
 

 
 
 
 
 
 
 
 
 
 

  

 
 

 

 
 
 
 
 
 
 
 
 
 
 

 

 

McCormick Place | SMG 
Request for Proposal (“RFP”) 

Ushering and Ticket Taking Services –  
Arie Crown Theater 

 #S2016-07 



 
 

MCCORMICK PLACE | SMG 

PURCHASING DEPARTMENT 

 

REQUEST FOR PROPOSAL (RFP) 

FOR  

USHERING AND TICKET TAKING SERVICES - ARIE CROWN THEATER 

#S2016-07 

 

All doĐuŵeŶts relatiŶg to this proĐureŵeŶt are aǀailaďle for doǁŶload ďy ĐliĐkiŶg oŶ ͞DoiŶg BusiŶess͟ at 
MĐCorŵiĐk PlaĐe’s ǁeďsite at www.mccormickplace.com uŶder ͞CurreŶt OpportuŶities͟ 

 

KEY DATES: 

 

 

RFP Posted: 

 

 

Friday, February 12, 2016 

 

 

Pre-Submittal Meeting: 

 

 

Not applicable 

 

 

 

Requests for Interpretation: 

 

 

Thursday, February 18, 2016 by 12:00 PM 

 

 

Proposal Due Date: 

 

 

Monday, February 29, 2016 no later than 12:00 PM 

 

Purchasing Contact: 

 

Debbi L. Lyall, Buyer/Procurement Specialist 

McCormick Place | SMG  

Corporate Center 

301 East Cermak Road 

Chicago, Illinois 60616 

Phone: 312.791.6477 

Fax: 312.791.6062 

E-Mail: dlyall@mccormickplace.com   

 
 
 
 

 

http://www.mccormickplace.com/
mailto:hbarker@mccormickplace.com


 

 

 
 

- TABLE OF CONTENTS - 
 
 
 

 Section:                Page 

I. BACKGROUND INFORMATION, DEFINITIONS & INTERPRETATIONS ..................................   1 

 

II. GENERAL REQUIREMENTS AND DETAILD SPECIFICATIONS ..............................................   4 

 

III. RFP PROCESS AND SUBMISSION REQUIREMENTS ...........................................................   6 

 

IV. RFP EVALUATION CRITERIA..............................................................................................   9 

 

V. CONDITIONS, DISCLAIMERS AND DISCLOSURES ...............................................................   10 

 

 REQUIRED FORMS: 

 

 REQUIRED FORM A - FORM OF TRANSMITTAL LETTER 

 

 REQUIRED FORM B - STATEMENT OF BUSINESS ORGANIZATION 

 

 REQUIRED FORM C - STATEMENT OF QUALIFICATIONS 

 

 REQUIRED FORM D - INSURANCE REQUIREMENTS 

 

 REQUIRED FORM E - NOTIFICATION OF EXCEPTIONS 

 

 REQUIRED FORM F - SPECIAL CONDITIONS REGARDING MINORITY AND WOMEN OWNED BUSINESS ENTERPRISES 

 

 REQUIRED FORM G - PRICING AND FEE STRUCTURE 

 

 EXHIBIT I - Form of Agreement  

 

 EXHIBIT II - Sample Documents 

 

 

 

 

 

 



 

 
McCormick Place Ushering & Ticket Taking Services – Arie Crown Theater 

RFP #S2016-07 

Page 1 

 

SECTION I. BACKGROUND INFORMATION, DEFINITIONS AND INTERPRETATIONS 

  

1.1 OBJECTIVE 

McCormick Place | SMG is seeking proposals from qualified firms to provide Ushering and Ticket Taking Services - 

Arie Crown Theater.  The successful proposer must provide ushering, ticket taking and guest relation services at the 

Arie Crown Theater for plays, concerts, trade show and special events on an as-needed basis.  

 

1.2 BACKGROUND 

 The MetƌopolitaŶ Pieƌ aŶd EǆpositioŶ AuthoƌitǇ ;the ͞AuthoƌitǇ͟Ϳ has tƌaŶsfeƌƌed the opeƌatioŶs of the MĐCoƌŵiĐk 
Place Convention Center to SMG, a private management company, doing business under the name of McCormick Place 

| SMG. 

 

 ChiĐago͛s MĐCoƌŵiĐk PlaĐe is Noƌth AŵeƌiĐa͛s pƌeŵieƌ ĐoŶǀeŶtioŶ faĐilitǇ. The MĐCoƌŵiĐk PlaĐe Coŵpleǆ ĐoŶsists 
of nine million square feet in six buildings:  North, South, Lakeside Center, West, the Energy Center, and the 

Corporate Center.   

 

 The McCormick Place convention facility includes four state-of-the-art exhibit halls, the South, West, North buildings 

and the Lakeside Center.  The exhibit halls have a combined total of more than 2.6 million square feet of exhibit 

spaĐe, aŶd oǀeƌ ϲϬϬ,ϬϬϬ sƋuaƌe feet of ŵeetiŶg ƌooŵs, ŵakiŶg MĐCoƌŵiĐk PlaĐe the ŶatioŶ͛s laƌgest ĐoŶǀeŶtioŶ 
center.  The Authority also has three parking lots that accommodate approximately 5,000 cars.  McCormick Place 

hosts approximately 125 to 150 events and attracts more than four million trade and public show visitors annually. 

 

 In addition, an expansive series of pedestrian promenades and sky bridges link the entire campus.  The Grand 

Concourse connecting South and North and the Central Concourse in West are also locations for retail shops, cafes, 

restaurants and other visitor amenities 

 

 The Authority owns the Hyatt Regency McCormick Place, a 1260-room hotel and adjacent parking garage which 

opened in 1998 and Conference Center which opened in August, 2001.  The Conference Center offers 31,000 square 

feet of prime meeting space. The hotel and conference center are managed by Hyatt Corporation and are not part 

of the facilities covered by this RFP.  

 

 The Energy Center consists of three central utility plants that provide the primary or base-load heating and cooling 

capacity for most of the McCormick Place facilities; including the East Building, North Building, South Building, Hyatt 

‘egeŶĐǇ Hotel, CoŶfeƌeŶĐe CeŶteƌ, Coƌpoƌate CeŶteƌ, ǁhiĐh houses the AuthoƌitǇ͛s adŵiŶistƌatiǀe offiĐes, as ǁell 
as several external customers.  The Energy Center also provides most of the heating and cooling for the West 

Building. 

 

1.3 DEFINITIONS 

 The following terms in this Solicitation shall be defined as follows: 

 

͞Agreement͟ oƌ ͞ Contract͟ ŵeaŶs the Ushering and Ticket Taking Services - Arie Crown Theater Agreement that 

is to ďe eŶteƌed iŶto ďetǁeeŶ MĐCoƌŵiĐk PlaĐe │ “MG aŶd the “eleĐted Pƌoposeƌ;sͿ puƌsuaŶt to this ‘FP. 
 

͞Authority͟ oƌ ͞MPEA͟ ŵeaŶs the MetƌopolitaŶ Pieƌ aŶd EǆpositioŶ AuthoƌitǇ. 
 

͞Contractor͟ ŵeaŶs the iŶdiǀidual oƌ eŶtitǇ that eŶteƌs iŶto a Contract with McCormick Place | SMG to provide 

the Services. 
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͞Include͟ iŶ aŶǇ of its foƌŵs ŵeaŶs ͞iŶĐlude, ǁithout liŵitatioŶ.͟  
 

͞Laws͟ shall ŵeaŶ CitǇ, “tate aŶd Fedeƌal statutes, oƌdiŶaŶĐes, Đodes, ƌules aŶd ƌegulatioŶs. 
 

͞MBE͟ ŵeaŶs MiŶoƌitǇ BusiŶess Enterprise. 

 

͞McCormick Place͟ ŵeaŶs the MĐCoƌŵiĐk PlaĐe Coŵpleǆ®, the ǁoƌld Đlass ŵulti-purpose convention and 

meeting facility consisting of the Energy Center, Lakeside Center, North, South and West Buildings, the Arie Crown 

Theater®, and the Corporate CeŶteƌ.  The teƌŵ ͞ MĐCoƌŵiĐk PlaĐe͟ does Ŷot iŶĐlude the HǇatt ‘egeŶĐǇ MĐCoƌŵiĐk 
Place Hotel and/or any facilities not built at the time of execution of this agreement.  

 

͞Proposal͟ ŵeaŶs all ŵateƌials suďŵitted iŶ ƌespoŶse to this ‘FP, iŶĐludiŶg, ǁithout limitation, all exhibits, 

attachments, addenda, renderings and drawings. 

 

͞Proposer(s)͟ ŵeaŶs the fiƌŵ;sͿ, iŶdiǀidual;sͿ, ĐoƌpoƌatioŶ;sͿ, paƌtŶeƌship;sͿ aŶd joiŶt ǀeŶtuƌe;sͿ that suďŵit 
Proposals pursuant to this RFP. 

 

͞Responsive͟ Responsiveness in determined by McCormick Place | SMG and relates to compliance with the 

provisions of the solicitation, including specifications, and contractual terms and conditions.  Absolute or precise 

conformity is not required.  The rule is that conformity in material respects, that is, substantial compliance suffices.  

Those bids deemed materially non-responsive must be rejected.  

 

͞Responsiďle͟ Responsibility is determined by McCormick Place | SMG and relates primarily to the ability of a 

Proposer to successfully carry out a proposed contract, and whether it has the character, reputation, and integrity 

to receive an award. Considerations bearing on a determination of responsibility can include experience, past 

performance, business and financial capabilities, skills, technical organization and reliability. Some of the 

ŵeĐhaŶisŵs aǀailaďle to ŵeasuƌe a Pƌoposeƌ͛s ƌespoŶsiďilitǇ aƌe the utilizatioŶ of ƌefeƌeŶĐe ĐheĐks, ǀeŶdoƌ 
performance on previous contracts and availability of financial credit information.   

 

͞RFP͟ ŵeaŶs this Request for Proposals, including all exhibits and addenda. 

 

 ͞Selected Proposer͟ ŵeaŶs the iŶdiǀidual, paƌtŶeƌship, ĐoƌpoƌatioŶ oƌ joiŶt ǀeŶtuƌe that MĐCoƌŵiĐk PlaĐe │ “MG 
selects for award of the Agreement. 

 

͞Services͟ ŵeaŶs all Woƌk foƌ ǁhiĐh MĐCoƌŵiĐk PlaĐe │ “MG eŶgages the “eleĐted Pƌoposeƌ. 
 

͞Trade ReferenĐe͟ means a reference concerning the creditworthiness of the Proposer given by another business 

that extends credit to the Proposer, such as a supplier. 

 

͞WBE͟ ŵeaŶs WoŵeŶ BusiŶess EŶteƌpƌise. 
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1.4 INTERPRETATIONS 

 

A. Any headings in this RFP are for convenience of reference only and do not define, limit, control or affect the 

ŵeaŶiŶg of the ‘FP͛s pƌoǀisioŶs.  IŶ this ‘FP, uŶless the ĐoŶteǆt otheƌǁise ƌeƋuiƌes, the teƌŵs "heƌeďǇ," 
"herein," "hereof," "hereto," "hereunder" and any similar terms used in this RFP refer to this RFP.  All section 

references, unless otherwise expressly indicated, are to sections of this RFP.  Words of any gender shall be 

deemed and construed to include correlative words of the other genders.  Words indicating the singular 

number shall include the plural number and vice versa, unless the context shall otherwise indicate.  All 

references to any exhibit or document shall be deemed to include all supplements and/or amendments to 

any such exhibits or documents entered into in accordance with the terms and conditions of this RFP and such 

documents.  All references to any person or entity shall be deemed to include any person or entity succeeding 

to the rights, duties, and obligations of such persons or entities in accordance with the terms and conditions 

of this RFP. 

B. UŶless a ĐoŶtƌaƌǇ ŵeaŶiŶg is speĐifiĐallǇ Ŷoted elseǁheƌe, the ǁoƌds ͞as ƌeƋuiƌed,͟ ͞as diƌeĐted,͟ ͞as 
peƌŵitted͟ aŶd siŵilaƌ ǁoƌds used iŶ the ‘FP ŵeaŶ that ƌeƋuiƌeŵeŶts, directions of and permission of 

MĐCoƌŵiĐk PlaĐe │ “MG aƌe iŶteŶded; siŵilaƌlǇ, the ǁoƌds ͞appƌoǀed,͟ ͞aĐĐeptaďle,͟ ͞satisfaĐtoƌǇ͟ oƌ ǁoƌds 
of like iŵpoƌt ŵeaŶ ͞appƌoǀed ďǇ,͟ ͞aĐĐeptaďle to͟ oƌ ͞satisfaĐtoƌǇ to͟ MĐCoƌŵiĐk PlaĐe │ “MG.  Woƌds 
͞ŶeĐessaƌǇ,͟ ͞pƌopeƌ͟ oƌ ǁoƌds of like iŵpoƌt as used ǁith ƌespeĐt to eǆteŶt, ĐoŶduĐt oƌ ĐhaƌaĐteƌ of “eƌǀiĐes 
speĐified shall ŵeaŶ that the “eƌǀiĐes ŵust ďe ĐoŶduĐted iŶ a ŵaŶŶeƌ oƌ ďe of ĐhaƌaĐteƌ ǁhiĐh is ͞ŶeĐessaƌǇ͟ 
oƌ ͞pƌopeƌ͟ iŶ the optioŶ of MĐCoƌŵiĐk PlaĐe │ “MG. 

C. UŶless a ĐoŶtƌaƌǇ ŵeaŶiŶg is speĐifiĐallǇ Ŷoted elseǁheƌe, the ǁoƌds ͞appƌoǀed,͟ ͞ƌeasoŶaďle,͟ ͞suitaďle,͟ 
͞aĐĐeptaďle,͟ ͞pƌopeƌlǇ,͟ ͞satisfaĐtoƌǇ͟ oƌ ǁoƌds of like effeĐt aŶd iŵpoƌt used iŶ the ‘FP ŵeaŶ ƌeasoŶaďle, 
suitable, acceptable, proper or satisfaĐtoƌǇ iŶ the judgŵeŶt of MĐCoƌŵiĐk PlaĐe │ “MG. 
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SECTION II. GENERAL REQUIREMENTS AND DETAILED SPECIFICATIONS 

 

 

2.1 INTRODUCTION 

McCormick Place | SMG is seeking proposals from qualified Contractors to supply all labor, materials, personnel and 

supervision necessary to provide ushering and ticket taking services at the Arie Crown Theater.  The successful 

proposer must provide ushering, ticket taking and guest relation services at the Arie Crown Theater for plays, 

concerts, trade show and special events on an as-needed basis.   

 

2.2 PERSONNEL 

 

The Successful Proposer shall employ a staff of competent personnel which is fully equipped and qualified to perform 

the Services.  Personnel categories shall include: House Manager, supervisors and ushers/ticket-takers. The Successful 

Proposer must develop a service team consisting of at least one (1) House Manager, three (3) supervisors and thirty-

two (32) ushers/ticket takers.  All staff providing Services must be trained and skilled in the areas of ticket taking, 

ushering, guest relations, exceptional customer service, preparing incident reports and general operational services.  

Qualifications are required for the House Manager and Supervisor positions; each must have a minimum of five (5) 

years of experience in providing all or a portion of the Services. The Proposer shall provide the McCormick Place | 

SMG with a Standard for Employment of all personnel.    

 

The Successful Proposer must provide staff with uniforms, radio equipment, flashlights, name tags and other 

equipment deemed necessary by McCormick Place | SMG, at the Proposers expense. Uniforms must be approved by 

McCormick Place | SMG .  

 

The Successful Proposer, and all of their sub-contractors, will be required to attend McCormick Place | SMG 

Training.  All expenses associated with the training ǁill ďe at the Pƌoposeƌ͛s eǆpeŶse.  Eǆhiďit Ϯ is saŵple doĐuŵeŶts 
and reports that will be reviewed during this training.   

 

 

McCormick Place | SMG will notify the Successful Proposer one month out prior to an event with approximate number 

of personnel needed for that specific event and then 10 days out with the exact number required. 

 

Staffing levels may vary depending on the event or concert. Supervisors may be classified as administrative or 

operational; service persons are classified as ticket takers, ushers or guest relations.  

 

 

Listed below is the average amount of personnel needed to staff a full house show (4,249 guests) at Arie Crown 

Theater. This is only an average, actual staffing needs may vary depending on the event, tickets sold, or type of event 

proposed. 

 

     

Arie Crown Theater Full House Show (4,249 guests) 

No. of Personnel Personnel No. of Hours (each) Total No. of Hours 

1 House Manager 5-1/2 5-1/2 

3 Supervisors 5 15 

32 Ushers/Ticket Takers 4 128 

36 Total Personnel  148.5 Total Hours 



 

 
McCormick Place Ushering & Ticket Taking Services – Arie Crown Theater 

RFP #S2016-07 

Page 5 

 

2.3 RESPONSIBILITIES 

 

The list of responsibilities for each personnel category is as follows: 

 

a. House Manager: Reports to McCormick Place | SMG Production Manager 

Responsibilities include, but are not limited to: 

 Overseeing the entire ushering crew, including supervisors, ushers and ticket takers. 

 Conducts a pre-show meeting & walk-thru to provide Ushers with instructions for the event. 

 Checking uniform appearance, promptness and quizzing crew about knowledge of the theater. 

 Handling patron concerns and problems. 

 Working with the Box Office crew to solve ticketing problems. 

 Addressing ADA issues.  

 Scheduling of supervisors and ushering/ticket taking personnel. 

 Works in conjunction with the Head of Security 

 Submitting detailed accident reports, for any incidents, to the theater representative or Manager.   

 Submit House Manager report, 

 Manage Lost & Found 

 

b. Supervisor: generally there are three (3) supervisors at each event (depending on crowd size). One supervisor 

is assigned to the main floor, one for the balcony and one at the front gate supervising ticket takers. 

Responsibilities include, but are not limited to: 

 

 Assisting ushers in all decisions that ushers cannot handle on their own. 

 Maintaining a watchful eye on their crew and make sure that they are in their proper places and taking 

care of the theater patrons in an extremely polite and efficient manner. 

 

c. Ushers: Responsibilities include, but are not limited to: 

 Seating of event patrons. 

 Maintaining a strong knowledge of the seating configuration of the entire theater, stairs, restrooms, 

elevators, pay phones, first aid stations, concessions, etc. 

 Identifying and relating problems to their supervisors. 

 Wearing proper uniforms and presenting a neat professional appearance at all times. 

 

d. Ticket Takers: Responsibilities include, but are not limited to: 

 Greet and take tickets from guests. 

 Strong knowledge of the seating configuration of the entire theater, stairs, restrooms, elevators, pay 

phones, first aid stations, concessions, etc. 

 Identify and relate problems to their supervisors. 

 Wear proper uniforms and present a neat professional appearance at all times. 
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III. RFP PROCESS AND SUBMISSION REQUIREMENTS  

 

3.1 The RFP Process 

Requirements and procedures for providing submittals in response to this RFP are described herein.  

