
AGENDA 

REGULAR SESSION 

HIGHLAND CITY COUNCIL 

HIGHLAND AREA SENIOR CENTER 

187 WOODCREST DRIVE 

TUESDAY, JANUARY 16, 2024 

6:30 PM 

 

NOTE:  This is an in person meeting.  However, anyone wishing to monitor the meeting via phone  

may do so by following the instructions on page 3 of this agenda.  
 

CALL TO ORDER / ROLL CALL / PLEDGE OF ALLEGIANCE: 

 

MINUTES: 

A. MOTION – Approve Minutes of January 2, 2024 Regular Session (attached) 

B. MOTION – Approve Minutes of January 2, 2024 Executive Session  

 

PUBLIC FORUM: 

A. Citizens’ Requests and Comments: 

 

 

 

 

B. Requests of Council: 

 

C. Staff Reports: 

 

NEW BUSINESS: 

A. MOTION – Bill #24-02/RESOLUTION Amending and Approving City of Highland Purchasing Manual  

     (January 2024) (attached) 

 

B. MOTION – Bill #24-03/RESOLUTION Approving Change Orders for the City Hall Renovation and  

     Construction Project (attached) 

 

C. MOTION – Bill #24-04/RESOLUTION Waiving Competitive Bidding Requirement and Approving  

and Authorizing the Purchase of Office Furniture, and other Needed  

Products and Materials for City Hall Renovation, from Indoff, LLC, for  

$113,513.09, Through the State of Illinois Joint Purchasing Program as a  

Sole Source Purchase (attached) 

 

D. MOTION – Bill #24-05/RESOLUTION Authorizing City to Enter Into a Professional Services Contract  

with Moran Economic Development, LLC, for Purposes of Amending TIF  

#1 District and TIF #2 District, and to Establish TIF District #3 (attached) 

 

E. MOTION – Bill #24-06/RESOLUTION Authorizing Allocation of Hotel/Motel Tax Funding for the 

City’s Annual Membership to Discover Downstate Illinois (attached) 

 
Continued  

Anyone wishing to address the Council on any subject may do so at this time.  Please come forward to the 

podium and state your name.  Per Ordinance No. 3299, please limit your comments to 4 minutes or less. 
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F. MOTION – Bill #24-07/RESOLUTION Authorizing and Directing Application to the Madison County,  

Illinois, Sustainability Grant Program for Highland Silver Lake 

Improvements (attached)  

 

G. MOTION – Bill #24-08/RESOLUTION Authorizing and Directing Application to the 2024 Surface  

     Transportation Block Grant Program (STP) for the Purpose of Resurfacing  

     Poplar Street from Broadway Through Lindenthal Avenue (attached) 

 

H. MOTION – Award Bid #PW-07-23, for the Purchase of New Diesel Fuel Tank and Dispensing System  

     (attached) 

 

REPORTS: 

A. MOTION – Accepting Expenditures Reports #1258 for Dec. 30, 2023 through Jan. 12, 2024 (attached) 

 

EXECUTIVE SESSION: 

 The City Council may conduct an Executive Session pursuant to the Illinois Open Meetings Act, only 

after citing exemptions allowing such meeting.   

 

ADJOURNMENT: 

 
 

 

 

 

 

 

 

 

 

 

 

Continued  
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BE ADVISED this is a public meeting conducted in accordance with Illinois state law and may be recorded for 
audio and video content.  City reserves the right to broadcast or re-broadcast the content of this meeting at 
City’s sole discretion.  City is not responsible for the content, video quality, or audio quality of any City meeting 
broadcast or re-broadcast. 
 
Directions for Public Monitoring of Highland City Council Meetings: 

The City of Highland is providing the following phone number for use by citizens to call in just before the start 
of this meeting:   

618-882-5625 

Once connected, you will be prompted to enter a conference ID number.   

Conference ID #:  867900 

This will allow a member of the public to hear the city council meeting.   

Note:  This is for audio monitoring of the meeting, only.  Anyone dialing in will not be able make comments.   

 
Anyone wishing to address the city council on any subject during the Public Forum portion of the meeting may 

submit their questions/comments in advance via email to lhediger@highlandil.gov   or, by using the citizens’ 

portal on the city’s website found here:  https://www.highlandil.gov/citizen_request_center_app/index.php.   

Any comments received prior to 3:00 PM on the day of the meeting, will be read into the record.   

 

 
 

Anyone requiring accommodations, provided for in the Americans with Disabilities Act 

(ADA), to attend this public meeting, please contact Jackie Heimburger, ADA Coordinator, 

by 9:00 AM on Tuesday, January 16, 2024. 

mailto:lhediger@highlandil.gov
https://www.highlandil.gov/citizen_request_center_app/index.php


 

City of Highland 
1115 Broadway, PO Box 218 

Highland, IL 62249 

 
To:  Honorable Mayor Hemann, City Council and Finance Department 

 

From: Chris Conrad- City Manager    

 

Date: January 3, 2024 

 

Re:  Purchasing Policy Change to coincide with change in State Statute 

 

 
 

I am submitting for Council consideration a change to the City of 
Highland Purchasing Policy as it pertains to Chapter 6, Section A.- 
Change Order Policy.  
 
As I was reviewing law changes that went into effect on January 1, 
2024, I came across a law change that went into effect on January 
1, 2023 that we had previously missed.  
 
P.A. 102-1119, effective 1-23-23, changed 720 ILCS 5/33E-9, 
Change Orders. See below: 
 
(720 ILCS 5/33E-9) (from Ch. 38, par. 33E-9) 
    Sec. 33E-9. Change orders. Any change order authorized under this Section 

shall be made in writing. Any person employed by and authorized by any unit 

of State or local government to approve a change order to any public contract 

who knowingly grants that approval without first obtaining from the unit of 

State or local government on whose behalf the contract was signed, or from a 

designee authorized by that unit of State or local government, a 

determination in writing that (1) the circumstances said to necessitate the 

change in performance were not reasonably foreseeable at the time the 

contract was signed, or (2) the change is germane to the original contract as 

signed, or (3) the change order is in the best interest of the unit of State 

or local government and authorized by law, commits a Class 4 felony. The 

written determination and the written change order resulting from that 

determination shall be preserved in the contract's file which shall be open 

to the public for inspection. This Section shall only apply to a change order 

or series of change orders which authorize or necessitate an increase or 

decrease in either the cost of a public contract by a total of $25,000 or 

more or the time of completion by a total of 180 days or more. 
(Source: P.A. 102-1119, eff. 1-23-23.) 

 
This statute change only pertains to our dollar amount, changing 
from $10,000.00 to $25,000.00, but does not change our process of 



 

City of Highland 
1115 Broadway, PO Box 218 

Highland, IL 62249 

 

receiving council approval. I believe the penalty for the official who 
violates this provision existed previously.  
 

Recommendation 
 

Staff recommends Council approve a change to Chapter 6, Section 
A of the Purchasing Policy, Change orders to reflect the change in 
dollar amounts to match the State Statute.  
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RESOLUTION NO.      

 

RESOLUTION AMENDING AND APPROVING THE CITY OF HIGHLAND, ILLINOIS  

PURCHASING MANUAL, JANUARY 2024 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-home 

rule municipality duly established, existing and operating in accordance with the provisions of the 

Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled Statutes); and 

WHEREAS, City has determined recent changes in Illinois law necessitate changes to the City 

Purchasing Manual; and 

WHEREAS, City has determined the Change Orders section of the City Purchasing Manual 

shall be amended to reflect recent changes in Illinois law as follows: 

A. Change Order Policy 

State statute requires City Council approval of all change orders for $25,000 or more and for all 

change orders which, when combined with those previously approved, increase or reduce the 

contract price by more than $25,000.  The following financial policy is consistent with this 

statute. 

Change orders which increase or reduce the time for completion of the contract by more than 30 

days (regardless of the original contract price) require City Council approval. In these instances, 

departments shall follow the procedures for submitting change orders to the City Council 

outlined above. 

It shall be the responsibility of each Department Director to ensure that all change orders are 

submitted to the City Manager or City Council for approval.  In addition, Department Directors 

shall be responsible for monitoring all contract payouts and retainages and ensuring that the 

amount of the change order is correct. 

Changes to professional service contracts (e.g. engineering, architectural or land surveying work) shall 

be treated as contract amendments. 

PROCEDURES FOR SUBMITTING CHANGE ORDERS TO THE CITY COUNCIL 

Change orders requiring City Council approval shall be placed on the City Council’s agenda and shall be 

accompanied by a memorandum explaining the need for the contract revision.  If a change order for less 

than $25,000 is submitted to the City Council for approval, departments shall explain that City Council 

approval is necessary because the total value of all change orders exceeds $25,000. 

Change orders shall be numbered sequentially and shall bear the signature of the Department Director.  

In instances where a final balancing change order (regardless of the amount) reduces the contract price, 

departments shall instruct Finance to close out the remaining encumbered funds. 

In special circumstances, a change order requiring City Council approval may be authorized by the City 

Manager or his/her designee prior to being placed on the City Council agenda.  After receiving 

authorization, however, the department, following the requirements outlined above, shall have the 

change order placed on the City Council’s agenda for the following meeting. 

See City Purchase Manual, January 2024, attached hereto as Exhibit A; and  
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WHEREAS, City has determined it to be in the best interests of public health, safety, general 

welfare and economic welfare to amend the City Purchase Manual, January 2024, as stated herein 

(Exhibit A); and   

WHEREAS, the City Council finds that the Mayor should be authorized and directed, on behalf 

of the City, to execute whatever documents are necessary to amend the City Purchase Manual, January 

2024, as stated herein (Exhibit A).  

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Highland, 

Illinois, as follows: 

Section 1.  The foregoing recitals are incorporated herein as findings of the City Council of the 

City of Highland, Illinois. 

Section 2.  Amendment of the City Purchase Manual, January 2024, as stated herein (Exhibit 

A), is approved. 

Section 3.  All previously authorized City Purchasing Manuals are repealed, replaced and 

superseded by the City Purchase Manual, January 2024 (Exhibit A). 

Section 4.  This Resolution shall be known as Resolution No.    and shall be effective 

upon its passage and approval in accordance with law. 

 

Passed by the City Council of the City of Highland, Illinois, approved by the Mayor, and 

deposited and filed in the Office of the City Clerk, on the    day of   , 2024, the 

vote being taken by ayes and noes, and entered upon the legislative records, as follows: 

 

AYES:   

 

NOES:   

 

ABSENT:  

 

     APPROVED: 

 

 

 

              

     Kevin B. Hemann, Mayor 

     City of Highland, Madison County, Illinois 

 

ATTEST: 

 

 

 

        

Barbara Bellm, City Clerk 

City of Highland, Madison County, Illinois 
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CHAPTER 1- INTRODUCTION 

 

 

A.  Introduction/Statement of Policy 

 

The purpose of this purchasing manual is to provide the City of Highland staff with guidelines and 

directions for the acquisition of goods and services.  When used with good judgment and common 

sense, the policies and procedures conveyed within will allow the City to obtain required supplies and 

services efficiently and economically.  City Council approval adopts this manual as City policy to 

replace Highland Municipal Code Section 2-416. 

 

The manual is divided into sections dealing with purchasing policies and procedures.  The policy 

sections contain all the purchasing policies reviewed and recommended by the City Manager and 

Director of Finance and adopted by the City Council which must be adhered to by City employees.  

The procedures sections provide a “how to” guide for processing purchase requisitions, purchase 

orders, travel authorization and expense reports and other procedures regarding payment processing.   

 

Employees are expected to read the policy manual and provide the Department of Finance with 

feedback regarding the policies and procedures contained within.  This manual is designed to be a fluid 

document and will be modified from time to time to conform with changes in legislation, technology 

and actual practice.  Although it may not answer every question related to purchasing practices, it does 

provide general guidelines for purchasing activities.  Employees who need help dealing with specific 

situations not covered by the manual should contact the Director of Finance for assistance.   

 

The City Manager, under the direction of the City Council, shall be the final authority with regards to 

enforcement of any of the provisions of this manual.  Failure to follow the procedures outlined in this 

manual may lead to disciplinary action in accordance with the provisions of the City of Highland 

Personnel Policy Manual.   
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CHAPTER 2 - PURCHASING POLICIES 

 

A. Code of Ethics 

 

All City personnel engaged in purchasing and related activities shall conduct business dealings in a 

manner above reproach in every respect.  Transactions relating to expenditure of public funds require 

the highest degree of public trust to protect the interests of the City and the residents of Highland.  City 

employees shall strive to: 

 

1. Ensure that public money is spent efficiently and effectively and in accordance with statutes, 

regulations, and City policies. 

 

2. Maintain confidentiality at all times. 

 

3. Not accept gifts or favors from current or potential suppliers which might compromise the integrity 

of their purchasing function. 

 

4. Specify generic descriptions of goods wherever possible in lieu of brand names when compiling 

specifications.  

 

5. Never allow purchase orders for identical goods or services to be split or variations to City Council 

approvals to be made in order to circumvent established policy.  

 

6. Purchase without favor or prejudice.  

 

7. Ensure that all potential suppliers are provided with adequate and identical information upon which 

to base their offer or quotation and that any subsequent information is made available to all 

bidders. 

 

8. Establish and maintain procedures to ensure that fair and equal consideration is given to each offer 

or quotation received and selection is based upon the lowest total cost compliant bid. 

 

9. Offer a prompt and courteous response to all inquiries from potential or existing suppliers. 

 

It shall be the responsibility of the City Manager to determine if a violation of this Code of Ethics has 

occurred and if disciplinary action is necessary in accordance with the City’s Personnel Manual. 

 

  

B. Gifts and Gratuities - City Guidelines for Accepting 

 

City personnel should be aware that offers of gratitude from vendors can be designed to compromise 

objective judgment in product or service selection.  Accordingly, it is City policy to observe the 

highest standards of ethics and to shield the employee, the City and the vendor from any suggestion or 

appearance of conflict of interest.  

 

No employee shall permit any influence by vendors which could conflict with the best interest of the 

City or prejudice the City's reputation.  Expenditures of City funds to vendors shall not by intention 

personally benefit any person officially connected with the City.  Employees shall strive to follow the 

following guidelines: 
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1. Tangible gifts or gratuities shall not be accepted where their value exceeds $100 per vendor 

annually.  Such gifts should be returned with a statement of City policy.  Promotional or 

advertising items of nominal value such as key chains, pens, coffee mugs, calendars and holiday 

candy are acceptable.  Gifts that are capable of being shared, such as a box of chocolates, shall be 

shared within the office or section where the recipient works. 

 

2. Association with vendor representatives at business meals or business organization meetings is 

occasionally necessary and is neither questionable nor unethical, provided the individual keeps 

himself/herself free of obligation.  

 

3. Personal loans of money or equipment are not to be accepted from a vendor or an individual 

associated with a vendor doing business with the City. 

 

4. Solicitation of vendors for merchandise or certificates to serve as door prizes or favors is normally 

prohibited.  However, exceptions may be approved by the City Manager. 

 

5. Corporate discounts granted to City employees are acceptable only if they are offered to all City 

employees and other corporate clients of the vendor. 

 

If in any doubt about the propriety of accepting a gift, the matter should be referred to the Department 

Director who will, if necessary, discuss the matter with the City Manager or his/her designee. 

 

C. Advanced Approval of City Purchases Required 

 

No employee shall purchase goods or services on behalf of the City without first seeking approval as 

required by this policy.  All purchases shall require advance approval of the appropriate Department 

Director and the City Manager in accordance with the guidelines described below: 

 

Dollar Limits   Required Approvals 

Under $1,500 Department Director or Supervisor if no Dept Director exists 

 

$1,501-$24,999 Department Director and City Manager 

 

$25,000 & Above  Dept. Director, City Manager and City Council 

 

Approval for purchases shall occur before the purchase is made.  At the discretion of the Department 

Director, approval levels for Supervisors may be increased to an amount not to exceed the Department 

Director’s authority.  In addition, the City Manager can delegate approval authority to a Department  

Director at their discretion in the event they are unavailable to approve purchases.
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CHAPTER 3 - COMPETITIVE QUOTES & EXCEPTIONS TO THE POLICY 

 

A. General Policy for Soliciting Quotes 

 

Employees are responsible for obtaining quotes for purchases of services and products in the instances 

outlined below. (Note below the Change in Dollar Limits when Possibly Doing Business with Person/s 

Connected with City.)  When submitting a purchase request prior to purchase, quotes shall be attached 

to a Purchase Request Form (see Exhibit on page 29) and returned to the appropriate department for a 

purchase order to be generated after signatures are obtained.  Requests submitted without the required 

quotes or a satisfactory explanation of why quotes were not obtained (e.g. sole source, emergency, 

standardized vendor etc.) will be returned to the originator without approval. 

 

Up to $1,500 Employees are encouraged to seek verbal quotes at least once a year. 

 

$1,501 - $4,999 Three verbal quotes must be obtained.  The quotes must be included on 

the Purchase Request Form.  Physical records regarding the dates, 

contacts, and quotes received shall be retained in the department’s files 

for auditing purposes. 

 

$5,000 - $24,999 Three written quotes.  The quotes must be listed on the Purchase Request 

form and copies of the quotes attached to it.  Hard copies shall also be 

retained in the department’s files for auditing purposes. 

 

$25,000 & Above Must be competitively bid in accordance with State law and City 

ordinances.  City Council approval is required for all contracts of this 

dollar amount. 

 

Supplies purchased more than once during a fiscal year (e.g. forms, copier supplies, etc.) do not need 

quotes every time a purchase is made.  However, competitive quotes for these items shall be sought at 

least once each year to ensure that vendors are competitive. 

 

Note: Change in Dollar Limits when Possibly Doing Business with Person/s Connected with City. 

 

Wherein the City could possibly be doing business with any City of Highland employee or any person 

appointed or elected to a City board or commission, the City Manager issues the following written 

policy outlining procedures for compliance with state law: 

 

 

Expenses $1,500 and over: Budgeted expenditures by the City for public purpose, wherein the 

expenditure is $1,500 or more and the City could possibly be doing 

business with any City employee or any person appointed or elected to a 

City board or commission shall require the Director to seek competitive 

sealed bids by legal advertisement in any newspaper of general 

circulation in an area of resource which will supply the need, and 

(mandatory) any local-published newspaper, at least 15 or more days 

prior to an established date on which no further bids shall be accepted.  

Bids received pursuant to such solicitation shall be opened and read at 

the date and time established for such opening. The expenditure shall be 

awarded to lowest responsible bidder, after approval of the City Council.    
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B. Joint Purchasing 

 

State of Illinois 

City employees are authorized to obtain goods and services using the State of Illinois Joint Purchasing 

program.  When available through the State program, it is not necessary for City employees to obtain 

quotes or to competitively bid the goods or services which are sought.  Employees shall be responsible, 

however, for ensuring that the goods or services are of a quality sufficient to meet the City’s needs and 

that pricing is competitive. 

 

When making purchases using the State’s assigned vendor, employees shall submit a purchase order to 

the vendor directly and shall include the State of Illinois contract number and the City’s assigned Joint 

Purchasing member I.D. number (L2590) on the purchase order.  This information should be included 

on the purchase order.  

 

Other Units of Government 

 

Employees are permitted to purchase items jointly with other units of government when the price of 

the goods or services sought is competitive and the quality meets the City’s standards.  Prior to 

initiating the transaction, employees shall seek the approval of the Director of Finance or designee.  

Questions regarding joint purchasing opportunities should be directed to the Director of Finance. 

 

C. Sole Source Purchases 

 

Contracts for parts, supplies or equipment that are available only from a single source are referred to as 

sole source purchases.  Sole source procurements may arise from the following circumstances: 

 

1. Equipment for which there is no comparable competitive product or is available only from one 

supplier 

 

2. Public utility services from natural or regulated monopolies 

 

3. A component or replacement part for which there is no commercially available substitute, and 

which can be obtained only from the manufacturer 

 

4. An item where compatibility is the overriding consideration, such as computer software 

5. A used item, for example, a television transmitter tower, that becomes immediately available and is 

subject to prior sale 

 

These items shall not be subject to requirements for seeking competitive quotes or bids.  However, 

purchases in excess of $25,000 shall be presented to the City Council prior to acquisition with a 

request to waive bids, approve the purchase and enter into a formal contract. 
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D. Emergency Purchases Policy 

 

Emergencies are defined as events that could not have been foreseen where immediate action is 

necessary to safeguard the public’s health and safety.  In the event of an emergency affecting the 

public health and safety, the City Manager or his/her designee may authorize a vendor to perform work 

necessary to resolve such emergency without formal bid solicitation.  Documentation of the emergency 

and the need for immediate action shall be presented to the City Council in a reasonable period of time 

following resolution of the crisis. 

 

The following procedures shall be followed in the event an emergency purchase order is needed: 

An emergency purchase order can be used authorizing a vendor to perform any and all work necessary 

only if the public health, safety, and services could be affected.  The Department Director will issue an 

emergency purchase order to the vendor.  If the emergency and the need for immediate action exceed 

$10,000, documentation shall be presented to the City Manager or his/her designee prior to such 

authorization.   

