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INTRODUCTION  

 

The Forest Preserve District of Cook County (òDistrictò) is seeking proposals from qualified Vendors for 

the day-to-day management of its five indoor room rental facilities (ñPavilionsò) throughout Cook County. 

Vendors must have a history of successfully managing event spaces, including hiring qualified staff, 

controlling costs, maximizing revenue and providing excellent customer service.  The agreement will be for 

a term of three (3) years, beginning upon award of the contract in 2018, with two one-year extension 

options. 

 

The selected Vendor will be paid a management fee to run the indoor Pavilions under an annual operating 

budget and fee structure as directed and approved by the District.  

 

The Vendor will ideally have experience managing event spaces that are similar in scale and nature to those 

described in this RFP. This RFP includes the proposal format and submission instructions; a description of 

the scope of work; specific descriptions, terms, and conditions to be included in an indoor room rental 

management agreement; and other relevant information. 

 

The Districtôs five Pavilion  locations are:  
 

1. The Mathew Bieszczat Volunteer Resource Center (two rooms),  

a. 6100 N. Central Ave, Chicago, IL 60646 

2. Thatcher Woods Pavilion (two rooms),  

a. 8030 Chicago Ave, River Forest, IL 60305 

3. Swallow Cliff Pavilion  

a. Illinois RT 83 & US RT 45, Palos Township, IL 60465 

4. Dan Ryan Woods Pavilion 

a. 8700 S Western Ave, Chicago, IL 60620; and 

5. Rolling Knolls Visitor Center (two rooms) 

a. 11N260 Rohrssen Road in Elgin, IL 60120 

 

Events are currently scheduled from 9 am to 10 pm daily (excluding New Yearôs Day, Easter Sunday, Thanksgiving 

Day, Christmas Day and New Yearôs Eve.).  Current policies require a four-hour minimum booking time for all 

rentals and a certificate of insurance naming the District as an additional insured for each event that is held in the 

Districtôs Pavilions.  A $25 Application fee and $100 refundable security deposit is required for all reservations. In 

addition, a 50% reservation fee must be paid within 48-hours of receipt of an invoice. Remaining balances are due 

30 days before the event date. In the event of a reservation being made less than 30 days before the event date, 100% 

of the reservation fee must be paid to the District upon receipt of invoice. 

 

Non-profit organizations with proper documentation may qualify for a reduced rate of 50% on designated charges. 

The selected vendor may recommend a new or an alternative fee schedule or policy changes to maximize Pavilion 

revenue opportunities. Any changes to the fees or policies require approval by the General Superintendent of the 

District and the Districtôs Board of Commissioners. 

 

 

[The remainder of this page shall be left blank intentionally] 
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Overview of the District and the Permits, Rentals & Concessions Department  

 

The District, with more than 70,000-acres, is the largest forest preserve district of its kind in the United States. It 

receives an estimated 40 million visits each year. The mission of the District is ñto acquire, restore and manage 

lands for the purpose of protecting and preserving public open space with its natural wonders, significant prairies, 

forests, wetlands, rivers, streams, and other landscapes with all of its associated wildlife, in a natural state for the 

education, pleasure and recreation of the public now and in the future.ò 

 

Visitors to the District enjoy nature coupled with bicycling, hiking, fishing, cross-country skiing, picnicking, golf, 

canoeing, and many more recreational activities. The District has a number of recreational amenities including: 

numerous lakes for boating or fishing, ten sledding hills, six nature centers, five campgrounds, three aquatic centers, 

nine model airplane flying fields, ten golf courses, nearly 300 picnic groves, three off-leash dog areas and more.  

 

The Department of Permits, Rentals and Concessions (ñPRCò) is responsible for generating revenue and 

engagement by facilitating and permitting these assets. Each year, the PRC Department issues more than 7,000 

permits, generating over $1.25 million on an annual basis. The Districtôs comprehensive concessions program 

consists of food, beverage and recreational vendors, including golf, bike and boat rentals and a zipline course, and 

brings in over $1,000,000 annually.  

 

[The remainder of this page shall be left blank intentionally] 
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1. SCHEDULE  

 

 

The District anticipates the following Schedule: 

 

 

[The remainder of this page shall be left blank intentionally] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

RFP posted to the website May 19, 2018 

Preproposal Conference (Optional)  June 20, 2018 

Vendor Inquiry Deadline July 6, 2018 

Proposal Due Date July 20, 2018 

Evaluation of Proposals July 25, 2018 

Contract Award Date September 11, 2018 
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2. BACKGROUND ON  INDOOR ROOM RENTAL PROGRAM  

 

INDOOR ROOM RENTAL APPLICATION  

 

A copy of the Pavilion rental application as well as fees, rules and regulations are located at 

http://fpdcc.com/permits-rentals/private-event-facilities/ and attached as Exhibit A.  