 

Pƌoposeƌ͛s ǁƌitteŶ ƌespoŶse, ǁhiĐh details the technical experience of the Proposer are due no later than 12:00 PM 

(CST) on February 29, 2016. McCormick Place is committed to initiatives designed to conserve energy, protect vital 

resources and promote ecologically-efficient policies and procedures. In an effort to achieve this goal, McCormick 

Place | SMG will not request multiple hard copies of Proposals.  Interested parties must submit One (1) COMPLETE 

ORIGINAL hard copy and one electronic copy of the RFP submittal that includes all information in the format 

outlined in this RFP (Section 3.2).  The electronic copy must be saved as a searchable PDF document on a USB drive. 

Required Form G – Pricing and Required Form F – Special Conditions Regarding Minority and Women Business 

Enterprises must be saved as separate documents and identified as such in the electronic copy.  

 

Original copy submittals and supporting documentation must be laďeled ͞Proposal for McCormick Place | SMG 

Ushering and Ticket Taking Services - Arie Crown Theaters͟ and submitted to: 

 

McCormick Place | SMG 

Attention: Debbi L. Lyall, Buyer/Procurement Specialist 

301 East Cermak Road 

Chicago, Illinois 60616 

 

 

McCormick Place │ SMG will accept pre-submittal questions, in writing via e-mail to Debbi L. Lyall, 

Buyer/Procurement Specialist: dlyall@mccormickplace.com, until 12:00 PM (CST) on Thursday, February 18, 2016. 

A summary of questions received and answers will be issued as an addendum to all potential Proposers.   

 

If it becomes necessary to revise or amend any part of this RFP, McCormick Place | SMG will publish a revision by 

written addendum and notify all prospective Proposers (via e-mail) who have registered as document holders to 

dlyall@mccormickplace.com. It will be the responsibility of the Proposer to obtain all such addenda and to 

acknowledge receipt of any addenda that have been issued by visiting the McCormick Place website at 

www.mccormickplace.com uŶdeƌ the ͚DoiŶg BusiŶess͛ liŶk. If ŶoŶe aƌe issued, iŶdiĐate ͞NONE͟ oŶ ‘equired Form 

A - Form of Transmittal Letter.  

 

Proposers are to contact only the McCormick Place │ SMG Buyer/Procurement Specialist, Debbi L. Lyall via e-mail at 

dlyall@mccormickplace.com, concerning this RFP and should not rely on verbal representations, statements, or 

explanations other than those made in this RFP or in any written addendum to this RFP. 

 

The responsibility for submitting a response to this RFP on or before the stated time and date will be solely and 

strictly that of the Proposer. McCormick Place | SMG will in no way be responsible for delays caused by the U.S. Post 

Office or caused by any other entity or by any occurrence.  Proposals received after the proposal due date will be 

non-responsive and ineligible for consideration. 

 

 

3.2 RFP Submittal Requirements and Contents 

Interested Proposers are to provide a thorough submittal using the guidelines presented herein.  Submittals 

should be straightforward and concise in providing evidence of the Pƌoposeƌ͛s aďilitǇ to ŵeet the requirements 

of the RFP.  Emphasis should be on conforming to the RFP instructions, responsiveness to the RFP requirements, 

mailto:hbarker@mccormickplace.com
mailto:hbarker@mccormickplace.com
http://www.mccormickplace.com/
mailto:hbarker@mccormickplace.com
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and the completeness and clarity of content.  The following provides an outline of the information to be included 

in the submittal. 

 

Proposal Contents 

In its Proposal the Proposer must provide information about the following: 

 

a) Experience & Qualifications: A brief description of at least three (3) relevant agreements for which your firm 

currently provides Ushering & Ticket Taking Services similar in scope and complexity to McCormick Place | 

“MG͛s ƌeƋuiƌeŵeŶts. Provide the following information for each facility, for reference purposes: the Owner 

Name, Address, Phone, E-Mail and contact number; a detailed description of services performed.  

 

b) Proposed Work Plan: A Work Plan that describes the Proposers understanding of the Scope of Services, the 

Proposers approach and detailed action plan to accomplish the requirements defined in the Scope of Services 

as outlined in Section 2.  The Work Plan must, minimally, include A Work Plan that describes the Proposers 

understanding of the Scope of Work, the Proposers approach and detailed action plan to accomplish the 

requirements defined in the scope of the project. The Work Plan must describe what tasks the Proposer feels 

need to be accomplished in order to achieve the goals in the most efficient, sustainable and timely manner. 

The Work Plan must demonstrate how the project will be fully and satisfactorily completed meeting the 

project schedule and deliverables including back-up plan when personnel do not show at time of event.  

 

c) Executive Summary and Organizational Chart: AŶ eǆeĐutiǀe suŵŵaƌǇ of the Pƌoposeƌ͛s oƌgaŶizatioŶ aŶd 
team including years in business 

 

d) Key Staff:  Proposer shall identify the Account Manager and House Manager for this project as well as provide 

resumes for each of them and any other key team members.  

 

e) Description of Subcontractors: Identify any portion of the Scope of Services that will be subcontracted. 

Include firm qualifications and key personnel, telephone number, e-mail and contact person for all 

subcontractors. Provide a list of three (3) relevant projects for which each subcontractor has performed the 

Services relevant to this contract including: a) project name and location, b) a brief description of the work 

performed by the sub-contracting firm, and c) contact information for the project client including name, 

phone number and e-mail address.  

 

f) Customer Service Manual: Submit manual or documentation provided to personnel on how to provide 

cutomer service at events  

 

g) Timesheet:  Provide sample timesheet for personnel.  

 

h) Financial Information: Financial statements, such as balance sheets and/or profit and loss statements, for the 

last three years demonstrating that the Proposer has the financial viability and ability to perform the services.  

The Proposer must also provide written disclosure advising of any pending litigation against the Proposer that 

may have a material effect upon the Proposeƌ͛s aďilitǇ to pƌoǀide the seƌǀiĐes. 
 

i) Required Forms: In addition to the information required above, Proposals must contain the following 

completed items, included as attachments to this RFP: 

 

1. Required Form A – Form of Transmittal Letter 

2. Required Form B – Statement of Business Organization 
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3. Required Form C – Statement of Qualifications 

4. Required Form D – Insurance Requirements 

5. Required Form E – Notification of Exceptions 

6. Required Form F – Special Conditions Regarding Minority and Women Owned Business Enterprises 

McCormick Place | SMG has adopted and maintains a minority and women owned business enterprise 

procurement program for any and all work undertaken by McCormick Place | SMG.  McCormick Place 

| “MG͛s goals foƌ MBE aŶd WBE paƌtiĐipatioŶ iŶ the peƌfoƌŵaŶce of Contracts are 25% and 5% 

respectively.  Proposers will be required to submit a MBE/WBE utilization plan and to commit to 

making a good faith effort to achieve these goals with subconsultants, subcontractors and suppliers.  

 

7. Required Form G – Proposed Pricing  
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IV. RFP EVALUATION CRITERIA 

 

4.1  Evaluation Process 

McCormick Place | SMG intends to conduct a comprehensive and impartial evaluation of proposals received in 

response to this RFP. McCormick Place | SMG will use an Evaluation Committee to review and evaluate the 

proposals. At the conclusion of the evaluation process, the Evaluation Committee shall recommend the award be 

made to the Proposer whose proposal is determined to be the most advantageous to McCormick Place | SMG 

based on the proposal and the outcome of the negotiation process.   

 

4.2 Evaluation Criteria  

In evaluating the Proposals, McCormick Place | SMG will consider the administrative compliance, Proposer 

Responsibility and Responsiveness, as well as the following criteria: 

 

a.) Experience and Qualifications: Experience, qualifications, performance on past service agreements of 

the same quality, complexity and size.  Whether the Proposer has demonstrated previous experience 

of similar scope as described in the RFP. 

 

b.) Detailed Work Plan: Whether the Proposer has provided a detailed Work Plan, inclusive of all required 

information as outlined in Section 3.2.a., that describes the necessary steps needed to complete the 

Work.   

 

c.) Management and Key Personnel: EǆpeƌieŶĐe aŶd ƋualifiĐatioŶs of the Pƌoposeƌ͛s On Site Contractor 

Representative and the experience and performance record of individuals who will be performing the 

services.  

 

d.) Subcontractor Experience and Qualifications: Proposed Subcontractors experience, qualifications and 

performance on past service agreements of the same quality, complexity and size.  

 

e.) Financial Capability: Whether the Proposer has pƌoǀided suffiĐieŶt eǀideŶĐe of theiƌ ĐoŵpaŶǇ͛s 
financial abilities to perform the work. 

 

f.) Proposed Pricing and Fee Structure: The reasonableness of the proposed pricing to perform the 

Services.  

 

g.) Special Conditions Regarding Minority & Women Business Owned Businesses: The strength of the 

Pƌoposeƌ͛s MBE/WBE utilizatioŶ plaŶ aŶd theiƌ ĐoŵpliaŶĐe ǁith the ‘FP ƌeƋuiƌeŵeŶts. 
 

h.) Overall Submittal Compliance: Whether or not the Proposer has submitted a Proposal in compliance 

with the Submittal Requirements as outlined herein.  
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V. CONDITIONS, DISCLAIMERS AND DISCLOSURES 
 

 

This RFP does not represent a commitment or offer by McCormick Place | SMG to enter into an agreement with a Proposer 

or to pay any costs incurred in the preparation of a response to this RFP.  McCormick Place | SMG also reserves the right 

to seek new submittals when such a request is in the best interest of McCormick Place | SMG and to reasonably request 

additional information or clarification of information provided in the response without changing the terms of the RFP.  The 

Proposer assumes the responsibility for all costs incurred in responding to this RFP.  It is understood and agreed that 

McCormick Place | SMG assumes no liability foƌ the Pƌoposeƌ͛s Đosts iŶĐuƌƌed iŶ ƌespoŶdiŶg to this ‘FP.  The ‘FP aŶd the 
seleĐted Pƌoposeƌ͛s ƌespoŶse to the ‘FP ǁill, ďǇ ƌefeƌeŶĐe, ďeĐoŵe a paƌt of the fiŶal AgƌeeŵeŶt ďetǁeeŶ the seleĐted 
Proposer and McCormick Place | SMG resulting from this solicitation process. 

 

BǇ suďŵittiŶg a Pƌoposal, Pƌoposeƌ agƌees to aĐĐept aŶd aďide ďǇ the teƌŵs of this ‘FP.  MĐCoƌŵiĐk PlaĐe │ “MG ƌeseƌǀes 
the right to reject any or all submittals, to waive any informality or irregularity, and to accept any submittals which it may 

deeŵ to ďe iŶ the ďest iŶteƌest of MĐCoƌŵiĐk PlaĐe │ “MG.  OŶlǇ suďŵittals fƌoŵ those ĐoŵplǇiŶg ǁith the pƌoǀisioŶs of 
this RFP will be considered.  The submittals can be withdrawn at any time, if requested in writing, until the deadline date 

at which time it will be considered final. 

 

5.1   General Agreements 

 The Successful Proposer agrees that he has had an opportunity to examine the site and that he has carefully 

prepared his Proposal upon the basis thereof, and that he has carefully examined and checked this Proposal and 

the materials, equipment, and labor required there under, and cost thereof, and his figures therefore, and hereby 

states that the amount or amounts set forth in this Proposal is, or are, correct and that no mistake or error has 

occurred in this proposal or in the Proposer's computations upon which this Proposal is based. 

 

5.2 Signing Forms 

Proposal forms must be properly completed and the Form of Transmittal Letter (See REQUIRED FORM A) must be 

in the required form and signed by persons with the authority to bind the Proposer(s). Special requirements apply 

depending on the nature of the Proposer's organization.  The Proposal and Form of Transmittal Letter shall be 

signed as follows: 

 

o If the Proposer is a corporation or limited liability company, the Proposal and Form of Transmittal Letter 

shall be signed in the name and under the seal of the corporation by a duly authorized officer of the 

corporation or manager of the company, with the designation of his/her official capacity, and attested 

properly. The Response and Form of Transmittal Letter shall show the state in which the corporation is 

chartered. If it is a foreign corporation, the Response shall show whether or not the Proposer is licensed 

to transact business in the State of Illinois. 
 

o If the Proposer is a firm or partnership, the Proposal and Form of Transmittal Letter shall be signed in the 

name or style under which the organization is doing business and by the partner, proper officer, or officers 

whose official capacity shall be designated.  The name and address of each member of the organization 

shall be shown on the Proposal and Form of Transmittal Letter. 
 

o If the Proposer is an individual, he/she shall sign the Proposal and Form of Transmittal Letter in person or 

by representative, stating the name or style, if any, under which he/she is doing business. If the signing is 

ďǇ ƌepƌeseŶtatiǀe, the ƌepƌeseŶtatiǀe͛s Poǁeƌ of AttoƌŶeǇ oƌ otheƌ authoƌizatioŶ shall ďe stated aŶd shall 
be proven if requested. 

 

o If the Proposer is a joint venture, the Proposal and Form of Transmittal Letter shall be signed by each of 

the persons or firms that are a party to the joint venture agreement. A certified copy of the joint venture 
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agreement shall be attached to the Proposal and Form of Transmittal Letter. A joint venture will not be 

accepted unless the joint venture agreement or some other signed and legally binding instrument is 

certified and attached to the Proposal Form sheet and Form of Transmittal Letter and contains provisions 

for one of the parties to the joint venture to be in full direction of the services and to exercise this direction 

through a single individual to be appointed manager of operations with the consent of all parties to the 

joint venture agreement. 
 

o In every case, the Proposal and Form of Transmittal Letter shall show the present business address of the 

Proposer at which address communications shall be received and service of notices accepted. 
 

o Where the Proposal and Form of Transmittal Letter are signed by an agent of the Proposer, evidence of 

the ageŶt͛s authoƌitǇ to sigŶ ŵust aĐĐoŵpaŶǇ the Pƌoposal.  If the Pƌoposeƌ is a ĐoƌpoƌatioŶ, suĐh eǀideŶĐe 
shall be a certified copy of that section of corporate bylaws or other authorization such as a Resolution by 

the Board of Directors, which permits the person to sign the offer on behalf of the corporation.  The name 

of each person signing the Proposal shall be typed or printed below his/her signature. 

 

5.3  Ownership of Proposals 

The timely submittals and any information made a part of the Proposals will not be returned to the sender.  

McCormick Place | SMG reserves the right to retain all submittals and to retain any ideas in a submittal regardless 

of whether a Proposer is selected.  Submittal of a response to this RFP indicates acceptance by the Proposer of 

the conditions contained within the RFP document.   

 

5.4  Improper Practices 

The Proposer shall not offer any gratuities, favors, or anything of monetary value to any official or employee of 

the MĐCoƌŵiĐk PlaĐe | “MG, MĐCoƌŵiĐk PlaĐe | “MG͛s appoiŶted eǀaluatioŶ Đoŵŵittee, the CitǇ of ChiĐago, 
CCTB, State of Illinois, or any other organization that may have a clear interest in the outcome of the selection 

process, for the purposes of influencing the outcome of the RFP response selection process.   

 

The Proposer shall not collude in any manner or engage in any practices with any other Proposer(s), which may 

restrict or eliminate competition or otherwise restrain trade.  Violation of this instruction will cause the 

Proposer(s) submittal(s) to be rejected by McCormick Place | SMG.  The prohibition is not intended to preclude 

joint ventures or subcontracts. 

 

5.5  Interpretation 

Should any question arise as to the proper interpretation of the terms and conditions contained in this RFP, 

MĐCoƌŵiĐk PlaĐe | “MG͛s deĐisioŶ shall ďe fiŶal.   
 

5.6  Multiple Awards  

It is the intent of McCormick Place | SMG to award to one Proposer. However, McCormick Place | SMG reserves 

the right to award the Contract to one or more Proposers as it deems to be in its best interest. 

 

5.7 Contract Terms 

The USHERING AND TICKET TAKING SERVICES - ARIE CROWN THEATERS is for an initial term of two (2) years.  McCormick 

Place | SMG reserves the right to extend the contract for an additional term of two (2) years. McCormick Place | 

“MG has the ƌight to teƌŵiŶate aŶǇ CoŶtƌaĐt upoŶ ϯϬ daǇ͛s ǁƌitteŶ ŶotiĐe to the Pƌoǀideƌ.   
 

5.8 No Criminal/ Civil Liability and Not In Arrears Certification 

Submission of a proposal shall include a representation that neither the Proposer, nor any of its joint venture 

participants, partners, members, affiliates, subsidiaries, officers, directors, managerial employees, or any 
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iŶdiǀidual ǁho, diƌeĐtlǇ oƌ iŶdiƌeĐtlǇ, holds aŶ oǁŶeƌship iŶteƌest iŶ the Pƌoposeƌ͛s oƌgaŶizatioŶ has ďeeŶ 
convicted of a criminal offense incident to the application for or performance of a contract or subcontract with a 

governmental entity in the State of Illinois, or has been convicted of a criminal offense, or held liable in a civil 

pƌoĐeediŶg, that ŶegatiǀelǇ ƌefleĐts oŶ the eŶtitǇ͛s oƌ iŶdiǀidual͛s ďusiŶess iŶtegƌitǇ, ďased oŶ a fiŶdiŶg of 
embezzlement, theft, forgery, bribery, falsification, or destruction of records, receiving stolen property, or 

violation of state or federal antitrust statutes or similar laws.  

 

5.9 Vendor Ethics 

McCormick Place | SMG is prohibited by law from contracting with certain persons and entities. Accordingly, 

ownership interests must be disclosed.  Proposers must also comply with the prohibitions on political 

contributions that are set forth in the MPEA Act, as amended. Proposers must complete the Required Forms 

provided.   

 

5.10 Insurance Requirements 

At all times during the term of the Agreement and during the time period following final completion if the Proposer 

is required to return and perform any additional work, Proposer is required to maintain the minimum insurance 

coverage and requirements specified in Required Form D, insuring all operations related to the Agreement.  

McCormick Place | SMG reserves the right to modify insurance requirements based on the nature of the services 

rendered or the projects required under the Agreement. 

 

5.11 Taxes 

The Successful Proposer is responsible for all existing and future applicable federal, state, and local taxes, whether 

direct or indirect, incurred in connection with the Management Contract.  SMG, as acting agent for the Authority, 

is exempt by law from Illinois Retailers Occupation Tax, Use Tax, Service Occupation Tax, Service Use Tax, and 

Municipal and Regional Transportation Authority Retailers Occupation Tax on materials or services purchased in 

connection with the Services. 

5.12 Rejection of Proposals  

Proposals that do not comply with the submittal requirements of the RFP, or that contain omissions, erasures, 

alterations or additions not called for, or that are irregular in any way, may be rejected as informal and insufficient.  

McCormick Place | SMG, however, reserves the right to waive any or all informalities when it considers a waiver 

to be in its and the public's best interest.  

 

In addition to all other basis for rejection, any Proposer found to have falsified any information to McCormick 

Place | SMG in relation to this or any other procurement, or which has been barred from doing business with the 

Authority, the City of Chicago or State of Illinois, or which has been convicted of a felony related to procurement 

contracting with any unit of government, may be rejected. 