 

After the emergency has been resolved, the Department Director shall submit a purchase requisition 

for the goods purchased.  The department shall explain the need for the emergency purchase order and 

reference the purchase order number that was issued to the vendor. 

 

The Director of Finance or his/her designee will then add the requisition to the emergency purchase 

order. 

 

 

E. Competitive Bidding Exemption 

 

When, in the ordinary course of City business, no single purchase of, or individual contract for, 

specific types of supplies, materials or services exceeds $25,000, but the total dollar value of all 

purchases and/or contracts for said specific types of supplies, materials, or services during the City’s 

fiscal year does exceed said amount, said purchases may not be subject to the competitive bidding 

requirement and may not require the City Council to waive the competitive bidding requirement.  At 

his/her discretion, the City Manager shall determine whether these purchases require City Council 

approval of a waiver of bids.  Where a bid waiver is determined to not be necessary, said purchases 

shall still be subject to the requirements of Chapter 3, Section A of this manual concerning quote 

solicitation for purchases under $25,000.   

 

It is not the intent of this subsection to encourage the circumvention of the bidding requirements and, 

to the extent practicable, City staff is encouraged to rely upon the competitive bidding process.  Rather, 

the competitive bidding exemption provided by this section is intended to recognize and address those 

situations in which a competitive bidding requirement is not necessarily practicable, and can be 

eliminated without jeopardizing the City’s ability to obtain a low and competitive price from a 

qualified responsible contractor/vendor. 
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CHAPTER 4 - COMPETITIVE BIDDING & REQUESTS FOR PROFESSIONAL SERVICES 

 

A. When a Formal Bid Is Required 
 

All purchases of goods or services exceeding $25,000, except as noted in Chapter 3, Section E, shall be 

subject to the competitive bidding process, including a Notice of Municipal Letting for Council 

approval, and shall be let, by free and open competitive bidding after advertisement, to the lowest 

responsible bidder or any other bidder whom the City Council deems to be in the best interest of the 

City.   

 

With the exception of bids for capital projects handled through an engineering contract, all bids shall 

be issued using the City’s standard bid document as approved by the City Attorney. 

 

B. Preparing the Bid Document 

 

1. It is the responsibility of the respective departments to prepare the bid document.  When 

preparing the bid document, each department shall be responsible for obtaining a bid document 

number from the Executive Assistant and for ensuring that the most recent version of the bid 

document has been used. 

 

2. All bid documents must contain the following information: 

 

 Cover memo (includes signature line for City Manager approval) 

 Table of Contents 

 Notice to Bidders 

 General Terms, Conditions and Instructions 

 Specifications of the item/service 

 Bid Proposal Form 

 An appropriate sample contract (required if the bid is for goods, services, construction 

services, or goods and installation services) 

 All contractor certification forms (e.g. sexual harassment, tax compliance, contract 

execution) (Execution of these documents would be at the signing of the contract phase)  

 

3. After the bid document has been prepared, it must be reviewed and approved by the applicable 

Department Director and City Manager. Then a “Notice of Municipal Letting” memo 

explaining the project and asking to go out for bids, including bids specs if possible, must be 

approved the City Council. 

 

4. The Department Director will be responsible for forwarding the legal notice to the newspaper 

for publication.  A legal notice of the bid must be placed in a newspaper with a general 

circulation in the City at least fifteen (15) days prior to the bid opening 

 

5. The Department Director will mail the approved document to prospective bidders.  Bid 

documents should not be mailed to bidders before the ad is placed in the newspaper.  This will 

help ensure that all prospective bidders have the same amount of time to complete the bid 

document. 
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C. Additional Requirements for the Bid Document 

 

1. Bid Bonds, etc -A bid bond, cashier’s check, certified check, or other approved security in an 

amount equal to 5% of the bid is required to guarantee the successful bidder will sign a contract in 

the following instances: 1) the bid is for a construction project, 2) any other bid for which the 

Director of Finance deems it necessary to protect the interest of the City. 

 

2. Performance Bond - When preparing the bid document, departments should consider whether to 

require contractors to provide a performance bond if awarded the contract.  In instances where the 

bid is for construction services or significant building improvements, it is customary to require the 

contractor to provide a performance bond.  A performance bond, issued by a surety company, 

stipulates a legal, written obligation to guarantee 100% payment for any financial loss caused by 

default of the contractor.  When assigned to the City of Highland, it grants an assurance as to the 

performance and successful completion of the terms of the contract and assures payment of the 

taxes, licenses or assessments associated with the contract.  The contractor shall provide the 

performance bond with the appropriate Labor and Material Bonds within ten (10) calendar days of 

award of the bid.  Bonds required to guarantee performance and payment for labor and material for 

the work shall be in a form acceptable to the City and shall provide that they shall not terminate on 

completion of the work, but shall be reduced to ten percent (10%) of the contract sum upon the 

date of final payment by the City for a period of one (1) year to cover a warranty and maintenance 

period which Contractor agrees shall apply to all material and workmanship for one (1) year from 

the date of issuance of the final payment by the City. 

 

3.  Insurance - Contractor agrees to provide and maintain certificates of insurance and endorsements 

evidencing the minimum insurance coverage and limits set forth below during the term of the 

contract.  Such policies shall be in force and from companies acceptable and satisfactory to the 

Owner to afford protection against all claims for damages to public or private property, and injuries 

to persons, arising out of and during the contract term.  A copy of the certificate of insurance and 

endorsement section of the insured’s policy shall name the City of Highland, its officers, agents, 

employees, representatives and assigns as additional insured.  The policy of insurance shall contain 

no provisions that invalidate the naming of the Owner as additional insured.  The insurance coverage 

and limits set forth below shall be deemed to be minimum coverage and shall not be construed in 

any way as a limitation on Contractor’s duty to carry adequate insurance or on Contractor’s liability 

for losses or damages under this Contract.  The minimum insurance coverage and limits that shall be 

maintained by the Contractor and his sub-contractors at all times while providing, performing, or 

completing the Work are as follows: 

 

A. Worker’s Compensation: The Contractor is required to carry, with a company authorized 

under the laws of the State of Illinois, a policy for protection against liability under the Worker’s 

Compensation and the Occupational Disease Statutes of the State of Illinois with limits of not 

less than $500,000 per claim.   

 

B. General Liability: The Contractor shall carry a comprehensive general umbrella liability 

policy for all operations with limits of not less than $1,000,000.00 each accident for bodily injury 

liability and not less than $1,000,000.00 each accident for property damage liability. 
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C. Professional Liability Insurance: The Contractor shall carry minimum of $500,000.00 

 

All such insurance must include an endorsement whereby the insurer agrees to notify the Owner at 

least 30 days prior to non-renewal, reduction, or cancellation.  The Contractor shall cease operations 

if the insurance is canceled or reduced below the required amount of coverage.  All costs for 

insurance as specified herein will not be paid for separately, but shall be considered as incidental to 

the Contract. 

 

4.    Additional Documents Required At the Signing of the Contract Phase-The following forms 

must also be attached in order to be an acceptable: Hold Harmless and Indemnity Agreement, 

Certificate of Compliance with the Substance Abuse Prevention Program Certification, Certificate that 

the Contractor is not barred from Contracting   with Unit of Local Government Because of Conviction 

of an Offense Related to Bidding, and a Certificate on Non-Delinquency of Tax. 

 

5.   Bid Submittal - All companies or individuals who wish to bid on a good or service must submit 

their bids in a sealed envelope before the deadline of the bid.  Upon receipt of a sealed bid, the City 

employee will initial and stamp the date and time of receipt on the outside of the envelope.  The 

sealed bid will be forwarded to the Finance Department.   

 

If bid documents are to be distributed at the City Hall, the front desk personnel must be supplied 

with at least 3 copies (or more depending on the number of bidders expected) of the bid document. 

 

6.   Pre-Bid Conference - If a pre-bid conference is conducted, departments should specify in the 

Notice to Bidders whether attendance is a mandatory condition of bidding.  At the pre-bid 

conference, the responsible department should ensure that all attendees sign a “sign-in” sheet to 

ensure compliance with this requirement of bidding.  Failure to attend a mandatory pre-bid 

conference shall disqualify a bidder from being awarded the contract unless, at the department’s 

discretion, bidders are allowed to not attend by signing a waiver.   

 

D. Bid Opening Procedures 

 

All sealed bids shall be publicly opened by the City Manager and/or Department Director or his / her 

designee at the time stated in the legal notice.  At least one other employee shall serve as a witness and 

tabulate the bid results.  All proposals shall be open to public inspection and a tabulation of all bids 

shall be available from the Department Director.  The following procedures must be completed prior to 

the bid opening: 

 

1. If the bid opening will be conducted at the City Hall, the originating department shall be 

responsible for reserving a conference room for the day and time.  This can be done by contacting 

the Executive Assistant.   

 

2. All bids must be received before the deadline on the day of the bid.  Each bid shall be marked with 

the initials of the City recipient and a date and time of receipt of the bid document.  City Hall front 

desk personnel should be notified of the time and place of the bid opening for that day and 

reminded that any bids received after the deadline for accepting bids should be labels “Not 

received in time” on the bid document and initialed and marked with the date and time of receipt. 
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3. A bid tabulation form must be completed.  The outline of the bid proposal form may be used to do 

this.  During the bid opening, both the person opening the bids and the person tabulating the bids 

must sign the bid tabulation sheet as witnesses. 

 

If bid security is required, it shall be forwarded to the Department Director immediately following the 

bid opening.  Procedures for depositing and returning bid security is described below in subsection E. 
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E. Post Bid Opening Requirements 

 

After the bid opening has taken place, the Department Director shall prepare a memorandum that 

explains the purpose of the bid, includes the names and addresses of the companies who submitted bids 

as well as the amount each company bid, and recommends which company should be awarded the bid.  

The recommendation should be based on the following: 

 

a) The ability, capacity, and skill of the bidder to perform the contract to provide the service required 

 

b) Whether the bidder can perform the contract or provide the service promptly, or within the time 

specified, without delay or interference 

 

c) The character, integrity, reputation, judgment, experience and efficiency of the bidder 

 

d) The quality of performance of previous contracts of services 

 

e) The previous and existing compliance by the bidder with laws and ordinance relating to the 

contract or service 

 

f) The sufficiency of the financial resources and ability of the bidder to perform the contract or 

provide the service 

 

g) The quality, availability, and adaptability of the supplies or contractual service to the particular use 

required 

 

h) The ability of the bidder to provide future maintenance and service for the use of the subject of the 

contract 

 

i) The number and scope of conditions attached to the bid 

 

j) Responsiveness to the exact requirements of the invitation to bid 

 

k) Ability to work cooperatively with the City and its administration 

 

m)  Past records of the bidder’s transactions with the City or with other entities as evidence of the 

bidder’s responsibility, character, integrity, reputation, judgment, experience, efficiency and 

cooperativeness. 

 

Once approved by the Department Director, their memo recommending award of bid should be given 

to the Executive Assistant in the City Manager’s Office by the Tuesday of the week preceding the 

week of the City Council meeting to be placed on the City Council’s agenda. 

 

With the exception of contracts let through an engineering contract, all bid files shall be maintained by 

the Department requesting the bid.  After the issuing department has prepared the City Council agenda 

item, the bid file shall be sent to the Executive Assistant along with the bid packages, original bid 

tabulation sheet, and all other documentation.  After Council approval, the bids will be stored in the 

Office of the Executive Assistant where they can be accessed when necessary (State law requires bid 

files be maintained for ten (10) years following the bid opening).  The signed contract will be 

forwarded to the Executive Assistant for safekeeping after it is received. 
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Signed contracts, certificates of insurance and performance bonds must be obtained from the contractor 

before work begins.  It is the responsibility of the applicable department to ensure that the City’s 

contract has been signed, and certificate of insurance and performance bond obtained before work 

begins. 

 

The Department Director associated with the bid shall be responsible for handling bid deposits.  If a 

bid deposit was required, it must be returned to all except the three (3) lowest responsive and 

responsible bidders on each contract within fourteen (14) calendar days after the opening of the bid and 

within 24 hours of when the award letter is mailed.  The bid deposit of the accepted bidder is to be 

returned only after acceptance by the City of satisfactory performance bond where such bond is 

required or completion of contract where no performance bond is required.  The remaining bid deposits 

of each contractor should be returned within fourteen (14) days after the City Council has awarded the 

contract. 

 

F. Waiver of Competitive Bidding – Sole Source 

 

The City Council, by a two-thirds vote of all the Councilpersons then holding office, may waive the 

bidding procedures and enter into a contract or agreement.  Requests for bid waivers shall be made 

only when goods or services are proprietary (i.e. sole source), where standardization is necessary or 

desirable (e.g. furniture), in emergencies as defined in this manual or when it is in the best interests of 

the City to do so.  In any instance, a statement justifying the need for a bid waiver shall be included in 

the department’s recommendation and accompany the memo for inclusion on the City Council’s 

agenda. 
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G. Requests for Professional Services 

 

Some contracts, by their nature, are not adapted to award by competitive bidding.  Examples include, 

but are not limited to, contracts for the services of individuals possessing a high degree of professional 

skill where the education, experience or character of the individual is a significant factor in 

determining their ability to meet the City’s needs.  These contracts generally result from a request for 

proposal (RFP) solicited from consultants for “Professional Services.”   

 

The City is required by the Local Government Professional Services Selection Act to follow specific 

procedures when hiring an architect, engineer or land surveyor.  The procedures must be followed 

unless 1) an emergency situation exists and an architect, engineer or land surveyor must be selected in 

an expeditious manner, or 2) when the cost of such services “is expected to be less than $25,000.”  If 

none of these conditions apply, the City must solicit proposals and adhere to the following 

requirements: 

 

1. Public Notice.  Permitting firms engaged in the lawful practice of their professions to annually file 

a statement of qualifications and performance data with the City.  The City must also 1) mail a 

notice requesting a statement of interest in the specific project to all firms who have a current 

statement of qualifications and performance data on file with the City and 2) place an 

advertisement in a local newspaper of general circulation throughout the City, requesting a 

statement of interest in the specific project and further requesting statements of qualifications and 

performance data from those firms which do not have such a statement on file with the City.  Such 

advertisement shall state the day, hour and place the statement of interest and the statements of 

qualifications and performance data shall be due. 

 

2. Selection Procedure.  The City then must evaluate the firms submitting letters of interest, taking 

into account qualifications, ability of professional personnel, past record and experience, 

performance data on file, willingness to meet time and budget requirements, location, workload of 

the firm and such other factors as the City may determine in writing are applicable.  The City may 

conduct discussions with and require public presentations by firms deemed to be the most qualified 

regarding their qualifications, approach to the project and ability to furnish the required services. 

 

3. On the basis of evaluations, discussions and presentations, the City shall select no fewer than three 

(3) firms which it determines to be the most qualified to provide services for the project and rank 

them in order of qualifications to provide services regarding the specific project.  The City shall 

then contact the firm ranked most preferred and attempt to negotiate a contract at a fair and 

reasonable compensation, taking into account the estimated value, scope, complexity, and 

professional nature of the services to be rendered.  If fewer than three (3) firms submit letters of 

interest and the City determines that one or both of those firms are so qualified, the City may 

proceed to negotiate a contract. 

 

4. Contract Negotiation.  The City shall prepare a written description of the scope of the proposed 

services to be used as a basis for negotiations and shall negotiate a contract with the highest 

qualified firm at compensation the City determines in writing to be fair and reasonable. In making 

this decision, the City shall take into account the estimated value, scope, complexity and 

professional nature of the services to be rendered. 

 

5. If the City is unable to negotiate a contract with the preferred firm, negotiations with that firm shall 

be terminated.  The City shall then begin negotiations with the firm which is next preferred.  If the 
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City is unable to negotiate a contract with that firm, negotiations with that firm shall be terminated.  

The City shall then begin negotiations with the firm which is next preferred. 

 

6. If the City is unable to negotiate a satisfactory contract with any of the selected firms, it shall re-

evaluate the architectural, engineering or land surveying services requested, including the 

estimated value, scope, and complexity and fee requirements.  The City shall then compile a 

second list of not less than three qualified firms and proceed in accordance with these procedures. 

 

If a contract is used other than the City’s standard contract, the following items should be included: 

indemnification, insurance, and venue.  This language can be obtained from the Director of Finance or 

the City Attorney. 

 

If, after reviewing these procedures, employees have questions regarding which services are exempt, 

they should contact the City Attorney for clarification. 
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 CHAPTER 5 - METHODS OF PAYMENT PROCESSING 

A. Regular Purchase Orders 

 

With the exception of purchases processed with a blanket purchase order (see description below), all 

purchases shall require the issuance of a regular purchase order to the vendor before an order for goods 

or services is filled.  No employee shall have the authority to purchase items on the City’s behalf 

without first entering a purchase requisition and obtaining the required approvals from supervisory 

staff or the City Council where applicable.  The City will not issue “confirming” purchase orders.  

Purchase orders will be required for all items purchased inside the City that exceed $1,000 individually 

or in aggregate.  Employees shall be responsible for planning for purchases exceeding $1,000 in 

advance, and should allow sufficient time to have a requisition processed and purchase order issued 

and mailed or faxed to the vendor.  With the exception of emergency purchase orders, the Department 

of Finance will not issue purchase order numbers in advance unless a requisition has been processed 

and has received the necessary approvals.  Receiving tickets will need to be turned in to the Finance 

Department as soon as possible after the item or items are received with the receiving date clearly 

marked. 

 

B. Change Orders To Regular Purchase Orders 

 

After a regular purchase order is issued to the vendor, it may become necessary to change it to include 

additional quantities, shipping costs, etc.  When this occurs, the employee who completed the original 

requisition shall process another requisition for the change order.  The employee shall note the 

original purchase order number for which the change is being made and explain briefly the need for 

the change.  Please note that change orders to original contracts of $25,000 or more require the prior 

approval of either the City Manager or City Council.  For more information, please refer to the 

financial policy on change orders included in this manual. 

 

C. Confirming Purchase Orders 
 

Except in the case of emergency purchase orders, the City will not issue confirming purchase orders to 

vendors.   

 

D. Prepayments 
 

The City will not pay for goods and services until the goods are received or the service is rendered. 

 

Exceptions: 

 

1. Deposits on certain jobs when approved by the Director of Finance. 

 

2. Memberships and books or periodicals. 

 

3. Payments to local, State, and Federal government entities. 

 

4. Service and maintenance contracts where necessary. 

 

5. Small orders (under $1,500.00) where the Department Director approves prepayment. 

 

6. Approval by the Director of Finance or City Manager. 
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E. Manual Checks 
 

Manual checks are interim checks issued to vendors as payments for goods delivered or services 

performed.  The checks are issued between normal accounts payable cycles when an emergency or 

other extenuating circumstance as determined by the Finance Department makes it impractical or 

unreasonable to process the payment following normal payment methods.  As the name implies, 

manual checks are labor intensive and time consuming to issue, therefore, their use as a method of 

payment shall be restricted to unique or special circumstances. 

 

All requests for manual checks must be processed by completing a purchase requisition form.  The 

completed form shall include the vendor’s name and address, the account number against which it is 

being charged, a description of the item purchased, and an explanation as to need for the check.  The 

form shall also include the signature of the applicable Department Director.  Completed forms shall be 

submitted to the Finance Department for approval.   

 

The Department of Finance will not issue manual checks in instances where reasonable means could 

have been taken to process the payment following normal payment methods.   

 

F. Petty Cash 

 

This policy sets forth procedures for the handling of petty cash monies at City Hall, Police Department, 

Electric Department, and the Korte Recreation Center.  It further establishes the procedures for 

reporting petty cash disbursements by department to the Department of Finance as well as 

reimbursements to each petty cash box.    Each location’s Department Director is responsible for 

seeing that the total number of receipts and cash equal the amounts detailed in Section 2b.  The Petty 

Cash box is subject to audit (Section 2h) and the Department Director will be accountable for any non-

compliance with this procedure or shortage of funds. 

 

All forms needed in order to effectively manage the petty cash process are referred to in the procedures 

section and are contained as Exhibits to this policy. 

 

The following policy and procedural guidelines have been established to promote a more efficient and 

accountable petty cash operation.  All departments within the City are responsible for abiding by this 

policy.  There are no exceptions. 

 

1. Petty Cash Disbursements to Employees 

 

a. Requests for petty cash may be made to the Office Manager at each location or Accounts 

Payable Clerk at City Hall. 

 

b. There is a $75 limit per petty cash request per employee per day.  Any amount above $75 must 

be submitted through the accounts payable process.  Reimbursable expenses under $75 incurred 

by an employee should be reimbursed from petty cash rather than through the accounts payable 

process. 

 

c. No one is allowed to take money from petty cash without a petty cash request form and a cash 

receipt which must be signed by the appropriate supervisor.  The petty cash request form must 

also be signed by the employee who will receive the money. 
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 If a petty cash request form is submitted without a receipt, the employee must bring back a 

receipt before they are reimbursed. If for some reason the employee did not obtain a receipt 

for submittal with the petty cash request form, supervisory approval MUST be noted on the 

petty cash receipt form. 

 

 All receipts must be original.  If desired, copies may be made and kept by each individual 

employee, but the original must be given to the respective person responsible for petty cash 

in each department. 