 

CURRENT INDOOR ROOM RENTAL STAFFING AND HIRING  

 

The District currently manages the Pavilion rental program with a staff of seven which includes one full-time Event 

and Facility Supervisor, four part-time Event Aides and two seasonal Event Aides. The staff is responsible for 

booking and monitoring all external events held in the five Pavilions. All employees of the Districtôs Pavilions are 

expected to follow the operational procedures, based on their assigned roles and responsibilities such as the 

procedures for opening the Pavilion, closing the Pavilion and performing periodic checks throughout the day to 

ensure the safety of District customers. Some of those duties are outlined below.  

 

Office Duties: 

 

¶ Holds regular office hours five days a week for a minimum of five hours per day. 

¶ Responds to customer questions, complaints and concerns. 

¶ Collects payment and ensures applications are completed according to District standards including 

verifying that certificates of insurance provide coverage for the District as an additional insured. 

¶ Performs data entry related to the room rental reservation information into the Districtôs permit reservation 

system, Active Net. 

 

Viewings: 

 

¶ Hosts regular open houses which allow prospective and new customers to view the Pavilion for their event. 

¶ Provides information to District customers on what steps are needed to reserve the Pavilion along with 

selling the Pavilion to customers. 

 

Event On-Site Management: 

 

¶ Opens the Pavilion. 

¶ Disarms the alarm and ensures that the Pavilion is safe for occupancy.  

¶ Resolves any customer complaints that arise during the course of the event. 

¶ Periodically throws away trash during the course of the event. 

¶ Responds to customer emails throughout the planning of the event and follows up. 

¶ Provides information to the customer and answers questions about room rental rules and regulations. 

¶ Ensures that all users that are consuming alcohol are of the legal age of twenty-one. 

¶ Contacts District police if necessary. 

¶ Ensures that the building is not damaged or vandalized during the event.  

 

The Vendor may elect to propose alternative operational plans for office hours, viewings and staff 

responsibilities, so long as excellent customer service is maintained. The District expects all external events to 

have a staff member onsite.  Vendors are responsible for submitting their proposed operational plan within 

their RFP response. 

 

Current District  Employees 

 

The selected Vendor must agree to interview current District employees working in the operations of each Pavilion 

that may be displaced as a result of a Contract arising from this RFP with the exception of the Event and Facility 
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Supervisor who will remain on District staff and serve as the main point of contact with the Vendor during the 

duration of any Contract. 

 

OPPORTUNITIES FOR EXPANSION 

 

The District currently does not provide catering for customers that reserve our facilities but is open to the idea of 

having a management company offer catering on a non-exclusive basis. Currently, customers are responsible for 

coordinating their own food and beverage for their event.  

 

The District may also elect to add additional reserve-able Pavilions during the duration of any Contract based on a 

mutually agreed upon fee proposed by the Vendor to the District to operate any such additional sites. The Vendor 

shall be provided ample time to prepare and hire any additional staff required to manage additional Pavilions.  

3. DISTRICT GREEN INITATIVES  

 

The District has a commitment to ñbeing greenò and the following are a list of suggestions that apply to the 

operation of the Pavilions. 

 

1. Ban polystyrene foam (Styrofoam) for all disposable consumer packaging. Replace with high recycled 

content paper or bio-based, biodegradable plastic packaging, food or beverage containers certified by the 

Biodegradable Products Institute (BPI).  

2. Ban all petroleum-based plastic bags, including trash and take-out bags. Replace with high recycled 

content paper or bio-based, biodegradable plastic bags certified by the BPI.  

3. Ban all petroleum-based plastic disposable consumer containers and utensils including forks, spoons, 

knives, straws. Use non-disposable containers and utensils where feasible. If not, replace disposables with 

high recycled content paper, bio-based, biodegradable plastic certified by the Biodegradable Products 

Institute (BPI) , or renewable plant based products (e.g. bamboo).  

4. Procure only green cleaning and hygiene products and soaps that are certified environmentally 

friendly by a third party certifier such as, for example:  

¶ GreenGuard  

¶ Green Seal  

¶ Ecologo  

¶ Others as approved by the District, where applicable  

 

5. Vendor is encouraged to procure sustainable foods whenever possible, such as the following: 

¶ Antibiotic free, no added hormones, or non-genetically modified organisms (GMO), animals and 

animal products  

¶ Free-range, cage-free or grass fed animals or animal products  

¶ USDA National Organic Program Certified  

¶ Food Alliance Certified  

¶ Rainforest Alliance Certified  

¶ Protected Harvest Certified  

¶ Fair Trade  

¶ Marine Stewardship Councilôs Blue Eco-Label  

¶ Blue Ocean Institute Seafood Guide  

¶ Shedd Aquarium ñRite Bite Partnerò listed  

¶ Monterey Bay Aquarium ñGreenò listed  
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¶ International Organic Standard (IOS) 2008 ï Natural & Organic Cosmetic Standard  

¶ Others as approved by the District, where applicable  

 

6. Procure recycled content paper for office/printing uses that has a minimum recycled content of 

100%.  