 

5.13 Protests 

Any and all protests or challenges with respect to the selection of the successful Proposer and this RFP, any of the 

procedures or requirements stated herein, or any other terms and conditions related to the transactions stated 

or contemplated herein must be asserted in writing to: 

 

McCormick Place | SMG  

Attn:  Debbi L. Lyall, Buyer/Procurement Specialist 

301 E. Cermak Rd. 

Chicago, IL  60616 

dlyall@mccormickplace.com  

 

mailto:hbarker@mccormickplace.com
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All protests or challenges concerning the process, ambiguities or defects of the RFP must be submitted within five 

(5) calendar days after publication of the RFP. All protests or challenges concerning the selection of the Successful 

Proposer must be asserted within five (5) calendar days after the notification of award of the Successful Proposer.  

Failure to file any action, protest or challenges within the time frames set forth above shall constitute a full and 

absolute waiver to take action against, protest or challenge the RFP process or selection of the Successful 

Proposer. 

 

5.14 Freedom of Information Act  

This RFP and any subsequent agreement are subject to disclosure pursuant to the Illinois Freedom of Information 

Act, 5 ILCS 140 (FOIA) and other applicable laws and rules. The Proposal may be made available for public 

inspection and copying and if the Proposer believes certain information is exempt from public disclosure under 

FOIA, the Pƌoposeƌ ŵust ĐleaƌlǇ ŵaƌk those poƌtioŶs of its Pƌoposal as ďeiŶg ͞CoŶfideŶtial͟ aŶd ƌeƋuest 
confidential treatment. The Proposer must show the specific grounds under FOIA or other law or rule that support 

exempt treatment. McCormick Place | SMG is not obligated to honor requests for confidential treatment, even if 

the information is exempt from public disclosure. The Proposer will be responsible for any costs or damages 

assoĐiated ǁith MĐCoƌŵiĐk PlaĐe | “MG͛s defeŶdiŶg the Pƌoposeƌ͛s ƌeƋuest foƌ eǆeŵpt tƌeatŵeŶt.  
 

5.15 Confidentiality 

Except with the McCormick Place | SMG's approval, the Proposer shall not directly or indirectly disclose, divulge 

or communicate to any person, firm or corporation, other than McCormick Place | SMG or its designated 

representatives, or as required by law, any non-public information which it may have obtained during the RFP 

process concerning any matter relating to the work or regular business of McCormick Place | SMG. 

 

5.16 Prevailing Wage Act 

Wages of laborers, mechanics and other workers employed under this Agreement shall be subject to the 

provisions of the Illinois Prevailing Wage Act, 820 ILCS 130/1 et. seq. 

  



 

 

 

REQUIRED FORM A – FORM OF TRANSMITTAL LETTER  
 

[Insert Date] 
 

McCormick Place │ SMG  

301 East Cermak Road 

Chicago, Illinois 60616 

Re: Ushering and Ticket Taking Services - Arie Crown Theaters #S2016-07 
 

Ms. Debbi L. Lyall, Buyer/Procurement Specialist: 
 

On behalf of        (Full legal name of Proposer), I submit with this letter its 

response to McCormick Place │ “MG͚s ‘eƋuest foƌ Pƌoposals ;͞‘FP"Ϳ foƌ USHERING AND TICKET TAKING SERVICES - ARIE CROWN THEATERS.  In 

this connection, I state the following: 
 

1. I have full authority to bind Proposer with respect to this response to the Request for Proposals and any oral or written 

presentations and representations made to McCormick Place │ SMG. 
 

2. I have read and understand the Request for Proposals (RFP) and am fully capable and qualified to provide the goods and/or 

services as described within this Request for Proposals (RFP). 
 

3. I have read and understand the Request for Proposals, including addenda numbers _________.   
 

4. I understand that McCormick Place │ SMG will rely on my firms response to the Request for Proposals and I agree to be bound by 

its representations and statements made in its response and in any oral or written presentation(s) made during the evaluation 

and selection process. 
 

5. I agree to hold my Proposal open for a period of 90 days from the date and time established for notification of award, and, if 

requested by McCormick Place │ SMG, for an additional 30 days thereafter.  
 

6. If requested by McCormick Place │ SMG, Proposer agrees to furnish additional information or documentation or to make one or 

more oral presentations or demonstrations to assist McCormick Place│ SMG in evaluating its Proposal. 
 

7. Neither I nor Proposer has any beneficial interest in or relationship with any other party working or performing services for or 

otherwise affiliated with McCormick Place │ SMG and no conflict of interest which could interfere with the provision of services 

to McCormick Place │ SMG. 
 

8. Proposer understands that McCormick Place │ SMG will rely upon the material representations set forth in the Request for 

Proposals and that Proposer has a continuing obligation to update any information which changes or which Proposer learns to be 

incorrect. 
 

9. It is understood that an original and multiple copies of the Request for Proposals have been submitted for consideration.  Proposer 

warrants that all electronic copies are identical to the original in all respects. 
 

10. If selected by McCormick Place │ SMG, Proposer agrees to negotiate and enter into an Agreement for USHERING AND TICKET TAKING 

SERVICES - ARIE CROWN THEATERS with McCormick Place │ SMG. 
 

11. I declare that all Required Forms A through G have been examined by me and to the best of my knowledge and belief are true, correct, 

and complete.  

     Signed: ____________________________________   
       

             

       (Typed name of signatory)         

     as:         __________________________________                              

          (Relationship to Proposer/Title/etc.) 

 

State of      County of      

 

Subscribed and sworn to (or affirmed) before me this          day of                      , 2016. 

 

  

Notary Public Signature (Notary Seal) 



 

 

 

REQUIRED FORM B – STATEMENT OF BUSINESS ORGANIZATION 

 

PROJECT DESCRIPTION: McCormick Place Ushering and Ticket Taking Services - Arie Crown Theaters 

PROJECT NUMBER: #S2016-07 

CONTRACTOR:  

Note: Each Proposer is obligated to notify McCormick Place │ SMG of any changes in its ownership or in its officers and 

directors at the time such changes occur if the change occurs during bid evaluation or during the Contract term. 
 
INDIVIDUAL 

If the Proposal is submitted by an individual, complete the information listed below: 

Name:  Address:  

Phone:  Fax:  

E-Mail:  FEIN:  

Is the individual authorized to do business in Illinois?  [  ] YES   [  ] NO 
 
PARTNERSHIP 

If the Proposal is submitted by a partnership, complete the information listed below: 

Firm Name:  Address:  

Phone:  Fax:  

E-Mail:  FEIN:  

Is the partnership authorized to do business in Illinois?  

List each individual or business entity having a beneficial interest directly or indirectly, of more than seven and one half 

(7½%) in the business organization.  

Holding Firms: Where owners are themselves a corporation, LLC, partnership or other business entity, list the business 

eŶtitǇ͛s Ŷaŵe aŶd eaĐh iŶdiǀidual oƌ ďusiŶess eŶtitǇ haǀiŶg a ďeŶefiĐial iŶteƌest diƌeĐtlǇ oƌ iŶdiƌeĐtlǇ, of ŵoƌe thaŶ seǀeŶ 
aŶd oŶe half peƌĐeŶt ;ϳ½%Ϳ iŶ suĐh ͞holdiŶg fiƌŵ͟. ;Use a sepaƌate page if ŶeĐessaƌǇͿ.  
Affiliated Entities: List each individual or business entity having a beneficial interest directly or indirectly of more than 

seven and one half percent (7½%) in any affiliated entities. (Use a separate page if necessary). 

Name Percentage Ownership 

  

  
 

List the names of all managing partners: 
 

 

  
CORPORATION OR LIMITED LIABILITY COMPANY 

If the Proposal is submitted by a corporation or limited liability company (LLC), complete the information listed below: 

Corporate or Company Name:  

Date of Incorporation:  State of Incorporation:  

If incorporated in another State, are you authorized to do business in the State of Illinois?  

Name:  Address:  

Phone:  Fax:  

E-Mail:  FEIN  

List each individual or business entity having a beneficial interest directly or indirectly, of more than seven and one half 

(7½%) in the business organization. (Holding Firms and Affiliated Entities to complete as instructed above).  

Name Percentage Ownership 

  

  
 

List the names of all officers and directors/managers: 
 

 



 

 

 

 

REQUIRED FORM B – STATEMENT OF BUSINESS ORGANIZATION 

 

PROJECT DESCRIPTION: McCormick Place Ushering and Ticket Taking Services - Arie Crown Theaters 

PROJECT NUMBER: #S2016-07 

CONTRACTOR:  

 

MINORITY AND WOMEN BUSINESS ENTERPRISE PROFILE 

 

Is Proposer a certified minority or woman owned business enterprise? 
 

 [  ] YES 

 [  ] NO 
 

NOTE: If Respondent is certified as a MBE or WBE, please attach copy(s) of all current certifications. 

 

Identify Proposer’s M/WBE status: 
  

 [  ] Minority-Owned Business Enterprise (MBE) 

 [  ] Women-Owned Business Enterprise (WBE) 

 

Certified by: 
 

 [  ] Minority-Owned Business Enterprise (MBE) 

 [  ] Women-Owned Business Enterprise (WBE) 

 [  ] Minority-Owned Business Enterprise (MBE) 

 [  ] Women-Owned Business Enterprise (WBE) 

 [  ] Minority-Owned Business Enterprise (MBE) 

 [  ] Other: _____________________________ 

 

If Proposer’s ĐertifiĐation is pending, ĐheĐk this ďoǆ [  ]. 
 

Identify Agency certification is pending with: ____________________________________      

 

Please attach a copy of the letter from the Agency verifying that certification is pending.  
  

  

  



 

 

REQUIRED FORM C – STATEMENT OF QUALIFICATIONS 

 

PROJECT DESCRIPTION: McCormick Place Ushering and Ticket Taking Services - Arie Crown Theaters 

PROJECT NUMBER: #S2016-07 

CONTRACTOR:  

 

Proposer must furnish all of the following information relative to its ability, experience, and financial resources available 

for the fulfillment of the Contract. 

 

1. The number of consecutive years that Proposer has been engaged in the business under the present firm name.                   

 

           Number of consecutive years at this location: ___________.         

 

 Date when business was organized ___________________. 

 

2. List all pertinent organizations and associations of which Proposer is currently a member: 

 

              

 

             

 

3.   Provide the overall ratio of managers to personnel.          

 

4.   List below two (2) references: 

 

 A. Company Name          

 

  Contact          

 

  Title           

 

  Address           

 

  Telephone          Email address        

 

  Length of Relationship         

 

 B. Company Name          

 

  Contact           

 

  Title           

 

  Address            

 

  Telephone          Email address        

 

  Length of Relationship         

 

 



 

 

5. List below one (1) bank reference: 

 

  Company Name           

 

  Contact           

 

  Title           

 

  Address           

 

  Telephone          Email address        

 

  Length of Relationship         

 

6. Identify all union contracts to which you are a signatory. 

 

              

 

             

 

             

 

7. Has Proposer ever refused to sign a contract?  Y       N        At the original price?  Y__ N ___  

 

 If yes to either question, provide details.          

 

              

 

             

 

8. Has Proposer ever been terminated for cause?               If yes, provide details.       

 

             

 

             

 

9. Has Proposer ever defaulted on a contract?              If yes, provide details.        

 

             

 

             

 

 

10. Has Proposer or any related or affiliated entity ever been adjudged bankrupt, been subject to a receivership or an order 

of reorganization, or other similar action involving the rights of creditors against vendors? If yes, provide details. 

 

             

 

              



 

 

11. Is Proposer or any related or affiliated entity at this time subject to any court order relating to bankruptcy, receivership, 

liquidation, reorganization, or similar relief?  If yes, provide details. 

             

 

             

 

12. Detail any criminal or civil investigation or pertinent litigation pending or that has concluded within the last three (3) 

Ǉeaƌs agaiŶst Pƌoposeƌ͛s oƌgaŶizatioŶ oƌ iŶdiǀiduals ǁithiŶ the oƌgaŶizatioŶ. 
             

 

             

 

13. Has Proposer ever forfeited a performance bond?              If yes, provide details.           

 

              

 

             

 

 

14. IdeŶtifǇ ďeloǁ the Pƌoposeƌ͛s ĐoŶtaĐt peƌsoŶ foƌ puƌposes of ƌespoŶdiŶg to aŶǇ ƋuestioŶs McCormick Place │ SMG may 

have:  

 

 Contact Name      __________     

 

 Title      ________     

 

 Address            

 

 Telephone           Email address        

 

  



 

 

REQUIRED FORM D – INSURANCE REQUIREMENTS 

 
Proposer must provide evidence of the ability to provide insurance coverage as specified in this RFP.   
 
1. The Selected Contractor must procure and maintain, at its own expense, until final completion of the Services covered 
by this Contract and during the time period following final completion if required to return and perform additional Services, for 
any reason whatsoever, the types of insurance specified below, in amounts specified by McCormick Place | SMG 's Risk Manager. 
The Selected Contractor must provide McCormick Place | SMG with certificates of insurance evidencing such coverage prior to 
receiving the contract: 

 
 a.      Commercial General Liability 
 
 Coverage Limit     
 
 General Aggregate $ 2,000,000.00 
 Products Liability/Completed 
 Oper. Aggregate $ 1,000,000.00 
 Each Occurrence $ 1,000,000.00 
 Personal & Advertising Injury $ 1,000,000.00 
 
 If Commercial General Liability or other form with a general aggregate limit is used, the general aggregate limit shall be twice 

the required occurrence limit.  
 
 b. Workers' Compensation and Employer's Liability 
 
 Coverage Limit     
 
 Workers' Compensation    
 Employer's Liability  
   Each Accident $  1,000,000.00 
   Per Employee - Disease $  1,000,000.00 
   Annual Aggregate – Disease                                      $  1,000,000.00 
 
 Workers’ Compensation/ Employer’s Liability policies shall be endorsed to waive  
 the insurer’s right of subrogation against McCormick Place | SMG .    
 
 c. Automobile Liability 
 
 Coverage  Limit     
 
  Bodily Injury and Property Damage 
     Combined - Occurrence                    $ 1,000,000.00 
  Uninsured/Underinsured Motorist - 

Occurrence          $ 1,000,000.00 
 

 This Policy must provide coverage for all owned, non-owned, and hired autos. 
 
 d. Umbrella Coverage                 $ 2,000,000.00  
 
 Coverage must be in excess of Commercial General Liability, Auto Liability and Employers Liability. It must be no more restrictive 

than the primary coverage listed.   
 
 e. Professional Liability                      $ 1,000,000.00               
  Errors & Omissions 
 
 2. All insurance companies must be rated A-VIII or better by the A. M. Best Company.   
 



 

 

 3. Contractor’s assumption of liability is independent from, and not limited in any manner by, the Contractor's insurance 
coverage obtained pursuant to this Contract, or otherwise.  All amounts owed by Contractor to McCormick Place | SMG as a 
result of the liability provisions of the Contract shall be paid on demand. 

 
 4. Contractor expressly understands and agrees that any insurance or self-insurance programs maintained by McCormick 

Place | SMG shall apply in excess of and not contribute with insurance provided by them under the Agreement.  
 

5.  Policies should be written on an occurrence basis with the exception of professional liability coverage.   
 
6. All coverages must contain a Waiver of Subrogation in favor of McCormick Place/SMG. 
 
7. All policies must amend the other insurance clause to be Primary and Non Contributory for any liability arising directly or 

indirectly from the Services.    
  
8. The Metropolitan Pier and Exposition Authority, its trustee, facilities, agents, officers, board members and employees, 

and SMG are named as an additional insured. Additional insured endorsement form ISO form CG 20 11 or CG 20 26 must 
accompany the Certificate of Insurance. 

 
 
9. Subcontractors performing services for the selected contractor shall maintain coverage terms and limits equal to or greater 

than the contractor.    
 
10. If policies are canceled for any reason, immediate notice is required to be given to the Risk Management Department via 

certified mail.  

 
 

McCormick Place | SMG 
301 East Cermak Road 
Chicago, Illinois 60616 

 

 

 
 
 
 



 

 

REQUIRED FORM E – NOTIFICATION OF EXCEPTIONS 

 

The Undersigned understands and agrees that: 

 

PLEASE CHECK ONLY ONE  

 

[ ]  Proposer acknowledges that there are NO EXCEPTIONS to the Form of Agreement, Exhibit I, or any other 

requirements stated in this procurement S2016-07. 

 

Signed:  ____________________________________ 

       

   ____________________________________ 

  (Typed name of signatory) 

 

  As:   ____________________________________ 

    (Relationship to Bidder/Title/etc.) 

 

 

Date:   ____________________________________ 

 

 

 

[ ] Proposer acknowledges that THERE ARE EXCEPTIONS to the Form of Agreement, Exhibit I, including conflicts of 

interest, or any other requirements stated in this procurement S2016-07 and has attached them to this Required Form E 

Notification of Exceptions. 

 

Signed:  ____________________________________ 

       

   ____________________________________ 

  (Typed name of signatory) 

 

  As:   ____________________________________ 

    (Relationship to Bidder/Title/etc.) 

 

 

Date:   ____________________________________ 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

REQUIRED FORM F – SPECIAL CONDITIONS REGARDING MINORITY & WOMEN BUSINESS ENTERPRISES 
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SECTION I.  POLICY STATEMENT AND TERMS 

 

In accordance with the Metropolitan Pier and Exposition Authority Act, 70 ILCS 210/1 et. seq., Section 23.1(b) 
(hereinafter referred to as “Act”); the Authority has adopted and maintains a Business Diversity Program.  
Goals established pursuant to the adoption of such a program include the award of not less than 25% of the 
annual dollar value of all contracts, purchase orders, or other agreements (collectively referred to as 
“contracts”) to minority owned businesses (MBE) and 5% of the annual dollar value of all contracts to women 
owned business enterprises (WBE). 
 
It is the policy of the Authority that a Contractor take affirmative steps to ensure that minority and women 
owned businesses have the maximum opportunity to compete for and perform subcontracts for the supply of 
goods and services.  Further, no contractor shall discriminate against any person or business on the basis of 
race, color, religion, ancestry, age, marital status, physical or mental disability, military discharge status, 
parental status, sexual orientation, national origin, sex or any other protected status in connection with the 
purchase of goods and services or the subcontracting of work required by an agreement awarded by the 
Authority.  
 