 

d. All petty cash request forms must contain the following information: 

 

 Date 

 

 Detailed description of the expenditure 

 

 Name of person(s) to receive money 

 

 Department 

 

 Receipt signed by the supervisor 

 

2. Reimbursing Each Petty Cash Box 

 

a. As stated above, the person responsible for the petty cash box is the Office Manager at City 

Hall.  They not only disburse petty cash to various employees, they must reconcile the petty 

cash box and request petty cash reimbursements by the payables deadline.  It is recommended 

that this be done on a bi-weekly basis, as needed. 

 

b. The maximum amount of petty cash allotted at City Hall is $400.  If this amount is not 

sufficient to meet the needs of the department, the Department Director can request an increase 

in the petty cash allotment.  This request must be approved by the Director of Finance. 

 

c. Petty Cash will be subject to periodic announced and unannounced audits to determine 

compliance with these procedures.  Any discrepancies with compliance or cash balance shall be 

immediately reported to the Director of Finance and a written report shall be provided with 

copies to the City Manager and Department Director. 

 

d. Any questions regarding these procedures may be directed to the Finance Department at City 

Hall. 

 

G. Credit Card Payments 

 

The City Council has provided each Department Director and various supervisory staff with a 

corporate credit card for use in making purchases. Each Cardholder is responsible for the security of 

the card and should not permit its use for means other than those permitted by this policy.  Credit card 

use shall be limited to the purchase of items under $1,000 (excluding payment of travel expenses) 

where a purchase order cannot be used (e.g. airline reservations, restaurants etc.).  Credit card 

purchases of $1,000 or more must be approved by the Finance Department or City Manager.  Credit 

cards shall not be used to circumvent the normal payment process.   



 21 

 

As with all purchases made on the City’s behalf, goods purchased with a credit card are exempt from 

sales tax.  Therefore, employees shall provide the vendor with a sales tax exemption form in order to 

avoid being charged sales tax.   

 

Receipts for goods or services, or printout of orders placed on line, purchased with a credit card shall 

be obtained and submitted to accounts payable by the end of the billing cycle.  If a receipt is not issued, 

a packing slip may be provided to accounts payable.  Payment will not be made unless receipts (or an 

explanation as to why receipts are not available) are included with the credit card statement. It is not 

permitted to utilize the credit card for personal purchases at any time. 

 

The Finance Department shall maintain a list of the credit cards issued to each employee /department 

and shall request that they be returned prior to termination of employment.  Returned cards shall be 

forwarded to the Director of Finance or his/her designee and shall be canceled. 

 

H. Accounts Payable (purchases made without purchase orders) 

 

Purchase orders are the preferred method of payment for most City transactions.  However, in the 

following instances, payments will be made without purchase orders, after approval from the 

Department Director or Supervisor: 

 

1. Recurring monthly bills (i.e. phone bills, utility bills, etc) 

 

2. Credit Card Payments 

 

3. Reimbursements to City employees for expenses incurred 

 

The City will make every effort to pay invoices in a timely manner in order to receive any discounts 

available. 

 

I. Local Vendors 

 

Any items purchased from a local vendor may be charged to the City account with the vendor giving 

the employee a copy of the ticket for the item purchased (some places do not give tickets).   The 

employee will need to put an account number on the ticket, sign it clearly, and submit it to the 

Supervisor.  The Supervisor shall signify approval with initials, indicate account number, and submit it 

to the appropriate departmental payable processing staff or Finance Department.  Accounts Payable 

processing staff will match the tickets with the statement and set them up for payment. A listing of 

local vendors utilized can be obtained from the Finance Department. 
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CHAPTER 6 - MISCELLANEOUS PURCHASING POLICIES & GUIDELINES 

 

 

A. Change Order Policy 

 

State statute requires City Council approval of all change orders for $25,000 or more and for all 

change orders which, when combined with those previously approved, increase or reduce the 

contract price by more than $25,000.  The following financial policy is consistent with this 

statute. 

 

Change orders which increase or reduce the time for completion of the contract by more than 

30 days (regardless of the original contract price) require City Council approval. In these 

instances, departments shall follow the procedures for submitting change orders to the City 

Council outlined above. 

 

It shall be the responsibility of each Department Director to ensure that all change orders are 

submitted to the City Manager or City Council for approval.  In addition, Department Directors 

shall be responsible for monitoring all contract payouts and retainages and ensuring that the 

amount of the change order is correct. 

 

Changes to professional service contracts (e.g. engineering, architectural or land surveying work) shall 

be treated as contract amendments. 

 

PROCEDURES FOR SUBMITTING CHANGE ORDERS TO THE CITY COUNCIL 

 

Change orders requiring City Council approval shall be placed on the City Council’s agenda and shall 

be accompanied by a memorandum explaining the need for the contract revision.  If a change order for 

less than $25,000 is submitted to the City Council for approval, departments shall explain that City 

Council approval is necessary because the total value of all change orders exceeds $25,000. 

 

Change orders shall be numbered sequentially and shall bear the signature of the Department Director.  

In instances where a final balancing change order (regardless of the amount) reduces the contract price, 

departments shall instruct Finance to close out the remaining encumbered funds. 

 

In special circumstances, a change order requiring City Council approval may be authorized by the 

City Manager or his/her designee prior to being placed on the City Council agenda.  After receiving 

authorization, however, the department, following the requirements outlined above, shall have the 

change order placed on the City Council’s agenda for the following meeting. 

 

B. Fixed Asset Policy  

 

A fixed asset policy is herein established to insure compliance with governmental financial reporting 

standards and to safeguard City assets. 

 

Fixed assets shall include land, buildings, machinery, equipment and vehicles with a life expectancy of 

one year or more.  To be included in this definition, the capitalization threshold of the asset or 

minimum value of the asset at the time of acquisition is established at $15,000.   
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Responsibility for control of fixed assets rests with the operating department wherein the asset is 

located.  The Director of Finance shall ensure that such control is being maintained by establishing a 

fixed asset inventory that is updated on a regular basis and which documents all additions and deletions 

to the fixed asset inventory.  Operating departments shall report the disposal or relocation of a fixed 

asset promptly to the Director of Finance or his/her designee.  Assets acquired during the year shall be 

recorded as an expenditure against the appropriate capital expenditure account.  In the Comprehensive 

Annual Financial Report, these expenses are depreciated over the useful life of the asset. 

 

Assets shall be recorded in the fixed asset inventory by using an appropriate description and by 

recording or serial numbers where applicable.  Tagging of all assets will not be required.  Assets not 

capitalized under this policy but which, in the opinion of the Director of Finance may, in the aggregate, 

account for a substantial asset group, shall be inventoried by the appropriate operating department by a 

means or system suitable for maintaining control of the assets.  The Director of Finance shall 

determine the appropriate means or system to be used in these situations. 

 

C. Disposal of City Property 

 

City property of value may not be sold or traded without prior approval of the City Council.  

 

If the item has value, notify the Finance Department and the Director of Human Resources to 

determine if the item needs to be removed from the City’s records. Include information identifying the 

equipment to be disposed, the name of the manufacturer, model number, serial number, and an 

estimate of salvage value if applicable.  The Finance Department is authorized to transfer usable 

surplus materials to another department requesting such materials, or to approve disposal of the 

property where appropriate.  The Department Director shall have the Executive Assistant prepare an 

ordinance for the City Council agenda recommending disposal of the property.   

 

In instances where City property no longer has value, departments may dispose of the property without 

City Council approval.  However, the Finance Department and the Director of Human Resources need 

to be notified to determine if the item needs to be removed from the City’s records. Include 

information identifying the equipment to be disposed, the name of the manufacturer, model number, 

serial number. 

 

D. Purchases Near the End of the Fiscal Year 

 

When purchases are made near the end of the fiscal year (i.e. April 30), departments shall be 

responsible for ensuring that they are expensed (i.e. charged) against the fiscal year in which they were 

received.  The date goods are received or services are performed determines which fiscal year they are 

expensed against.  Consequently, goods and services will be expensed in the current fiscal year only if 

they are received or performed by April 30th.  This is true regardless of when the purchase requisition 

is processed or the purchase order is issued.  Items not received by April 30 will be expensed in the 

next fiscal year. 

 

The Finance Department shall issue a reminder notice regarding year end purchases to all departments 

each year in April. 
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E. Use of Sales Tax Exemption Number 

 

1. Use by Employees 

 

City purchases are not subject to sales tax; therefore, employees shall make efforts to inform vendors 

of the City’s tax exempt status and to ensure that sales tax is not paid for purchases made with petty 

cash or credit cards.  Sales tax exemption forms may be obtained from the Accounts Payable Clerk in 

the Finance Department. 

 

Use of the City’s sales tax exemption number is restricted to purchases made on behalf of the City.  

State law prohibits use of the City’s sales tax exemption number to secure exemptions for personal 

reasons and such use will subject the responsible individual and all guilty parties to a fine of not more 

than $10,000 or to imprisonment for not more than five years or both, together with costs of 

prosecutions. 

 

2. Use by Outside Contractors or Vendors 

 

The Illinois Department of Revenue regulations allow contractors to use the City’s sales tax 

exemption number to purchase materials used in construction of public improvements which will be 

eventually dedicated to the City.  Use of the exemption number is limited to purchases directly related 

to work being done on behalf of the City.  Contractors are responsible for any tax due on purchases 

determined to be non-exempt and for purchases not made on the City’s behalf. 

 

Requests by contractors for the City’s sales tax exemption number shall be forwarded to the Director 

of Finance or his/her designee.  The City will provide a letter of explanation regarding the correct use 

of the City’s tax exempt number along with a sales tax exemption certificate.  It is the responsibility 

of the contractor to properly account for the use of the City’s tax exemption number.  The City of 

Highland reserves the right to audit purchases to assure compliance with the terms and conditions 

governing use in accordance with Illinois law. 
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CHAPTER 7 – TRAVEL POLICIES & GUIDELINES 

 

 

A. Travel Policy 

 

Travel can play an important role in accomplishing the City's mission to provide superior and 

responsive governmental services to the people of Highland. Travel is authorized only for items related 

to an employee’s work duties.  When conducting business on behalf of the City, employees are 

expected to use good quality services and accommodations appropriate for the business to be 

conducted.  Good judgment and ethical practices on the part of each traveler remain the most important 

factors in controlling travel expenses.  The City of Highland will adhere to all requirements listed in 

the Local Government Travel Expense Control Act (PA 99-0604).  

 

Each Department Director is responsible for obtaining travel authorization.  Travel authorization is a 

two part process including: 1) authorization of all overnight travel in advance; and 2) expense 

reporting following completion of the trip.  Authorization of travel expense reports is more than a 

formality.  It indicates that expenses submitted have been reviewed and have been found to comply 

with City regulations regarding travel and authorized business expenses.  

 

All City personnel traveling or incurring business expenses on behalf of the City, and those responsible 

for the approval of these expenses, are expected to use these measures to assist in maintaining control 

over travel expenditures.  The policies detailed here apply to all funds under City control and are 

superseded only in those instances where funding agencies apply specific and more restrictive rules 

and rates.  

 

B. Travel Authorization 

 

It is City policy that all travel that requires an overnight stay or is estimated to cost over $500.00 must 

be approved in advance by the employee’s Department Director and City Manager.  Requests for travel 

authorization shall be submitted using the City’s Travel Authorization Form (see Exhibit on page 30) 

before any travel arrangements have been made.  Travel costs (not including conference registration 

fees) that are in excess of $2,500 per traveler or for any travel by a board member must be approved by 

the City Council in a roll call vote before the travel arrangements can be completed. 

 

C. Travel Arrangements  

 

To reduce travel costs, City employees are encouraged to seek multiple quotes from an on-line travel 

service (i.e. www.travelocity.com, or www.expedia.com, when purchasing air travel and reserving cars 

and hotel rooms.  Whenever possible, travel should be arranged using the least expensive means 

possible.  Employees should use good judgment when determining logical routes for arriving at the 

intended destination. Remember to get quotes for all airports within 30 miles of your destination. 

Provide a print out of the on-line reservation options, highlighting the itinerary selected.  If the least 

expensive location / schedule is not selected, include an explanation. 

 

 

 

 

 

 

http://www.travelocity.com/
http://www.expedia.com/
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D. Air Travel  

 

Employees are required to request flights according to approximate arrival and departure time, rather 

than by specific carrier or flight number, in order to obtain the lowest available fare with logical 

routing for all trips. In general, lowest available fare is defined as the least costly fare available at the 

time of ticketing, and may include one stopover or connecting flight. In order to take advantage of 

available discounted fares, travelers are requested to make reasonable adjustments in their travel plans.  

 

Employees should make air travel arrangements as far in advance as possible to take advantage of 

special fare savings.  Travelers should be aware that some discounts have travel restrictions and 

cancellation penalties, and therefore good business judgment should be exercised.  

 

All air travel at City expense must be by coach. 

 

E. Ground Transportation  

 

It is expected that employees use the most effective ground transportation available, considering cost, 

time, availability, and scheduling.   

 

The cost of public transportation is reimbursable and requires a receipt.  

 

 a. Taxi and Airport Transportation 

 

Whenever practical, airport or hotel ground transportation should be the preferred method of 

transportation to hotels or meeting sites.  The most economical option should be used for 

ground transportation and a receipt is required for reimbursement of these expenses. 

 

 b. Rental Passenger Automobiles 

 

Rental automobiles may be used as necessary but must be approved in advance by the 

Department Director.  Receipts are required for reimbursement of all expense related to rental 

automobile use.  Rental cars should be limited to standard size passenger cars. 

 

 c. Personal Vehicles 

 

Expenses of travel by automobile are reimbursable at the IRS authorized rate.  The mileage 

reimbursement allowance covers all automobile related costs; gasoline, insurance, maintenance 

etc.  Toll charges and parking fees when supported by receipts, are reimbursable in addition to 

mileage allowance. The total personal automobile expenses shall not exceed the lowest 

available air fare. 

 

Employees using personal vehicles on City business must have adequate automobile insurance 

coverage.   The City’s insurance does not cover use of personal vehicles. 
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F. Meals  

 

The per diem allowance for meals including taxes and tips while on City business shall not exceed the 

Internal Revenue Service (IRS) standard allowance for the locality (See the Finance Department for 

the current allowances).  If the destination is not included in the IRS list, the standard meal allowance 

for the nearest city shall apply.  Meal expenses exceeding the standard allowance are the responsibility 

of the employee.   

 

When traveling on City business, employees should select restaurants which are reasonably priced for 

the locality.  In addition, employees shall be aware that the City will not pay for alcoholic beverages 

consumed with meals and that receipts are required for meals purchased during the course of the 

business trip. 

 

Per Diem allowances for partial days traveled shall be based on the per meal allowances outlined 

below.  These allowances shall also apply to employees attending in-state seminars and conferences 

not requiring an overnight stay.  In either event, employees will not receive a per diem allowance but 

will be reimbursed for meals not included in the registration costs.  The following limits shall apply to 

meals purchased while conducting City business: 

 

a. Breakfast 

Breakfast will be allowed whenever the incurred travel begins earlier than a normal breakfast 

(or concludes following breakfast) and no meal is served at the seminar or conference.   

 

b. Lunch 

Lunch will be reimbursed provided that the trip begins before the lunch hour (or concludes 

following the normal lunch hour) and lunch is not included as part of the conference or 

seminar.   

 

c. Dinner 

Dinner will be reimbursed when the employee is away from the City for the evening meal or 

does not return until after the normal dinner hour and no meal was provided as part of the 

conference or seminar.  The per meal allowance for dinner shall be the balance of the IRS per 

diem allowance for the locality.   

 

G. Hotels  

 

Travel necessitating overnight lodging is discouraged, however, an employee when traveling for City 

business and requiring overnight lodging should secure lodging no more or less than his or her home 

environment.  Lodging which equals a medium priced "chain-type" motel is acceptable.  Blocks of 

rooms at or near a conference site, set aside for conference participants, are likewise acceptable 

lodging. 
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H. Non-Allowable Expenses 

 

The City's policy is to reimburse its employees for all reasonable and necessary expenses incurred 

while transacting the affairs of the City. However, the City will not reimburse for the following items, 

considered to be personal in nature, while traveling for City business (all items may not be specifically 

listed): 

1. Cleaning, pressing, and laundry; 

2. Personal entertainment including movies, theatre tickets, videos or pay per view services in a 

hotel room, magazines, sightseeing fares, etc; 

3. Airline and other trip insurance;  

4. Beautician, barber, manicurist and shoe shine;  

5. Personal telephone calls except to report changes in schedule; 

6. Repairs on personal automobiles damaged while on company business;  

7. Traffic violations and court costs; 

8. Membership fees in airline clubs. 

9.   Family members traveling with employee. 

10. Additional expenses related to personal travel. 

11. Meals or lodging at a friend or relative’s home. 

 

I. Approved Forms of Payment  

 

Payments will not be made unless the Travel Authorization / Expense Reimbursement Form has been 

approved by the Department Director and City Manager and submitted to the Finance Department. 

 

Employees that have City issued credit cards may use them to pay for travel related expenses.  

However, employees shall still be responsible for submitting a completed Travel Authorization / 

Expense Reimbursement Form for approval before the travel purchases have been made and providing 

a completed form with accompanying receipts to the Finance Department upon return. 

 

J. Advances  

 

Travel advances may be issued to employees to cover travel expenses that cannot be paid for by credit 

card. The advance will be established at an amount that is reasonable.  All travel advances are issued 

and maintained subject to timely reporting of all travel expenses.  A travel advance will be issued upon 

receipt of a Travel Authorization / Expense Reimbursement Form containing the following 

information:  

 

1. Name, title and department of employee receiving the travel advance 

 

2. Account number the expenses will be charged to 

 

3. Purpose of the trip / Destination 

 

4. Beginning and ending dates of the trip 

 

5. Estimate of all expenses including registration, transportation, meals, lodging, and 

miscellaneous expenses including items paid directly 

 

6. Required signatures authorizing the expense 
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Credit cards are the preferred payment method during travel. (Receipts must be kept and attached to 

the Expense Report.  However, cash advance requests require the signature of the applicable 

Department Director and/or City Manager.  Travel advance forms must be completed and submitted to 

the Department of Finance at least twenty-five (25) days before the date needed, if possible.  

Employees are responsible for ensuring that the completed travel advance form is received by the 

Finance Department prior to the accounts payable deadline for the date the funds will be needed. 

 

Travel advances must be settled within seven (7) days after completion of the travel.  A travel advance 

will not be issued if any prior advance is outstanding.   

 

K. Expense Reporting  

 

The Travel Authorization / Expense Reimbursement Form should then be completed  in accordance 

with the instructions noted on the form.  Travelers should provide as much detailed information of all 

expenses on the statement as possible including the cost of registration, books, meals, hotel, airfare, 

etc. how it was paid -  whether it was paid directly to a vendor (e.g. registration fees) or by credit card 

(e.g. hotel bill).  Original receipts must be included. 

A copy of the Travel Authorization / Expense Reimbursement Form should be completed, showing the 

Post-Trip Actual Expenses and completing the bottom portion of the form, including required 

signatures.  This form, along with any unused travel advance money, should be turned in to the 

Finance Department within 7 days of completion of the business trip, 

 

 

 

 

NOTES:  

 

Questions regarding any aspect of this policy shall be directed to the Finance Department. 

 

Any deviations not discussed in these regulations must be approved by the City Manager.   
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PURCHASE REQUEST 
 

 

 

Item             Date       
 

Department         Employee         
 

Account Number          
 

 

 

Company Address Quote 

 

1.)                          

 

2.)                          

 

3.)                          

   

 

 

Company recommended for purchase           
 

If low quote is not recommended, please explain         

 

              

 

 

Approved 

 

Disapproved 

 

 

 

Department Director signature          
 

 

 

City Manager signature           
 

 

 

Attach written quotes if request is $5,000 - $24,999.  $25,000 and above requires competitive bids. (See 

purchasing policy) 
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City of Highland 

Travel Authorization Form / Expense Reimbursement Form 
 

Employee: __________________________________Dept. / Div._________________________ 

 

Reason/Destination_____________________________________Account # ________________ 

 

Dates of Travel:______________________________Transportation Mode:_________________ 

 

   Pre-Trip Estimated Expenses   Post-Trip Actual Expenses 

 

Registration:  ________________________  _______________________ 

 

Transportation: ________________________  _______________________ 

 

Meals:   ________________________  _______________________ 

 

Lodging:  ________________________  _______________________ 

 

Other:   ________________________  _______________________ 

 

Total:   ________________________  _______________________ 

Is a cash advance for expenses required?  If yes, enter amount: _______________________ 

Council Approval Required?   If yes, attach approval documentation          

Dept Director Signature_______________________________  Date_______________ 

 

City Manager Signature ______________________________  Date_______________ 

 
 

(To be completed after the Trip) 

Upon return, a receipt is required for all expenses paid for by the City of Highland. A receipt is 

also required for reimbursement of eligible expenses to the employee. In the case of per diem 

meal allowances, a copy of the meeting agenda is required.  