 

4. DESCRIPTION OF FACILITIES  

 

Listed below are our current Pavilions which are available for rental. Floor plans for these facilities are attached as 

Exhibit B and an inventory of the tables and chairs at each of these facilities is included as Exhibit C. The District 

will be responsible for replacing any broken furniture.  

 

 
 

Thatcher Pavilion 

 

This historic Pavilion is located at 8030 Chicago Ave, River Forest, IL 60305. It was recently renovated and 

reopened for rentals in 2013. The Thatcher Pavilion is anchored by a stone masonry traditional gas-lit fireplace 

which adds richness to the restoration of the entire facility. Two meeting rooms can be used either as a single space 

or two separate functions, which can accommodate approximately 120 or 80/40 guests accordingly. A convenient 

prep-style food staging area with sink and refrigerator is available on-site.  
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Dan Ryan Pavilion 

 

This historic Pavilion is located at 8700 Western Ave. Chicago, IL 60305. It reopened for rentals in 2013 after being 

renovated.  

 

Versatility is the key word for the Dan Ryan Woods Pavilion. The wide-open design can be arranged to suit a 

variety of affairs, functions and occasions. This Pavilion can accommodate approximately 120 guests and is perfect 

for banquets, meetings, seminars, luncheons or receptions. Additionally, the Dan Ryan Woods Pavilion has a 

convenient prep-style food staging area with sink and refrigerator available on-site for light food preparation. 
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Mathew Bieszczat Volunteer Resource Center 

 

This Pavilion is located at 6100 N. Central Ave, Chicago, IL 60305 and has been used for room rentals since 2010. 

 

This Pavilion has long been an enjoyable meeting location and can be rented out for private parties, weddings, 

birthdays, communions, baptismal, and organizational meetings. It features an amply spaced room with a stage and 

an outdoor stone patio separated by a row of classic French doors. This room can accommodate up to 100 guests and 

has a smaller classroom (40 guests) nearby which can be configured for a variety of uses as well.   

 

This space is also accented by beautiful high-wooden ceilings, superb acoustics and wood burning fireplace and is 

hidden in the forest preserves overlooking the Edgebrook golf course. 

 

There is food preparation space for both the Classroom and Community room available to customers. 
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Swallow Cliff 

 

This Pavilion is located at Illinois Rt 83 & US RT 45, Palos Township, IL 60465 and was built in 2016. 

 

Just north of the 100-foot bluff and the highly popular 273-step fitness stair set, the newly renovated Swallow Cliff 

Pavilion is perfect for any occasion. With a maximum capacity of 35-40 people, this Pavilion is a perfect setting 

for intimate birthday parties, showers, classes and meetings.  

 

In addition to the brick wood burning fireplace, this Pavilion comes equipped with a kitchen prep area that includes 

a refrigerator/freezer along with newly renovated restrooms. During the summer months, enjoy the breeze of nature 

with beautiful shutters that raise to create an amazing ñindoor/outdoorò or ñbreezewayò experience.  A shared patio 

area with outdoor tables and colorful umbrellas is located just steps from the south entrance of the Pavilion. 
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Rolling Knolls 

 

This Pavilion is located at 11N260 Rohrssen Road in Elgin, IL 60120 and was completed in 2017.  

 

Rolling Knolls is a 55-acre former golf course with a new welcome center with restrooms, two multi-purpose rooms, 

office space and downstairs storage or equipment rental space located just east of Elgin, IL. The property currently 

includes a sledding hill, a small pond near Poplar Creek, walking trails, and a variety of open spaces around the 

property. There is also an 18-hole disc golf course adjacent to the property as well. 
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5. SALES DATA 

 

Indoor Room Rental Sales 2017  

Location Permits Sold Revenue Generated 

Mathew Bieszczat Volunteer Resource Center - 

Classroom 42 

$                                           73,625.53 

 

 

Mathew Bieszczat Volunteer Resource Center - 

Community Room 139 

Mathew Bieszczat Volunteer Resource Center - Both 

Rooms 8 

Dan Ryan Pavilion 85 $                                           49,153.20  

Thatcher Pavilion - East Room 67 

$                                            88,834.15 

Thatcher Pavilion - West Room 18 

Thatcher Pavilion - Both Rooms 36 

Rolling Knolls Pavilion ï Small Room 3  

 

$                                            3,561.01 
Rolling Knolls Pavilion ï Large Room 5 

Rolling Knolls Pavilion ï Both Rooms 1 

Swallow Cliff Pavilion 15 $                                            4,266.52 

Total:  419 $___________________219,440.41 

   

 

