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FOUR RIVERS SANITATON AUTHORITY 
REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAIILING SERVICE 

Date: April 25, 2025 

Name of Proposing Firm:  __________________________________________________ 

Address:  _____________________________________________________________  

City:  _________________________________ State: ___________ Zip: ___________ 

Phone:  ___________________________ Fax:  _______________________________ 

Email:  _________________________________ 

Proposal Due Date and Time: 4:00 p.m., May 30, 2025 
Proposals will be accepted until the specified due date and time.  Any proposal delivered 
after the due date and time will be refused.  
Mandatory Pre-Proposal Meeting: N 
Performance Bond: N 
Bid Bond: Y 
Prevailing Wage: N 

PLEASE MARK THE RETURN SEALED ENVELOPE: 
1. Proposal Due Date and Time
2. Title of Job
3. Proposal Number

SEND PROPOSALS TO: 
Four Rivers Sanitation Authority 
3501 Kishwaukee Street 
Rockford, IL 61109   

If the proposer chooses to hand-deliver their proposal, it must be deposited in the Bid Box in the 
main lobby or handed to the Customer Service receptionist of the Graceffa Administration 
Building, 3501 Kishwaukee Street, Rockford, IL 61109, between the hours of 8:00 A.M. and 4:00 
P.M., Monday through Friday, except for holidays.

PROPOSALS WILL NOT BE ACCEPTED BY FAX OR EMAIL. 

The Illinois Department of Human Rights registration number must be provided with the 
proposal on the proposal due date.  

Proposal results are available after contracts are awarded at the Regular Meeting of the 
Board of Trustees, held on the fourth Monday of the month.  Please call 815-387-7425 or visit 
fourrivers.illinois.gov 

FOR R
EVIEW PURPOSES O

NLY
 - N

OT TO BE U
SED FOR PROPOSAL S

UBMISSIO
N



2 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
SECTION I 

NOTICE 
 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

FOR R
EVIEW PURPOSES O

NLY
 - N

OT TO BE U
SED FOR PROPOSAL S

UBMISSIO
N



3 
 

I 
NOTICE 

FOUR RIVERS SANITATION AUTHORITY 
REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 

   
Four Rivers Sanitation Authority (Four Rivers, FRSA, Authority) will receive sealed and signed 
proposals for Bill Printing & Mailing Service. Proposals must be submitted to the Four Rivers 
Sanitation Authority Graceffa Administration offices located at 3501 Kishwaukee Street, 
Rockford, Illinois 61109 until 4:00 p.m. May 16, 2025. 
 
The scope of this service is to provide a printing and mailing solution for utility billing. Services 
include, but are not limited to, printing, folding, sorting, inserting, sealing, validating, preparing, 
transporting, mailing and reporting. 
 
Each proposal must be accompanied by cash or a certified or bank cashier's check on a 
solvent bank or trust company, drawn to the order of the Four Rivers Sanitation Authority, or 
an acceptable Bid Bond on the form attached, in an amount not less than ten percent (10%) 
of the total bid price. This sum is a guarantee that, if the bid is accepted, a contract will be 
entered into. 
 
Copies of the RFP for review purposes only are available through the Four Rivers Sanitation 
Authority website: fourrivers.illinois.gov. Proposal documents for submittal are available by 
contacting Purchasing at purchasing@fourrivers.illinois.gov or (815) 387-7425.   
 
Four Rivers Sanitation Authority reserves the right to reject any or all proposals, or any part 
thereof, or to accept any or all proposals, or any part thereof, or to waive any formalities in any 
proposals, deemed in the best interest of the Four Rivers Sanitation Authority. 
 
No proposal is to be withdrawn without the consent of the Authority for sixty (60) days after 
the proposal due date. 
 
The Authority will confirm any award decision in writing to the successful proposer. 
            