 

Total Actual Expenses   _____________ 

 

Amount Advanced:    _____________ 

 

Paid by City of Highland   _____________ 

 

Amount Owed To City / Employee  _____________ 

 

Employee Signature ____________________________________ Date____________ 

 

Director / City Manager___________________________________ Date____________ 

Travel requiring an overnight stay or is estimated to cost over $500.00, including registration, 

must be approved in advance by Department Director and City Manager.  Travel costs (not 

including registration) over $2,500 must be submitted to the City Council for approval. 

 



 

City of Highland 
1115 Broadway, PO Box 218 

Highland, IL 62249 

 
To:  Honorable Mayor Hemann and City Council  

 

From: Chris Conrad-City Manager    

 

Date: January 10, 2024 

 

Re:  City Hall Change Orders to date 

 

 
 

I am submitting for your approval all change orders on the City Hall 
project to date.   
 
CO 1: The first change order pertains to some small changes we 
made to the design after further review of the plans with both staff 
and the Contractor. We did not demo a section that is now being 
used as the server room and removed the need for an additional 
door that would have required additional demo and the relocation of 
a door in the interior. This change order was a deduction of 
$9,181.33.   
 
CO 2: This change order pertains to changes in the HVAC for the 
council chambers. Upon further review with staff and the 
contractor, we had concerns that moving the HVAC in the council 
chambers overhead and the possible noise impact that may have. 
Going overhead in this area was not as serious of a concern as 
water had not entered into this area as it did in the rest of the 
building. So we do not have the same concerns about mold in this 
area that we did in the rest of the structure where the HVAC system 
ductwork became the defacto drainage system for the water 
damage. This change order was a deduction of $40,359.56.  
 
CO 3: This change order added a fresh coat of paint to the exterior 
of the structure; add the clock tower to the roofing project; some 
minor changes to the structure of the new store front on the 
interior, so the front desk area to allow for more workspace and the 
corresponding new framing that would be required. This change 
order was a $13,848.37 add.  



 

City of Highland 
1115 Broadway, PO Box 218 

Highland, IL 62249 

 

CO 4: This change order made some minor adjustments and 
additions of electrical and data outlets in 5 of the rooms; removing 
the track lighting in the lobby; replacing all smoke detectors in the 
building as we renewed the building alarms. This change order 
was a $3,831.01 add.  
 
CO 5: This change order was to add a rough in for an ice maker 
and water cooler in the building break room area. This change 
order was a $1,146.49 add.  
 
CO 6: This change order was to add counter top and cabinetry 
along the west wall of the bullpen area to accommodate supplies 
and common specialty printers. This was added after a discussion 
and walk through with staff who liked the use of a similar setup in 
the public safety building. This change order was a $12,097.64 
add.  
 
CO 7: This change order moved some receptacle and data in 2 
rooms to accommodate furniture choices and added 2 additional 
circuits in the server room to accommodate future equipment. This 
change order was a $1,236.49 add.   
 
Budget Impact: In total the above change orders have reduced the 
total contract price by $17,380.89. So these change orders have not 
impacted the budget for this project and have added to the overall 
usefulness of the final product for our citizens and staff.  
 
To remind council, we will be bringing the furniture purchase to the 
council as a separate purchase that does not fall under this 
contract; and the contemplated changed to the council chambers 
will come to council as a separate change order. Work on the 
council chambers cannot begin until completion of the current work 
due to space and storage limitations.  
 
We respectfully request the council approve and accept the above 
mentioned change orders.      
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RESOLUTION NO.      
 

RESOLUTION APPROVING CHANGE ORDERS FOR THE HIGHLAND CITY HALL 

RENOVATION AND CONSTRUCTION PROJECT 

 

 WHEREAS, the City of Highland, Madison County, Illinois (“City”), is a non-home rule 

municipality duly established, existing and operating in accordance with the provisions of the 

Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled Statutes); 

and 

 

WHEREAS, City has determined change orders should be accepted and approved for the 

Highland City Hall renovation and construction project based on the following: 

 

1. the circumstances necessitating the change were not reasonably foreseeable at the 

time the contract was signed; 

2. the change is germane to the original contract as signed; 

3. the change is in the best interest of the City and authorized by law; 

 

and 

 

WHEREAS, City has determined the following change orders shall be approved: 

 

CHANGE ORDER 1: Change Order One pertains to some small changes made to the design 

after further review of the plans with both staff and the Contractor. City did not demo a section 

that is now being used as the server room and removed the need for an additional door that 

would have required additional demo and the relocation of a door in the interior. This change 

order was a deduction of $9,181.33.  See Change Order One attached as Exhibit A. 

 

CHANGE ORDER 2: Change Order Two involves changes to the HVAC for the council 

chambers. Upon further review with staff and the contractor, City had concerns about moving the 

HVAC in the council chambers overhead and the noise it may generate.  Going overhead in this 

area was not as serious of a concern as water had not entered into this area as it did in the rest of 

the building. This change order was a deduction of $40,359.56.  See Change Order Two attached 

as Exhibit B. 

 

CHANGE ORDER 3: Change Order Three added a fresh coat of paint to the exterior of the 

structure; added the clock tower to the roofing project; included some minor changes to the 

structure of the new store front on the interior, changed the front desk area to allow for more 

workspace and the corresponding new framing that would be required. This change order was a 

$13,848.37 add.  See Change Order Three attached as Exhibit C. 
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CHANGE ORDER 4: Change Order Four made some minor adjustments and additions to the 

electrical and data outlets in 5 of the rooms; removed the track lighting in the lobby; replaced all 

smoke detectors in the building as we renewed the building alarms. This change order was a 

$3,831.01 add.  See Change Order Four attached as Exhibit D. 

 

CHANGE ORDER 5: Change Order Five added a rough in for an ice maker and water cooler in 

the building break room area. This change order was a $1,146.49 add.  See Change Order Five 

attached as Exhibit E. 

 

CHANGE ORDER 6: Change Order Six added a counter top and cabinetry along the west wall 

of the bullpen area to accommodate supplies and common specialty printers. This was added 

after a discussion and walk through with staff who liked the use of a similar setup in the public 

safety building. This change order was a $12,097.64 add.  See Change Order Six attached as 

Exhibit F. 

 

CHANGE ORDER 7: Change Order Seven moved some electric and data receptacles in 2 rooms 

to accommodate furniture choices and added 2 additional circuits in the server room to 

accommodate future equipment. This change order was a $1,236.49 add.  See Change Order 

Seven attached as Exhibit G. 

 

and 

 

 WHEREAS, City has determined that Change Orders 1-7, as discussed herein, have 

reduced the contract price of the renovation / construction of Highland City Hall by $17,380.89; 

and 

 

 WHEREAS, City has determined it is in the best interests of public health, safety, general 

welfare and economic welfare to approve Change Orders 1-7, as stated herein; and 

 

 WHEREAS, City Council finds that the Mayor and/or City Manager should be 

authorized and directed, on behalf of City, to execute any documents required to approve Change 

Orders 1-7, as stated herein. 

 

 NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY 

OF HIGHLAND, MADISON COUNTY, ILLINOIS: 

 

Section 1. The foregoing recitals are incorporated herein as express findings of fact and 
legislative intent of the City Council of the City of Highland, Illinois. 

 
Section 2. Change Orders 1-7, as stated herein, are approved. 

 

Section 3. City Council finds that the Mayor and/or City Manager should be 
authorized and directed, on behalf of City, to execute any documents necessary to give effect to 

this Resolution, and approve Change Orders 1-7, as stated herein. 
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Section 4. This Resolution will be in full force and effect upon its passage and approval 
in accordance with the law. 

 
 

 Passed by the City Council of the City of Highland, Illinois, and deposited and filed in the 

office of the City Clerk on the   day of   , 2024, the roll call vote being taken 

by ayes and noes and entered upon the legislative record as follows: 

 

 

AYES:   

 

NOES:   

 

ABSENT:  

 

 

APPROVED: 

 

 

 

              

      Kevin B. Hemann 

      Mayor 

      City of Highland 

      Madison County, Illinois 

 

 

ATTEST: 

 

 

 

        

Barbara Bellm  

City Clerk 

City of Highland 

Madison County, Illinois 

 



































 

City of Highland 
1115 Broadway, PO Box 218 

Highland, IL 62249 

 
To:  Honorable Mayor Hemann and City Council  

 

From: Chris Conrad-City Manager    

 

Date: January 10, 2024 

 

Re:  City Hall Furniture Order 

 

 
 

I am submitting for your review and approval the proposal for the 
office furniture for the City Hall remodel project.   
 
I have attached the proposal from Indoff who the council previously 
approved our working with to purchase furniture through their 
Joint Purchasing Program Equalis, which is a federally available 
joint purchasing contract.  
 
This proposal includes all office furniture for the offices including 
desks with adjustable height surfaces, chairs, filing cabinets, cork 
boards, white boards, lobby chairs, conference room desk and 
chairs. I have included a cad drawing mockup of the desk layout for 
each office. The design is very similar to what we purchased for the 
Public Safety Building which staff have found to be very ergonomic 
and useful.  
 
The only caveat to this proposal that we are accepting, and I have 
relayed to the vendor, is that the proposal has priced specific desk 
chairs for the employees. As what is deemed comfortable is an 
intensely personal choice, we have asked that options be provided 
that will allow each employee to choose the chair they prefer for 
their desk. Therefore the vendor priced out a mid-tier option as the 
choices will likely be some less expensive and some more expensive. 
However, any change in overall pricing will be determined and 
presented as a change order.    
 



 

City of Highland 
1115 Broadway, PO Box 218 

Highland, IL 62249 

 

Budget Impact: The proposal cost is $113,513.09. This is in line 
with the industry expectation that furniture, fixtures and 
equipment will run approximately 10-14% of total contract price.   
 
For comparison, the price per room breakdown is $5,600.00 per 
room which is about a 14% increase over what we paid for the PSB 
furniture 4 years ago, so the price per room increase is slightly 
below the inflation levels we have seen over the past several years, 
so we were pleased with the joint purchasing contract pricing.   
 
As a reminder, this proposal does not include AV equipment or 
monitors, those will be purchased in-house through our IT 
department. With respect to our insurance claim, the insurance will 
be covering the equivalent of about 3 offices and the conference 
room table and chairs.  
 
We respectfully request the council approve the furniture contract 
and proposal from Indoff.      
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RESOLUTION NO.      

RESOLUTION WAIVING COMPETITIVE BIDDING REQUIREMENT AND 

APPROVING AND AUTHORIZING THE PURCHASE OF OFFICE FURNITURE, AND 

OTHER NEEDED PRODUCTS AND MATERIALS FOR CITY HALL RENOVATION, 

FROM INDOFF LLC FOR $113,513.09, THROUGH THE STATE OF ILLINOIS JOINT 

PURCHASING PROGRAM AS A SOLE SOURCE PURCHASE 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-

home rule municipality duly established, existing and operating in accordance with the provisions 

of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 

Statutes); and 

WHEREAS, City Council has been advised of the need for office furniture, and other 

related products and materials, for the City Hall renovation; and  

WHEREAS, pursuant to 30 ILCS 525/4.2: 

Sec. 4.2.  Any governmental unit may, without violating any bidding requirement 

otherwise applicable to it, procure supplies and services under any contract let by 

the State pursuant to lawful procurement procedures. 

(See State of Illinois Governmental Joint Purchasing Act; 30 ILCS 525 et seq.); and 

WHEREAS, pursuant to the City of Highland purchasing policy: 

 State of Illinois 

City employees are authorized to obtain goods and services using the State of Illinois 

Joint Purchasing program.  When available through the State program, it is not necessary 

for City employees to obtain quotes or to competitively bid the goods or services which 

are sought.  Employees shall be responsible, however, for ensuring that the goods or 

services are of a quality sufficient to meet the City’s needs and that pricing is 

competitive. 

When making purchases using the State’s assigned vendor, employees shall submit a 

purchase order to the vendor directly and shall include the State of Illinois contract 

number and the City’s assigned Joint Purchasing member I.D. number on the purchase 

order.  This information should be included on the purchase order.  

(See City of Highland Purchasing Policy); and 

WHEREAS, City desires to purchase office furniture, and other related products and 

materials, from Indoff LLC, 11816 Lackland Rd, St Louis, MO 63146, utilizing the joint 

purchasing agreement, guaranteeing pre-negotiated government pricing (“Indoff LLC”); and  

WHEREAS, Indoff LLC has provided a quote for office furniture, and other related 

products and materials, in the amount of $113,513.05 (see Exhibit A; hereinafter “Indoff LLC 

Proposal”); and  
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WHEREAS, City Council deems it to be in the best interests of City to waive the 

competitive-bidding requirement and to purchase office furniture, and other related products and 

materials, through the State of Illinois Joint Purchasing program from Indoff LLC, according to 

the Indoff LLC Proposal (Exhibit A), as a sole source purchase; and 

WHEREAS, the City Council also finds that the City Manager and/or Mayor should be 

authorized and directed, on behalf of the City of Highland, to execute whatever documents are 

necessary to waive the competitive-bidding requirement and to purchase office furniture, and other 

related products and materials, through the State of Illinois Joint Purchasing program from Indoff 

LLC, according to the Indoff LLC Proposal (Exhibit A), as a sole source purchase. 

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Highland 

as follows: 

Section 1. The foregoing recitals are incorporated herein as findings of the City 

Council of the City of Highland, Illinois. 

Section 2. The Indoff LLC Proposal (Exhibit A) is approved. 

Section 3. The City Manager and/or Mayor is authorized and directed, on behalf of the 

City of Highland, to execute and date whatever documents may be necessary to enter the Indoff 

LLC Proposal (Exhibit A). 

 Section 4. This Resolution shall be known as Resolution No.     and 

shall be effective upon its passage and approval in accordance with law. 

Passed by the City Council of the City of Highland, Illinois, approved by the Mayor, and 

deposited and filed in the Office of the City Clerk, on the    day of   , 2024, 

the vote being taken by ayes and noes, and entered upon the legislative records, as follows: 

 

AYES:   

 

NOES:   

 

ABSENT:  

 

     APPROVED: 

 

 

              

     Kevin B. Hemann, Mayor 

     City of Highland, Madison County, Illinois 

 

ATTEST: 

 

 

        

Barbara Bellm, City Clerk 

City of Highland, Madison County, Illinois 



QUOTE
Quote Date 01/02/2024

8683821

Carol Eckhoff
Email: carol.eckhoff@indoff.com  
Phone: 303-995-5272 Fax:  

Bill To: City of Highland
12990 Troxler Avenue
Highland, IL 62249

Ship To: City of Highland
12990 Troxler Avenue
Highland, IL 62249

Customer Purchase Order Number Department/Tag

419574 8 25 2023 City Hall Furniture

Sales Person Date Requested

Carol Eckhoff 2024-01-15

Customer Instructions

Qty UM Item Description Unit Price Extended
Price

1.00 LO Project Finishes Seating 
Conference chairs - Base color: black, Arms:
black plastic loop, Seat and Back: black leather 
Task Chairs - Frame: black, Arms: black, Back:
black mesh, Seat: black vinyl seat 
Guest chairs (with and without arms) - Frame:
black, Back: Hive/Water, Seat: Contourett/Iron,
Glides: black 
Lobby seating - Frame: black, Bariatric chair
fabric: Aphrodite/Rosebud, Standard chair fabric:
Aphrodite/Pebble, Arm Caps: warm gray 

Global Furniture: 
Laminate color: Walnut Heights, 1" thick tops,
PVC edge color: Walnut Heights, Locks: silver,
Pulls: Flared Silver, Vertical Pigeon Hole
Storage: Brushed Cobalt, Tackboard fabric:
Merge/Driftwood, Adjustable height base: black,
Metal: black 

Safco 
Desktop metal sorters: black 
Mobile writing desk: Natural Wood

0.00 0.00

1.00 LO Room 101 Room 101, as per plan 0.00 0.00

1.00 EA ZA2448TB~~ZTOPWHEA3~ZCHASSWHE~
Rm 101 Height Adj Desk Top

23"d x 46"w, Top and 15"h Modesty Panel,
Height Adjustable Frame Sold Separately, ZIRA~
(STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~ 15"h Laminate Modesty Panel
(STD) ~ Grommet/Electrical Not Required - Left
Position ~ Grommet/Electrical Not Required -
Center Position ~ Grommet/Electrical Not
Required - Right Position ~ Grommet/Electrical
Not Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

249.00 249.00

javascript:window.close();
javascript:window.print();


1.00 EA FT52SF24~FLEGBLK~FFTCTL~FFW~46
Rm 101 Height Adj Base

24"d, 2 Stage Column, Height Adjustable Base
Only, Short Frame used/w 46"w - 58"w Tops,
(Tops Sold Separate), FREEFIT,
PRODUCTIVITY SOLUTIONS~FLEG Freefit Leg
Finish BLK 1-Black, Leg Finish ~FFTC Freefit
Foot Type Configuration Options TL A-TL Foot
Configuration (CAD Image Defaults to C Foot)
~FFW Freefit Width Options (Match Top Width) -
Short Frame ~46W 46"w Base ~FFH Freefit
Handset Type S P-Up/Down Handset (STD)
LINAK M-Split Cables Off Factory Order -
Required (Order Entry) ~STD Non-GSA
(Commercial Furniture Offering)

573.53 573.53

2.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 101 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 789.30

2.00 EA Z2472CS4R~~ZTOPWHEAR~ZCHASSWHE
Rm 101 Desk, Right Ped

24"d x 72"w x 29.5"h, Full to Floor Single
Pedestal Credenza with B/B/F on the Right,
ZIRA~ (STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights AR F-1" Top, Bicut Edge
~ZCHASS Zira Chassis Finishes WHE 2-Walnut
Heights ~ Handle Option HS M-Flared Handle -
Silver SI M-Silver Lock K-401 C-Keyed for Lock
#401 ~ Grommet/Electrical Not Required - Left
Position ~ Grommet Cover (Black), Cut-Out
3.25" x 1.875" - (STD) Center Position ~
Grommet/Electrical Not Required - Right Position
~ Grommet/Electrical Not Required - Custom
Grommet Location ~STD Non-GSA (Commercial
Furniture Offering)

700.94 1,401.88

2.00 EA CD20~ALAMWHE~STD
Rm 101 Center Drawer

18"d x 20"w x 3"h, Center Drawers, Use on
Small L-Shaped Units, 30"x 60" + 30" x 66"
Desks, Not Available on Streamline, DESK
ACCESSORY~ALAM Adaptabilities Laminate
Finishes WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

88.81 177.62

3.00 EA Z48S16OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 101 Overhead

16"d x 48"w x 16"h, Overhead Storage, Closed
Front w/Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-401 C-Keyed for Lock #401 ~STD Non-
GSA (Commercial Furniture Offering)

337.40 1,012.20

2.00 EA ZWHT4818~03~MEREMG22~STD
Rm 101 Tackboard

48"w x 18"h, Wall Mounted Tackboard for use
under Z48S16OS/OSN, Finished HT 65.5"/66"H,
Standard w/ Pre-Mounted "J" Bracket for Wall
Mount Application, Mounting Hardware NIC,
ZIRA~03 Grade 03 ~MERE Merge MG22 1-
Driftwood ~STD Non-GSA (Commercial
Furniture Offering)

265.19 530.38

2.00 EA ZVS21~ZTOPWHEBC~STD
Rm 101 Vertical Pigeon Hole

11.8"d x 13.42"w x 20.75"h, Pigeon Hole
Storage, Vertical, Use with 42.5"h & 55"h
Hutches Only, Used in Conjunction with
Horizontal Pigeon Hole Storage, ZIRA~ZTOP
Zira Laminate Finishes WHE 1-Walnut Heights
BC P-Brushed Cobalt ~STD Non-GSA
(Commercial Furniture Offering)

156.46 312.92



1.00 EA Z2072LKL~~ZTOPWHEA3~ZCHASSWHE~
Rm 101 Credenza, Left Ped

20"d x 72"w x 29.5"h, Credenzas, One 2-Drawer
Lateral File on Left w/Kneespace on Right,
ZIRA~ (STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~HAN Handle Option (Required)
HS P-Flared Handle - Silver K-401 C-Keyed for
Lock #401 ~ Grommet/Electrical Not Required -
Left Position ~ Grommet/Electrical Not Required
- Center Position ~ Grommet Cover (Black), Cut-
Out 3.25" x 1.875" - (STD) Right Position ~
Grommet/Electrical Not Required - Custom
Grommet Location ~STD Non-GSA (Commercial
Furniture Offering)

827.10 827.10

1.00 EA Z21L2SHN~~ZTOPWHE~ZBASEWHEA3~S
Rm 101 Storage Cabinet

24"d x 21"w x 29.5"h, Storage Modules, Open w/
1 Adjustable Shelf, ZIRA~ (STD) Thermally
Fused Laminate, High Performance (1" Thick)
~ZTOP Zira Top Finishes WHE 1-Walnut
Heights ~ZBASE Zira Storage Base Finishes
WHE 2-Walnut Heights A3 F-1" Top, Standard
Edge ~STD Non-GSA (Commercial Furniture
Offering)