Indoor Room Rental Sales 2016 

Location Permits Sold Revenue Generated 

Mathew Bieszczat Volunteer Resource Center - 

Classroom 60 

$                                           56,421.64 

Mathew Bieszczat Volunteer Resource Center - 

Community Room 187 

Mathew Bieszczat Volunteer Resource Center - Both 

Rooms 6 

Dan Ryan Pavilion 93 $                                           35,491.57 

Thatcher Pavilion - East Room 91 

$                                            76,880.85  

Thatcher Pavilion - West Room 41 

Thatcher Pavilion - Both Rooms 36 

Total:  522 $___________________168,794.06 
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Indoor Room Rental Sales 2015 

Indoor Room Rental Analysis 2015 Permits Sold Revenue Generated 

Mathew Bieszczat Volunteer Resource Center - 

Classroom 64 

$                                            50,508.24 

Mathew Bieszczat Volunteer Resource Center - 

Community Room 191 

Mathew Bieszczat Volunteer Resource Center - Both 

Rooms 101 

Dan Ryan Pavilion 152 $                                            35,443.47 

Thatcher Pavilion - East Room 77 

$                                           78,654.54  

Thatcher Pavilion - West Room 36 

Thatcher Pavilion - Both Rooms 101 

Total:  649 $                                         164,606.25 

      

Indoor Room Rental Sales 2014 

Location Permits Sold Revenue Generated 

Mathew Bieszczat Volunteer Resource Center - 

Classroom 59 

  

 $31,465.00 

  

Mathew Bieszcat Volunteer Resource Center - 

Community Room 171 

Mathew Bieszczat Volunteer Resource Center - Both 

Rooms 29 

Dan Ryan Pavilion 113 $17,622.00 

Thatcher Pavilion - East Room 61  

$40,203.00 

 
Thatcher Pavilion - West Room 32 

Thatcher Pavilion - Both Rooms 46 

Total:  511  $89,290.00                                            
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The District has attached a report that documents all external and internal reservations since the programôs inception 

in 2014 here. A summary analysis of 2017 external reservations is included below. 

 

Reservation by Day of the Week 

Day Number of Events Sum of Hours 

Average 
Number of 
Hours Per 
Event Percentage of Total 

Monday 125 681 5 30% 

Tuesday 20 98 5 5% 

Wednesday 18 90 5 4% 

Thursday 7 40 6 2% 

Friday 13 75 6 3% 

Saturday 56 298 5 13% 

Sunday 180 1145 6 43% 

Total: 419 2427 6 100% 

          

Reservation by Month of the Year 

Day Number of Events Sum of Hours 

Average 
Number of 
Hours Per 
Event Percentage of Total 

January 21 103 5 5% 

February 22 110 5 5% 

March 30 147 5 7% 

April 36 197 5 9% 

May 28 163 6 7% 

June 45 267 6 11% 

July 54 336 6 13% 

August 39 259.5 7 9% 

September 43 282 7 10% 

October 45 271.5 6 11% 

November 21 111.5 5 5% 

December 35 180 5 8% 

Total: 419 2425 6 100% 
 

6. CURRENT ROOM RENTAL FEES  

 

The fees listed below were proposed and approved by the District Board of Commissioners in November of 2017 

and are approximately 25% higher than 2016 rates.  

 

https://www.dropbox.com/s/2aucd5nae9sqgc9/Indoor%20Room%20Rental%20Breakdown.xlsx?dl=0
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Indoor Room Rentals RESIDENT FEES

Dan Ryan Woods Application Fee Fees

Monday - Thursday $25 $75.00

Friday - Sunday $25 $100.00

Thatcher East

Monday - Thursday $25 $75.00

Friday - Sunday $25 $100.00

Thatcher West

Monday - Thursday $25 $60.00

Friday - Sunday $25 $90.00

VRC Community Room 

Monday - Thursday $25 $45.00

Friday - Sunday $25 $65.00

VRC Classroom 

Monday - Thursday $25 $20.00

Friday - Sunday $25 $35.00

Swallow Cliff 

Monday - Thursday $25 $45.00

Friday - Sunday $25 $65.00

Rolling Knolls Large Room 

Monday - Thursday $25 $75.00

Friday - Sunday $25 $100.00

Rolling Knolls Small Room 

Monday - Thursday $25 $20.00

Friday - Sunday $25 $35.00

Indoor Room Rentals NON-RESIDENT (*Must be booked for a 4-hour minimum) 

Dan Ryan Woods Application Fee Fees

Monday - Thursday $25 $100.00

Friday - Sunday $25 $125.00

Thatcher East

Monday - Thursday $25 $100.00

Friday - Sunday $25 $125.00

Thatcher West

Monday - Thursday $25 $90.00

Friday - Sunday $25 $115.00

VRC Community Room 

Monday - Thursday $25 $70.00

Friday - Sunday $25 $90.00

VRC Classroom 

Monday - Thursday $25 $50.00

Friday - Sunday $25 $70.00

Swallow Cliff 

Monday - Thursday $25 $70.00

Friday - Sunday $25 $90.00

Rolling Knolls Large Room 

Monday - Thursday $25 $100.00

Friday - Sunday $25 $125.00

Rolling Knolls Small Room 

Monday - Thursday $25 $50.00

Friday - Sunday $25 $70.00

INDOOR ROOM RENTAL FEES
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7. DISTRICT  RESPONSIBILITIES  

 

1) The District shall permit the Vendor access to District property necessary to perform its obligations under 

any Agreement. 