SECTION II. DEFINITIONS 
 

For purposes of this Bid or Proposal, the following terms shall have the definitions set forth in this Section II.  
If there is any discrepancy between the definitions set forth in these Special Conditions and the Act, the 
provisions of the Act control. 
 

a. “Area of Specialty” means the description of a MBE or WBE firm’s business which has been determined 
by the Purchasing Manager to be most reflective of the MBE or WBE firm’s claimed specialty or 
expertise. Each MBE and WBE letter of certification must contain a description of the firm’s Area of 
Specialty. This information is also contained in each directory published by the Certifying Entities 
identified in Section III. Credit towards MBE and WBE participation goals on a contract shall be limited 
to the participation of firms performing within their Area of Specialty. 

 
b. “Bid” or “Proposal” means a bid, proposal, or submittal detailing a description of the services or work to 

be provided by the Contractor in response to a bid solicitation, request for proposal, request for 
qualification or task order request issued by SMG. 

 
c.  “Bidder” or “Proposer” means any person or business entity that submits a bid, proposal, qualification 

or submittal that seeks to enter into a contract with SMG, and includes all partners, affiliates and joint 
ventures of such person or entity. 

 
d. “Broker” means any person or entity that fills orders by purchasing or receiving supplies rather than 

out of its own existing inventory and provides no substantial service other than acting as a conduit 
between his or her supplier and his or her customer.   

 
e. “Commercially Useful Function” means responsibility for the execution of a distinct element of the work 

of the contract, which is carried out by actually performing, managing, and supervising the work 
involved, evidencing the responsibilities and risks of a business owner. 

 
f. “Compliance Monitoring System” means the computer-based system established by SMG to monitor 

Contractor compliance in meeting MBE/WBE goals for a contract.  
    

g.  “Consultant” means an expert who is called on for professional or technical advice or opinions. 
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h. “Contract Specific Goals” means the subcontracting goals for MBE and WBE participation established for 
a particular contract. 

 
i.  “Contractor” means any person or business entity that has entered into a contract with SMG as 

described herein, and includes all partners, affiliates, and joint ventures of such person or entity. 
 

j. “Coordinator” means SMG’s Business Diversity Program Coordinator.  
 

k. “Direct Participation” means the total value of payments made to MBE or WBE firms for work that is 
completed in their Area of Specialty directly related to the performance of the subject matter of the 
contract. 

 
l.  “Directory” means a directory of certified minority business enterprises and women business 

enterprises maintained and published by a Certifying Entity.  The Directory identifies firms that have 
been certified as MBEs and WBEs, and includes both the date of the firm’s last certification and the 
Area of Specialty in which the firm is certified. Contractors are responsible for verifying the current 
certification status of all proposed MBE and WBE firms. 

 
m. “Good Faith Efforts” means actions undertaken by a bidder or contractor to achieve a Contract Specific 

Goal in accordance with Section VIII(b). 
 

n. “Joint Venture” means an association of at least one MBE or WBE firm and one or more other firms to 
carry out a single, for-profit business enterprise, for which each Joint Venture partner contributes 
property, capital, efforts, skills and knowledge, and in which the MBE or WBE is responsible for a 
distinct, clearly defined portion of the work of the contract and whose share in the capital 
contribution, control, management, risks, and profits of the Joint Venture are commensurate with its 
ownership interest. 

 
o.  “Manufacturer” means a person or firm engaged in the process of making, fabricating, constructing, 

forming or assembling a product(s) from raw, unfinished, semi-finished or finished materials through a 
direct contract with the Design-builder, Subcontractor, or supplier. 

 
p.  “Minority Business Enterprise” or “MBE” shall be defined in accordance with the Business Enterprise for 

Minorities, Females, and Persons with Disabilities Act, 30 ILCS 575/2.01, et. seq., and means a 
business concern which is at least 51% owned by one or more minority persons, or in the case of a 
corporation, at least 51% of the stock in which is owned by one or more minority persons; and the 
management and daily business operations of which are controlled by one or more of the minority 
individuals who own it.   

 
q. “Regular Dealer” means a firm that meets the definition set forth in Section VII(c).    

  
r. “Special Conditions” means the terms and conditions of SMG’s Business Diversity Program as set forth 

in this document. 
 

s. “Supplier” means a firm who manufactures or fabricates from raw materials or substantially alters the 
materials / supplies; or a firm that is the wholesale/retail distributor of materials or supplies. 

 
t. “Women Business Enterprise” or “WBE” shall be defined in accordance with the  Business Enterprise for 

Minorities, Females, and Persons with Disabilities Act, 30 ILCS 575/2.01, et. seq., and means a 
business concern which is at least 51% owned by one or more females, or, in the case of a 
corporation, at least 51% of the stock in which is owned by one or more females; and the 



 

McCormick Place │SMG  301 East Cermak Road  Chicago  Illinois  60616-2421 

Special Conditions Regarding Minority and Women Owned Businesses 
Schedule A:  Affidavit of Bidder/Proposer Regarding MBE/WBE Commitments 
 

management and daily business operations of which are controlled by one or more of the females who 
own it. 

 
SECTION III. CERTIFICATION 

 

SMG neither certifies nor decertifies a firm’s MBE or WBE status.  Rather, it accepts the current certifications of 
other agencies whose policies and procedures are consistent with the requirements of Section 23.1(b) of the 
Act.  SMG presently accepts certifications from the City of Chicago, Chicago Minority Business Development 
Council, County of Cook, Women’s Business Development Center through a partnership with the Women’s 
Business Enterprise National Council, and the State of Illinois through its Central Management Services 
Division.  Other certifications will be reviewed on a case-by-case basis.  To be eligible for credit towards 
meeting the MBE and WBE goals, a firm must be certified by the time of contract award.   
 
SMG does not make any representation concerning the ability of any MBE or WBE to perform work within the 
firm’s Area of Specialty. It is the responsibility of all Contractors to determine the capability and capacity of 
MBEs and WBEs to satisfactorily perform the work proposed. 
 
Bidder or Proposer must confirm that neither it nor any of its proposed subcontractors have been decertified 
by any of the certifying agencies listed above.  If an MBE or WBE firm loses its certification from any of the 
certifying agencies above during the contract term, the Contractor and the MBE or WBE must immediately 
notify SMG.  SMG has the right to demand the substitution by a certified MBE or WBE or take other 
appropriate action. 
 
SECTION IV. CONTRACT GOALS 

 
SMG has established the following Contract Specific Goals for this contract: 
 

MBE PERCENTAGE WBE PERCENTAGE 

25% 5% 

 
These goals shall apply to the contract, unless Bidder or Proposer requests an appropriate waiver at the time 
of the submission of the Bid or Proposal and such request is granted in writing by SMG.   
 

SECTION V. OBLIGATIONS OF BIDDERS AND PROPOSERS 

 
a. Each Bidder or Proposer must commit to utilize MBE and WBE firms to meet the goals stated above 

relative to the total contract price (inclusive of any and all modifications and amendments).  Evidence 
of such commitment shall be the responsibility of the Bidder or Proposer.  MBE and WBE commitments 
may be met by one or a combination of the following: 

 
1. Bidder or Proposer status as a certified MBE or WBE firm; 

 
2. Subcontracting part of the work to one (1) or more certified MBE or WBE firms; or  
 
3. A joint venture as prime contractor with one (1) or more certified MBE or WBE firms to the extent 

of the MBE and WBE participation in such joint venture; or 
 

4. Purchasing materials or supplies used in performing the contract from one (1) or more certified 
MBE or WBE firms. 
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b. Bidders or Proposers that are unable to meet the goals set forth in Section IV above must request a 

waiver or reduction at the time of Bid or Proposal submission and demonstrate Good Faith Efforts 
pursuant to Section VIII(b) herein; 
  

c. Bids or Proposals may be rejected as non-responsive if: 
 
1. Bids or Proposals do not include a detailed MBE or WBE commitment or a request for a waiver 

accompanied by evidence of Good Faith Efforts; 
 

2. Bidder or Proposer fails to cooperate with SMG requests regarding MBE or WBE participation 
efforts; or 
 

3. False or misleading statements are made regarding MBE or WBE participation.  
 
4. Bidders or Proposers are encouraged to contact the Supplier Diversity Analyst early in the process 

of preparing their Bids or Proposals to obtain assistance identifying qualified and certified MBE and 
WBE firms. Direct requests to: 

 
Alexander Buckles, Supplier Diversity Analyst 

E-Mail: abuckles@mccormickplace.com   

 

SECTION VI. SUBMITTAL REQUIREMENTS 
 

a. Required Documents.  The following documents must be submitted to SMG with the Bid or Proposal: 
 
1. Schedule A:  Affidavit of Bidders or Proposers Commitments.  The Bidder or Proposer must 

complete this form to warrant to SMG the Bidder’s or Proposer’s commitment to use specific 
MBE/WBE firms in performing the contract.  Bidder or Proposer must detail a specific MBE/WBE 
plan on Schedule A and submit it along with the appropriate certification letters for all MBE and 
WBE firms in accordance with Section III. All Bidders and Proposers are required to submit a 
completed Schedule A.  Any Bid or Proposal submitted without Schedule A and the relevant 
supporting documents will be rejected unless SMG deems it appropriate to grant a waiver in 
accordance with Section VIII. 
 

2. Schedule B:  Letter of I ntent.  All MBE/WBE firms that will perform services under the contract 
must complete Schedule B to show the commitment between the Bidders or Proposers and each 
MBE/WBE participant.  MBE and WBE firms that are party to a Joint Venture must also complete 
Schedule B.   

 
3. Schedule C:  Joint Venture Affidavit and Agreement.  All Joint Ventures must complete 

Schedule C.  Where all of the Joint Venture parties are MBE and WBE firms, a copy of the Joint 
Venture agreement and Schedule B are required, but Schedule C is not required. 

 
4. Schedule D-1 and D-2:  Waiver Request and Unavailability Certification.  In the event that 

the Bidder or Proposer has been unable to identify any MBE/WBE firms to participate in the 
contract, Bidder or Proposer must complete these forms to demonstrate its Good-Faith Efforts to 
obtain MBE/WBE participation. 

 
5. Changes.  Once approved by SMG, changes to Bidder or Proposer commitments certified in 

Schedules A- C are prohibited without prior written consent of SMG.  Bidder or Proposer may 
request, in writing, to substitute or add a new MBE or WBE or change the percentages among the 
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MBE/WBE firms identified in Schedule A due to unforeseen circumstances in order to fulfill the 
requirements of the contract.  All such requests are subject to SMG’s written approval, subject to 
the terms of the contract. 

 

SECTION VII. COUNTING MBE/WBE PARTICIPATION TOWARD CONTRACT GOALS 
 

a. Limitations.  MBE and WBE participation generally counts toward MBE and WBE goals according to 
the total dollar value of the goods and services supplied by the certified MBE or WBE firm.  Some 
restrictions to this general rule apply, as follows: 

 
1. Credit toward MBE/WBE commitments is only given for work by firms performing within their 

Area(s) of Specialty as stated in the current letter of certification. Firms acting as brokers are not 
eligible to be counted for credit. 
 

2. If a firm (including wholly-owned MBE/WBE Joint Ventures) is certified as both an MBE and a WBE, 
the Authority will determine whether to count the total dollar value of the contract toward the MBE 
or WBE goal, but not both at once. 
 

3. Only payments to firms performing Commercially Useful Functions under the contract with the 
Authority are counted towards MBE/WBE goals.  Commercially Useful Functions include actually 
performing, managing, and supervising a clear element of the contract.  The amount of work 
subcontracted, industry practices, and other relevant factors are considered. 

 
4. A MBE/WBE subcontractor is presumed not to perform a Commercially Useful Function when it 

subcontracts a significantly greater part of the contract than customary industry practice permits.  
MBE and WBE firms may present evidence to rebut this presumption. 

 
b. Direct Participation.   

 
1. Full credit towards the MBE or WBE commitment may be received for the purchase price of 

materials and supplies if the materials and supplies are wholly consumed in the performance of a 
contract and: 
 
A. The MBE or WBE firm manufactures (i.e., fabricates from raw materials or substantially alters) 

the materials or supplies; or 
 

B. The contract or subcontract with the MBE or WBE firm calls for the firm to furnish and install 
the supplies or materials; or 

 
C. The MBE or WBE firm providing the materials or supplies performs some other Commercially 

Useful Function in the supply process (e.g., the MBE or WBE firm’s Area of Specialty, as stated 
on the letter of certification, is a wholesale/retail distributor of the materials or supplies in 
question).  SMG, in its sole discretion, shall determine whether the MBE or WBE firm performs a 
Commercially Useful Function. 
 

2. If the MBE or WBE subcontracts out any of its work: 
 
A. The full value of the portion of the work subcontracted to other MBEs or WBEs performing work 

in its Area of Specialty may be counted toward the Contract Specific Goals. 
 

B. None of the value of the work that an MBE or WBE subcontracts to a non-certified firm counts 
toward the Contract Specific Goals. 
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C. The fees or commissions charged for providing a bona fide service, such as professional, 

technical, consulting or managerial services or for providing bonds or insurance and assistance 
in the procurement of essential personnel, facilities, equipment, materials or supplies required 
for performance of the Contract, may be counted toward the Contract Specific Goals, provided 
that the fee or commission is determined by SMG to be reasonable and not excessive as 
compared with fees customarily allowed for similar services. 

 
c. Materials and Supplies 

 
1. A Regular Dealer is a firm that owns, operates, or maintains a store, warehouse, or other 

establishment in which the materials, supplies, articles or equipment of the general character 
described by the specifications and required under the contract are bought, kept in stock, and 
regularly sold or leased to the public in the usual course of business.  To be a Regular Dealer, the 
firm must be an established, regular business that engages, as its principal business and under its 
own name, in the purchase and sale or lease of the products in question.  A firm may be a Regular 
Dealer in such bulk items as petroleum products, steel cement, gravel, stone, or asphalt without 
owning, operating, or maintaining a place of business if the firm both owns and operates 
distribution equipment for the products.  Any supplementing of a Regular Dealer’s distribution 
equipment shall be by a long-term lease agreement and not on an ad-hoc or contract by contract 
basis.  Packagers, Manufacturer representatives, or other persons who arrange or expedite 
transactions are not Regular Dealers. 

 
2. A Contractor may count one hundred percent (100%) of its expenditures for materials and supplies 

required under the Agreement and obtained from an MBE or WBE Manufacturer toward its MBE or 
WBE participation goals.   
 

3.  A Contractor may count sixty percent (60%) of its expenditures for materials and supplies required 
under the Agreement and obtained from a MBE or WBE Regular Dealer toward its MBE or WBE 
requirement  

 
d. Joint Ventures 
 
1. A Joint Venture that includes MBE/WBE partners may count towards a Bidder or Proposer’s Contract 

Specific Goals, provided, however, that the MBE or WBE partner(s) must:   
 
A. Be responsible for a clearly defined portion of the contract to be performed; 

 
B. Perform a Commercially Useful Function;  
 
C. Share in the capital contribution, control, management responsibilities, risks and profits of the 

Joint Venture are equal to its ownership interest;  
 

D. Execute the Bid or Proposal along with the other Joint Venture partners;  
 

E. Enter into a written Joint Venture agreement with the other Joint Venture partners that 
specifies the terms and conditions of the relationship between the partners and their 
relationship and responsibilities to the contract, and certifies that all such terms and conditions 
of the Joint Venture agreement are in accordance with Section VII(a)(1)-(3) above.  Roles 
assigned between the Joint Venture partners should require activities that are performed on a 
regular, recurring basis rather than as needed. The roles must also be pertinent to the nature of 
the business for which credit is being sought. 



 

McCormick Place │SMG  301 East Cermak Road  Chicago  Illinois  60616-2421 

Special Conditions Regarding Minority and Women Owned Businesses 
Schedule A:  Affidavit of Bidder/Proposer Regarding MBE/WBE Commitments 
 

 
2. If the conditions set forth in Section VII(d)(1) are met, credit for the Joint Venture will be applied in 

one (1) of the three (3) following manners:  
 
A. If 51% or more of the ownership of the Joint Venture is held solely by MBE firms, or is held 

solely by WBE firms, then the Bidder or Proposer will receive credit for the full amount of the 
contract price towards the MBE or WBE commitment, respectively; or 

 
B. If the Joint Venture includes both MBE and WBE firms, then the commitment to the MBE firm(s) 

will be counted towards the MBE goal, and the commitment to the WBE firm(s) will be counted 
towards the WBE goal; or  
 

C. If the Joint Venture includes only MBE firm(s), or only WBE firm(s), and the MBE or WBE firm(s) 
own less than 51% of the Joint Venture, then the joint venture will be credited with the 
percentage of the contract price committed to the MBE or WBE firm(s). 

 
3. A subcontract agreement between the Joint Venture and the MBE or WBE partner(s) to the Joint 

Venture clearly delineating the role of each firm in the performance of the contract must be 
included with the submission of the Bid or Proposal along with a Schedule A that has been 
completed by the Joint Venture and Schedule B that has been completed by all MBE/WBE firms. 

 

SECTION VIII. GRANT OF RELIEF / REDUCTION OF MBE/WBE GOALS & WAIVER PROVISIONS 
 

The Purchasing Manager shall determine whether the request for a reduction of MBE/WBE goals or waiver 
shall be granted.  Bidder or Proposer may be considered responsive to the terms and conditions of these 
schedules only if a reduction or waiver request is submitted with the final Bid or Proposal submittal. 
 
Failure to submit the request for reduction from the stated goals or waiver, sufficient to support the request 
for a reduction or to support the waiver request with the Bid or Proposal, will cause the Bid or Proposal to be 
found non-responsive by the Purchasing Manager, and the Bid or Proposal will be rejected by the Purchasing 
Manager. 
 

a. Required Documents.  To obtain relief/reduction of MBE/WBE goals, a Bidder or Proposer must 
submit the following: 
 

1. A written request for reduction or waiver from the goals in the form of a signed petition submitted 
on the Bidder’s or Proposer’s letterhead; 
 

2. Copies of the letters on the Bidder’s or Proposer’s company letterhead sent to at least two (2)  
assistance agencies requesting assistance in locating MBE/WBE firms (include also a notarized 
statement certifying that the original of each letter to an assist agency was mailed on the date 
stated in each letter); 
 

3. Completed Schedules D-1 and  D-2:  Unavailability Certification for each MBE or WBE  firm 
contacted for participation in the performance of the Bid or Proposal; and 

 
4. Evidence of Good-Faith Efforts as set forth in Section VIII(b) demonstrating that all required efforts 

were taken to secure certified MBE/WBE firms to meet the goals. 
  

b. Good-Faith Efforts. The following are examples of good-faith efforts.  The list is not intended to be 
exhaustive, and a Bidder or Proposer may present additional information or documentation as 
evidence of its Good Faith Efforts.  SMG will review all such documentation on a case by case basis, 
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but does not guarantee that documentation of the following factors will automatically qualify as Good 
Faith Efforts.  
 

1. Having written affirmative action policies and demonstrating general success in implementing those 
policies. 
 

2. Notifying assistance agencies in writing before Bids or Proposals are due to seek their assistance in 
identifying viable MBE and/or WBEs for specific work on a contract.  (See Section XIV for a list of 
such agencies.). 
 

3. The method, means, and date(s) by which the Contractor timely notified the MBE/WBEs of the 
potential for bidding or participation in the subject contract. 

 
4. Documentation that the information Contractor provided to the MBE/WBEs about plans, 

specifications,  requirements of the contract and scope of services was adequate to facilitate the 
MBE/WBE’s ability to provide a substantive bid response to the Contractor. 

 
5. Evidence that the Contractor selected portions of the work to be performed by an MBE/WBE in 

order to increase the likelihood of participation, including, where appropriate, breaking down 
contracts into smaller, economically feasible units. 

 
6. If the Bidder or Proposer has directly negotiated with MBE and/or WBEs for subcontracts, the 

following items must be reported.  A detailed statement of the efforts made to negotiate in good 
faith with MBE/WBEs showing: 

 
A. The names, addresses and telephone numbers of the MBE/WBEs contacted; 

 
B. A description of the plans and specifications provided to MBE/WBEs; and 

 
C. A detailed statement of the reason(s) agreements with the MBE/WBEs were not possible; 

 
D. A detailed statement of efforts made to select work for an MBE/WBE. 

 
7. Whether the contractor deemed the MBE/WBE as unqualified on a bona fide basis consistent with 

legitimate industry standards. 
 

8. The Bidder and/or Proposer must research MBE and/or WBE involvement beyond customary roles.  
(Affidavits must be submitted stating why MBE/WBE participation was not possible). 
 