333.66 333.66

1.00 EA Z24M7ENR~ZTOPWHE~ZBASEWHEA3~~H
Rm 101 Storage Tower

20"d x 24"w x 71.9"h, Personal Towers, Right
w/Open Shelves, 2 File Drawers on Bottom, 1
Adj. Shelf above Rod, ZIRA~ZTOP Zira Top
Finishes WHE 1-Walnut Heights ~ZBASE Zira
Storage Base Finishes WHE 2-Walnut Heights
A3 F-1" Top, Standard Edge ~ Laminate Doors
(STD) ~HAN Handle Option (Required) HS P-
Flared Handle - Silver ~ Collator Option Not
Required (STD) K-401 C-Keyed for Lock #401
~STD Non-GSA (Commercial Furniture Offering)

881.46 881.46

1.00 EA Z24M7ENL~ZTOPWHE~ZBASEWHEA3~~H
Rm 101 Storage Tower

20"d x 24"w x 71.9"h, Personal Towers, Left
w/Open Shelves, 2 File Drawers on Bottom, 1
Adj. Shelf above Rod, ZIRA~ZTOP Zira Top
Finishes WHE 1-Walnut Heights ~ZBASE Zira
Storage Base Finishes WHE 2-Walnut Heights
A3 F-1" Top, Standard Edge ~ Laminate Doors
(STD) ~HAN Handle Option (Required) HS P-
Flared Handle - Silver ~ Collator Option Not
Required (STD) K-401 C-Keyed for Lock #401
~STD Non-GSA (Commercial Furniture Offering)

881.46 881.46

1.00 EA ZHS48~ZTOPWHE~STD
Rm 101 Horizontal Pigeon Hole

12"d x 45.9"w x 5.7"h, Pigeon Hole Storage,
Horizontal, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

212.07 212.07

1.00 EA HIGS6DF.F.E.U$(5).SCFSHVE74$(1
Rm 101 Guest Chair

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.F Fixed .E Nylon Glide .U Upholstered $(5)
V UPHOLSTERY .SCFSHVE Hive 74 Water $(1)
Gr 1 UPH .UR Contourett 20 Iron .T Black

329.40 329.40

1.00 LO Room 102-103 Room 102-103, as per plan 0.00 0.00

1.00 EA Z3072F3R~~ZTOPWHE~ZCHASSWHEA3~
Rm 102-103 Right Ped Desk636.4

29.69"d x 72"w x 29.5"h, Single Pedestal,
Rectangular Top Desk, Box/Box/File Right, Faux
Pedestal Left, Hutches Cannot be Used on Desk,
ZIRA~ (STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights ~ZCHASS Zira Chassis
Finishes WHE 2-Walnut Heights A3 F-1" Top,
Standard Edge ~ Laminate Full to Floor Modesty
(STD) ~ Handle Option HS M-Flared Handle -
Silver SI M-Silver Lock K-402 C-Keyed for Lock
#402 ~ Grommet/Electrical Not Required - Left
Position ~ Grommet/Electrical Not Required -
Center Position ~ Grommet/Electrical Not
Required - Right Position ~ Grommet/Electrical
Not Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

795.56 795.56



1.00 EA Z24483BR~~ZTOPWHEA3~ZCHASSWHE~
Rm 102-103 Bridge

24"d x 48"w, Flush Bridge, 12"h Modesty Panel,
Connects to ZxxxxBBOL, ZxxxxBBOR,
ZxxxxBLFL & ZxxxxBLFR Credenza on Left or
Right, ZIRA~ (STD) Thermally Fused Laminate,
High Performance (1" Thick) ~ZTOP Zira Top
Finishes WHE 1-Walnut Heights A3 F-1" Top,
Standard Edge ~ZCHASS Zira Chassis Finishes
WHE 2-Walnut Heights ~ Grommet/Electrical Not
Required - Left Position ~ Grommet/Electrical
Not Required - Center Position ~
Grommet/Electrical Not Required - Right Position
~ Grommet/Electrical Not Required - Custom
Grommet Locationn ~STD Non-GSA
(Commercial Furniture Offering)

260.21 260.21

1.00 EA Z2472CS2L~~ZTOPWHEA3~ZCHASSWHE
Rm 102-103 Left Ped Credenza

24"d x 72"w x 29.5"h, Full to Floor Single
Pedestal Credenza with F/F on the Left, Locks,
ZIRA~ (STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~ Handle Option HS M-Flared
Handle - Silver SI M-Silver Lock K-402 C-Keyed
for Lock #402 ~ Grommet/Electrical Not
Required - Left Position ~ Grommet Cover
(Black), Cut-Out 3.25" x 1.875" - (STD) Center
Position ~ Grommet/Electrical Not Required -
Right Position ~ Grommet/Electrical Not
Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

674.38 674.38

1.00 EA Z36S20OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 102-103 Overhead

16"d x 36"w x 20"h, Overhead Storage, Closed
Front with Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-402 C-Keyed for Lock #402 ~STD Non-
GSA (Commercial Furniture Offering)

310.00 310.00

1.00 EA NCI No Cost Item 0.00 0.00

1.00 EA ZHBC72~ZTOPWHEA3~ZBASEWHE~STD
Rm 102-103 Bookcase

12"d x 36"w x 71.9"h, Bookcase w/ 1 Fixed and 3
Adjustable Shelves, ZIRA~ZTOP Zira Top
Finishes WHE 1-Walnut Heights A3 F-1" Top,
Standard Edge ~ZBASE Zira Storage Base
Finishes WHE 2-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

477.25 477.25

1.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 102-103 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 394.65

1.00 EA ZHS36~ZTOPWHE~STD
Rm 102-103 Pigeon Hole Storage

12"d x 33.9"w x 5.7"h, Pigeon Hole Storage,
Horizontal, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

186.75 186.75

1.00 EA ZWHT3618~03~MEREMG22~STD
Rm 102-103 Tackboard

36"w x 18"h, Wall Mounted Tackboard for use
under Z36S16OS/OSN, Finished HT 65.5"/66"H,
Standard w/ Pre-Mounted "J" Bracket for Wall
Mount Application, Mounting Hardware NIC,
ZIRA~03 Grade 03 ~MERE Merge MG22 1-
Driftwood ~STD Non-GSA (Commercial
Furniture Offering)

209.99 209.99

2.00 EA 3127BL
Rm 102-103 Desktop Sorter

Five-Tier Steel Desk Tray, Black 46.00 92.00

1.00 EA HIGS6DF.F.E.U$(5).SCFSHVE74$(1
Rm 102-103 Guest Chair

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.F Fixed .E Nylon Glide .U Upholstered $(5)
V UPHOLSTERY .SCFSHVE Hive 74 Water $(1)
Gr 1 UPH .UR Contourett 20 Iron .T Black

329.40 329.40



1.00 EA Z2436T~~ZTOPWHEA3~ZCHASSWHE3MP
Rm 102-103 Table

24"d x 36"w x 29.5"h, Freestanding Tables w/2
Full End Panels, ZIRA~ (STD) Thermally Fused
Laminate, High Performance (1" Thick) ~ZTOP
Zira Top Finishes WHE 1-Walnut Heights A3 F-
1" Top, Standard Edge ~ZCHASS Zira Chassis
Finishes WHE 2-Walnut Heights 3MP M-3/4
Modesty Panel (10" A.F.F) ~ Grommet/Electrical
Not Required - Left Position ~ Grommet Cover
(Black), Cut-Out 3.25" x 1.875" - (STD) Center
Position ~ Grommet/Electrical Not Required -
Right Position ~ Grommet/Electrical Not
Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering) Non-
GSA (Commercial Furniture Offering)

282.20 282.20

1.00 LO Central Filing Area 107 Central Filing Area 107, as per plan 0.00 0.00

30.00 EA 1936P-3F12~STD~GLOTPEW411~STD
Rm 107 Filing Cabinets

19.25"d x 36"w x 39.52"h, 3 Fixed Drawers, CW
Std, 1900P SERIES, UNIVERSAL FILING~STD
Metal File Case & Storage Front Paint Finishes
(Global Standard Paint Finishes) ~GLO Global
Standard Colors TPE 1-Taupe [TPE] W411 

(5) C-Keyed For Lock #W411 ~STD Non-GSA 
(5) C-Keyed For Lock #W412 ~STD Non-GSA 
(5) C-Keyed For Lock #W413 ~STD Non-GSA 
(5) C-Keyed For Lock #W414 ~STD Non-GSA 
(5) C-Keyed For Lock #W415 ~STD Non-GSA 
(5) C-Keyed For Lock #W416 ~STD Non-GSA 

(Commercial Furniture Offering)

505.89 15,176.70

6.00 EA T19108~LTOPWHE~STD
Rm 107 Filing Cabinet Tops

19.25"d x 108"w x 1.13"h, Laminate Top for
Metal Files, UNIVERSAL FILING~LTOP
Laminate File Top Finishes WHE 1-Walnut
Heights ~STD Non-GSA (Commercial Furniture
Offering)

411.27 2,467.62

6.00 EA T1972~LTOPWHE~STD
Rm 107 Filing Cabinet Tops

19.25"d x 72"w x 1.13"h, Laminate Top for Metal
Files, UNIVERSAL FILING~LTOP Laminate File
Top Finishes WHE 1-Walnut Heights ~STD Non-
GSA (Commercial Furniture Offering)

280.96 1,685.76

1.00 EA Z2460FI~~ZTOPWHEA3~ZCHASSWHEP4
Rm 107 Island Desk

24"d x 60"w x 29.5"h, "D" Island with Full End
Panel (T-Base) and Monopost, Attaches to Edge
of Worksurfaces, Attaching Hardware Included,
Not Freestanding, ZIRA~ (STD) Thermally Fused
Laminate, High Performance (1" Thick) ~ZTOP
Zira Top Finishes WHE 1-Walnut Heights A3 F-
1" Top, Standard Edge ~ZCHASS Zira Chassis
Finishes WHE 2-Walnut Heights P4 M-4" Round,
Black ~ Grommet Cover (Black), Cut-Out 3.25" x
1.875" - (STD) Center Position ~
Grommet/Electrical Not Required - Custom
Grommet Location ~STD Non-GSA (Commercial
Furniture Offering)

323.70 323.70

2.00 EA Z2448T~~ZTOPWHEA3~ZCHASSWHE3MP
Rm 107 Desk

24"d x 48"w x 29.5"h, Freestanding Tables w/2
Full End Panels, ZIRA~ (STD) Thermally Fused
Laminate, High Performance (1" Thick) ~ZTOP
Zira Top Finishes WHE 1-Walnut Heights A3 F-
1" Top, Standard Edge ~ZCHASS Zira Chassis
Finishes WHE 2-Walnut Heights 3MP M-3/4
Modesty Panel (10" A.F.F) ~ Grommet/Electrical
Not Required - Left Position ~ Grommet Cover
(Black), Cut-Out 3.25" x 1.875" - (STD) Center
Position ~ Grommet/Electrical Not Required -
Right Position ~ Grommet/Electrical Not
Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

315.82 631.64



2.00 EA CD20~ALAMWHE~STD
Rm 107 Center Drawer

18"d x 20"w x 3"h, Center Drawers, Use on
Small L-Shaped Units, 30"x 60" + 30" x 66"
Desks, Not Available on Streamline, DESK
ACCESSORY~ALAM Adaptabilities Laminate
Finishes WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

88.81 177.62

2.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 107 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 789.30

2.00 EA Z48S16OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 107 Overhead

16"d x 48"w x 16"h, Overhead Storage, Closed
Front w/Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-403 C-Keyed for Lock #403 ~STD Non-
GSA (Commercial Furniture Offering)

337.40 674.80

2.00 EA ZHS48~ZTOPWHE~STD
Rm 107 Horizontal Pigeon Hole

12"d x 45.9"w x 5.7"h, Pigeon Hole Storage,
Horizontal, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

212.07 424.14

1.00 EA Room 108 Room 108 0.00 0.00

1.00 EA ZA2448TB~~ZTOPWHEA3~ZCHASSWHE~
Rm 108 Height Adj Desk Top

23"d x 46"w, Top and 15"h Modesty Panel,
Height Adjustable Frame Sold Separately, ZIRA~
(STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~ 15"h Laminate Modesty Panel
(STD) ~ Grommet/Electrical Not Required - Left
Position ~ Grommet/Electrical Not Required -
Center Position ~ Grommet/Electrical Not
Required - Right Position ~ Grommet/Electrical
Not Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

249.00 249.00

1.00 EA CD20~ALAMWHE~STD
Rm 108 Center Drawer

18"d x 20"w x 3"h, Center Drawers, Use on
Small L-Shaped Units, 30"x 60" + 30" x 66"
Desks, Not Available on Streamline, DESK
ACCESSORY~ALAM Adaptabilities Laminate
Finishes WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

88.81 88.81

1.00 EA Z72S20OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 108 Overhead

16"d x 72"w x 20"h, Overhead Storage, Closed
Front w/Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-404 C-Keyed for Lock #404 ~STD Non-
GSA (Commercial Furniture Offering)

647.40 647.40

1.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 108 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 394.65

1.00 EA NCI No Cost Item 0.00 0.00

1.00 EA PH3T6601~46~STD
Rm 108 Height Adj Base

Height Adjustable Table Frame, Up/down
handset with Digital Readout, Crossbars
expandable to match table top widths, Not to
Exceed 72"w, Height range 22.6" to 48.6",
HEIGHT ADJUSTABLE WORKSURFACES,
PRODUCTIVITY SOLUTIONS~46 46"w Height
Adjustable Base ~STD Non-GSA (Commercial
Furniture Offering)

520.83 520.83



1.00 EA Z30L2E~~ZTOPWHE~ZBASEWHEA3~HAN
Rm 108 Lateral File

24"d x 30"w x 29.5"h, Storage Modules, w/ 2 File
Drawers, ZIRA~ (STD) Thermally Fused
Laminate, High Performance (1" Thick) ~ZTOP
Zira Top Finishes WHE 1-Walnut Heights
~ZBASE Zira Storage Base Finishes WHE 2-
Walnut Heights A3 F-1" Top, Standard Edge
~HAN Handle Option (Required) HS P-Flared
Handle - Silver ~ File Drawer (STD) ~ File
Drawer (STD) K-404 C-Keyed for Lock #404
~STD Non-GSA (Commercial Furniture Offering)

685.17 685.17

1.00 EA ZWHT7218~03~MEREMG22~STD
Rm 108 Tackboard

72"w x 18"h, Wall Mounted Tackboard for use
under ZxxS16OS/OSN, Finished HT 65.5"/66"H,
Standard w/ Pre-Mounted "J" Bracket for Wall
Mount Application, Mounting Hardware NIC,
ZIRA~03 Grade 03 ~MERE Merge MG22 1-
Driftwood ~STD Non-GSA (Commercial
Furniture Offering)

379.73 379.73

1.00 EA HIGS6DF.F.E.U$(5).SCFSHVE74$(1
Rm 108 Guest Chair

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.F Fixed .E Nylon Glide .U Upholstered $(5)
V UPHOLSTERY .SCFSHVE Hive 74 Water $(1)
Gr 1 UPH .UR Contourett 20 Iron .T Black

329.40 329.40

1.00 EA Z3072T~~ZTOPWHEA3~ZCHASSWHE~~~
Rm 108 Desk Shell

29.69"d x 72"w x 29.5"h, Freestanding Tables w/
2 Full End Panels, ZIRA~ (STD) Thermally
Fused Laminate, High Performance (1" Thick)
~ZTOP Zira Top Finishes WHE 1-Walnut
Heights A3 F-1" Top, Standard Edge ~ZCHASS
Zira Chassis Finishes WHE 2-Walnut Heights ~
M-Full Modesty Panel (1" A.F.F) ~
Grommet/Electrical Not Required - Left Position
~ Grommet Cover (Black), Cut-Out 3.25" x
1.875" - (STD) Center Position ~
Grommet/Electrical Not Required - Right Position
~ Grommet/Electrical Not Required - Custom
Grommet Location ~STD Non-GSA (Commercial
Furniture Offering)

427.87 427.87

1.00 EA Z2472T~~ZTOPWHEA3~ZCHASSWHE3MP
Rm 108 Credenza Shell

24"d x 72"w x 29.5"h, Freestanding Tables w/2
Full End Panels, ZIRA~ (STD) Thermally Fused
Laminate, High Performance (1" Thick) ~ZTOP
Zira Top Finishes WHE 1-Walnut Heights A3 F-
1" Top, Standard Edge ~ZCHASS Zira Chassis
Finishes WHE 2-Walnut Heights 3MP M-3/4
Modesty Panel (10" A.F.F) ~ Grommet/Electrical
Not Required - Left Position ~ Grommet Cover
(Black), Cut-Out 3.25" x 1.875" - (STD) Center
Position ~ Grommet/Electrical Not Required -
Right Position ~ Grommet/Electrical Not
Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

384.29 384.29

1.00 EA Z36M2ES~ZBSEWHE~~~HANHSK-404~S
Rm 108 Lateral File Storage

19.3"d x 36"w x 28.5"h, Storage Shell w/2 File
Drawers, ZIRA~ZBSE Zira Storage Base
Finishes WHE 1-Walnut Heights ~ File Drawer
(STD) ~ File Drawer (STD) ~HAN Handle Option
(Required) HS P-Flared Handle - Silver K-404 C-
Keyed for Lock #404 ~STD Non-GSA
(Commercial Furniture Offering)

561.50 561.50

1.00 EA Z16L2BFS~ZBSEWHE~~HANHSK-404~S
Rm 108 Desk Box/Box/File

23.4"d x 16"w x 28.5"h, Storage Shell w/2 Box
and 1 File Drawer, ZIRA~ZBSE Zira Storage
Base Finishes WHE 1-Walnut Heights ~ File
Drawer (STD) ~HAN Handle Option (Required)
HS P-Flared Handle - Silver K-404 C-Keyed for
Lock #404 ~STD Non-GSA (Commercial
Furniture Offering) Non-GSA (Commercial
Furniture Offering)

388.03 388.03

1.00 LO Room 109 Room 109, as per plan 0.00 0.00

1.00 EA NCI No Cost Item 0.00 0.00



1.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 109 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 394.65

1.00 EA Z36L2XNL~~ZTOPWHE~ZBASEWHEA3~H
Rm 109 Multi-File Storage

24"d x 36"w x 29.5"h, Storage Modules w/2 Box
Drawers on Left, Open Shelf on Right, 1 Lateral
File Drawer on Botto, ZIRA~ (STD) Thermally
Fused Laminate, High Performance (1" Thick)
~ZTOP Zira Top Finishes WHE 1-Walnut
Heights ~ZBASE Zira Storage Base Finishes
WHE 2-Walnut Heights A3 F-1" Top, Standard
Edge ~HAN Handle Option (Required) HS P-
Flared Handle - Silver ~ Collator Option Not
Required (STD) K-405 C-Keyed for Lock #405
~STD Non-GSA (Commercial Furniture Offering)

739.12 739.12

2.00 EA ZVS14~ZTOPWHEBC~STD
Rm 109 Vertical Pigeon Hole

11.8"d x 13.42"w x 14.33"h , Pigeon Hole
Storage, Vertical, Use with 36"h Hutches Only,
Used in Conjunction with Horizontal Pigeon Hole
Storage, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights BC P-Brushed Cobalt
~STD Non-GSA (Commercial Furniture Offering)

127.41 254.82

1.00 EA Z60S16OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 109 Overhead

16"d x 60"w x 16"h, Overhead Storage, Closed
Front w/Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-405 C-Keyed for Lock #405 ~STD Non-
GSA (Commercial Furniture Offering)

443.22 443.22

1.00 EA Z24M74FNR~ZTOPWHE~ZBASEWHEA3~H
Rm 109 Storage Tower

20"d x 24"w x 71.9"h, Personal Towers, Right
w/Open Shelf, 4 File Drawers on Bottom, 1 Adj.
Shelf above Rod, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights ~ZBASE Zira Storage
Base Finishes WHE 2-Walnut Heights A3 F-1"
Top, Standard Edge ~HAN Handle Option
(Required) HS P-Flared Handle - Silver ~
Laminate Doors (STD) K-405 C-Keyed for Lock
#405 ~STD Non-GSA (Commercial Furniture
Offering)

981.06 981.06

1.00 EA ZWHT6018~03~MEREMG22~STD
Rm 109 Tackboard

60"w x 18"h, Wall Mounted Tackboard for use
under Z60S16OS/OSN, Finished HT 65.5"/66"H,
Standard w/ Pre-Mounted "J" Bracket for Wall
Mount Application, Mounting Hardware NIC,
ZIRA~03 Grade 03 ~MERE Merge MG22 1-
Driftwood ~STD Non-GSA (Commercial
Furniture Offering)

325.78 325.78

1.00 EA ZHS60~ZTOPWHE~STD
Rm 109 Horizontal Pigeon Hole

12"d x 58"w x 5.7"h, Pigeon Hole Storage,
Horizontal, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

283.45 283.45

1.00 EA HIGS6DF.F.E.U$(5).SCFSHVE74$(1
Rm 109 Guest Chair

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.F Fixed .E Nylon Glide .U Upholstered $(5)
V UPHOLSTERY .SCFSHVE Hive 74 Water $(1)
Gr 1 UPH .UR Contourett 20 Iron .T Black