 

2) Responsible for all utilities, fire suppression equipment and all alarms/cameras that are present at the 

Pavilions.  

 

3) Twenty-four (24) hour District Police patrols, surveillance, and alarm systems. 

 

4) Responsible for major maintenance and repairs of permanent buildings, structures, and facilities.  

 

5) Perform regular facility inspections, safety audits, and other risk management activities. 

 

6) Responsible for landscaping, lawn maintenance, tree removal, trash removal, trails grooming, etc. on the 

exterior of the facility.  

  

7) Pay all expenses relating to the operation of the Pavilions including a management fee for the purposes of 

operating the Districtôs indoor room rental program. In addition to the management fee, the District agrees 

to reimburse costs identified in their proposed budget which require prior approval from the District.  

 

8) Maintain an online reservation system and train the Vendorôs employees on how to use this system.   

 

9) Reserves the right to close the Pavilions for any weather-related emergencies, general emergencies, or as 

otherwise deemed necessary as determined by the District in its absolute and sole discretion.  

 

10) Reserves the right to use any and all facilities without incurring any additional costs on any dates/times 

listed on a jointly approved schedule between the Vendor and the District. The District typically hosts 

approximately 300 internal events per year across the five Pavilions. Internal events are typically between 

9:00 a.m. and 3:30 p.m. but may also be scheduled outside these hours. District staff will be responsible for 

the set-up/break-down/clean-up/monitoring of all internal events. The District will provide the Vendor with 

at least a two-week notice and will not interfere with any externally reserved event. After internal events, 

the Pavilions will be cleaned by the Districtôs Maintenance staff prior to the next external event but no later 

than 24 hours following the internal event. 

8. VENDOR RESPONSIBILITIES  

 

General  

1.) Vendor agrees to provide staff to manage the Pavilion rental program, including offering viewings to show 

the Pavilions to potential clients, booking all events, processing documentation, setting-up/breaking down 

for each event, cleaning the Pavilion, and on-site presence to monitor the facility for the duration of the 

event.   

 

2.) Vendor shall transfer any revenue received directly from the Pavilion rental program to the District within 

48 hours of receipt during the term of any Contract. As the Vendor will use the Districtôs reservation 

system, this would be limited to any revenue received in the form of cash payments or checks.  

 

3.) Vendor shall be responsible for coordinating the delivery and pickup of any additional equipment brought 

by patrons to the Pavilions. 
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4.) Vendor shall provide the District with financial and bookkeeping reports on a monthly basis. Furthermore, 

the Vendor shall be responsible for auditing the Pavilion rental program on a quarterly basis. 

 

 

5.) Vendor will be responsible for the dayïto-day maintenance (minor repairs) of the Pavilions, not including 

mowing or removing garbage offsite. A facilities checklist has been created to assist with this process as it 

relates to daily, weekly, monthly and annual duties. Vendor will keep a log of maintenance and checklist 

activities. Vendor will be responsible for keeping the Pavilions clean and in good working order and usable 

throughout the year. Vendor will have access to Districtôs Net Facilities work order system for maintenance 

and repair concerns that need to be done by District staff. Vendor will have an emergency back-up system 

for maintenance and repair work that cannot be done by Vendor staff and cannot wait for District staff to 

become available. Listed below are some of the specifics that the Vendor will be responsible for: 

a. Keeping all buildings clean and presentable to the public  

b. Minor maintenance and inspection at the Pavilions including but not limited to: 

i. Changing light bulbs 

ii.  Maintaining water softener tanks (if applicable) 

iii.  Replacing furnace filters 

iv. Cleaning ceiling fans 

v. Maintaining room humidifiers 

vi. Power washing exterior,  

vii.  Checking fire extinguishers/smoke detectors 

viii.  Maintaining p-traps (pouring water to eliminate odors and regular cleanings) 

c. Hanging and maintaining signage (requesting new signage when needed) and using approved 

templates etc. for signage 

d. Providing and obtaining cleaning and other maintenance supplies 

e. Notifying District if damage is done that needs large repairs and fixes 

f. Being familiar and understanding the mechanical systems of the Pavilions ï heating, cooling, 

water, internet, etc and providing preventative maintenance on above systems as agreed upon with 

the District 

g. Inspecting Pavilions before returning a patronôs security deposit 

h. Notifying the District when and if a security deposit should NOT be returned and documenting 

reasons 

i. Putting all trash in large dumpsters for District garbage pick-up 

j. Assisting with and adhering to District policies and procedures around maintenance and janitorial 

work 

k. Communicating with the Districtôs Landscape Management Department regarding garbage 

removal and grass cutting 

l. Snow removal and salt application on sidewalks and pathways when events or viewings are 

scheduled.    