9. Assisting MBE and/or WBEs in overcoming participation barriers, for example, by helping firms 
obtain bonding or insurance coverage. 
 

c. Price.  Price alone is not an acceptable reason for rejecting an MBE/WBE subcontractor.  The Bidder or 
Proposer must demonstrate that no MBE and/or WBE offered a reasonable price based on objective 
factors establishing that the quote is excessively costly.  In order to establish that a subcontractor’s 
quote is excessively costly, the Bidder or Proposer must provide the following information: 
 

1. A detailed statement of the work identified for MBE/WBE participation for which Bidder or Proposer 
asserts the MBE/WBE quotes(s) was excessively costly (in excess of 10%). 
 

2. A list of all potential subcontractors contacted for a quote on the relevant work or service to be 
performed by the subcontractors and the prices quoted for the subcontract in question. 
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3. Other documentation that demonstrates to the satisfaction of the Coordinator that the MBE/WBE 

proposals are excessively costly, even though not in excess of 10% than the average price quoted.  
This determination will be based on factors that include, but are not limited to the following: 

 
A. SMG’s estimate for the work under a specific subcontract; 

 
B. The Bidder’s or Proposer’s own estimate for the work under the subcontract; 

 
C. An average of the bona fide prices quoted for the subcontract; 

 
D. Demonstrated increase in other contract costs as a result of subcontracting to the MBE/WBE or 

other firm. 
 

SECTION IX. IMPRACTICABILITY 
 

If SMG, determines that a lesser MBE/WBE percentage goal is appropriate with respect to a particular contract 
subject to competitive bidding or issuance of request for proposals prior to the Bid or Proposal solicitations for 
such contract, Bid or Proposal specifications shall include a statement of such revised standard.  This 
determination may be made in connection with a particular contract, whether before the contract is let for Bid 
or Proposal, during the Bid or Proposal or award process, before or during award of the contract, or during the 
performance of the contract. 
 

SECTION X. RECORD KEEPING 
 

Records of all relevant data must be maintained for at least five (5) years after the work is accepted or the 
contract with SMG ends whichever is later.  SMG shall have access to Contractor's books and records, including 
without limitation payroll records, tax returns and records and books of account, to determine the Contractor's 
compliance with its commitment to MBE/WBE participation and the status of any MBE/WBE performing any 
portion of the contract. This provision shall be in addition to, and not a substitute for, any other provision 
allowing inspection of the Contractor's records by any officer or official of SMG for any purpose.  
 

SECTION XI. REPORTING REQUIREMENTS DURING THE TERM OF THE CONTRACT  
 

The Compliance Monitoring System is available at: https://mpea.diversitycompliance.com.    SMG will set up 
account access for the Contactor and all subcontractors following execution of the contract. 
 
During the term of the contract, Contractor and all subcontractors will be responsible for submitting monthly 
reports to SMG via the Compliance Monitoring System according to the following schedule: 
 

CONTRACTOR 
(PRIME) 

Report all payment activity, including 
non-payments, to subcontractors for the 
prior month 

15th day of each month 

SUBCONTRACTOR 
Confirmation of all payments received 
from prime Contractor 

20th of each month 

 
All subcontract agreements between the Contractor and MBE/WBE firms must contain language requiring the 
MBE/WBE to respond to notifications from SMG requiring the MBE/WBE firms to report payments received 
from a prime or a non-certified firm. 
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SECTION XII. EQUAL EMPLOYMENT OPPORTUNITY 
 

Contractor shall comply with all applicable federal, state, and local Equal Employment Opportunity or Civil 
Rights laws, codes or ordinances, and regulations, and shall require compliance from all subcontractors. 
 

SECTION XIII. SMG’S REMEDIES FOR NON-COMPLIANCE 

Contractor acknowledges and agrees that the terms and conditions of these Special Conditions are material 
terms of the Bid or Proposal and that these Special Conditions including Affidavits A – D shall be incorporated 
by reference into Contractor’s contract.   
 

a. Material Breach.  A material breach of the Special Conditions includes, but is not limited to, the 
following: 

 

1. Contractor’s failure to satisfy the MBE/WBE percentage goals required by the contract. 
 

2. Contractor or subcontractor disqualification as an MBE or WBE when such status was a factor in 
contract award and was misrepresented by the Contractor.  In the event that the Contractor is 
determined not to have been involved in any misrepresentation of the status of the disqualified 
subcontractor or supplier, the Contractor shall seek to discharge the disqualified subcontractor or 
supplier, report such disqualification to the Purchasing Manager, and make every effort to identify 
and engage a qualified MBE/WBE as its replacement.  
 

3. Contractor or subcontractor failure to maintain MBE/WBE certification in good standing with the 
certifying agency.  

 

b. Remedies.  In the event of a material breach by Contractor, SMG may invoke any or all of the 
following remedies.  These remedies are not intended to be exclusive of any other remedies available, 
and every remedy is cumulative and in addition to any other remedy existing now or later at law, in 
equity or under the contract.    
 

1. Rejection of the Bid or Proposal. 
 

2. Termination of the contract.  
 

3. Deem Contractor non-responsive for future contracts with SMG.  
  

4. Debarment of Contractor doing business with SMG. 
 

5. Referral of Contractor to the appropriate certifying and/or law enforcement agency(ies). 
 

6. Withhold payments due to the Contractor until corrective action is taken. 
 

7. Contractor acknowledges that its failure to engage in Good Faith Efforts will harm the operations 
and reputation of SMG, which is difficult to determine and accurately specify.  Accordingly, 
Contractor agrees that if SMG issues a notice to cure to Contractor with respect to Contractor’s 
failure to exercise Good Faith Efforts, Contractor shall pay to SMG Five Thousand Dollars ($5,000) 
as liquidated damages, not as a penalty, for each instance of such failure to cure, and each thirty-
day period thereafter that Contractor fails to establish Good Faith Efforts consistent with the 
requirements of these Special Conditions.  The liquidated damages provided herein shall be in lieu 
of all liability for any and all extra costs, losses, expenses, claims penalties and all other damages of 
whatsoever nature incurred by SMG which are occasioned by any failure of Contractor to establish 
Good Faith Efforts consistent with these Special Conditions.  Any payment due to SMG shall be 
deducted from the next payment due to Contractor under the contract and deposited in SMG’s 
Affirmative Action Commitment Outreach Fund. 
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A. Project I nformation 

RFP Number: RFP Title: 
 

B. Bidder/ Proposer I nformation 

Name of Bidder/Proposer: 
 

I HEREBY DECLARE AND AFFIRM, under penalty of perjury, that  
 
1. I am a duly authorized representative of:                                        (“Prime 

Contractor”); 
 
2. I have personally reviewed information set forth in this Schedule A describing our proposed plan to 

achieve the MBE/WBE requirements of this contract (“Compliance Plan”) and any relevant supporting 
information; 

 
3. I have conducted reasonable due diligence about the accuracy of the information set forth in the 

Compliance Plan; 
 
4. I understand that the Compliance Plan contains material statements upon which SMG will rely as part of 

its decision making regarding Bid or Proposal selection; 
 
5. All MBE/WBE firms included in this Compliance Plan are certified, and that I have attached all letters of 

certification for all MBE/WBE firms including Prime Contractor if applicable; 
 
6. Based on my knowledge and due diligence, this Compliance Plan does not contain any untrue information 

or omit any material fact necessary to make the information contained therein true and complete; and 
 
7. I further declare and affirm that I have read and understand SMG’s Special Conditions Regarding Minority 

and Women Owned Business Enterprises (the “Special Conditions”) and that the organization that I 
represent is in compliance with the Special Conditions.  I further understand that if SMG determines that 
any information provided in the Compliance Plan or any other document submitted to SMG is 
intentionally false or misleading, SMG may pursue any and all remedies at law or equity, including 
without limitation, termination of any and all contracts with my firm, designating my firm as non-
responsible on future bid opportunities, debarment of my firm from doing business with SMG, as well as 
referral of my firm to the appropriate certifying and/or law enforcement agency(ies), and liquidated 
damages. 
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C. Direct Participation of MBE/ WBE Firms 

The Prime Contractor shall, in determining the manner of MBE/WBE participation, first consider involvement 
with MBE/WBE firms as joint venture partners, subcontractors and suppliers of goods and services directly 
related to the performance of this contract. 
 

If Bidder/Proposer is a joint venture and one or more joint venture partners are certified MBE and/or WBE, 
attach copies of certification letters, a copy of Joint Venture Agreement clearly describing the role of the 
MBE/WBE firm(s) and its ownership interest in the joint venture and list all MBE/WBE firms below. 
 

List all MBE/WBE firms directly involved in the performance of this contract, including the Bidder/Proposer if 
MBE/WBE. 
 

Attach certification letters, completed Schedule B for all MBE/WBE firms and additional sheets if necessary. 
 
If awarded a contract by SMG, the Prime Contractor shall enter into formal written agreements with all 
MBE/WBE firms listed in this Section C, within a reasonable amount of time upon Prime Contractor’s 
execution of the contract with SMG.  
 

Name of Firm:  

Select One: 

□MBE   □WBE 

 
Address: 

Phone: Fax: 

Contact Person: Email: 

Dollar Amount of Participation: Percentage of Participation: 

Description of Service or Work: 

 

Name of Firm:  

Select One: 

□MBE   □WBE 

 
Address: 

 
Phone: Fax: 

 
Contact Person: Email: 

Dollar Amount of Participation: Percentage of Participation: 

Description of Service or Work: 
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Name of Firm:  

Select One: 

□MBE   □WBE  

 
Address: 

Phone: 
Fax: 
 

Contact Person: 
Email: 
 

Dollar Amount of Participation: Percentage of Participation: 

Description of Service or Work: 

 

D. Direct Participation of Non-MBE/ WBE Firms 

List all Non-MBE/WBE firms directly involved in the performance of this contract.  Attach additional sheets as 
necessary. 
 

Name of Firm: 
 

Address: 

Phone: Fax: 
 

Contact Person: Email: 
 

Dollar Amount of Participation: Percentage of Participation: 

Description of Service or Work: 

 

Name of Firm: 
 

Address: 

Phone: Fax: 
 

Contact Person: Email: 
 

Dollar Amount of Participation: Percentage of Participation: 
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Name of Firm  
(MBE/WBE): 

Address: 

Phone: Fax: 
 

Contact Person: Email: 
 

Dollar Amount of Participation: Percentage of Participation: 

Description of Service or Work: 

 

E. Declaration and Affirmation 

I do solemnly declare and affirm under the penalties of perjury that the statements made in this Schedule A, 
including the contents of all attachments, are true and correct, and that I am authorized on behalf of the 
Bidder/Proposer to make this Affidavit. 

Signature of Affiant: 

Print Name: Date: 

I F PROPOSI NG AS A JOI NT VENTURE 

Name of Joint Venture Participant: 

Signature of Affiant: Date: 

Print Name: Date: 

 

State of:       County of     

Subscribed and sworn to before me this   day of   , 20  

       

NOTARY PUBLIC                                             (SEAL) 

For Internal Use: Reviewed by: 

Date: 
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A. Project I nformation 

RFP Number: RFP Title: 
 

B. Statement of I ntent 

From (MBE/WBE Firm): 
 

Type of Certification: □ MBE   □ WBE Certifying Entity: 
 

To (Prime Contractor): 
 
and McCormick Place │ SMG 

The undersigned MBE/WBE firm agrees that it intends to perform work in connection with the above-
referenced project, and that: 
 
1. The firm has attached to this Schedule B, a valid certification letter from one the Certifying Entities 

set forth in Section III of the Special Conditions, and if applicable, Schedule C:  Joint Venture 
Affidavit. 

2. The firm is prepared to provide the following services or supply the following goods in connection 
with the above referenced project. Attach additional sheets as necessary. 

Description of Services/Goods to be 
provided: 

Fee/Cost Percentage 

   

   

   

   

3. The firm will be subcontracting a portion of the work described in this Schedule B as set forth below.  
If the MBE/WBE firm will not be subcontracting a portion of the work, 0% must be shown in the 
table.  If more than 10% of the value of the MBE or WBE’s scope of work will be sub-contracted, 
attach a letter from the subcontractor (on subcontractor letterhead) indicating the dollar amount of 
participation and a brief description of the work to be subcontracted.  

 

Type of Firm Percentage 
 

MBE  
 

WBE  
 

or MBE/WBE Firm  
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C. Declaration and Affirmation 

The undersigned MBE/WBE firm and the Bidder/Proposer agree that they will enter into a binding agreement 
to perform the work set forth in this Schedule B for the prices/percentages indicated.  The undersigned firms 
also certify that before making any changes to the work to be provided under this Schedule B, they will notify 
McCormick Place │ SMG.  Any material misrepresentation will be grounds for terminating any contract that 

may be awarded and for initiating action under federal or state laws concerning false statements. 

I  do solemnly declare and affirm under the penalties of perjury that the statements made in this 

Schedule B, including the contents of all attachments, are true and correct, and that I  am 

authorized on behalf of the undersigned to make this Affidavit. 

MBE/WBE Firm: 

Signature of Affiant: Date: 

Print Name: Title: 

IF PROPOSING AS A JOINT VENTURE (Attach Schedule C: Joint Venture Agreement) 

Non-MBE/WBE Firm:   

Signature of Joint Venture Partner: 

Signature of Affiant: Date: 

Print Name: Title: 

 

State of:       County of     

 

Subscribed and sworn to before me this   day of   , 20  

 

       

NOTARY PUBLIC                                             (SEAL) 

 

 

For Internal Use Reviewed By: 

Date: 
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A. Project I nformation 

RFP Number: RFP Title: 
 

 
A Joint Venture is an association of two (2) or more business enterprises to constitute a single business 
enterprise to perform the services required pursuant to the above referenced RFP.  A Joint Venture that 
includes MBE/WBE partners may count towards a Bidder or Proposer’s Contract Specific Goals, provided, 
however, that the MBE or WBE partner(s) must:  (a) be responsible for a clearly defined portion of the 
contract to be performed; (b) perform a Commercially Useful Function; (c) share in the ownership, control, 
management, risks and profits of the Joint Venture; (d) execute the Bid or Proposal along with the other 
Joint Venture partners; and (e) enter into a written Joint Venture agreement with the other Joint Venture 
partners that specifies the terms and conditions of the relationship between the partners and their 
relationship and responsibilities to the contract.  
 
DO NOT complete this form if all joint venture participants are MBE/WBE firms.  Instead, submit a copy of 
the Joint Venture agreement clearly delineating the roles of all participants, Schedule A, Schedule B and 
copies of all valid certification letters. 
 
Joint Ventures must provide requested answers in the spaces provided.  Do not refer to your Joint Venture 
agreement except to expand on answers provided on this form.  If additional space is required, additional 
sheets may be attached. 
 
B. Joint Venture I nformation 

Name of Joint Venture: 
 

Address: 
 

Phone: E-Mail: 
 

Contact Person: 

Attach a copy of the Joint Venture agreement, promissory note or loan agreement (if applicable), and any 
and all written agreements between the Joint Venture participants.  The Joint Venture Agreement must 
include specific details related to: (a) the contributions of capital and equipment; (b) work items to be 
performed by the MBE/WBE’s own forces; (c) work items to be performed under the supervision of the 
MBE/WBE participant; and (d) the commitment of management, supervisory and operative personnel 
employed by the MBE/WBE to be dedicated to the performance of the project. 

List all other business relationships between the Joint Venture participants, including other joint venture 
agreements in which the parties are jointly involved: 
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C. Non MBE/ WBE Joint Venture Participant(s)  

Name of Firm: % Ownership: 
 

Address: 
 

Phone: Fax: 
 

Contact Person: Email: 
 

D. MBE/ WBE Joint Venture Participant(s)  

Name of Firm: % Ownership: 
 

Address: 

Phone: Fax: 
 

Contact Person: Email: 
 

Type of Certification: 
□ MBE           □ WBE 

Certifying Entity: Date: 
 

Area of Specialty: 

 

MBE/WBE initial capital contributions: $                                   % 

Future capital contributions (explain requirements): 

 

 

Source of funds for the MBE/WBE capital contributions: 

 

Specify the MBE/WBE’s share in the profits of the Joint Venture: 

 

Specify the MBE/WBE’s share in the risks of the Joint Venture: 

 

Specify other applicable ownership interests or other agreements, which restrict or limit ownership and/or 
control: 
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E. Control of and Participation in the Joint Venture 

Identify by name and firm those individuals who are, or will be responsible for, and have the authority to 
engage in the following management functions and policy decisions.  Indicate any limitations to their 
authority such as dollar limits and co-signatory requirements. 

Joint Venture check signing: 

 

Authority to enter into contracts on behalf of the Joint Venture: 

 

Signing, co-signing and/or collateralizing loans: 

 

Acquisition of lines of credit: 

 

Acquisition and indemnification of payment and performance bonds: 

 

Negotiating and signing labor agreements: 

 

Management of contract performance (identify by name and firm): 

Task Name Firm 

Purchase of major items or supplies   

Estimating   

Supervision of field operations   

Marketing and sales   

Other (please describe): 
 

  

F. Financial Control of Joint Venture 

Which firm or individual will be responsible for accounting functions relative to the Joint Venture’s business? 

 

Identify the managing partner, if any, and describe the means and measure of the individual’s 
compensation.   

What authority does each party have to commit or obligate the other to insurance and bonding companies, 
financing institutions, suppliers, subcontractors and/or other parties participating in the performance of this 
contract or the work of this project? 
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G. Personnel of Joint Venture 

Please provide information relating to the approximate number of management, administrative, support and non-
management employees that will be required to operate the business and indicate whether they will be employees of 
the MBE/WBE, non MBE/WBE or Joint Venture: 

 Non MBE/WBE MBE/WBE Joint Venture 

Management    

Administrative    

Support    

Hourly Employees    

Identify by name and firm the person responsible for hiring employees for the Joint Venture: 

Are any of the proposed Joint Venture employees currently employees of any of the Joint Venture participants? 
□ Yes           □ No 

If yes, please list the number and positions and indicate which firm currently employees the individual(s): 

Number of employees  Position Employed by 

    
    

H. Additional I nformation  

Please state any material facts or additional information pertinent to the control and structure of this Joint Venture. 

I . Declaration and Affirmation 

I  do solemnly declare and affirm under the penalties of perjury that the statements made in this 
Schedule C, including the contents of all attachments, are true and correct, and that I  am authorized on 

behalf of the undersigned to make this Affidavit. 

MBE/WBE Firm: 

Signature of Affiant: 

Print Name: Date: 

Non - MBE/WBE Firm: 

Signature of Affiant: 

Print Name: Date: 

State of:       County of     

Subscribed and sworn to before me this   day of   , 20  

       

NOTARY PUBLIC                                             (SEAL) 
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A. Project I nformation 

RFP Number: RFP Title: 
 

B. Bidder/ Proposer I nformation 

Name of Bidder/Proposer: 
 

Each time Bidder/Proposer contacts an MBE/WBE that is not ready willing or able to perform the work you 
requested of the firm, for any reason, you must complete this form.  Please have the MBE/WBE complete 
Schedule D-2 Statement of MBE/WBE on the following page. 
 

The undersigned certifies that he/she contacted the following MBE/WBE firms to obtain bids for goods or 
services to be performed for the above referenced project (attach additional sheets if necessary). 
 