329.40 329.40



1.00 EA ZA3072TB~~ZTOPWHEA3~ZCHASSWHE~
Rm 109 Desk Top

29"d x 70"w, Top and 15"h Modesty Panel,
Height Adjustable Frame Sold Separately, ZIRA~
(STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~ 15"h Laminate Modesty (STD)
~ Grommet/Electrical Not Required - Left
Position ~ Grommet/Electrical Not Required -
Center Position ~ Grommet/Electrical Not
Required - Right Position ~ Grommet/Electrical
Not Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

396.74 396.74

1.00 EA FT62LF30~FLEGBLK~FFTCTL~FFW~72
Rm 109 Height Adj Base

30"d, 3 Stage Column, Height Adjustable Base
Only, Long Frame used/w64"w - 82"w Tops,
(Tops Sold Separate), FREEFIT,
PRODUCTIVITY SOLUTIONS~FLEG Freefit Leg
Finish BLK 1-Black, Leg Finish ~FFTC Freefit
Foot Type Configuration Options TL A-TL Foot
Configuration (CAD Image Defaults to C Foot)
~FFW Freefit Width Options (Match Top Width)
~72W 70"w Base ~FFR Freefit Return Option
(3rd Leg Kit Sold Sep.) ~FFR Freefit Return
Option (3rd Leg Kit Sold Sep.) ~72R Return
Right ~FFH Freefit Handset Type S P-Up/Down
Handset (STD) LINAK M-Split Cables Off
Factory Order - Required (Order Entry) ~STD
Non-GSA (Commercial Furniture Offering)

617.94 617.94

1.00 EA Z2460R~~ZTOPWHEA3~ZCHASSWHE3MP
Rm 109 Desk Return

24"d x 60"w x 29.5"h, Connectable Tables, Right
w/Full End Panel on Right, ZIRA~ (STD)
Thermally Fused Laminate, High Performance
(1" Thick) ~ZTOP Zira Top Finishes WHE 1-
Walnut Heights A3 F-1" Top, Standard Edge
~ZCHASS Zira Chassis Finishes WHE 2-Walnut
Heights 3MP M-3/4 Modesty Panel (10" A.F.F) ~
Grommet/Electrical Not Required - Left Position
~ Grommet Cover (Black), Cut-Out 3.25" x
1.875" - (STD) Center Position ~
Grommet/Electrical Not Required - Right Position
~ Grommet/Electrical Not Required - Custom
Grommet Location ~STD Non-GSA (Commercial
Furniture Offering)

330.34 330.34

1.00 EA ZMPBF19~~ZTOPWHE~ZBASEWHE~HSSI
Rm 109 Mobile Box/File Ped

19"d x 16"w x 22"h, Pedestals, Mobile w/Box/File
Drawers, ZIRA~ (STD) Thermally Fused
Laminate, High Performance (1" Thick) ~ZTOP
Zira Top Finishes WHE 1-Walnut Heights
~ZBASE Zira Storage Base Finishes WHE 2-
Walnut Heights ~ Handle Option HS M-Flared
Handle - Silver SI M-Silver Lock K-405 C-Keyed
for Lock #405

416.25 416.25

1.00 EA Z36L2ES~ZBSEWHE~~~HANHSK-405~S
Rm 109 Lateral File

23.4"d x 36"w x 28.5"h, Storage Shell w/2 File
Drawers, ZIRA~ZBSE Zira Storage Base
Finishes WHE 1-Walnut Heights ~ File Drawer
(STD) ~ File Drawer (STD) ~HAN Handle Option
(Required) HS P-Flared Handle - Silver K-405 C-
Keyed for Lock #405 ~STD Non-GSA
(Commercial Furniture Offering)

609.64 609.64

1.00 LO Room 110 Room 110, as per plan 0.00 0.00



1.00 EA ZA2448TB~~ZTOPWHEA3~ZCHASSWHE~
Rm 110 Height Adj Desk Top

23"d x 46"w, Top and 15"h Modesty Panel,
Height Adjustable Frame Sold Separately, ZIRA~
(STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~ 15"h Laminate Modesty Panel
(STD) ~ Grommet/Electrical Not Required - Left
Position ~ Grommet/Electrical Not Required -
Center Position ~ Grommet/Electrical Not
Required - Right Position ~ Grommet/Electrical
Not Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

249.00 249.00

1.00 EA CD20~ALAMWHE~STD
Rm 110 Center Drawer

18"d x 20"w x 3"h, Center Drawers, Use on
Small L-Shaped Units, 30"x 60" + 30" x 66"
Desks, Not Available on Streamline, DESK
ACCESSORY~ALAM Adaptabilities Laminate
Finishes WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

88.81 88.81

1.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 110 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 394.65

1.00 EA ZHS72~ZTOPWHE~STD
Rm 110 Horizontal Pigeon Hole

12"d x 70"w x 5.7"h, Pigeon Hole Storage,
Horizontal, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

313.74 313.74

2.00 EA Z36S16OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 110 Overhead

16"d x 36"w x 16"d, Overhead Storage, Closed
Front w/Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-406 C-Keyed for Lock #406 ~STD Non-
GSA (Commercial Furniture Offering)

266.85 533.70

1.00 EA PH3T6601~46~STD
Rm 110 Height Adj Base

Height Adjustable Table Frame, Up/down
handset with Digital Readout, Crossbars
expandable to match table top widths, Not to
Exceed 72"w, Height range 22.6" to 48.6",
HEIGHT ADJUSTABLE WORKSURFACES,
PRODUCTIVITY SOLUTIONS~46 46"w Height
Adjustable Base ~STD Non-GSA (Commercial
Furniture Offering)

520.83 520.83

1.00 EA ZWHT7218~03~MEREMG22~STD
Rm 108 Tackboard

72"w x 18"h, Wall Mounted Tackboard for use
under ZxxS16OS/OSN, Finished HT 65.5"/66"H,
Standard w/ Pre-Mounted "J" Bracket for Wall
Mount Application, Mounting Hardware NIC,
ZIRA~03 Grade 03 ~MERE Merge MG22 1-
Driftwood ~STD Non-GSA (Commercial
Furniture Offering)

379.73 379.73

2.00 EA ZVS14~ZTOPWHEBC~STD
Rm 110 Vertical Pigeon Hole

11.8"d x 13.42"w x 14.33"h , Pigeon Hole
Storage, Vertical, Use with 36"h Hutches Only,
Used in Conjunction with Horizontal Pigeon Hole
Storage, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights BC P-Brushed Cobalt
~STD Non-GSA (Commercial Furniture Offering)

127.41 254.82

1.00 EA HIGS6DF.F.E.U$(5).SCFSHVE74$(1
Rm 110 Guest Chair

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.F Fixed .E Nylon Glide .U Upholstered $(5)
V UPHOLSTERY .SCFSHVE Hive 74 Water $(1)
Gr 1 UPH .UR Contourett 20 Iron .T Black

329.40 329.40



1.00 EA Z3072T~~ZTOPWHEA3~ZCHASSWHE~~~
Rm 110 Desk Shell

29.69"d x 72"w x 29.5"h, Freestanding Tables w/
2 Full End Panels, ZIRA~ (STD) Thermally
Fused Laminate, High Performance (1" Thick)
~ZTOP Zira Top Finishes WHE 1-Walnut
Heights A3 F-1" Top, Standard Edge ~ZCHASS
Zira Chassis Finishes WHE 2-Walnut Heights ~
M-Full Modesty Panel (1" A.F.F) ~
Grommet/Electrical Not Required - Left Position
~ Grommet Cover (Black), Cut-Out 3.25" x
1.875" - (STD) Center Position ~
Grommet/Electrical Not Required - Right Position
~ Grommet/Electrical Not Required - Custom
Grommet Location ~STD Non-GSA (Commercial
Furniture Offering)

427.87 427.87

1.00 EA Z2472T~~ZTOPWHEA3~ZCHASSWHE3MP
Rm 110 Credenza Shell

24"d x 72"w x 29.5"h, Freestanding Tables w/2
Full End Panels, ZIRA~ (STD) Thermally Fused
Laminate, High Performance (1" Thick) ~ZTOP
Zira Top Finishes WHE 1-Walnut Heights A3 F-
1" Top, Standard Edge ~ZCHASS Zira Chassis
Finishes WHE 2-Walnut Heights 3MP M-3/4
Modesty Panel (10" A.F.F) ~ Grommet/Electrical
Not Required - Left Position ~ Grommet Cover
(Black), Cut-Out 3.25" x 1.875" - (STD) Center
Position ~ Grommet/Electrical Not Required -
Right Position ~ Grommet/Electrical Not
Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

384.29 384.29

1.00 EA Z16M2ES~ZBSEWHE~HANHSK-406~STD
Rm 110 Lateral File

19.3"d x 16"w x 28.5"h, Storage Shell w/2 File
Drawers, ZIRA~ZBSE Zira Storage Base
Finishes WHE 1-Walnut Heights ~HAN Handle
Option (Required) HS P-Flared Handle - Silver
K-406 C-Keyed for Lock #406 ~STD Non-GSA
(Commercial Furniture Offering)

307.52 307.52

1.00 EA Z16L2BFS~ZBSEWHE~~HANHSK-406~S
Rm 110 Box/Box/File Ped

23.4"d x 16"w x 28.5"h, Storage Shell w/2 Box
and 1 File Drawer, ZIRA~ZBSE Zira Storage
Base Finishes WHE 1-Walnut Heights ~ File
Drawer (STD) ~HAN Handle Option (Required)
HS P-Flared Handle - Silver K-406 C-Keyed for
Lock #406 ~STD Non-GSA (Commercial
Furniture Offering)

388.03 388.03

1.00 EA Z24L7EL~ZTOPWHE~ZBASEWHEA3~~HA
Rm 110 Storage Tower

24"d x 24"w x 71.9"h, Personal Towers, Left
w/Doors, 2 File Drawers on Bottom, 1 Adj. Shelf
above Rod, ZIRA~ZTOP Zira Top Finishes WHE
1-Walnut Heights ~ZBASE Zira Storage Base
Finishes WHE 2-Walnut Heights A3 F-1" Top,
Standard Edge ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-406 C-Keyed for Lock #406 ~STD Non-
GSA (Commercial Furniture Offering)

973.59 973.59

1.00 LO Room 111 Room 111, as per plan 0.00 0.00

1.00 EA Z36M2ES~ZBSEWHE~~~HANHSK-407~S
Rm 111 Lateral File

19.3"d x 36"w x 28.5"h, Storage Shell w/2 File
Drawers, ZIRA~ZBSE Zira Storage Base
Finishes WHE 1-Walnut Heights ~ File Drawer
(STD) ~ File Drawer (STD) ~HAN Handle Option
(Required) HS P-Flared Handle - Silver K-407 C-
Keyed for Lock #407 ~STD Non-GSA
(Commercial Furniture Offering)

561.50 561.50

1.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 111 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 394.65



1.00 EA CD20~ALAMWHE~STD
Rm 111 Center Drawer

18"d x 20"w x 3"h, Center Drawers, Use on
Small L-Shaped Units, 30"x 60" + 30" x 66"
Desks, Not Available on Streamline, DESK
ACCESSORY~ALAM Adaptabilities Laminate
Finishes WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

88.81 88.81

2.00 EA Z2466R~~ZTOPWHEA3~ZCHASSWHE3MP
Rm 111 Bridge & Credenza

24"d x 66"w x 29.5"h, Connectable Tables, Right
w/Full End Panel on Right, ZIRA~ (STD)
Thermally Fused Laminate, High Performance
(1" Thick) ~ZTOP Zira Top Finishes WHE 1-
Walnut Heights A3 F-1" Top, Standard Edge
~ZCHASS Zira Chassis Finishes WHE 2-Walnut
Heights 3MP M-3/4 Modesty Panel (10" A.F.F) ~
Grommet/Electrical Not Required - Left Position
~ Grommet Cover (Black), Cut-Out 3.25" x
1.875" - (STD) Center Position ~
Grommet/Electrical Not Required - Right Position
~ Grommet/Electrical Not Required - Custom
Grommet Location ~STD Non-GSA (Commercial
Furniture Offering)

365.20 730.40

1.00 EA Z21S42TN~ZTOPWHEA3~ZBASEWHE~~S
Rm 111 Desktop Bookcase

16"d x 21"w x 41.9"h, Table Top Bookcases, For
Top of 29.5"h Units (Includes 2 Adjustable
Shelves), ZIRA~ZTOP Zira Top Finishes WHE 1-
Walnut Heights A3 F-1" Top, Standard Edge
~ZBASE Zira Storage Base Finishes WHE 2-
Walnut Heights ~ Collator Option Not Required
(STD) ~STD Non-GSA (Commercial Furniture
Offering)

243.19 243.19

1.00 EA Z24M7EL~ZTOPWHE~ZBASEWHEA3~~HA
Rm 111 Storage Tower

20"d x 24"w x 71.9"h, Personal Towers, Left
w/Doors, 2 File Drawers on Bottom, 1 Adj. Shelf
above Rod, ZIRA~ZTOP Zira Top Finishes WHE
1-Walnut Heights ~ZBASE Zira Storage Base
Finishes WHE 2-Walnut Heights A3 F-1" Top,
Standard Edge ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-407 C-Keyed for Lock #407 ~STD Non-
GSA (Commercial Furniture Offering)

944.54 944.54

1.00 EA Z3672F3L~~ZTOPWHE~ZCHASSWHEA3~
Rm 111 Desk

36"d x 72"w x 29.5"h, Single Pedestal,
Rectangular Top Desk, Box/Box/File Left, Faux
Pedestal Right, Hutches Cannot be Used on
Desk, ZIRA~ (STD) Thermally Fused Laminate,
High Performance (1" Thick) ~ZTOP Zira Top
Finishes WHE 1-Walnut Heights ~ZCHASS Zira
Chassis Finishes WHE 2-Walnut Heights A3 F-1"
Top, Standard Edge ~ Laminate Full to Floor
Modesty (STD) ~ Handle Option HS M-Flared
Handle - Silver SI M-Silver Lock K-407 C-Keyed
for Lock #407 ~ Grommet/Electrical Not
Required - Left Position ~ Grommet/Electrical
Not Required - Center Position ~
Grommet/Electrical Not Required - Right Position
~ Grommet/Electrical Not Required - Custom
Grommet Location ~STD Non-GSA (Commercial
Furniture Offering)

795.56 795.56

1.00 EA Z66S33OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 111 Overhead

16"d x 66"w x 32.5"h, Overhead Storage, Closed
Front w/4 Doors & Fixed Shelf, Horizontal Pigeon
Hole Storage, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-407 C-Keyed for Lock #407 ~STD Non-
GSA (Commercial Furniture Offering)

939.56 939.56



1.00 EA ZWHT6621~03~MEREMG22~STD
Rm 111 Tackboard

66"w x 21"h, Wall Mounted Tackboard for use
under ZxxS33OS/OSN, Finished HT 84"/84.5",
Standard w/ Pre-Mounted "J" Bracket for Wall
Mount Application, Mounting Hardware NIC,
ZIRA~03 Grade 03 ~MERE Merge MG22 1-
Driftwood ~STD Non-GSA (Commercial
Furniture Offering)

352.75 352.75

1.00 EA HIGS6DF.F.E.U$(5).SCFSHVE74$(1
Rm 111 Guest Chair Arms

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.F Fixed .E Nylon Glide .U Upholstered $(5)
V UPHOLSTERY .SCFSHVE Hive 74 Water $(1)
Gr 1 UPH .UR Contourett 20 Iron .T Black

329.40 329.40

1.00 EA HIGS6DF.N.E.U$(5).SCFSHVE74$(1
Rm 111 Guest Chair Armless

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.N Armless .E Nylon Glide .U Upholstered
$(5) V UPHOLSTERY .SCFSHVE Hive 74 Water
$(1) Gr 1 UPH .UR Contourett 20 Iron .T Black

315.00 315.00

1.00 LO Room 118-120 Room 118-120, as per plan 0.00 0.00

1.00 EA Z15M7WAL~ZTOPWHEA3~ZBASEWHE~HA
Rm 118-120 Storage Tower

20"d x 15"w x 71.9"h, Wardrobe, Left w/Full
Length Hanging Rod included, 1 Adj. Shelf
above Rod, ZIRA~ZTOP Zira Top Finishes WHE
1-Walnut Heights A3 F-1" Top, Standard Edge
~ZBASE Zira Storage Base Finishes WHE 2-
Walnut Heights ~HAN Handle Option (Required)
HS P-Flared Handle - Silver K-408 C-Keyed for
Lock #408 ~STD Non-GSA (Commercial
Furniture Offering)

503.81 503.81

1.00 EA Z15M7WAR~ZTOPWHEA3~ZBASEWHE~HA
Rm 118-120 Storage Tower

20"d x 15"w x 71.9"h, Wardrobe, Right w/Full
Length Hanging Rod included, 1 Adj. Shelf
above Rod, ZIRA~ZTOP Zira Top Finishes WHE
1-Walnut Heights A3 F-1" Top, Standard Edge
~ZBASE Zira Storage Base Finishes WHE 2-
Walnut Heights ~HAN Handle Option (Required)
HS P-Flared Handle - Silver K-408 C-Keyed for
Lock #408 ~STD Non-GSA (Commercial
Furniture Offering)

503.81 503.81

3.00 EA 1936P-2F12~STD~GLOTPEW408~STD
Rm 118-120 Filing Cabinets

19.25"d x 36"w x 27.14"h, 2 Fixed Drawers, CW
Std, 1900P SERIES, UNIVERSAL FILING~STD
Metal File Case & Storage Front Paint Finishes
(Global Standard Paint Finishes) ~GLO Global
Standard Colors TPE 1-Taupe [TPE] W408 C-
Keyed For Lock #W408 ~STD Non-GSA
(Commercial Furniture Offering)

401.31 1,203.93

1.00 EA T19108~LTOPWHE~STD
Rm 118-120 Filing Cabinet Top

19.25"d x 108"w x 1.13"h, Laminate Top for
Metal Files, UNIVERSAL FILING~LTOP
Laminate File Top Finishes WHE 1-Walnut
Heights ~STD Non-GSA (Commercial Furniture
Offering)

411.27 411.27

3.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 118-120 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 1,183.95

3.00 EA 19MP23BBF~STD~GLOTPEW---~STD 22.62"d x 15"w x 27.85"h, BBF, Mobile, 1900P
SERIES, UNIVERSAL FILING~STD Metal File
Case & Storage Front Paint Finishes (Global
Standard Paint Finishes) ~GLO Global Standard
Colors TPE 1-Taupe [TPE] 

(1) C-Keyed For Lock #W409 ~STD Non-GSA 
(1) C-Keyed For Lock #W410 ~STD Non-GSA 
(1) C-Keyed For Lock #W417 ~STD Non-GSA 

(Commercial Furniture Offering)

283.86 851.58

3.00 EA 3129BL
Rm 118-120 Desktop Sorter

Eight-Tier Steel Desk Tray, Black 79.50 238.50



3.00 EA Z36S16OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 118-120 Overhead

16"d x 36"w x 16"d, Overhead Storage, Closed
Front w/Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-408 C-Keyed for Lock #408 ~STD Non-
GSA (Commercial Furniture Offering)

266.85 800.55

1.00 EA ZHS72~ZTOPWHE~STD
Rm 118-120 Horiz Pigeon Hole

12"d x 70"w x 5.7"h, Pigeon Hole Storage,
Horizontal, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

313.74 313.74

1.00 EA ZHS36~ZTOPWHE~STD
Rm 118-120 Horiz Pigeon Hole

12"d x 33.9"w x 5.7"h, Pigeon Hole Storage,
Horizontal, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

186.75 186.75

1.00 EA Lobby 121 Room 121 Option 2, as per plan 0.00 0.00

2.00 EA 1944NA
Lobby 121 Mobile Writing Table

Vum Pneumatic Standing Mobile DeskNA
Natural Wood

346.50 693.00

4.00 EA SOMC/FCF/NFRFAPHRODITE/27.258.
Lobby 121 Standard Chair

Soltice Metal Multiple Seating-1 Seat Unit,No
Table No Chair Connect,Open Arm,ContrastF
Fabric Grade F /NFR Compliance to TB 117-
2013 F Fabric Grade F APHRODITE
APHRODITE /27.258.092.P PEBBLE /NFR
Compliance to TB 117-2013 F Fabric Grade F
APHRODITE APHRODITE /27.258.092.P
PEBBLE /BL Black /PACWG Warm Grey poly
/NGFN Flannel (Dark Grey) /NMB No Moisture
Barrier

917.44 3,669.76

1.00 EA SOMB/FCF/NFRFAPHRODITE/27.258.
Lobby 121 Bariatric Chair

Soltice Metal Multiple Seating-Bariatric Chair,No
Table No Chair Connect,Open Arm,ContrastF
Fabric Grade F /NFR Compliance to TB 117-
2013 F Fabric Grade F APHRODITE
APHRODITE /27.258.269.P ROSEBUD /NFR
Compliance to TB 117-2013 F Fabric Grade F
APHRODITE APHRODITE /27.258.269.P
ROSEBUD /BL Black /PACWG Warm Grey poly
/NGFN Flannel (Dark Grey) /NMB No Moisture
Barrier