 

6.) The Vendor shall operate the Pavilions in a clean and sanitary manner. 

 

7.) Vendor shall maintain an up-to-date comprehensive Operations and Procedure Manual subject to District 

approval on policies, practices, and procedures covering all aspects of the management, operation, and 

maintenance of the Pavilions. 

 

8.) Meet the insurance requirements which are detailed in Article XI of the Agreement which is included in 

this RFP as Section 18. 

 

Food and Retail Concession Services Guidelines (if applicable)  

 

If the Vendor elects to provide optional non-exclusive food and beverage services available to customers as a part of 

their services, all Vendors are subject to the requirements below: 
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1) The District understands that menu selections and pricing are a core component of the food service 

business and the selected Vendor will have a right to set them, subject to the final approval by the District.  

 

2) The Vendor agrees that Federal, State and local health and sanitation requirements will be met at all times. 

The Vendor shall obtain and maintain all Federal, State and local health certifications and regulations that 

apply to facilities and any other Pavilions in which meals are prepared or packaged. The Vendor will 

maintain applicable health certifications for any facilities outside the District facilities in which food are 

prepared. All food will be properly stored, prepared, packaged and transported free of contamination and at 

appropriate temperatures. 

 

Compliance  

 

1) Vendor shall perform all services in accordance with Federal, State, County and City laws including, 

without limitation, all City codes, ordinances, standards and policies, as now existing or hereafter adopted 

or amended, including but not limited to the following:  

 

¶ Federal, State, and local health, safety and licensing laws relating to the sale of food and beverage.  

¶ City code provisions requiring any person or entity doing business in the city to obtain a business 

license. 

¶ District rules, regulations and ordinances. 

 

2.) Vendor shall maintain and pay for all required permits, applicable licenses, certifications and insurance 

required by the District, other municipalities, other agencies and the State of Illinois and any United States 

codes and regulations for the Vendorôs type of operation.  

 

3.) All employees, officers, agents, and sub-Vendors of the Vendor shall be neatly attired in uniforms that 

properly identify them as official Vendor personnel. The design of such uniforms shall be subject to the 

prior approval of the District. All uniforms worn shall be maintained in a neat and clean manner. 

 

Agreement Maintenance, Performance Measurement and Reporting 

 

1.) The Vendor shall provide to the District the following documentation on an annual basis: 

a. Annual Operating Budget  

b. Facility  Rules, Regulations and Policies  

c. Customer Service Plan  

d. Annual Marketing Plan  

e. Cash Handling Policies and Procedures  

f. Sales Volume & Expenses (Profit and Loss) 

g. Pavilion Revenue 

h. Customer Service Reports (Patron Feedback) 

i. Yearly Recommendations 

 

2.) The  Vendor shall  provide  monthly electronic reports to the District and include the following documentation 

by the 15th day of the following month: 

a. Revenue Reports 

b. Expense Reports 

c. Profit and Loss Reports 

d. Sales Reports 

e. Usage Reports 

f. Customer Satisfaction (surveys, complaints, and safety issues) 
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The Vendor will also be responsible for performing monthly audits and submit reports on a monthly basis to 

the District. 

 

3.) The Vendor and District staff will negotiate and jointly develop Maintenance Standards and Annual Work 

Plans as Exhibits to be attached in the Agreement. 

 

4.) There will be regularly scheduled meetings and communications with the Vendor and District staff to provide 

and review written monthly reports on Pavilion operations; and respond to issues of concern by customers, 

District staff, and/or governmental officials. Such reports on a site-by-site basis to include, but are not limited, 

to the following: 

 

a) Pavilion Occupancy Reports 

b) Sites & Facilities Report 

c) Incident Reports 

d) Annual Business Management Report 

 

5.) The Vendor must include a staffing plan to consist of providing an on-site and emergency on-call response 

plan. 

 

6.) The Vendor will work closely with District staff to develop an annual Pavilion operating budget with detailed 

revenue and expense line items and provide all necessary documentation to support the budget. The Vendor 

will be accountable to District management staff. 

 

7.) The Vendor will provide open access and cooperation with District staff regarding Pavilion financial 

performance, policies, practices, and records. 

 

8.) The Vendor will create a monthly expense plan (budget) for each of the Pavilions. Operating funds will be 

advanced to the manager/operator based upon the approved monthly budget. The Vendor will submit detailed 

invoices, receipts, payroll registers, etc. to support its actual expenditures. Following month end, there will 

be a reconciliation of actual expenses versus the monthly funding advance with debits or credits applied to 

subsequent monthly advances.  

 

9.) All budget changes or amendments must be approved by the District before expenditures are made. 

 

 

 

Safety and Emergency Response Plans and Accident Reporting 

 

1) The Vendor and District staff will negotiate and jointly develop a Facility Safety and Response Plan 

that shall include information including but not limited to evacuation instructions, reporting 

procedures, location of emergency exits and Material Safety Data Sheets (MSDSs) as an Exhibit to be 

included in the approved Agreement. 