Name of Firm: 
 

Address: 

Phone: Fax: 
 

Contact Person: Email: 
 

Reason MBE/WBE was unavailable to work on this project or prepare a bid: 
 
 
 
 
 

Name of Firm: 
 

Address: 

Phone: Fax: 
 

Contact Person: Email: 
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C. Declaration and Affirmation 

I  do solemnly declare and affirm under the penalties of perjury that the statements made in this 

Schedule D-1, including the contents of all attachments, are true and correct, and that I  am 

authorized on behalf of the undersigned to make this Affidavit. 

Signature of Affiant: Date: 

Print Name: Title: 

 

State of:       County of     

 

Subscribed and sworn to before me this   day of   , 20  

 

       

NOTARY PUBLIC                                             (SEAL) 

 

For Internal Use Reviewed By: 

Date: 
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A. Project I nformation 

RFP Number: RFP Title: 
 

B. MBE/ WBE Statement 

Name of MBE/WBE Firm: 

Bidder/Proposer Name: 

The undersigned certifies that:  

1. The above named MBE/WBE firm was offered an opportunity to bid on the above – referenced project 
by the above named Bidder/Proposer. 

2. The MBE/WBE firm is unavailable to perform the services or prepare a bid for the following reason: 

 

D. Declaration and Affirmation 

I  do solemnly declare and affirm under the penalties of perjury that the statements made in this 

Schedule D-1, including the contents of all attachments, are true and correct, and that I  am 

authorized on behalf of the undersigned to make this Affidavit. 

Signature of Affiant: Date: 

Print Name: Title: 

 

State of:       County of     

Subscribed and sworn to before me this   day of   , 20  

 

       

NOTARY PUBLIC                                             (SEAL) 

For Internal Use Reviewed By: 

Date: 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

 

REQUIRED FORM G – PROPOSED PRICING 

 

 

 
Proposer must provide hourly billing rates, to McCormick Place | SMG, corresponding to the specific personnel listed below: 

 
 

POSITION Regular OT *Holiday 

House Manager  $ $ $ 

Supervisor 
(Administrative / Operative) 

$ $ $ 

Service Staff 
(Ushers and Ticket Takers) 

$ $ $ 

 

 

*HolidaǇs aƌe defiŶed as Neǁ Yeaƌ͛s DaǇ, Meŵoƌial DaǇ, Fouƌth of JulǇ, Laďoƌ DaǇ, ThaŶksgiǀiŶg DaǇ aŶd Christmas Day. 

 

Proposers shall provide all hourly rates for each positions utilized to perform the Scope of Services on this Required Form 

G – Proposed Pricing and Fee Structure.  The hourly rates quotes per position shall cover all costs for wages, benefits, 

fees, iŶsuƌaŶĐe, fƌiŶge ďeŶefits, eƋuipŵeŶt, ŵisĐellaŶeous Đhaƌges, aŶd CoŶtƌaĐtoƌ͛s pƌofit aŶd iŶĐideŶtal Đosts foƌ 
providing Ushering & Ticket Taking Services.  MCCORMICK PLACE | SMG will not accept additional allowances or separate 

charges. 

 

  



 

 

EXHIBIT I – FORM OF AGREEMENT 

 

[INSERT CONTRACTOR NAME] 

[INSERT CONTRACT DESCRIPTION] 

[INSERT CONTRACT NUMBER] 

 

 THIS AGREEMENT ;togetheƌ ǁith the Eǆhiďits attaĐhed heƌeto, the ͞AgƌeeŵeŶt͟Ϳ is dated as of the [insert day] 

day of [insert month], [insert year] ;͞EffeĐtiǀe Date͟Ϳ ďǇ aŶd ďetǁeeŶ “MG, a PeŶŶsǇlǀaŶia geŶeƌal paƌtŶeƌship, ǁith aŶ 
addƌess at ϯϬϭ East Ceƌŵak ‘oad, ChiĐago, IlliŶois ϲϬϲϭϲ ;͞“MG͟Ϳ, aŶd [insert Contractor], a(n) [State and Type of Entity] 

whose current address is [insert address of Contractor] ;the ͞Contractor͟Ϳ. 
 

BACKGROUND 

 

The Metropolitan Pier and Exposition Authority, a unit of local government, political subdivision, body politic and 

municipal corporation organized and eǆistiŶg uŶdeƌ IlliŶois laǁ ;͞OǁŶeƌ͟Ϳ oǁŶs the MĐCoƌŵiĐk PlaĐe® Complex (the 

͞FaĐilitǇ͟Ϳ loĐated at ϮϯϬϭ “outh Lake “hoƌe Dƌiǀe, ChiĐago, IL  ϲϬϲϭϲ.  OǁŶeƌ has ƌetaiŶed “MG to aĐt as OǁŶeƌ͛s ageŶt 
for the operation of the Facility.  Contractor is prepared to provide the Services for SMG as more particularly described 

herein, in accordance with the terms and conditions set forth in this Agreement.    

 

NOW, THEREFORE, in consideration of the foregoing and the mutual promises, covenants, and agreements herein 

contained, the parties hereto, intending to be legally bound, hereby agree as follows:   

 

1. Contract Documents.  The Contract shall be deemed to include this document and the following exhibits and 

attachments, all of which are incorporated into and made a part of this Contract as the Contract Document.  In 

the event of a conflict between this document and any Exhibit, the provisions of this document shall control.  The 

Exhibits are as follows: 

 

Exhibit 1 – Scope of Services 

Exhibit 2 – Pricing 

Exhibit 3 – Insurance Requirements 

Exhibit 4 – Request for Proposals (RFP) document 

Exhibit 5 – Special Conditions Regarding Minority and Women Business Enterprises 

 

2. Term. This Contract begins on the Effective Date and shall remain in effect, unless earlier terminated pursuant to 

Section 18 hereof, until [insert contract expiration date]. SMG shall have the option to extend any expiration date 

for a period of [insert renewal term] by giving no less than thirty (30) days prior written notice to Contractor.  In 

each such event, the terms of this Agreement during the then current term shall be the terms for the renewal 

term, unless SMG and Contractor otherwise mutually agree in writing.  

 

3. Scope of Contract.  

 

(a) Description of Services. Contractor shall perform the Services as described in Exhibit 1 attached hereto 

;ĐolleĐtiǀelǇ, the ͞Services͟Ϳ. All oƌdeƌs foƌ “eƌǀiĐes ǁill ďe iŶitiated ďǇ “MG aŶd suďŵitted to CoŶtƌaĐtoƌ 
via a purchase oƌdeƌ ;the ͞Purchase Order͟Ϳ settiŶg foƌth the desĐƌiptioŶ of seƌǀiĐes aŶd deliǀeƌǇ teƌŵs 
of such Services.  All terms and conditions contained in this Agreement shall be deemed incorporated into 

and made a part of each Purchase Order.   

 

(b) Materials. The Contractor shall at all times during this Contract, have all necessary materials in sufficient 

amounts and capabilities and properly maintained, as needed to comply with the terms of this Agreement. 

The Contractor shall use and supply only materials of the highest quality and consistency and, where 

applicable, within budget allowance. Contractor shall identify the source for any materials, to be used at 



 

 

“MG͛s faĐilitǇ as paƌt of the “eƌǀiĐes. CoŶtƌaĐtoƌ shall oŶlǇ use Pƌoǀideƌs appƌoǀed fƌoŵ tiŵe to tiŵe ďǇ 
SMG related to integrity, quality and market rates. SMG shall have the absolute right to review and 

approve such material providers, and may reject any such providers at any time in its sole and unlimited 

discretion. 

 

(c) Equipment. The Contractor shall at all times during this Agreement, have and maintain all necessary 

equipment in sufficient amounts and capabilities, and properly maintained, as needed to perform all 

Services. On signing this Agreement, and subsequent thereto as changes in equipment are made, 

Contractor shall identify the equipment to be used under this Agreement. SMG shall have the right to 

review and approve such equipment, and may require additional or different equipment in the event SMG 

determines, in its sole discretion, that the equipment provided is inadequate in amount, quality or 

capability.  

 

(d) Standard of Care. Contractor shall perform the Services with due care in a manner consistent with 

industry standards for the type of Services provided hereunder.  

 

(e) Contractual Relationship. In performing its Services under this Agreement, Contractor is an Independent 

Contractor and does not and must not act as or represent itself as an agent or employee of SMG.  

 

(f) Time is of the Essence. Contractor shall proceed to perform the Services under the terms of this Contract 

promptly and diligently, in accordance with the Contract Documents.  

 

(g) Additional Services. No change increasing or decreasing the quantity or price of any Services, or change 

from the terms set forth in the Contract Documents for any such shall be made unless previously 

authorized by SMG as required by law, and no claim for extra compensation will be considered unless 

such prior authorization has been obtained.  The Contractor shall not deliver any Additional Services until 

it has received prior written approval from SMG authorizing the Contractor to proceed with such 

Additional Services.  The Contractor acknowledges that Additional Services involving costs may require 

the prior approval of Management. Upon approval of Additional Services by SMG, SMG and the Contractor 

shall execute an amendment to Exhibit 1, or such other portions of this Contract as may be necessary the 

Contract evidencing the Contract of the parties regarding such Additional Services. 

 

4. Standard of Performance. Contractor shall perform all activities as set forth in the Contract Documents with that 

degree of skill, care and diligence customarily required of a professional performing services of comparable scope, 

purpose and magnitude in the Chicago area, and in conformance with the applicable professional standards.  

Contractor shall at all times use its best efforts on behalf of SMG to assure timely and satisfactory rendering and 

deliǀeƌǇ of the ƌeƋuiƌed “eƌǀiĐes.  CoŶtƌaĐtoƌ aŶd all of CoŶtƌaĐtoƌ͛s eŵploǇees oƌ suďĐoŶtƌactors providing 

Services under this Contract shall be qualified and competent in the applicable discipline or industry, shall be 

appropriately licensed as required by law, shall comply with all City of Chicago, State of Illinois, and federal laws 

as applicable and shall conform to the terms of the Contract Documents and this Contract. Contractor remains 

responsible for the professional and technical accuracy of all Services and other deliverables furnished, whether 

by the Contractor or others on its behalf.  No review, approval, acceptance, nor payment for any and all of the 

Services by SMG shall relieve the Contractor from its responsibilities. 

 

5. Approvals.  The Services purchased by SMG are subject to approval by SMG to determine compliance with the 

provisions of this Contract. Provided, under no circumstances shall such approval relieve Contractor from any 

obligation set forth in this Contract, including, without limitations, all obligations mandated by law or industry 

safety requirements, or latent defects.  Further, such approval is for the purpose of determining the quality and 

completeness of the Services, including materials used, and is not for the purpose of determining compliance with 

applicable laws or industry safety requirements.    

 



 

 

(a) Services determined by SMG to be non-compliant with this Contract shall be corrected or replaced within 

five (5) days after notification to Contractor. Payment for any Services ordered hereunder prior to 

inspection and approval shall not constitute acceptance thereof and is without prejudice to any and all 

claims that SMG may have against Contractor. 

 

(b) Services determined by SMG to be compliant with this Contract shall be accepted upon proper 

completion. 

 

6. Shipping. Unless otherwise set forth on Exhibit 1 or any Purchase Order delivered by SMG hereunder, all costs, 

fees, and expenses arising in connection with the delivery and shipment to SMG of Goods furnished in connection 

with the Services shall be borne by Contractor.  Contractor guarantees that all merchandise now being sold or 

delivered to SMG will be, at the time of its delivery as required by this Agreement, packaged, marked, labeled, 

and shipped in accordance with all applicable federal, state, and local statutes, regulations, ordinances, and 

orders.  All shipments must be packed in a manner that will provide for efficient handling and prevent damage in 

transmit.  Goods must conform to the description, quantity, and other specifications set forth in this Agreement. 

 

7. Risk of Loss. The risk for loss shall remain with the Contractor until any Goods that may be required to be delivered 

pursuant to this Contract or the Contract Documents are delivered to SMG in accordance with the terms hereof.  

Contractor shall carry on the work of furnishing and delivering the Goods at CoŶtƌaĐtoƌ͛s oǁŶ ƌisk aŶd eǆpeŶse 
until the same is fully completed and accepted by SMG and shall be solely liable and responsible for the safety 

and security thereof. 

 

8. Contractor Representations and Warranties. Contractor hereby represents and warrants to SMG, and agrees as 

follows: 

 

(a) Contractor warrants that it is fully staffed, equipped, trained and otherwise capable to perform this 

Contract.  Contractor further represents that, by its own independent investigation it has ascertained the 

nature of the “eƌǀiĐes ƌeƋuiƌed, the ĐoŶditioŶs iŶǀolǀed iŶ deliǀeƌiŶg the “eƌǀiĐes, aŶd CoŶtƌaĐtoƌ͛s 
obligations under this Contract.  Contractor is responsible to verify all information furnished by SMG as to 

the correctness and accuracy of that information.  Any failure by Contractor to investigate independently 

and become fully informed will not relieve Contractor from its responsibilities under this Contract; 

 

(b)  Contractor warrants that all Services provided (a) shall be compliant with the standards set forth in Section 

4 hereof, (b) shall comply with all City of Chicago, State of Illinois, and Federal laws applicable to the 

Services, and (c) shall conform to the terms of this Contract.; 

 

(c) The Contractor further warrants that it is either the original manufacturer of any  Goods furnished in 

connection with the Services and is capable of providing genuine parts, assemblies and/or accessories, or 

is capable of transferring and/or assigning original warranties to SMG. SMG may return any nonconforming 

or defective Goods to Contractor or require replacement of the materials at the time the defect is discovered, 

all at the CoŶtƌaĐtoƌ͛s eǆpeŶse.  CoŶtƌaĐtoƌ ŵust ƌeplaĐe aŶǇ ŶoŶĐoŶfoƌŵiŶg oƌ defeĐtiǀe Goods ǁithiŶ teŶ 
;ϭϬͿ daǇs of ŶotifiĐatioŶ fƌoŵ “MG͛s desigŶated ƌepƌesentative.  Acceptance of Goods and Services by SMG 

by payment shall not relieve Contractor of the responsibilities herein;   

 

(d) Contractor warranty shall survive the termination or expiration of this Contract; 

 

(e) Contractor has the full power and authority to enter into this Agreement and perform each of its obligations 

hereunder; 

 



 

 

(f) No litigation or pending or threatened claims or litigation exist which do or might adversely affect 

CoŶtƌaĐtoƌ͛s aďilitǇ to fullǇ peƌfoƌŵ its oďligatioŶs heƌeuŶdeƌ oƌ the ƌights granted by Contractor to SMG 

under this Agreement. 

 

9. Compensation. Contractor shall deliver to SMG an invoice for all requested services covered in this Agreement.  

Contractor shall receive compensation in the amount and schedule as set forth on Exhibit 2.  All invoicing and 

requests for payment shall be in such form and with such documentation as required by SMG.  Under no 

circumstances shall the Compensation exceed the agreed upon pricing set forth in Exhibit 2 without a prior written 

amendment to this Contract.   

 

(a) It is understood that the prices set forth in Exhibit 2 are firm prices for the term of this Agreement.   

 

(b) Most Favored Nations: The Contractor shall provide prices for Services at a rate not greater than the rate 

offered to the State of Illinois or any other unit of local government.  In the event that the Contractor 

agrees to provide Services to the State of Illinois or any other unit of local government at a rate lower than 

that then in effect under this Agreement, Contractor shall offer to adjust the price to SMG accordingly.  

 

(c) The Contractor shall submit invoices for payment to SMG upon delivery of the Services, indicating the 

Services provided and all authorized reimbursable expenses incurred during the preceding month and the 

charges therefore as any approved Additional Services conducted during the preceding billing period.  

 

(i) Payment will be made on the basis of approved invoices and such supporting documentation as 

SMG may require, including, but not limited to: receipted invoices for materials used, certified 

payroll records and any applicable lien waivers releasing SMG from any and all present or future 

liability which accrued or may accrue against SMG on account of the Work covered thereby.  

 

(ii) If SMG objects to all or any portion of any invoice, it shall promptly notify Contractor of its 

objection and both parties shall immediately make every effort to promptly settle the disputed 

portion of the invoice.  In the event the settlement of a disputed portion of an invoice is not 

reached by the date that payment authorization is due, then SMG shall pay only that portion of 

the invoice that is not in dispute. 

 

(iii) Neither the initial payment nor any later progress payment constitutes acceptance of the Services 

or any deliverables provided under this Contract. 

 

(iv) No additional or altered terms and conditions shall be included with the invoice except as are 

permitted and consistent with the terms of the Contract Documents. 

 

(d) Contractor shall be solely responsible to ensure that any of its sub-contractors and consultants are timely 

paid all amounts due them in connection with the performance of this Contract.  After the first partial 

payment under the Contract, SMG may withhold later partial payments until Contractor submits evidence 

satisfactory to SMG that all amounts Contractor owes in connection with performance of this Contract 

have been paid.  Further, SMG is entitled, after giving notice to Contractor, to pay all persons who have 

not been paid the monies due to them in connection with the Contract, whether or not a claim or lien has 

been filed, unless Contractor, within ten (10) calendar days after notice is given either (i) demonstrates to 

“MG͛s ƌeasoŶaďle satisfaĐtioŶ that these sums are not due or (ii) provides SMG adequate security. 

 

(e) Each Party shall have the right to set-off and net against any amounts owed to it by the other Party under 

this Contract, including without limitation any termination payment. 

 



 

 

(f) Payment for Changes. If SMG and Contractor agree to change the Services in accordance with the 

pƌoǀisioŶs set foƌth uŶdeƌ this AgƌeeŵeŶt, aŶd the ĐhaŶge;sͿ Đause aŶ iŶĐƌease oƌ deĐƌease iŶ CoŶtƌaĐtoƌ͛s 
costs of, or time required for, performance of some portion of the Services, than an equitable adjustment 

will be made and the Agreement will be amended. Any claim by Contractor for adjustments under this 

clause must be submitted in writing to SMG within thirty (30) days of receipt by Contractor of the 

notification of chaŶge uŶless “MG gƌaŶts a fuƌtheƌ peƌiod of tiŵe, ǁhiĐh ǁill ďe suďjeĐt to “MG͛s appƌoǀal. 
No change increasing or decreasing the quantity or price of the Services shall be made unless previous 

authorized by SMG, and no claim for extra compensation will be considered unless such prior 

authorization has been obtained.  

 

10. Taxes. The Contract prices include all applicable federal and state taxes in effect as of the Effective Date. The 

acquisition of supplies and materials under this Contract is to be completed in a manner that, to the extent 

peƌŵitted ďǇ laǁ, suĐh puƌĐhase is eǆeŵpt fƌoŵ taǆes, iŶĐludiŶg ŵaŶufaĐtuƌeƌs͛ aŶd ƌetaileƌs͛ state sales aŶd 
occupation taxes. Upon the request of the Contractor SMG shall provide a copy of the appropriate tax exemption 

certificate with respect to such excluded taxes.  