  
 Lisa Mittel 
 Assistant Director of Management Services 
 Four Rivers Sanitation Authority 
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II 
GENERAL SPECIFICATIONS AND INSTRUCTIONS 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICES 

 
2.1 Important Dates 

• Proposal Release Date: April 25, 2025 
• Last Day to Receive Proposer Questions: May 16, 2025 
• Last Day to Issue Addenda: May 23, 2025       
• Proposal Due Date: May 30, 2025  
• Interviews: Tentative      
• Anticipated Award Date: June 23, 2025    

2.2 Proposal Preparation 
Where applicable, the respondent must submit their proposal on the forms the Authority 
provides in this document. The respondent must complete all applicable blanks. 
Respondents may submit additional information as they believe necessary on their 
stationery, under the signature of the authorized representative who completes this 
document's forms. 
If this Request for Proposals contains inconsistencies or contradictions between sections, 
Section III - Detailed Specifications supersede Section II - General Specifications, which 
supersede Section I - Notice. No warranty is made or implied as to information 
contained in these specifications. 
An authorized officer or individual must sign the proposal. The authorized signature must 
be the individual owner of a proprietorship, a general partner of a partnership, or the 
corporate officer who is authorized to sign for a firm and whose title is affixed.  
All prices and notations must be in ink or typewritten. The respondent may cross out 
mistakes and type corrections adjacent to the point of error. The person who signs the 
proposal must initial such corrections, in ink. If the Authority finds a respondent's entry 
to be illegible, it may, at its sole discretion, reject the proposal. 
2.3  Submission of Proposals 
The Authority will not receive proposals in an electronic format, by e-mail or internet or 
by facsimile. The respondent must return their proposal, clearly marked as “Request for 
Proposal #25-206: Bill Printing & Mailing Service”.  The Authority cannot ensure 
that the sealed proposal will not be prematurely opened if the respondent does not 
properly label their proposal envelope. 
Proposals sent via USPS or other package delivery services should be addressed to: 
 Four Rivers Sanitation Authority 
 3501 Kishwaukee Street 
 Rockford, IL 61109 
If the respondent chooses to hand-deliver their proposal, it must be deposited in the Bid 
Box or handed to the Customer Service receptionist in the lobby of the Graceffa 
Administration Building, 3501 Kishwaukee Street, Rockford, IL 61109, between the hours 
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of 8:00 A.M. and 4:00 P.M., Monday through Friday, except for holidays.   
The Authority cannot represent or guarantee that any information submitted in response to 
the Request for Proposals will be confidential. If the Authority receives a request for any 
document submitted in response to the Request for Proposals, the Authority’s sole 
responsibility will be to notify respondent of a request for such document to allow the 
respondent to seek protection from disclosure in a court of competent jurisdiction. No 
documentation will be provided under FOIA until the contract has been awarded. 
 
2.4 Bid Security 
Each bid must be accompanied either by cash, an original certified or bank cashier’s check 
on a solvent bank or trust company, or a bidder's bond (form attached) from acceptable 
surety, drawn to the order of the Four Rivers Sanitation Authority in an amount of not less 
than ten percent (10%) of the bid price, issued by a surety company licensed to conduct 
business in the State of Illinois and named in the current list of "Surety Companies 
Acceptable On Federal Bonds" as published in the Federal Register by the Audit Staff 
Bureau of Accounts, U.S. Treasury Department. Failure to provide a Bid Security in the 
amount specified will constitute sufficient cause for rejection of the bid. 
 
Within three (3) days after the opening of bids, the bid securities of all but the three lowest 
bidders will be returned. The bid security of the remaining two unsuccessful bidders will 
be returned within three (3) days after the execution of the contract, or, if no such contract 
has been executed, within sixty (60) days after the date of opening of bids. The bid security 
of the successful bidder will be returned only after he has duly executed the contract and 
furnished the required insurance. 
 