1,423.13 1,423.13

2.00 EA PA23648K
Lobby 121 Enclosed Cork Boards

36"h x 48"w Enclosed Cork Bulletin Board, 2-
Doors, Aluminum Frame

415.50 831.00

1.00 LO Room 124 Room 124, as per plan 0.00 0.00

1.00 EA Z2442EL~~ZTOPWHEA3~ZCHASSWHE3M
Rm 124 Desk Return

24"d x 42"w x 29.5"h, Left Flush Return w/No
Pedestal, ZIRA~ (STD) Thermally Fused
Laminate, High Performance (1" Thick) ~ZTOP
Zira Top Finishes WHE 1-Walnut Heights A3 F-
1" Top, Standard Edge ~ZCHASS Zira Chassis
Finishes WHE 2-Walnut Heights 3MP M-3/4
Modesty Panel (10" A.F.F) ~ Grommet/Electrical
Not Required - Left Position ~ Grommet Cover
(Black), Cut-Out 3.25" x 1.875" - (STD) Center
Position ~ Grommet/Electrical Not Required -
Right Position ~ Grommet/Electrical Not
Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

297.97 297.97



1.00 EA Z2472FNL~~ZTOPWHEA3~ZCHASSWHE3
Rm 124 Desk

36"d x 72"w x 29.5"h, Left Extended Corners, Ext
Worksurface (Rt), Narrow End Panel (Rt), Full
End Panel (Lt), 24" Throat, ZIRA~ (STD)
Thermally Fused Laminate, High Performance
(1" Thick) ~ZTOP Zira Top Finishes WHE 1-
Walnut Heights A3 F-1" Top, Standard Edge
~ZCHASS Zira Chassis Finishes WHE 2-Walnut
Heights 3MP M-3/4 Modesty Panel (10" A.F.F) ~
Grommet Cover (Black), Cut-Out 3.25" x 1.875"
(STD) ~ Grommet/Electrical Not Required -
Custom Grommet Location ~ Corner Modesty
Grommet Not Required - Left Position ~ Corner
Modesty Grommet Not Required - Right Position
~STD Non-GSA (Commercial Furniture Offering)

502.98 502.98

1.00 EA Z2072LKR~~ZTOPWHEA3~ZCHASSWHE~
Rm 124 Credenza

20"d x 72"w x 29.5"h, Credenza, One 2-Drawer
Lateral File on Right w/Kneespace on Left,
ZIRA~ (STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~HAN Handle Option (Required)
HS P-Flared Handle - Silver K-418 C-Keyed for
Lock #418 ~ Grommet Cover (Black), Cut-Out
3.25" x 1.875" - (STD) Left Position ~
Grommet/Electrical Not Required - Center
Position ~ Grommet/Electrical Not Required -
Right Position ~ Grommet/Electrical Not
Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

827.10 827.10

2.00 EA Z36S16OS~ZTOPWHEA3~ZBASEWHE~~H
Rm 124 Overhead

16"d x 36"w x 16"d, Overhead Storage, Closed
Front w/Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights ~ Laminate Doors (STD) ~HAN
Handle Option (Required) HS P-Flared Handle -
Silver K-418 C-Keyed for Lock #418 ~STD Non-
GSA (Commercial Furniture Offering)

266.85 533.70

1.00 EA ZWHT7218~03~MEREMG22~STD
Rm 124 Tackboard

72"w x 18"h, Wall Mounted Tackboard for use
under ZxxS16OS/OSN, Finished HT 65.5"/66"H,
Standard w/ Pre-Mounted "J" Bracket for Wall
Mount Application, Mounting Hardware NIC,
ZIRA~03 Grade 03 ~MERE Merge MG22 1-
Driftwood ~STD Non-GSA (Commercial
Furniture Offering)

379.73 379.73

1.00 EA Z21M7WAR~ZTOPWHEA3~ZBASEWHE~HA
Rm 124 Wardrobe Tower

20"d x 21"w x 71.9"h, Wardrobe, Right w/Full
Length Hanging Rod included, 1 Adj. Shelf
above Rod, ZIRA~ZTOP Zira Top Finishes WHE
1-Walnut Heights A3 F-1" Top, Standard Edge
~ZBASE Zira Storage Base Finishes WHE 2-
Walnut Heights ~HAN Handle Option (Required)
HS P-Flared Handle - Silver K-418 C-Keyed for
Lock #418 ~STD Non-GSA (Commercial
Furniture Offering)

601.34 601.34

1.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 124 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 394.65

1.00 EA 3129BL
Rm 124 Desktop Sorter

Eight-Tier Steel Desk Tray, Black 79.50 79.50

1.00 EA CD20~ALAMWHE~STD
Rm 124 Center Drawer

18"d x 20"w x 3"h, Center Drawers, Use on
Small L-Shaped Units, 30"x 60" + 30" x 66"
Desks, Not Available on Streamline, DESK
ACCESSORY~ALAM Adaptabilities Laminate
Finishes WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

88.81 88.81



1.00 EA ZHS72~ZTOPWHE~STD
Rm 124 Horizontal Pigeon Hole

12"d x 70"w x 5.7"h, Pigeon Hole Storage,
Horizontal, ZIRA~ZTOP Zira Laminate Finishes
WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

313.74 313.74

1.00 LO Room 125
City Manager, Chris

Room 125, as per plan 0.00 0.00

1.00 EA Z3672FB3L~~ZTOPWHE~ZCHASSWHEA3
Rm 125 Desk

36"d x 72"w x 29.5"h, Single Pedestal,
Rectangular Top Desk, Box/Box/File Left, Faux
Pedestal Right, Hutches Cannot be Used on
Desk, ZIRA (STD) Thermally Fused Laminate,
High Performance (1" Thick) ~ZTOP Zira Top
Finishes WHE 1-Walnut Heights A3 F-1" Top,
Standard Edge ~ZCHASS Zira Chassis Finishes
WHE 2-Walnut Heights ~ M-Full Modesty Panel
(1" A.F.F) ~ Handle Option HS M-Flared Handle
- Silver SI M-Silver Lock K-419 C-Keyed for Lock
#419 ~ Grommet/Electrical Not Required - Left
Position ~ Grommet/Electrical Not Required -
Center Position ~ Grommet/Electrical Not
Required - Right Position ~ Grommet/Electrical
Not Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

795.56 795.56

1.00 EA ZA2448TB~~ZTOPWHEA3~ZCHASSWHE~
Rm 110 Height Adj Desk Top

23"d x 46"w, Top and 15"h Modesty Panel,
Height Adjustable Frame Sold Separately, ZIRA~
(STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~ 15"h Laminate Modesty Panel
(STD) ~ Grommet/Electrical Not Required - Left
Position ~ Grommet/Electrical Not Required -
Center Position ~ Grommet/Electrical Not
Required - Right Position ~ Grommet/Electrical
Not Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

249.00 249.00

1.00 EA CD20~ALAMWHE~STD
Rm 125 Center Drawer

18"d x 20"w x 3"h, Center Drawers, Use on
Small L-Shaped Units, 30"x 60" + 30" x 66"
Desks, Not Available on Streamline, DESK
ACCESSORY~ALAM Adaptabilities Laminate
Finishes WHE 1-Walnut Heights ~STD Non-GSA
(Commercial Furniture Offering)

88.81 88.81

1.00 EA Z2472CS2R~~ZTOPWHEA3~ZCHASSWHE
Rm 125 Credenza

24"d x 72"w x 29.5"h, Full to floor Single
Pedestal Credenza with F/F on the Right, Locks,
ZIRA~ (STD) Thermally Fused Laminate, High
Performance (1" Thick) ~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZCHASS Zira Chassis Finishes WHE 2-
Walnut Heights ~ Handle Option HS M-Flared
Handle - Silver SI M-Silver Lock K-419 C-Keyed
for Lock #419 ~ Grommet/Electrical Not
Required - Left Position ~ Grommet Cover
(Black), Cut-Out 3.25" x 1.875" - (STD) Center
Position ~ Grommet/Electrical Not Required -
Right Position ~ Grommet/Electrical Not
Required - Custom Grommet Location ~STD
Non-GSA (Commercial Furniture Offering)

674.38 674.38

1.00 EA PH3T6601~46~STD Height Adjustable Table Frame, Up/down
handset with Digital Readout, Crossbars
expandable to match table top widths, Not to
Exceed 72"w, Height range 22.6" to 48.6",
HEIGHT ADJUSTABLE WORKSURFACES,
PRODUCTIVITY SOLUTIONS~46 46"w Height
Adjustable Base ~STD Non-GSA (Commercial
Furniture Offering)

520.83 520.83



1.00 EA ZTB6421~03~MEREMG22~STD
Rm 125 Tackboard

66"w x 14"h, Wall Mounted Tackboard for use
under ZxxS20OS/OSN, Finished HT 65.5"/66"H,
Standard w/ Pre-Mounted "J" Bracket for Wall
Mount Application, Mounting Hardware NIC,
ZIRA ~03 Grade 03 ~MERE Merge MG22 1-
Driftwood ~STD Non-GSA (Commercial
Furniture Offering)

336.98 336.98

1.00 EA Z30L2SHN~~ZTOPWHEA3~ZBASEWHE~S
Rm 125 Bookshelf

24"d x 30"w x 29.5"h, Storage Modules, Open w/
1 Adjustable Shelf, ZIRA~ (STD) Thermally
Fused Laminate, High Performance (1" Thick)
~ZTOP Zira Top Finishes WHE 1-Walnut
Heights A3 F-1" Top, Standard Edge ~ZBASE
Zira Storage Base Finishes WHE 2-Walnut
Heights ~STD Non-GSA (Commercial Furniture
Offering)

383.88 383.88

1.00 EA Z24L7ENL~ZTOPWHE~ZBASEWHEA3~~H
Rm 125 Storage Tower

24"d x 24"w x 71.9"h, Personal Towers, Left
w/Open Shelves, 2 File Drawers on Bottom, 1
Adj. Shelf above Rod, ZIRA~ZTOP Zira Top
Finishes WHE 1-Walnut Heights ~ZBASE Zira
Storage Base Finishes WHE 2-Walnut Heights
A3 F-1" Top, Standard Edge ~ Laminate Doors
(STD) ~HAN Handle Option (Required) HS P-
Flared Handle - Silver ~ Collator Option Not
Required (STD) K-419 C-Keyed for Lock #419
~STD Non-GSA (Commercial Furniture Offering)

948.69 948.69

1.00 EA Z66S20OS~ZTOPWHEA3~ZBASEWHEZ3~
Rm 125 Overhead

16"d x 66"w x 20"h, Overhead Storage, Closed
Front w/Doors, ZIRA~ZTOP Zira Top Finishes
WHE 1-Walnut Heights A3 F-1" Top, Standard
Edge ~ZBASE Zira Storage Base Finishes WHE
2-Walnut Heights Z3 M-Ribbed Glazing w/
Tungsten Frame ~HAN Handle Option
(Required) HS P-Flared Handle - Silver K-419 C-
Keyed for Lock #419 ~STD Non-GSA
(Commercial Furniture Offering)

1,053.69 1,053.69

1.00 EA HIWMMKD.Y2.A.H.IM$(2).WP40.BL.
Rm 125 Task Chair

Ignition 2 Task Mid-back, ilira back.Y2 Advanced
Synchro-Tilt SeatSldr .A Height and Width Adj.
Arm .H Hard Caster .IM 4-Way Black $(2) II
UPHOLSTERY .WP Whisper Vinyl 40 Black .BL
Black Adjustable Lumbar .SB Standard Base .T
Black

394.65 394.65

1.00 EA HIGS6DF.F.E.U$(5).SCFSHVE74$(1
Rm 125 Guest Chair Arms

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.F Fixed .E Nylon Glide .U Upholstered $(5)
V UPHOLSTERY .SCFSHVE Hive 74 Water $(1)
Gr 1 UPH .UR Contourett 20 Iron .T Black

329.40 329.40

1.00 EA HIGS6DF.N.E.U$(5).SCFSHVE74$(1
Rm 125 Guest Chair Armless

Ignition 2 Multi-purp Stack Chair,Four Leg,Dual
Fab.N Armless .E Nylon Glide .U Upholstered
$(5) V UPHOLSTERY .SCFSHVE Hive 74 Water
$(1) Gr 1 UPH .UR Contourett 20 Iron .T Black

315.00 315.00

1.00 LO Room 126-129
Conference Room

Room 126-129, as per plan 0.00 0.00

1.00 EA GRT12WX2~~BTOPWHE~BBASEWHE~~~~
Rm 126-129 Conf Table

48"d x 144"w x 29"h, Racetrack Shape, Slab
Base, Self Edge, BOARDROOM TABLES~
(STD) Thermally Fused Laminate, High
Performance (1" Thick) ~BTOP Boardroom
Table Top Finishes WHE 1-Walnut Heights
~BBASE Boardroom Table Base Finishes WHE
2-Walnut Heights ~ (STD) Table 1 Piece ~
Grommet/Electrical Not Required - Left Position
~ Grommet/Electrical Not Required - Center
Position ~ Grommet/Electrical Not Required -
Right Position ~SGROM Custom Grommet
Location (Application Drawing Required) ES M-
Power Block Cut-Out 3.5" x 6.5" (Specify
PMSPDM Seperate) ~STD Non-GSA
(Commercial Furniture Offering)

1,050.43 1,050.43



12.00 EA H2095.H.PWST11.T
Rm 126-129 Chairs

Executive High Back, Swivel Tilt, Fixed Arms.H
Hard (Standard) .PWST11 Black SofThread
leather .T Black

352.35 4,228.20

2.00 EA OAM-A-PC-4-1-SECA~STD
Rm 126-129 Power-Data Units

Oasis Mini A, DaisyLink, Silver Pearl, 15" trough
w/6 receptacles, and 2 telecom plate c/o - sold
separate, TABLE POWERECA M-Split Cables
Off Factory Order - Required (Order Entry) ~STD
Non-GSA (Commercial Furniture Offering)

867.77 1,735.54

1.00 EA LNT-0830N-SO
Rm 126-129 Whiteboard

Porcelain Steel Magnetic Dry Erase Board
w/Aluminum Frame & Map Rail (12' W x 4' H)

846.10 846.10

1.00 EA Remove-K-H-SHOE Remove-K-H-SHOE 
Global furniture change key

38.00 38.00

1.00 EA MK93 MK93 
Global furniture master key

46.00 46.00

1.00 LO Freight Freight 1,075.00 1,075.00

1.00 LO Installation Receive, deliver, assemble, set in place, remove
all trash and clean all work areas

15,400.00 15,400.00

34.00 HR programming 30.00 1,020.00

35.00 HR CAD and specifications 65.00 2,275.00
      

 
Sub-total 107,935.52

* Estimated Tax 5,577.57

Quote Total (USD) 113,513.09

  

Thank you for your business and your support! 
* Tax will be calculated on rates in effect at the date of invoice and may change from the amount stated on this quote.
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CITY OF HIGHLAND 

 

To: Mayor and Council Members 

From:  Mallord Hubbard, Economic Development Coordinator 

Date: January 11, 2024 

Subject: Approval to Enter Contract with Moran Economic Development  

 

RECOMMENDATION 

I am recommending the Council approve the contract with Moran Economic 

Development for the purposes of extending the life of TIF #1 and TIF #2 Districts and 

establishment of a TIF #3 District. 

 

DISCUSSION 

Staff is proposing to contract with Moran Economic Development to assist in the 

extension of TIF #1 and TIF #2, in addition to the establishment of TIF #3.Extending the 

existing TIF Districts and establishing a TIF # 3 District will allow the City to continue 

our economic development objectives and provide a key funding tool for critical 

infrastructure projects.  . 

Moran Economic Development is a reputable firm that the City has worked with on 

several occasions, including help in establishing TIF #2, and establishing/amending of 

our Business Districts. The firm also works with the County, currently assisting with 

implementation of its economic development objectives.  

 

FISCAL IMPACT 

Subject to approval, funding will be appropriated from TIF #1 and TIF #2. 
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RESOLUTION NO.      

 

RESOLUTION AUTHORIZING THE CITY OF HIGHLAND TO ENTER INTO A 

PROFESSIONAL SERVICES CONTRACT  

WITH MORAN ECONOMIC DEVELOPMENT, LLC  

FOR PURPOSES OF AMENDING TIF #1 DISTRICT AND TIF #2 DISTRICT  

AND TO ESTABLISH TIF DISTRICT #3 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a 

non-home rule municipality duly established, existing and operating in accordance with the 

provisions of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois 

Compiled Statutes); and 

 

WHEREAS, City has determined it necessary for continued economic development and 

infrastructure improvement that an additional Tax Increment Financing District (“TIF”) needs to 

be created; and 

 

WHEREAS, City has determined it necessary for continued economic development and 

infrastructure improvement that the City’s existing TIFs, TIF #1 and TIF #2, need to be extended 

to the statutory limit; and  

 

WHEREAS, City has determined it necessary to contract with Moran Economic 

Development, LLC to create an additional TIF within City, TIF #3, and to extend TIF #1 and TIF 

#2 to the limits allowed according to Illinois law; and  

 

WHEREAS, Moran Economic Development, LLC has presented a contract for 

professional services to create TIF #3, and to extend TIF #1 and TIF #2 (See Exhibit A); and 

 

WHEREAS, City has determined approving the proposed contract with Moran Economic 

Development, LLC (Exhibit A) is in the best interests of the health, safety, general welfare, and 

economic welfare of the City; and 

 

WHEREAS, City has determined the proposed contract with Moran Economic 

Development, LLC (Exhibit A) can be approved without being competitively bid because it is a 

professional services contract, City has worked consistently with Moran Economic Development, 

LLC for many years to City’s satisfaction, and the services delivered by Moran Economic 

Development are a sole source purchase; and  

WHEREAS, the City Council finds that the City Manager and/or Mayor should be 

authorized and directed, on behalf of the City, to execute whatever documents are necessary to 

enter the Moran Economic Development, LLC Contract (see Exhibit A). 

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of 

Highland, Illinois, as follows: 

 

Section 1. The foregoing recitals are incorporated herein as findings of the City Council of 

the City of Highland, Illinois. 
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Section 2. The Moran Economic Development, LLC Contract (see Exhibit A) is approved. 

 

Section 3. This Resolution shall be known as Resolution No.    and shall be 

effective upon its passage and approval in accordance with law. 

 

Passed by the City Council of the City of Highland, Illinois, approved by the Mayor, and 

deposited and filed in the Office of the City Clerk, on the    day of   , 2024, 

the vote being taken by ayes and noes, and entered upon the legislative records, as follows: 

 

AYES:   

 

NOES:   

 

ABSENT:  

 

 

      APPROVED: 

 

 

 

              

      Kevin B. Hemann 

      Mayor 

      City of Highland 

      Madison County, Illinois 

 

ATTEST: 

 

 

 

        

Barbara Bellm  

City Clerk 

City of Highland 

Madison County, Illinois 
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AGREEMENT FOR PROFESSIONAL SERVICES 
CITY OF HIGHLAND, ILLINOIS 

TAX INCREMENT FINANCING CONSULTING 
 
This Agreement, entered into this _____ day of _____________, 2024 by and between the City of 
Highland, Illinois, hereinafter referred to as the "Client" or “City,” and Moran Economic Development, 
hereinafter referred to as the "Consultant" or “MED.” 
 
Whereas, the City has a need for assistance in the review and analysis of portions of the City as this 
review and analysis pertains to the use of tax increment financing (“TIF”); and, 
 
Whereas, the Consultant is duly experienced in providing such assistance, 
 
Now, Therefore, the City and the Consultant, for the considerations and under the conditions hereinafter 
set forth, do mutually agree as follows: 
 
 

SCOPE OF SERVICES 
The following outlines the scope of services associated with the Extension of a TIF (TIF District #1 and 
TIF District #2) and the establishment of a new TIF District (“TIF District #3”).   
 
DELIVERABLE 1: TIF DISTRICT #1 AND TIF DISTRICT #2 EXTENSIONS 
Provide advice and consultation to the Client in matters pertaining to extending the life of the TIF District 
an additional 12 years: 
 

1. Consultant will offer a variety of assistance as the City moves toward extending the date of 
completion of Highland TIF #1 and Highland TIF #2.  This will include making available all 
notices, letters, publication notices and ordinances necessary under the Tax Increment 
Financing Act.   

2. Creation of supporting documentation for extension and review of TIF expenditures. 
3. Provide assistance in working with local taxing districts including holding a Joint Review 

Board, local legislators and lobbyists in ensuring all extension work meets the requirements 
of the Act and statutory authorities. 

4. Assist in planning for future development which will include an analysis of TIF increments in 
TIF #1 and TIF #2, mapping of TIF areas, and assistance in determining expansion of TIF 
District to meet the needs of future projects. 

5. If necessary, completion or amendment of TIF Audit Reports due to Comptroller. 
 
 
DELIVERABLE 2: ESTABLISHMENT OF TIF DISTRICT #3 
 
Feasibility Study 
The Feasibility Study will determine whether or not the properties proposed to be included are eligible for 
tax increment financing.  The creation of this document will provide the City with the information it needs 
to conclude whether the creation of the Tax Increment Financing Plan (the “TIF Plan”) is justified. 
 