 

(a) If, after the Effective Date, there shall be imposed or charged any tax other than a tax upon the income of 

the Contractor and said imposition or charge shall be made applicable directly on the use, production, 

manufacture, sale, or transportation of the items covered hereby, which is applicable to the Contractor 

because of a specific contractual obligation or by the operation of law, and SMG is not otherwise exempt 

from such tax, then: 

 

(i) The Contract Prices herein stated shall be accordingly adjusted and any amount due to the 

Contractor as a result of the adjustment in such prices shall be charged to SMG and entered upon 

such invoices as a separate item; or, 

 

(ii) At its option, when exempt from the payment of such tax, SMG, in lieu of payment of such 

increase shall furnish to the Contractor appropriate tax exemption certificates or furnish other 

proof of exemption with respect to such tax or charge.  

 

(b) If the Contractor is relieved from the payment of any tax imposed, or portion thereof, included in the 

Contract Prices herein stated, by reason of the decrease or elimination of such tax, the Contractor shall 

promptly submit to SMG a statement showing the amount of such decrease or elimination and the 

Contract Prices herein stated shall be adjusted to reflect such decreases or elimination. 

 

11. Coordination. Contractor shall coordinate its activities with SMG's designated personnel, Contractors, 

Contractors, tenants and customers, if any, so no delays or interference will occur in completion of any part or all 

of SMG's projects or operations. 

 

12. Clean Condition. The Contractor shall, at all times, keep MPEA premises free from accumulations of waste 

materials or rubbish caused by its employees or work and shall remove all its rubbish at the completion of its work 

to the total satisfaĐtioŶ of “MG.  Use of “MG͛s opeŶ ďoǆes is Ŷot peƌŵissiďle.  CoŶtƌaĐtoƌ ŵust pƌoǀide opeŶ ďoǆes 
and/or trucks for hauling of debris as part of their services.  All debris must be hauled off site at the CoŶtƌaĐtoƌ͛s 
expense. 

 

13. Report Review and Audit Privileges. SMG shall have the right, but not the obligation, to inspect all records of the 

Contractor in relation to the Services under this Contract.  Contractor shall make such records reasonably available 

to SMG, including its authorized representatives. Contractor shall keep and preserve, for at least three (3) years 

following the sale of each and every Service hereunder, full and accurate accounting records relating to such 

Service.  Contractor shall give SMG and its designated representatives (which representatives may include, 

without limitation, independent auditors) access to such records during such period of time to review and/or audit 



 

 

the records, from time to time, upon request.  Contractor shall also pƌoǀide, at CoŶtƌaĐtoƌ͛s oǁŶ eǆpeŶse, Đopies 
of all or a portion of the records when so requested by SMG.  In the event any audit conducted by an independent 

auditor demonstrates a variance of more than five percent (5%) on an annual basis in the amount determined by 

such auditor to represent the fair purchase cost of any Service purchased hereunder and the amount actually paid 

to Contractor for such Service, Contractor shall pay to SMG the reasonable cost of such audit.  In any event, 

Contractor shall promptly pay to SMG the amount of any such variance which results in an overpayment by SMG 

to Contractor. 

 

14. Insurance. CoŶtƌaĐtoƌ shall pƌoĐuƌe aŶd ŵaiŶtaiŶ at all tiŵes duƌiŶg the teƌŵ of this CoŶtƌaĐt aŶd at CoŶtƌaĐtoƌ͛s 
expense, the insurance coverage set forth in Exhibit 3 – Insurance Requirements, and shall provide SMG with 

original certificates evidencing the required coverage.  Contractor's insurance policies shall name the following as 

additioŶal iŶsuƌed oŶ all ĐeƌtifiĐates of iŶsuƌaŶĐe:  ͞Metƌopolitan Pier and Exposition Authority, its trustee, 

faĐilities, ageŶts, offiĐeƌs, ďoaƌd ŵeŵďeƌs, eŵploǇees, “MG aŶd CoŶtƌaĐtoƌs͟.  CoŶtƌaĐtoƌ's dutǇ to iŶdeŵŶifǇ 
SMG is independent from, and not limited in any manner by, Contractor's insurance coverage obtained pursuant 

to this Section or otherwise.  

 

15. Wages and Personnel. 

 

(a) Prevailing Wage Act. Wages of laborers, mechanics and other workers employed under this Agreement 

shall be subject to the provisions of the Illinois Prevailing Wage Act, 820 ILCS 130/1 et. seq. 

 

(b) Personnel. Contractor shall assign and maintain, and update as needed, a staff of  competent personnel 

which is fully equipped and qualified to perform the Services required by this Agreement, including 

desigŶatioŶ of the peƌsoŶ oŶ CoŶtƌaĐtoƌ͛s behalf to serve as the day-to-day liaison for contractual matters. 

Provided, SMG shall have the right to review and approve such personnel selections, and may reject any 

such personnel at any time whenever SMG, in its sole and unlimited discretion, determines that such 

personnel is not qualified or otherwise unfit for such work. In accordance with the foregoing, Contractor 

shall, ǁithiŶ thƌee ;ϯͿ daǇs of the effeĐtiǀe date of this AgƌeeŵeŶt, suďjeĐt to “MG͛s appƌoǀal ǁhiĐh shall 
not be unreasonably withheld, appoint a management representative who shall be authorized by Contractor 

to promptly render decisions pertaining to all matters relating to the Services, in order to avoid delay in the 

orderly progress of the Services. 

 

16. Indemnification.  

 

(a) Contractor shall, at its sole cost and expense, indemnify, defend,  and  hold harmless SMG, Owner, and their 

ageŶts, offiĐials, eŵploǇees, aŶd ĐoŶsultaŶts ;iŶdiǀiduallǇ ƌefeƌƌed to as ͞ IŶdeŵŶified PaƌtǇ͟ aŶd ĐolleĐtiǀelǇ 
as, the "Indemnified Parties") against all injuries, deaths, losses, damages, claims, suits, liabilities, 

judgments, costs and expenses, of any kind and nature, including but not limited to reasonable attorney 

fees and expert witness fees, which may in any way accrue against any such Indemnified Party (collectively, 

for purposes of Indemnification, referred to as the "Loss") in consequence of this agreement or the 

performance thereof, or which may in any way result therefrom, whether or not it shall be alleged or 

determined that the Loss arose from (i) CoŶtƌaĐtoƌ͛s failuƌe to ĐoŵplǇ ǁith aŶǇ aŶd all fedeƌal, state, foƌeigŶ, 
local, and municipal regulations, ordinances, statutes, rules, laws, and constitutional provisions applicable 

to Contractor͛s peƌfoƌŵaŶĐe of this AgƌeeŵeŶt; ;iiͿ aŶǇ uŶlaǁful aĐts oŶ the part of Contractor or its officers, 

directors, agents, employees, or subcontractors; (iii) personal or bodily injury to or death of persons or 

damage to the property of SMG or Owner to the extent caused by the negligent acts, errors, and/or 

omissions or the willful misconduct of Contractor or its officers, directors, agents, employees, or 

subcontractors; (iv) personal or bodily injury to or death of persons or damage to the property of SMG, 

Owner or the other SMG Parties as a result of any use or sale of the Goods and/or Additional Goods, whether 

or not the Contractor is the manufacturer of such Goods and/or Additional Goods or, (v) the material breach 



 

 

or default by Contractor or its officers, directors, agents, employees, or subcontractors of any provisions of 

this Agreement. 

 

(b) Contractor shall, at its own expense, appear, defend and pay all charges of attorneys and all costs and other 

expenses arising therefrom or incurred in connection therewith, regardless of the merit of such claim.  If 

any judgment shall be rendered against such Indemnified Party in any such action, Contractor shall, at its 

sole cost and expense, satisfy and discharge the same.  Contractor expressly understands and agrees that 

the insurance required by this Agreement or the other related documents of any Indemnified Party or 

Contractor, or otherwise provided by Contractor or such Indemnified Party shall in no way limit the 

responsibility to indemnify, defend and hold harmless the Indemnified Parties as herein provided. 

 

(c) Contractor͛s defeŶse, iŶdeŵŶifiĐatioŶ aŶd hold haƌŵless oďligatioŶs to aŶǇ IŶdeŵŶified PaƌtǇ ǁill ƌeŵaiŶ 
an affirmative obligation of Contractor unless and until a court of competent jurisdiction finally determines 

otherwise and all opportunities for appeal have been exhausted or have lapsed.   

 

(d) Contractor͛s iŶdeŵŶifiĐatioŶ oďligatioŶ set foƌth heƌeiŶ shall Ŷot ďe liŵited ďǇ a liŵitatioŶ oŶ aŵouŶt oƌ 
type of damages, compensation or benefits payable by or for Contractor under workers' compensation acts, 

workers' occupational disease acts, disability benefit acts, or other employee benefit acts or insurance policy 

coverage.  To the extent permissible by law, Contractor waives any limits to the amount of its obligations to 

indemnify, defend or contribute to any sums due puƌsuaŶt to CoŶtƌaĐtoƌ͛s oďligatioŶs uŶdeƌ this AƌtiĐle, 
iŶĐludiŶg aŶǇ Đlaiŵ ďǇ aŶǇ eŵploǇee of CoŶtƌaĐtoƌ that ŵaǇ ďe suďjeĐt to the Woƌkeƌs͛ CoŵpeŶsatioŶ AĐt, 
820 ILCS 305/1 et. seq., or any other law or judicial decision (such as Kotecki v. Cyclops Welding Corporation, 

146 Ill. 2d 155 (1991)).  The Indemnified Parties, however, do not waive any limitations they have on liability 

uŶdeƌ the IlliŶois Woƌkeƌs͛ CoŵpeŶsatioŶ AĐt, the IlliŶois LoĐal GoǀeƌŶŵeŶt aŶd GoǀeƌŶŵeŶtal EŵploǇees 
Tort Immunity Act, or any other statute. 

 

(e) The provisions set forth in this Section shall survive the termination of his Agreement.  

 

17. Equal Employment Opportunity/Non-Discrimination and Minority and Women Owned Business Enterprise 

Goals.  

 

(a) Equal Employment Opportunity/Non-Discrimination. Throughout the term of this Contract, Contractor 

agrees as follows: 

 

(i) Contractor will comply with the Illinois Human Rights Act, 775 ILCS 5/1-101 et seq., and the rules 

aŶd ƌegulatioŶs of the IlliŶois DepaƌtŵeŶt of HuŵaŶ ‘ights ;͞IDH‘͟Ϳ aŶd all other applicable 

federal, state and local laws, rules and regulations which prohibit unlawful discrimination and 

discrimination based on citizenship status in employment and undertake affirmative action to 

assure equality of employment opportunity and eliminate the effects of past discrimination. 

 

(ii) Contractor, in performing its obligations under this Contract shall comply with the procedures and 

ƌeƋuiƌeŵeŶts of the IlliŶois DepaƌtŵeŶt of HuŵaŶ ‘ights͛ ;IDH‘Ϳ ƌegulatioŶs ĐoŶĐeƌŶiŶg eƋual 
employment opportunities and affirmative action. 

 

(iii) Provide such information, with respect to its employees and applicants for employment, and 

assistance as SMG and the IDHR may reasonably request. 

 

(iv) Contractor shall have written sexual harassment policies that shall include those requirements as 

set forth by the IDHR: 

 



 

 

(v) Contractor will send to each labor organization or representative or workers with which it has or 

is bound by a collective bargaining or other Contract or understanding, a notice advising such 

labor organization or repƌeseŶtatiǀe of CoŶtƌaĐtoƌ͛s oďligatioŶs uŶdeƌ the IlliŶois HuŵaŶ ‘ights 
Act, 775 ILCS 5/1-101 et seq., and the IDHR's rules and regulations.  If any such labor organization 

or representative fails or refuses to cooperate with Contractor in its efforts to comply with such 

Act and rules and regulations, Contractor will promptly so notify the IDHR and SMG, and will 

recruit employees from other resources when necessary. 

 

(vi) Contractor further agrees that it shall not commit an unfair labor practice. 

 

(vii) Contractor shall include, verbatim or by reference, the provisions of this Section in every contract 

it awards under which any portion of its obligations under this Contract are undertaken or 

assumed, so that such provisions shall be binding upon each such sub-Contractor.  Contractor 

shall be responsible and liable for compliance with the pertinent provisions of this Section by such 

sub-Contractors, and, further Contractor shall promptly notify SMG and IDHR if any sub-

Contractor fails or refuses to comply therewith.  In addition, Contractor will not utilize any sub-

Contractor declared ineligible by IDHR or the Illinois Human Rights Commission for contracts or 

subcontracts with the State of Illinois or any of its political subdivisions or municipal corporations. 

 

(viii) In the eǀeŶt of CoŶtƌaĐtoƌ͛s ŶoŶ-compliance with any provision of this Section, the Illinois 

Human Rights Act, or the rules and regulations of IDHR, Contractor may be declared ineligible for 

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

municipal corporations, and this Contract may be canceled or voided, in whole or in part, or such 

other sanctions or penalties that may be imposed or remedies invoked as provided by law. 

 

(b) Minority and Women Business Enterprise Goals.  SMG has adopted and maintains an affirmative action 

pƌogƌaŵ ǁith ƌespeĐt to its ĐoŶtƌaĐts.  The puƌpose of “MG͛s affiƌŵatiǀe aĐtioŶ pƌogƌaŵ is to pƌoŵote the 
aďilitǇ of MiŶoƌitǇ BusiŶess EŶteƌpƌises ;͞MBE͟Ϳ aŶd WoŵeŶ-OǁŶed BusiŶess EŶteƌpƌises ;͞WBE͟Ϳ to haǀe 
the maximum possible opportunity to participate in SMG contracts.  As a minimum, SMG strives to ensure 

that, for Services necessary for the performance of this Contract, 25% of total contract amount is payable 

to MBE firms and 5% of the total contract amount is payable to WBE firms.  Unless and only to the extent 

SMG grants an expressed waiver, Contractor shall comply with the Special Conditions Regarding Minority 

and Women-Owned Business Enterprises, as outlined in Exhibit 5, throughout the term of this Contract. 

 

(i)  Compliance. As paƌt of its ƌeǀieǁ aŶd appƌoǀal of CoŶtƌaĐtoƌ͛s ŵoŶthlǇ paǇŵeŶt ƌeƋuests, “MG ǁill 
ŵoŶitoƌ CoŶtƌaĐtoƌ͛s peƌfoƌŵaŶĐe to ƌeasoŶaďlǇ satisfǇ itself that CoŶtƌaĐtoƌ ǁill ŵeet its 
commitment and use its good faith efforts to achieve the maximum MBE/WBE allocation. In order for 

SMG to ensure that Contractor complies with its MBE/WBE commitment, Contractor shall submit 

certified monthly statements with its invoices that include information on the level and scope of MBE 

and WBE participation in monetary terms as well as a description of the Services provided by each 

MBE and WBE.  

 

(ii) Remedies for Noncompliance. In the event Contractor fails to fulfill its obligations under this Section 

17, SMG shall have available to it appropriate remedies at law or in equity, including the right to 

withhold amounts due to Contractor for any Work until Contractor submits a corrective action plan 

ǁhiĐh has ďeeŶ appƌoǀed ďǇ “MG oƌ deŵoŶstƌates to “MG͛s satisfaĐtioŶ that all good faith effoƌts to 
comply with the goals set forth herein have been exhausted, together with the ability to disqualify 

Contractor from future work that may, from time to time, be undertaken by SMG as well as all 

unfinished Work on the Project.  

 

18. Default and Termination. 



 

 

 

(a) Termination for Convenience. SMG has the right to terminate this Contract, in whole or in part, for any 

reason, including the convenience of SMG, by providing Supplier with written notice specifying the date of 

termination. On the date specified in the notice, this Contract will terminate. SMG will pay Supplier the 

amount earned or reimbursable to it (if any) up to the termination date. After termination, Supplier has no 

further claim against SMG based upon this Contract.  

 

(b) Termination for Cause. This Contract may be terminated if an event of default occurs. The following 

constitute events of default by Supplier: 

 

(i) Refusal of failure to provide sufficient properly skilled workers, adequate supervision, or adequate 

materials and equipment of proper quality;  

 

(ii) Failing in any material respeĐt to deliǀeƌ the Goods aĐĐoƌdiŶg to “MG͛s sĐhedule; 
 

(iii) Causing, by an action or omission, the stoppage or delay of or interference with the services or 

work of any employee or other Supplier or subcontractor; 

 

(iv) Failure to comply with any provision of this Contract or the Specifications described in the IFB, 

including, but not limited to matters pertaining to insurance, indemnification and MBE/WBE use;  

 

(v) Becoming insolvent, making a general assignment for the benefit of its creditors, or having a 

receiver appointed; 

 

(vi) Inability to deliver the Goods under the Contract as a result of insolvency, bankruptcy, or having 

a receiver appointed; 

 

(vii) Conviction in a criminal court or finding of liability in civil court relating to the Goods or involving 

fraud or misconduct adversely affecting any governmental entity;  

 

(viii) Any other acts or omissions specifically identified in this Contract as an event of default. 

 

(c) Curable and Incurable Defaults. Time-sensitive defaults (e.g. failure to meet deadlines) are not curable 

unless SMG, in its sole and absolute discretion extends the deadline; an extension, however, does not relieve 

Supplier of liability for any daŵages “MG suffeƌs oŶ aĐĐouŶt of “upplieƌ͛s failuƌe to ŵeet ƌeƋuiƌed deadliŶes. 
Supplier must cure any default that is not time sensitive within ten (10) calendar days after Supplier is given 

notice of the default in accordance with the terms of this Agreement. In the event a default cannot be 

reasonably cured within ten (10 calendar days after notice, in the sole opinion of SMG, Supplier must begin 

to cure the default promptly within the ten-day period and continue diligent efforts to complete the cure 

until accomplished.  

 

(i)  SMG, in its sole discretion, shall determine whether a default is material and whether it can be 

cured. In the event SMG determines that an event of default can be cured, it shall provide Supplier 

with notice setting for the event of default and cure requirements, including the time period 

permitted for cure. Supplier shall cure any event of default as provided in the notice.  

 

(ii) If Supplier fails to cure a default as provided in the notice, SMG may, at its sole option, declare 

Supplieƌ iŶ default. “MG ǁill giǀe “upplieƌ ǁƌitteŶ ŶotiĐe of the default aŶd “MG͛s teƌŵiŶatioŶ of 
this CoŶtƌaĐt. “MG͛s deĐisioŶ is fiŶal aŶd takes effeĐt ǁheŶ ŶotiĐe is giǀeŶ oƌ suĐh tiŵe as set foƌth 
in the termination notice. Supplier shall discontinue all activities under this Agreement, unless 



 

 

otherwise directed in the notice, and deliver all materials accumulated in performing under this 

Contract, whether completed or in the process, to SMG. 

 

(d) Remedies. In the event of default, SMG may invoke any or all of the following remedies. These remedies 

are not intended to be exclusive of any other remedies available. Rather, every remedy is cumulative and in 

addition to any other remedies, existing now or later at law, in equity or under the Contract. 

 

(i) The right to acquire Goods from an alternate source. Supplier shall pay all additional costs 

incurred by SMG.   

 

(ii) The right to terminate this Contract as to any or all of the Goods yet to be performed effective at 

a time specified by SMG.  

 

(iii) The right to monetary damages. 

 

(iv) The right to deem Supplier non-responsive in future contracts to be awarded by SMG. 

 

(v) The right to take assigŶŵeŶt of aŶǇ oƌ all of “upplieƌ͛s suďĐoŶtƌaĐts aŶd aĐƋuiƌe the Goods, ďǇ 
itself or through others, by whatever method SMG considers expedient. 

