall not make Proposer 

responsible for: (i) constructions means, methods, techniques, sequences or procedures; (ii) 

for construction safety precautions or programs; or (iii) for any construction contactor(s’) 

failure to perform its work in accordance with contract documents. 

 

21. GOVERNING LAW AND VENUE 

21.1 This Contract will be governed by and construed in accordance with the laws of the State of 

Illinois without regard for the conflict of laws provisions.  Venue is proper only in the 

County of DuPage and the Northern District of Illinois. 

 

22. SUCCESSORS AND ASSIGNS 

22.1 The terms of this Contract will be binding upon and inure to the benefit of the parties and 
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their respective successors and assigns; provided, however, that neither party will assign this 

Contract in whole or in part without the prior written approval of the other.  The Proposer 

will provide a list of key staff, titles, responsibilities, and contact information to include all 

expected subcontractors. 

 

23. WAIVER OF CONTRACT BREACH 

23.1 The waiver by one party of any breach of this Contract or the failure of one party to enforce 

at any time, or for any period of time, any of the provisions hereof will be limited to the 

particular instance and will not operate or be deemed to waive any future breaches of this 

Contract and will not be construed to be a waiver of any provision except for the particular 

instance. 

 

24. AMENDMENT 

24.1 This Contract will not be subject to amendment unless made in writing and signed by all 

parties. 

 

25. NOT TO EXCEED CONTRACT 

25.1 The contract price is a “not-to-exceed” cost.  At any time additional work is necessary or 

requested, and the not-to-exceed price is increased thereby, any change, addition or price 

increase must be agreed to in writing by all parties who have executed the Contract.   

 

26. SEVERABILITY OF INVALID PROVISIONS 

26.1 If any provisions of this Contract are held to contravene or be invalid under the laws of any 

state, country or jurisdiction, contravention will not invalidate the entire Contract, but it will 

be construed as if not containing the invalid provision and the rights or obligations of the 

parties will be construed and enforced accordingly. 

 

27. NOTICE 

27.1 Any notice will be in writing and will be deemed to be effectively served when deposited in 

the mail with sufficient first class postage affixed, and addressed to the party at the party's 

place of business.  Notices shall be addressed to the Village as follows: 

 

Village Manager 

Village of Downers Grove 

801 Burlington Ave. 

Downers Grove, IL   60515 

 

 And to the Proposer as designated in the Contract Form. 

 

28.   COOPERATION WITH FOIA COMPLIANCE 

28.1 Contractor acknowledges that the Freedom of Information Act does apply to public records 

in possession of the Contractor or a subcontractor. Contractor and all of its subcontractors 

shall cooperate with the Village in its efforts to comply with the Freedom of Information Act. 

(5 ILCS 140/1 et seq.) 
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29.  COPYRIGHT or PATENT INFRINGEMENT 

29.1 The Proposer agrees to indemnify, defend, and hold harmless the Village against any suit, 

claim, or proceeding brought against the Village for alleged use of any equipment, systems, 

or services provided by the Proposer that constitutes a misuse of any proprietary or trade 

secret information or an infringement of any patent or copyright. 
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III.  DETAIL SPECIFICATIONS 
 

The Village is seeking transcription services to transcribe the minutes for meetings of the Village 

Council (governing board) of the Village of Downers Grove.  The Village Council meets the first 

three (3) Tuesdays of every month.  Meeting cancellations may occur from time to time. The Council 

consists of the Mayor and six (6) Commissioners.   

 

The meetings are live-streamed on DGTV Channel 6 and YouTube. The meeting will be posted 

to YouTube on the Wednesday following the meeting. Also, an audio recording will be available 

to the selected contractor to assist with the preparation of meeting minutes. Transcription of 

minutes for other Village boards and commissions may also be needed, on occasion. 

 

The format for the Village Council minutes is a detailed summary, not verbatim. Examples of 

minutes will be provided to the contractor.  

 

The minutes shall be completed by no later than 12:00 noon on the Thursday following the meeting 

and shall be sent to Village Clerk Rosa Berardi at rberardi@downers.us.  Village Clerk Berardi will 

be the point of contact for all questions regarding Council minutes.  

 

The contractor must have prior experience transcribing minutes and shall provide examples of 

minutes taken for, and invoices submitted to, other municipalities or government entities.   

 

It is generally accepted that the preparation of the minutes should not exceed the hours outlined in 

the table below:  

 

Meeting Length 
(in hours) 

Billable hours 
(not to exceed) 

1 3 

2 6 

3 9 

4 12 

5 15 

 

Please submit your hourly rate for minute transcription. 

 

The contractor will be required to attend only one Council meeting to become familiar with the 

Council and Village staff, and how the meetings are conducted for which the contractor will receive 

compensation.  Please note that the contractor may attend additional Village Council meetings, but 

will not receive compensation therefor. 

  

All questions may be submitted to:  

Rosa Berardi, Village Clerk 

rberardi@downers.us 

630-434-5534 
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