 

2) The Vendor will immediately report to District staff any/all customer and staff injury incidents and 

significant damage to property that occur on premises. The Vendor will maintain records and data on 

accidents and establish/adapt procedures to minimize safety issues and concerns. 

 

Customer Service and Community Relations 

 

1) The Vendor will, along with District Staff, negotiate and jointly develop a Customer Service Plan and 

standards as an Exhibit to be included in the approved Agreement, that may include administrative 

policies and procedures regarding staff availability and responsiveness to address customer issues and 
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complaints, how to address violations of rules and regulations, the definition of customer ñassistanceò 

and any customer feedback systems, etc. 

 

2) The Vendor will communicate and provide excellent customer service to customers (individuals and 

permitted organizations) to ensure safe and enjoyable usage of the Pavilions.  

 

3) The Vendor will meet with District staff and any other public/private agencies, organizations, and 

community representatives, as required. The Vendor may also occasionally be asked to assist in 

preparing presentation materials and attending public meetings. 

 

4) The Vendor will promptly and regularly capture data and report to District staff, the level of 

satisfaction of the Pavilion experience of individual customers and organizations, such customer 

satisfaction data will include surveys, complaints, safety issues, and operational advice and 

suggestions. 

 

 

 

Hours of Operation  

 

1.) Events are currently scheduled from 9 am to 10 pm daily (excluding New Yearôs Day, Easter Sunday, 
Thanksgiving Day, Christmas Day and New Yearôs Eve.). The District is open to alternative proposed 

schedules, which should be included in the Proposal.  

 

Marketing  

  

1.) Vendor is responsible for marketing the Pavilions to develop an audience for the programs and services 

offered. Proposed budgets should include a marketing line item.  

 

2.) Vendor shall advise, assist, and work with the Districtós Communication Department in developing and 

implementing marketing activities, plans, and strategies for the Pavilions which will include but are not 

limited to an internet and social media plan for their intended room rental program. Any cross marketing 

material produced by the Vendor must be approved by the District in advance prior to distribution.  

 

3.) Vendor shall maintain a business email address, phone number, and website to address customer inquiries. 

 

4.) Vendor shall provide a detailed marketing budget and example of proposed signage to be utilized at the 

Pavilion.  

 

5.) Description of any expected promotions, coupons and other related target marketing efforts.  

 

6.) All signage and marketing materials must be approved by the District prior to any installation on District 

property. All marketing materials must clearly define the District as landowner/partner. 

 

 

Term 

 

Vendor will be provided a three (3) year contract with two (2), one (1) year extension options. 

 

Security  

 

1.) The District assumes no responsibility for the Vendor and Vendor hereby releases the District, its 

employees, agents and representatives, from any liability with respect to the loss, disappearance or theft of, 

or damage or casualty to, any property (including money) of Vendor or its employees or agents located in 
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or being brought into or out of the Pavilions.  

 

2.) The Vendor shall report to the District within twenty-four (24) hours any vandalism or damage that occurs 

at the Pavilions. 

 

9. PROPOSAL FORMAT  

Proposals should including the following information:  

 

1) Cover Page [see sample cover page attached] 

 

2) Proposal Letter on Vendor letterhead signed by an authorized representative of the Vendor that includes the 

following information: 

 

a) An executive summary of the Proposal. 

b) A brief description of the Vendor, including when established, location of offices and how many employees. 

c) A brief description of any Vendor partners or sub-Proposers and their role.   

d) Vendor  experience and qualifications to perform the requested services:  

 

i) Key personnel who will perform the work and identification of the Districtôs day to day contact with the 

Vendor. Names, titles and brief bios. Do NOT include resumes.   

 

e) Capacity to perform the work. Describe other major pending work commitments and capacity to perform the 

requested services.  

 

f) A detailed Proposal in response to this RFP highlighting approach, budget allocation and timeline. This 

narrative should be presented as a Management Plan. Such Management Plan may include changes and 

enhancements to current operations including changes in hours of operation, adding dining/catering services, 

concessions, lessons, equipment rental, sponsorships, promotions, etc. The Management Plan shall contain a 

complete description of how the Vendor intends to manage and operate the indoor room rental program 

including (1) a description of each service it will provide and staffing levels. The Vendorôs narrative should be 

designed to demonstrate to the District that the Vendorôs Management Plan is viable and that the Vendorôs 

general approach to undertaking the operation of the indoor room rental program meets the requirements of this 

RFP.  

 

g) A financial proposal in response to the information supplied in Section 10.  

 

h) Contact information for a person who can respond to questions about the proposal. 