 

(vi) The right to set-off against any sums owing Supplier.  

 

(vii)  Such other remedies as permitted by law.  

 

(e) No delay or omission to exercise any right or power occurring upon any event of default impairs the right 

or power nor is it a waiver of or acquiescence in any event of default.  Every right and power may be 

exercised from time to time and as often as SMG considers expedient. 

 

(f) In a court of competent jurisdiction determines that SMG wrongfully terminated Supplier, then the 

termination shall be treated as a termination for convenience. 

 

19. No Damages for Delay. Contractor is not entitled to and must not include charges or claims for damages for any 

delays or hindrances from any cause whatsoever during the progress of any portion of the Services specified in 

this Agreement and agrees to waive any right to bring any claim for excess costs or damages that may be caused 

by delays or hindrances in the performance of the Services, regardless of the nature of the delay or hindrance, 

aďseŶt ďad faith, fƌaud oƌ diƌeĐt toƌtious iŶteƌfeƌeŶĐe ďǇ “MG. If CoŶtƌaĐtoƌ͛s peƌfoƌŵaŶĐe of the “eƌǀiĐes is 
delayed by causes beyond ContƌaĐtoƌ͛s ƌeasoŶaďle ĐoŶtƌol, “MG ŵaǇ eǆteŶd the tiŵe to Đoŵplete the “eƌǀiĐes to 
reflect the extent of the delay (if extension is feasible given the project deadlines and the expectations of public 

performances), provided that Contractor has given SMG written notice within ten (10) days of the beginning of 

the delay. The notice by Contractor must include a description of the reasons for the delay and the steps 

Contractor has taken or will take to mitigate the effects of the delay. SMG does not waive any of its rights by 

permitting Contractor to proceed to complete the Services or any part thereof after the revised completion date. 

 

20. Cooperation. The Parties shall cooperate in good faith to implement the terms of this Contract.  At such time as 

this Contract is terminated or expires, the Parties shall undertake in good faith efforts to assure an orderly 

transition to another Contractor of the Services, if any.  Contractor shall make an orderly demobilization of its own 

operations, provide, uninterrupted, the Services until the effective date of termination or expiration, and 

otherwise comply with the reasonable requests and requirements of SMG in connection with the termination or 

expiration. 

 

21. AuthoritǇ’s ProprietarǇ Rights.  



 

 

 

(a) Names and Logos. Owner owns all rights to the name "Navy Pier," "Navy Pier Chicago," certain Navy Pier and 

McCormick Place likenesses, and to certain logos and service mark(s).  Contractor shall not use the Navy Pier 

or McCormick Place name as part of Contractor's business or trade name, and Contractor shall not use 

Owner's logos or service marks or sell merchandise with the Navy Pier or McCormick Place name or likeness 

or with Owner's logos or service marks without the Owner's express written consent.  Also, Contractor shall 

not permit anyone else to do so. 

 

(b) Sponsorship Program. In addition, Owner has entered into Contracts to grant exclusive sales or advertising 

ƌights ;"“poŶsoƌship CoŶtƌaĐts"Ϳ to ĐeƌtaiŶ pƌoduĐts, ďƌaŶds oƌ seƌǀiĐes ;"OffiĐial BƌaŶds"Ϳ oŶ OǁŶeƌ͛s 
property.  Accordingly, to the extent permitted by law Contractor shall not advertise, promote, or display at 

any competing products, brands, or services at the facilities, including through displays or signs in or on any 

equipment, visible through or on any windows facing onto any part of the facilities or in advertisements, 

promotional material, or displays referring to facilities or utilizing (if Owner has not given its express written 

consent to it) Owner's logos or service marks.  Contractor shall not interfere with Owner's sponsors' events. 

 

22. Confidentiality.  

 

(a) All reports, data or information in any form prepared, assembled or encountered by or provided to Contractor 

under this Contract are confidential, and Contractor shall not disclose these (or make them available) to any 

other individual or organization without the prior written approval of SMG, except as specifically authorized in 

this Contract or as may be required by law.  Contractor shall implement whatever measures are necessary to 

ensure that its staff and its sub-Contractors are bound by these confidentiality provisions. 

 

(b) Contractor shall not issue publicity news releases or grant press interviews, or, except as may be required by law 

during or after the performance of this Contract, disseminate any information regarding its Goods or the project 

to which the Goods pertain without the prior written consent of SMG. 

 

(c) If Contractor is presented with a request for documents by any administrative agency or with a subpoena duces 

tecum regarding any records, data or documents that are in Contractor's possession by reason of this Contract, 

Contractor shall immediately give notice to SMG with the understanding that SMG will have the opportunity to 

contest the process by any means available to it before the records or documents are submitted to a court or 

other third party.  Contractor, however, is not obligated to withhold delivery beyond the time ordered by the 

court or administrative agency, unless the subpoena or request is quashed or the time to produce is otherwise 

extended 

 

23. Changes. No changes to this Contract are effective unless in a written amendment signed by the authorized 

representatives of the parties.  

 

24. Assignment and Subcontracting.   

 

(a) SMG may assign this Agreement upon 30 days written notice to the Contractor. Provided, any assignee shall be 

obligated to provide written acceptance and commitment to be bound by all terms and conditions as set forth 

herein.  Upon such assignment, SMG shall be relieved from any further liability or obligation under this 

Agreement, it being understood that the assignee shall have all of SMG's rights, duties and obligations.  In the 

event of such assignment, the term "SMG" as used herein shall mean the assignee.   

 

(b) Contractor and shall not assign or subcontract this Agreement, or any part thereof, without the prior written 

consent of SMG which consent may be granted, denied or conditioned in the sole, unfettered discretion of SMG. 

 

25. Covenants. Contractor hereby covenants as follows: 



 

 

 

(a) Contractor shall not occupy or use the Facility, nor shall interfere with the activities of the Facility, except as 

is reasonably necessary to perform its obligations hereunder.  

 

(b) Contractor shall not cause or permit any Hazardous Material to be used, stored, or generated on, or 

tƌaŶspoƌted to aŶd fƌoŵ the FaĐilitǇ.  ͞Hazardous Material͟ shall ŵeaŶ, ǁithout limitation, those substances 

iŶĐluded ǁithiŶ the defiŶitioŶs of ͞ hazaƌdous suďstaŶĐes͟, ͞ hazaƌdous ŵateƌials͟, ͞ toǆiĐ suďstaŶĐes͟, oƌ ͞ solid 
ǁaste͟ iŶ aŶǇ appliĐaďle state oƌ fedeƌal eŶǀiƌoŶŵeŶtal laǁ. 

 

(c) Contractor shall not make any alterations or improvements to the Facility without the prior written consent 

of SMG.   

 

(d) Contractor shall not operate any equipment or materials belonging to SMG or Owner without the prior written 

approval of SMG. 

 

(e) No portion of any passageway or exit at the Facility shall be blocked or obstructed in any manner whatsoever, 

and no exit door or any exit shall be locked, blocked, or bolted while the Facility is in use.  Moreover, all 

designated exitways shall be maintained in such manner as to be visible at all times. 

 

26. Accuracy and Update of Information. In connection with this Agreement, Contractor has furnished and will 

continue to furnish various certifications, affidavits and other information and reports.  Contractor represents that 

any such material and information furnished in connection with the IFB or this Agreement is truthful and 

complete.  Contractor shall promptly update such material and information to be complete and accurate as 

needed due to events or changes occurring after the date of this Agreement.  

  

27. Notices.  Any notice, consent, or other communication given pursuant to this Agreement shall be in writing and 

shall be given by e-mail, by personal delivery, by United States registered or certified mail, or by a courier service 

with all delivery and postage charges paid. A notice shall be considered effective either (i) when delivered 

personally or via e-mail to the party for whom intended, (ii) upon delivery by an overnight courier service that is 

generally recognized as reliable, and the written records maintained by the courier shall be prima facie evidence 

of delivery, or (iii) on delivery (or attempted delivery) by certified or registered mail, return receipt requested, 

postage prepaid, as of the date shown by the return receipt; in any case addressed to such party as set forth below 

or as a party may designate by written notice given to the other party in accordance herewith. Any such 

communication intended for SMG shall be addressed: 

 

McCormick Place | SMG 

301 East Cermak Road 

Chicago, Illinois 60616 

Attention: Debbi L. Lyall, Buyer/Procurement Specialist 

E-Mail: dlyall@mccormickplace.com  

 

 With a copy to:  SMG 

    300 Four Falls Corporate Center Conshohocken State Road 

    West Conshohocken, Pennsylvania 19428 

    Attention: Executive Director of Operations 

 

 Any such communication intended for Contractor shall be addressed to: 

 

    [Insert Successful Proposer] 

    Address 

    City, State, Zip 

mailto:hbarker@mccormickplace.com


 

 

    Attention: 

    E-Mail:  

 

 

28. Construction of this Agreement.  

 

(a) Compliance with Laws.  

 

(i) Contractor shall at its own expense comply with all federal, state and local laws, codes, ordinances 

and regulations applicable to this Contract and the Services whether by reason of general law or the 

specific Services required.  Contractor shall pay all contributions, premiums, or taxes of whatever 

nature (including any interest or penalties) that are required of it under any federal, state or local laws 

arising out of the performance of this Contract.  

  

(ii) Contractor shall comply with applicable licenser or permit requirements and hold SMG harmless 

against any liability in connection with licenser, permitting, or taxes.  Contractor shall obtain and pay 

for all permits, licenses, and fees which may be necessary for the prosecution and completion of its 

duties and obligations under the Contract, including royalties for playing, using, or delivering the 

Services.  To the extent required, Contractor shall be duly licensed to operate in Chicago, Illinois.  

Contractor is liable to SMG for all losses, expenses, including attorneys fees, attributable to any acts 

of commission or omission by Contractor, its employees and agents, and sub-Contractors resulting 

from failure to comply with any federal, state or local laws, codes, ordinances or regulations including, 

but not limited to, any fines, penalties, or corrective measures. 

 

(b) Applicable Law/Venue. This Contract shall be governed by the laws of the State of Illinois. Any suit regarding 

this Contract or any alleged breach thereof shall be brought only in courts located in Chicago, Illinois, and the 

parties consent to the jurisdiction and venue of the courts located in the County of Cook, State of Illinois.  

 

(c) Independent Contractor; No Partnership.  SMG and Contractor shall each be and remain an independent 

contractor with respect to all rights and obligations arising under this Agreement.  Nothing herein contained 

shall make, or be construed to make, SMG or Contractor a partner of one another, nor shall this Agreement 

be construed to create a partnership or joint venture between and of the parties hereto or referred to herein. 

 

(d) Singular and Plural.  Whenever the context shall so require, the singular shall include the plural, and the plural 

shall include the singular.  

 

(e) Entire Agreement.  This Agreement constitutes the complete and entire agreement between SMG and 

Contractor, and supersedes any and all other communications or agreements, whether written or oral, 

between the parties hereto relating to the subject matter hereof.  

 

(f) Force Majeure. If any casualty or unforeseeable cause beyond the control of SMG, including, without 

limitation, acts of God, fires, floods, epidemics, quarantine restrictions, strikes, failure of public utilities, or 

unusually severe weather, prevents the performance of this Agreement by SMG, SMG is hereby released by 

Contractor from any damage so caused thereby. 

 

 

 

(g) Severability and Waiver. 

 

(i)  The partial or complete invalidity of any one or more provisions of this Contract shall not affect the 

validity or continuing force and effect of any other provision.  If any provision is invalid, in whole or in 



 

 

part, the provision shall be considered reformed to reflect the intent thereof to the greatest extent 

possible consistent with law. 

 

(ii) The failure of either party to insist, in any one or more instances, upon the performance of any of the 

terms, covenants, or conditions of this Contract, or to exercise any right herein, shall not be construed 

as a waiver or relinquishment of such term, covenant, condition or right as respects further 

performance. 

 

(h) Interpretation. Headings of this Contract are for convenience of reference only and do not modify, define or 

limit the provisions thereof.  Words of any gender shall be deemed and construed to include correlative words 

of the other genders.  Words importing the singular number shall include the plural number and vice versa, 

unless the context shall otherwise indicate.  All references to any exhibit or document shall be deemed to 

include all supplements and/or amendments thereto entered into in accordance with the terms of this 

Contract.  All references to any person or entity shall be deemed to include any person or entity succeeding 

to the rights, duties and obligations of such person or entity in accordance with the terms of this Contract. 

 

 

 

IN WITNESS WHEREOF, this Agreement has been duly executed by the parties hereto as of the day and year first 

written above. 

 

SMG, AS AGENT FOR MPEA, OWNER OF   [INSERT SUCCESSFUL PROPOSER]  

MCCORMICK PLACE,  

301 EAST CERMAK ROAD,  

CHICAGO, ILLINOIS 60616 

 

By:   By:       

 

Name:  Name:       

 

Title:               Title:       

 

Date:       Date:     

 



 
 
 
 
 
 
 

USHER ORIENTATION 

 

 WELCOME 

 

 TYPES OF EVENTS AT THE ARIE CROWN 

 Plays, concerts and other public events. 

 Graduations. 

 Corporate meetings. 

 Private events. 

 

 USHER RESPONSIBILITIES 

 Be on time!!! 

 Proper attire, equipment and grooming. 

 Be friendly, professional and offer to help. 

 Reporting to your supervisor. 

 

 FAMILIARITY WITH THE VENUE AND FACILITIES 

 Walk through tour. 

 Entrances and exits. 

 Stairways and elevators. 

 Restrooms. 

 Lobby spaces. 

 Evacuation routes and procedures. 

 

 SECURITY AND LIFE SAFETY 

 Fire code. 

 Evacuation routes and procedures. 

 Where do go and what to do in an emergency. 

 Security personnel. 

 Arguments and fighting. 

 

 DEALING WITH OUR PATRONS 

 Rules and policies. 

 Theater admission. 

 Tickets, passes and badges. 



 Scanners. 

 General Admission vs. Reserved Seating. 

 Common issues. 

 Mobility impaired patrons and escorts. 

 ՟Hold OՍՌՋՠ 
 Accidents and injuries. 

 What is / is not allowed. 

 Food and drink. 

 Photography / recording. 

 Baby strollers. 

 Smoking / drinking. 

 Weapons. 

 

 EXPECTING THE UNEXPECTED 

 The nature of live theatrical events. 

 Every show is different. 

 What is happening in the lobby? 

 

 QUESTIONS 

 

 THANK YOU! 



THEATER ACCIDENT REPORT T    H    E    A    T    E    R

R

T    H    E    A    T    E    R

R

Please print legibly.  Be as complete, detailed and accurate as possible. 
 

NAME:___________________________________________________________________________ 
 
ADDRESS: _______________________________________________________________________ 
 
CITY/STATE/ZIP: __________________________________________________________________           
 
TELEPHONE:  ____________________________________________________________________ 
 
DATE / TIME OF INJURY: ___________________________________________________________ 
 
ATTENDED TO / REPORTED BY: ____________________________________________________ 
 
LOCATION INJURY TOOK PLACE: ___________________________________________________ 
 
EXPLANATION: (Be as detailed as possible) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
WAS EMS CALLED?   YES        NO 
 
IF YES, TIME EMS WAS CALLED ______________      TIME EMS ARRIVED _________________ 
 
WERE MEDICAL SERVICES RENDERED?   YES        NO 

 

ADDITIONAL NOTES:  _____________________________________________________________ 

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________

________________________________________________________________________________ 

 

REPORT ALL ACCIDENTS IMMEDIATELY AND WRITE REPORT.  GIVE THE REPORT TO THE 

THEATER MANAGER. 





HOUSE MANAGEMENT REPORT
Please print legibly.  Be as complete, accurate and detailed as possible. 

Event: Day / Date:

Scheduled Start Time:

Lobby Doors Open Time: Outdoor Temperature:         º

House Doors Open Time: Weather Conditions:

Curtain Up Time:

Intermission Start Time: Intermission End Time:

Curtain Down Time: Attendance (if known):

By: Scanner report   Stub Count   Other:

Lobby Cleared Time: Balcony: Open   Closed

Lobby Doors: Closed Latched Locked Time:

House Doors: Closed Latched Locked Time:

House Manager:

House Notes:

Patron's Comments: Use reverse of this form or additional paper if needed.

Maintenance Notes: Use reverse of this form or additional paper if needed.  Give detailed location information if available.

Miscellaneous Notes: Use reverse of this form or additional paper if needed.  What other issues should be noted?

ACT Lobby: Photo Booths         Merchandise Counters      Other: 

Times Open / Closed:

Outer Lobby: Bars    Food Concessions  (Please list:)      

Times Open / Closed:

Outer Lobby: Other (Please list:)         

Times Open / Closed:

(Please note any items reported lost with description and seat location.) Report attached 
(Please fill out Security Form for any Found Item.) Report attached 

(Please fill out Accident Report Form for any injury or illness.) Report attached 

T    H    E    A    T    E    R

R

T    H    E    A    T    E    R

R
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506   5
05

420  419  418  417  416  415  414  413  412  411  410  409  408  407  406  405  404  403  402  401

U

U

420  419  418  417  416  415  414  413  412  411  410  409  408  407  406  405  404  403  402  401

V

V

420  419  418  417  416  415  414  413  412  411  410  409  408  407  406  405  404  403  402  401

W

W

420  419  418  417  416  415  414  413  412  411  410  409  408  407  406  405  404  403  402  401

X

X

320  319  318  317  316  315  314  313  312  311  310  309  308  307  306  305  304  303  302  301U U

320  319  318  317  316  315  314  313  312  311  310  309  308  307  306  305  304  303  302  301V V

320  319  318  317  316  315  314  313  312  311  310  309  308  307  306  305  304  303  302  301W W

320  319  318  317  316  315  314  313  312  311  310  309  308  307  306  305  304  303  302  301X X

220  219  218  217  216  215  214  213  212  211  210  209  208  207  206  205  204  203  202  201

U

U

220  219  218  217  216  215  214  213  212  211  210  209  208  207  206  205  204  203  202  201

V

V

220  219  218  217  216  215  214  213  212  211  210  209  208  207  206  205  204  203  202  201

W

W

220  219  218  217  216  215  214  213  212  211  210  209  208  207  206  205  204  203  202  201

X

X

120  119  118  117  116  115  114  113  112  111  110  109  108  107  106  105  104  103  102  101

U

U

120  119  118  117  116  115  114  113  112  111  110  109  108  107  106  105  104  103  102  101

V

V

120  119  118  117  116  115  114  113  112  111  110  109  108  107  106  105  104  103  102  101

W

W

120  119  118  117  116  115  114  113  112  111  110  109  108  107  106  105  104  103  102  101

X

X

116   115

118   117

120   119

Total Seats:   741Section 10:   Rows A - P

Total Seats:   330Section 13:   Rows HH - LL

Total Seats:   718Section 11:   Rows Q - Z

Total Seats:   585Section 12:   Rows AA - GG

Main Floor

Total Seats:   412Section 22:   Rows U - Y

Total Seats:   406Section 20:   Rows A - F

Total Seats:   360Section 21:   Rows G - K

Total Seats:   643Section 22:   Rows L - T

Balcony

Total Seats:   36Section 14:   Rows A - J

Box Seats

Total Seats:   36Section 15:   Rows D - M

Box Seats