A. Determination of Eligibility 
1. The Consultant will complete the work necessary in determining whether the proposed 

properties for inclusion in the proposed TIF District Area are eligible for tax increment 
financing.  In addition, the Consultant will review other County and City plans and documents 
when necessary. 

2. The Consultant will use the definitions and guidelines as provided in the Illinois Tax 
Increment Allocation Redevelopment Act (as amended) in making its determination as to the 
eligibility of the proposed Area. 
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3. The Consultant will collect current and historical EAV data for each parcel in the proposed 
area from the Madison County Assessor’s office, including the names and addresses of 
property owners.   

4. The City will make available to the Consultant its legal counsel, engineer, City staff, and other 
professionals associated with the City’s work (including utility/infrastructure personnel, 
municipal legislation, etc.) for the purposes of completing the Eligibility Study. 

5. The Consultant will utilize its own GIS staff to conduct all land use and boundary maps.   
 

B. Eligibility Analysis 
1. The Consultant will make the findings available to the City Council.  This will include an 

explanation as to whether or not, in the opinion of the Consultant, the proposed properties 
were found to be eligible for tax increment financing, and the Consultant’s account as to the 
manner in which the properties to be included have been found to be eligible. 

2. The City Council will then determine whether to proceed with the TIF District Redevelopment 
Plan.  If the Council chooses to proceed, then, at the discretion of the Council, it will authorize 
the Consultant to continue the TIF establishment process. 
 

C. Creation of the TIF Plan 
The TIF Plan will include the following items: 
 
1. Description of tax increment financing as referenced by the Illinois Revised Statutes. 
2. Documentation necessary to demonstrate that real property to be included in the TIF Plan 

meets the qualifying factors to be eligible for tax increment financing. 
3. Objectives of the TIF Plan. 
4. Land use for the properties to be included in the TIF Plan. 
5. Description of projects and activities proposed within the properties to be included in the TIF 

Plan, both public and private. 
6. Implementation strategy. 
7. Estimated costs of the projects and activities proposed. 
8. Estimated TIF budget. 
9. Current and projected equalized assessed value for the properties to be included in the TIF 

Plan. 
10. Assessment of the impact of the proposed TIF Plan on applicable taxing districts. 
11. Boundary Map. 
12. General Land Use Plan for the Area. 
13. Other items necessary to complete the TIF Plan pursuant to the Revised Statutes of the State 

of Illinois. 
 

D. Presentation of the TIF Plan 
The Consultant will present the TIF Plan to the City Council for its review and comment.  The 
Consultant will integrate the City Council’s comments, if applicable, into the final TIF document. 
 

E. TIF Process Notifications and Assistance 
The Consultant will provide guidance to the City on matters of notification and distribution in 
accordance with the TIF Act.  This includes providing the City with draft documents, notices, and 
ordinances.  The following outlines the statutory steps involved with the establishment of a TIF 
District, and the assistance the Consultant will provide for each step: 
 
1. Feasibility Resolution 

The Consultant will provide the City with a sample Feasibility Resolution as well as the early 
warning letter that is to be sent to the associated taxing districts, and a mailing list for said 
taxing districts. 

2. Interested Parties Registry 
The Consultant will provide the City with a sample ordinance to establish the Interested 
Parties Registry, provide the Interested Parties Registry rules, and a sample publication 
notice for the registry. 
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3. Feasibility Study 
The Consultant will provide the City with the Feasibility Study to be placed on file and sent to 
all affected taxing districts. 

4. Public Hearing Ordinance 
The Consultant will provide the City with a sample ordinance establishing the TIF Public 
Hearing date and time. 

5. Joint Review Board Notice 
The Consultant will provide the City with the TIF Plan and Feasibility Study to be sent to all 
affected taxing districts and DCEO, as well as notice of the Joint Review Board date and 
time.  The Consultant will conduct the Joint Review Board meeting. 

6. Notice to Residents 
The Consultant will provide the City with a sample notice to be sent to all residences within 
750 of the proposed TIF District Area, as well as mailing labels for all addresses. 

7. Publication Notice 
The Consultant will provide the City with a sample notice for publication regarding the TIF 
Public Hearing. 

8. Notice to Property Owners 
The Consultant will provide the City with a sample notice to be sent, via certified mail, to all 
property owners in the proposed TIF District Area and those on the Interested Parties 
Registry. 

9. Adoption Ordinances 
The Consultant will provide the City with a sample ordinances to approve the proposed TIF 
District Redevelopment Plan and Redevelopment Project, to designate the proposed 
Redevelopment Project Area, and to adopt Tax Increment Financing. 
 

F. Meetings 
The Consultant will conduct the following meetings: 
 
1. Joint Review Board 

The Consultant will attend and conduct the meeting of the Joint Review Board. 
2. Public Hearing 

The Consultant will attend and conduct the Public Hearing. 
3. Other Meetings 

The Consultant will attend or be otherwise available for additional meetings as necessary and 
as directed by the City. 

 
 

INFORMATION PROVIDED BY CITY 
For any of the above options outlined there will be some information required to be provided from the 
City.  This information includes: 
 
1. Preparation of Legal Description of the Redevelopment Project Area.  The Consultant will work with 

City engineers and staff to facilitate this process.  At the City’s direction the Consultant could 
complete the description in accordance with the outlined hourly rate as a service outside of the scope 
of Deliverable 2 of this agreement.     

2. The Consultant will provide the names and addresses of affected property owners within a tax 
increment financing project area as well as those residential addresses that lie within 750 feet of the 
project area boundary.  The Consultant will also provide taxing district information.  The City will make 
the required notifications, mailings, and distributions to those parties.  The Consultant will provide 
guidance and suggested forms for use by the City.  These notifications are to take place under an 
agreed upon schedule for execution of the TIF Plan.   

3. Any amendments to the Comprehensive Plan if necessary.  In the event that some of the above 
Options were to be determined by the City to not be in accordance with the existing Comprehensive 
Plan, the City would be responsible for making the requisite amendments to the Plan. 
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TIMING 
The Consultant, with cooperation from the City, will coordinate an exact schedule for purposes of 
completing the requested work based on the schedule of Council Meetings and availability of City staff, 
with the anticipated timeframe for completion being four to seven months from the beginning of the 
process.  Statutory requirements as to when notices can be provided and when meetings can occur 
largely determine the timing of the process. 
 
 

COMPENSATION 
 
DELIVERABLE 1: TIF DISTRICT #1 AND TIF DISTRICT #2 EXTENSIONS 
The Consultant will provide services on an as needed basis and begin only upon written communication 
from the City in order to proceed.  The Consultant shall be compensated in accordance with the following 
schedule of standard hourly rates under this agreement; such rates are exclusive of reimbursable 
expenses: 
 
Principal  ......................................................................................................................................  $130.00/hr. 
 
DELIVERABLE 2: ESTABLISHMENT OF TIF DISTRICT #3 
The following is a breakdown of the proposed fee for service based on the outlined Scope of Services for 
Deliverable 2:   
 
Upon signing of Agreement for Technical Services  ............................................................................ $2,000 
Upon presentation of the TIF Plan to the City Council ....................................................................... $14,925 
Upon the completion of the Public Hearing ........................................................................................ $15,875 
 
Total fee for establishment of TIF District Redevelopment Area ....................................................... $32,800 
 
The total proposed fees above will not exceed the costs outlined, plus actual reimbursable expenses not 
to exceed $500.  Reimbursable expenses shall consist of actual costs incurred by the Consultant for 
printing, travel, photographic work, production, delivery charges, and any other similar expenses required 
to provide the above Scope of Services.  Such expenses shall be billed to the City at their direct and 
actual cost to the Consultant. At the request of the City, the Consultant will be available for any additional 
services beyond those outlined in the Scope of Services at a separate hourly rate of $130/hour.   
 
Payment of current charges and reimbursable expenses shall be made to the Consultant within 30 days 
of the receipt of the invoice concerning these items.  Unpaid invoices shall accrue interest of 1.5% per 
month until paid. 
 
TERMINATION OF AGREEMENT 
If for whatever reason the Client determines that the work should be terminated, the Client will inform the 
Consultant in writing that it wishes to terminate this agreement.  The date of termination shall occur upon 
receipt of the written notice of termination by the Consultant pursuant to Section 8 of this agreement.  The 
Client will pay the Consultant an amount representing the work performed to the date of termination, plus 
any expenses the Consultant incurred to that date.  
 
1. Confidentiality; FOIA Requests.  “Confidential Information” means any information which the 

Consultant has designated as confidential in writing or ought to be considered confidential (however it 
is conveyed or on whatever media it is stored) including information that relates to a party’s trade 
secrets, commercial information, proprietary information, and, private personal information, In the 
event the Client, or an authorized representative thereof, receives a FOIA request for documents 
containing Confidential Information, the Client shall notify the Consultant of the request. Upon receipt 
of such notice by email or facsimile, the Consultant shall notify the Client within two business days 
whether, and if so why, it believes the requested documents are exempt from disclosure under the 
applicable FOIA law, or if any portion of the requested documents is exempt from disclosure (and 
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therefore should be redacted) under the Illinois Freedom of Information Act or other applicable rules, 
laws or regulations. 

2. Not Legal Advice.  The Client understands that any information or deliverables The Consultant 
provides to the Client in connection with this agreement or the services provided hereunder is not, 
and should not be relied upon as, legal advice.   

3. Delay.  The Consultant shall not be responsible for failure to perform or for delays in the performance 
of services which arise out of causes beyond the control and/or without the fault or negligence of the 
Consultant. 

4. Relationship. The Consultant will act under this agreement as an independent contractor, and nothing 
contained herein will constitute either party as the employer, employee, or representative of the other 
party, or both parties as joint ventures or partners for any purpose. 

5. Enforceability.  The invalidity or unenforceability of any provision of this agreement does not affect the 
validity or enforceability of any other provisions of this agreement, which will remain in full force and 
effect. 

6. Amendments. This agreement may not be amended or modified except in writing signed by the 
parties hereto. 

7. Governing Law. The laws of the state of Illinois, without regard to conflicts of law principles thereof, 
govern all matters arising under this agreement. 

8. Notices. All notices pursuant to this agreement must be in writing and delivered by hand, sent via 
telecopy or overnight delivery or by certified or registered mail to each party’s address provided in this 
agreement. 

9. Entire Understanding. This agreement sets forth the entire agreement and understanding between 
the Consultant and the Client with respect to the subject matter hereof. 

10. Execution. The signature of either party hereto that is transmitted to the other party or other party’s 
authorized representative electronically (e.g. facsimile, e-mail, etc.) will be deemed for all purposes to 
be an original signature.  This agreement may be executed in any number of counterparts with the 
same effect as if all parties hereto had signed the same document. 

 
 
IN WITNESS WHEREOF, the parties have caused this Contract to be executed this _____ day of 
___________________, 2024. 
 
 
ATTEST: City of Highland 
 
 
 
________________________ ____________________________ 
 Mayor 
 
 
ATTEST: Moran Economic Development 
 
 
 
  
________________________ ____________________________ 
 Jared Kanallakan 
 Vice President 
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RESOLUTION NO.     

 

A RESOLUTION AUTHORIZING  

ALLOCATION OF HOTEL / MOTEL TAX FUNDING 

(Discover Downstate Illinois – Annual Membership, Marketing Highland) 

 

 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-home 

rule municipality duly established, existing and operating in accordance with the provisions of 

the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 

Statutes); and 

 

WHEREAS, City has determined applicants for hotel / motel tax funding shall fill out an 

application to determine whether the funding request may be granted according to  

65 ILCS 5/8-3-14, which reads, in pertinent part: 

 

The amounts collected by any municipality pursuant to this Section shall be expended by the 

municipality solely to promote tourism and conventions within that municipality or otherwise to 

attract nonresident overnight visitors to the municipality 

 

See 65 ILCS 5/8-3-14; and 

 

WHEREAS, City has determined the applicant has submitted a “Hotel / Motel Tax Funding 

Application” (See Exhibit A); and  

 

WHEREAS, City has determined the applicant has requested funds for tourism and/or  

conventions and/or overnight visitors to City, and the applicant’s request for funds may be 

permitted pursuant to the spirit of 65 ILCS 5/8-3-14 (See Exhibit A); and 

 

WHEREAS, the City Council finds that the City Manager should be authorized and directed, on 

behalf of the City of Highland, to execute whatever documents are necessary to allocate hotel / 

motel tax funds to the applicant pursuant to the “Hotel / Motel Tax Funding Application” (See 

Exhibit A). 

 

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Highland, 

Illinois, as follows: 

 

Section 1. The foregoing recitals are incorporated herein as findings of the City  

  Council of the City of Highland, Illinois. 

 

Section 2. The “Hotel / Motel Tax Funding Application” (See Exhibit A) is  

  approved. 

 

Section 3. The City Manager is directed and authorized, on behalf of the City of  

  Highland, to execute whatever documents are necessary to allocate hotel /  

  motel funds to applicant pursuant to applicant’s “Hotel / Motel Tax  

  Funding Application” (See Exhibit A). 
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Section 4. This Resolution shall be known as Resolution No.    and shall be  

  effective upon its passage and approval in accordance with law. 

 

Passed by the City Council of the City of Highland, Illinois, approved by the Mayor, and deposited 

and filed in the Office of the City Clerk, on the   day of   , 2024, the vote being 

taken by ayes and noes, and entered upon the legislative records, as follows: 

 

 

AYES:    

 

NOES:    

 

ABSTAINED:   

 

ABSENT:   

 

     APPROVED: 

 

 

             

      Kevin B. Hemann 

      Mayor 

      City of Highland 

      Madison County, Illinois 

 

ATTEST: 

 

 

        

Barbara Bellm  

City Clerk 

City of Highland 

Madison County, Illinois 
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HOTEL/MOTEL FUND APPLICATION 

(For Funding Requests Equal to or Less than $1,500) 

 

Contact Information: 

Organization Name: City of Highland 

Contact Person: Mallord Hubbard 

Phone: 618-654-9891 

Fax: 618-654-4768 

Email: mhubbard@highlandil.gov 

Event Information: 

1. Name of the Event: Discover Downstate Illinois Tourism 

2. Date(s) of the Event: 2024-25 

3. Location of the Event: Unknown 

4. Description of the Event & Purpose of Funding Request: 

Annual membership to Discover Downstate Illinois Tourism 

 

 

 

5. Please state how your request for hotel/motel tax funds will help promote: 1) tourism; 2) conventions 

within the City; and/or 3) overnight visitors to the municipality: 

Membership to Discover Downstate Illinois Tourism, formerly ILLINOISouth Tourism, provides the 

opportunity for all events to be marketed to the southern Illinois region and will drive increased tourism 

for all events held in Highland throughout the year.  

 

 

6. Funding Request Amount: $1500 

7. Projected Attendance for the Event: Unknown 

8. Expected Overnight Stays for the Event: Unknown 



 

 

RESOLUTION NO.      

 

A RESOLUTION AUTHORIZING AND DIRECTING  

APPLICATION TO THE MADISON COUNTY, ILLINOIS,  

SUSTAINABILITY GRANT PROGRAM  

FOR HIGHLAND SILVER LAKE PARK IMPROVEMENTS 

 

 WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a 

non-home rule municipality duly established, existing and operating in accordance with the 

provisions of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois 

Compiled Statutes); and 

 

WHEREAS, City has determined it is in the best interests of public health, safety, general 

welfare and economic welfare to apply to the Madison County, Illinois, Sustainability Grant 

Program for Highland Silver Lake Park improvements; and  

 

WHEREAS, City has determined the vast natural resources within the Silver Lake 

Watershed are of utmost importance to City and its residents; and 

 

WHEREAS, City has determined Highland Silver Lake Park (“Park”) provides City 

residents and visitors an abundance of recreation opportunities, and is vital to the health and 

welfare of those that patronize the Park; and 

 

WHEREAS, City desires to install sediment reduction facilities on the east end of the 

Old City Lake by constructing a rock rip rap levee to the north and south across the lake; and 

 

WHEREAS, City has determined the rock rip rap levee will act as a barrier to slow and 

trap sediment from entering the lake while providing safe access for park patrons to additional 

park trails; and 

 

WHEREAS, City desires to purchase a New Holland 84” loader bucket and 48” pallet 

fork for New Holland c232 skid steer to apply rock for the project; and 

 

WHEREAS, City has determined obtaining a Madison County, Illinois, Sustainability 

Program Grant would assist City in completing these Park improvements; and 

 

WHEREAS, the City of Highland desires to apply for a Madison County, Illinois, 

Sustainability Program Grant; and 

 

WHEREAS, City Department of Parks and Recreation has prepared a proposed 

application for a Madison County, Illinois, Sustainability Program Grant (attached hereto as 

Exhibit A); and 

 

WHEREAS, City expects to have resources available to complete the project with its 

matching portion with respect to the grant; and 

 



WHEREAS, City finds the application (Exhibit A) should be approved and submitted to 

the Madison County Sustainability Program; and 

 

WHEREAS, City has determined the City Manager and/or Mayor shall be authorized and 

directed to execute any documents associated with applying for and/or securing the Madison 

County, Illinois, Sustainability Program Grant (Exhibit A). 

 

NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of 

Highland, Illinois, as follows: 

 

Section 1. The foregoing recitals are incorporated herein as findings of City. 

 

Section 2. City shall submit the application for the Madison County, Illinois  

 Sustainability Grant (Exhibit A) to the Madison County, Illinois  

 Sustainability Grant Program to assist City in completing Highland Silver  

 Lake Park improvements as stated herein. 

 

Section 3.  This Resolution shall be known as Resolution No.    ,  

   and shall be effective upon its passage and approval in accordance with  

   law. 

 

Passed by the City Council of the City of Highland, Illinois, approved by the Mayor, and 

deposited and filed in the Office of the City Clerk, on the    day of   , 2024, 

the vote being taken by ayes and noes, and entered upon the legislative records, as follows: 

 

AYES:   

 

NOES:   

 

ABSENT:  

 

     APPROVED: 

 

 

 

              

     Kevin B. Hemann, Mayor 

     City of Highland 

     Madison County, Illinois 

 

ATTEST: 

 

 

 

        

Barbara Bellm, City Clerk 

City of Highland 

Madison County, Illinois 







































 

 

 

 

RESOLUTION NO.     
 

A RESOLUTION AUTHORIZING AND DIRECTING APPLICATION TO THE 2024 SURFACE 
TRANSPORTATION BLOCK GRANT PROGRAM (STP) FOR THE PURPOSE OF 

RESURFACING POPLAR STREET FROM BROADWAY THROUGH LINDENTHAL AVENUE 
 

WHEREAS, the City of Highland, Madison County, Illinois (hereinafter “City”), is a non-
home rule municipality duly established, existing and operating in accordance with the provisions 
of the Illinois Municipal Code (Section 5/1-1-1 et seq. of Chapter 65 of the Illinois Compiled 
Statutes); and 

 
WHEREAS, the City proposes to apply for assistance from the Surface Transportation 

Block Grant Program (STP) for the purpose of resurfacing Poplar Street from Broadway through 
Lindenthal Avenue; and 
 

WHEREAS, the proposed improvement will consist of pavement resurfacing, replacing 
non-compliant ADA sidewalks and curb ramps, extend the storm sewer collection system, and all 
other miscellaneous work associated with roadway resurfacing; and   
 

WHEREAS, the proposed improvements will reduce future maintenance on the roadway, 
resolve current stormwater runoff issues, and enhance accommodations for all to navigate this 
critical north – south route; and 
 

WHEREAS, the City has available funds to finance the activity until reimbursed by STP, 
and the financial capability to operate, maintain, and manage the completed project in a safe 
manner for public use; and 
 

WHEREAS, the City has determined it to be in the best interest of the public health, safety, 
general welfare and economic welfare to resurface Poplar Street from Broadway through 
Lindenthal Avenue; and 
 

WHEREAS, the City has determined City Manager should be authorized and directed to 
execute any contracts or requisite documents required to apply to STP for funding to reimburse 
City for resurfacing Poplar Street from Broadway through Lindenthal Avenue; and 

 
 
NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Highland as 

follows: 
 

Section 1. The foregoing recitals are incorporated herein as findings of the City Council of 
the City of Highland, Illinois. 
 

Section 2. the City shall apply to the STP for financial assistance for the purposes of 
resurfacing Poplar Street from Broadway through Lindenthal Avenue including pavement 



resurfacing, replacing non-compliant ADA sidewalks and curb ramps, extend the storm sewer 
collection system, and all other miscellaneous work.  
 

Section 3. This Resolution shall be known as Resolution No.     and 
shall be effective upon its passage and approval in accordance with law. 

 
 

Passed by the City Council of the City of Highland, Illinois, and deposited and filed in the 
Office of the City Clerk, on the    day of    , the vote being taken 
by ayes and noes, and entered upon the legislative records, as follows: 
 
 
AYES:   
 
NOES:   
 
ABSENT:  
 
 

APPROVED: 
 
 
 
              
      Kevin B. Hemann 
      Mayor 
      City of Highland 
      Madison County, Illinois 
 
 
ATTEST: 
 
 
 
        
Barbara Bellm 
City Clerk 
City of Highland 
Madison County, Illinois 
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