 

 

3) Required Forms.  Please attach the following required forms:  

i) Cover Page ï Page 44 

ii)  Addendum Receipt (if applicable) ï Section 17 

iii)  Agreement ï Section 18 

iv) Certifications - Section 19 

(1) Certificate of Qualification* - Exhibit A 

(2) Tax & Fee Delinquency* - Exhibit B 

(3) Disclosure of Ownership Interest Statement* - Exhibit C 

(4) Disclosure of Lobbyist Contacts ï Exhibit D 

(5) Affidavit of Child Support Obligations* - Exhibit E 
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10. COST PROPOSAL  

 

The Districtôs goal is for this program to generate positive income for the District.  

Respondents to this RFP shall include an annual operating budget, including an hourly cost for staff time for events, 

as well as their management fee.  

Respondents are also encouraged to propose financial incentives to be paid by the District to the Vendor if certain 

revenue milestones are hit. Financial incentives would only be paid after the District generates net revenue of at least 

$50,000 from the program.  

In 2017, the District budgeted $230,000 in personnel expenses associated with running the indoor room rental 

program, and took in approximately $220,000 in revenue.  

 

11. EVALUATION OF PROPOSALS  

 

Responsiveness Review   

 

An internal District evaluation committee that consists of various departments will review all Proposals to 

ascertain if they are responsive to all submission requirements. The committee will consider criteria that 

includes but is not limited to:  

 

¶ Vendorôs experience and qualifications. 

¶ Cost  

¶ Demonstrated operational and financial capacity of the Vendor. 

¶ Operations plan  

 

Acceptance of Proposals 
 

The District reserves the right to accept any/all Proposals deemed most favorable to the District. 

 

Evaluation Process 

 

The evaluation committee, at its discretion, may request that all Vendors submit testimonials from current or 

past customers, submit clarifications, schedule a site visit of the Vendorôs premises (as appropriate), provide 

additional references, respond to questions, or consider alternative approaches.  

 

Vendor Presentations 

District reserves the right to, but is not obligated to, require that each Vendor provide a formal presentation at 

a date and time to be determined. If required by the District, it is anticipated that such presentation will not 

exceed one hour allowing a half hour for questions. 

12. PRE-PROPOSAL CONFERENCE 

 
An optional pre proposal conference will be held on June 20, 2018. Please RSVP to 

fpd.concessions@cookcountyil.gov no later than June 18, 2018 if you are planning to attend this pre-proposal 

conference. Those who attend will be able to tour the inside of the Pavilions.  

 

mailto:fpd.concessions@cookcountyil.gov
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Vendors are invited to attend the optional pre-proposal conference 

 

Date:   June 20, 2018       

Time:   9:00 AM 

Location:      Rolling Knolls, 11N260 Rohrssen Rd 

Free Parking:  Phone 224-306-4570 

 

Please note that this is a tour of all Pavilion rental facilities and expect to commit at least 5 hours to view all Pavilion 

rental facilities.  

 

If you are unable to attend the optional pre-proposal conference, you may request a separate viewing request by 

emailing fpd.concessions@cookcountyil.gov  

 

 

 

 

[The remainder of this page shall be left blank intentionally] 

mailto:fpd.concessions@cookcountyil.gov
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13. RFP SUBMISSION INFORMATION AND  FORMS  

 

Deadline for Submittals. Proposals are due July 20, 2018 at 10:00 A.M. Central Time.  No proposals will be 

accepted after the deadline. 

 

 

Deadline for Questions & Answers.  QUESTIONS MUST BE SUBMITTED BY 12:00 P.M. CENTRAL TIME 

on: July 6, 2018 by email to the Purchasing Agent.  Questions submitted after this date will not be answered. Any 

correction, revision, answer or clarification of the RFP documents will be made only by a written addendum (if 

something in the RFP is changed) or a Clarifications/Answers document (if nothing in the RFP is changed).  Any 

Addenda will be duly posted on the Districtôs website (www.fpdcc.com) by the Purchasing Agent.  Respondents 

MUST ACKNOWLEDGE RECEIPT OF EACH ADDENDUM.  

Submit Proposals and Questions solely to: 

 

Tom Conlon, Purchasing Agent 

69 W. Washington, Room 2060 

Chicago, IL 60602 

Tel.: (312) 603-8968 

fpd.purchasing@cookcountyil.gov 

Number of Copies and Format:  Mail or hand deliver one (1) printed original with signatures and one (1) 

electronic copy in pdf format to the Purchasing Agent.  All submittals must be formatted to print on 8.5 x 11ò letter 

size paper and include all information in Part VI.   Proposal documents that do not include all required information 

in the required format may be deemed non-responsive and rejected by the District from further consideration. 

 

Notice of Decision: Firms will be notified in writing of selection or rejection of the proposal on or around August 1, 

2018.   The Professional Services Agreement will be executed and delivered to the selected firm shortly after 

notification and approval by the Districtôs Board of Commissioners, if required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

http://www.fpdcc.com/
mailto:Tom.Conlon@cookcountyil.gov
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14. EXHIBIT A (INDOOR ROOM RENTAL APPLICATION)  
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