2.5 Illinois Department of Human Rights Registration Number 
All proposers, regardless of location, must provide an Illinois Department of Human 
Rights Registration Number with the proposal on the due date. This number must be 
written or typed on the line in the Fair Employment Affidavit of Compliance (included in 
the documents you receive). The following link may be used to access the website where 
the number can be obtained: https://dhr.illinois.gov/public-contracts.html 
2.6 Exceptions 
Exceptions to any part of the requirements stated in this request must be clearly identified 
as exceptions. The stated exceptions and any alternatives offered must be included in 
Section 3 at the specific point at which the exception is taken (see “Proposal Response 
Format”). 
Submission of a Proposal indicates acceptance by the Proposer of the conditions 
contained in this Request for Proposals, unless clearly and specifically noted in the 
Proposal submitted and confirmed in the contract between Four Rivers and the Proposer 
selected. 
2.7 Proposal Response Format 
Submit [three] hard copies of the proposal and one copy on a flash drive.  Proposal format 
should conform to that prescribed below:  
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Section 1 – Required Documents 
1. Proof of required insurance (COI, additional insured endorsements) 
2. Qualification Form 
3. Proposal Form 
4. Fair Employment Practices Affidavit of Compliance 
5. Forms of Affidavit 
6. Sample Invoice 
Section 2 – Executive Summary/Overview 

Executive Summary – An executive summary detailing the Proposer’s 
competence, qualifications, past experience, and number of years providing Bill 
Printing & Mailing Service as described in this RFP.  The summary should 
explain the Proposer’s understanding of the Authority’s intent and objectives 
and how their Proposal would achieve those objectives.   

Section 3 – Main Body of Response 
Include a complete copy (all pages and content) of this RFP document and 
Specifications document with all sections completed. A complete, point-by-
point response is required; incomplete documents may be deemed 
unresponsive and therefore eliminated from consideration. 

2.8  Taxes 
This Authority is exempt, by law, from paying Federal Excise Tax and Illinois Retailers' 
Occupational Tax. Therefore, the respondent must exclude those taxes from their 
proposal. The Authority's tax exemption number is E9992-3696. The respondent must 
include all applicable taxes in their proposal price.  
2.9  Withdrawal of Proposals 
At any time prior to the scheduled proposal deadline, the respondent may withdraw their 
proposal. In order to do so, they must submit a written request to the Director of 
Management Services.  
2.10 Acceptance of Proposals/Form, Preparation, and Presentation of Proposals 
If the proposal contains any omissions, erasures, alterations, additions or items not called 
for in the itemized proposal, or contains irregularities of any kind, such may constitute 
sufficient cause for rejection of proposal.  In case of any discrepancy in the unit price or 
amount proposed for any item in the proposal, the unit price as expressed in figures will 
govern. 
 
The Authority may reject all or part of any or all proposals, for any reason. The Authority 
may accept all or part of any proposal or waive any formalities if it decides such action is 
in the Authority's best interest. 
The Authority will only consider proposals that conform to the intent of this document. The 
Authority will reject proposals that contain one or more exceptions if the Authority 
determines that non-conforming proposals deviate from the intent of these specifications. FOR R
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The Authority's decision is final, and the Authority's procurement procedures contain no 
appeal provision. 
2.11 Laws and Regulations 
The respondent who is awarded the contract must comply with all laws of the United 
States of America, the State of Illinois, and all lawful regulations of the Four Rivers 
Sanitation Authority and the respective cities and villages in which the professional 
service and material supplied is to be performed respecting labor and compensation and 
all other statutes, ordinances, rules and regulations applicable and having the force of the 
law. 

A. Illinois Regulations    

1. In accordance with Illinois Public Act 102-0265, Four Rivers Sanitation Authority is 
required to make a good faith effort to collect and publish certain demographic 
information provided by vendors and subcontractors doing business with the Authority. 
The Act requires Four Rivers to report whether a vendor or subcontractor is a minority, 
women, or veteran-owned business as defined by Illinois Law. In addition, the 
Authority is required to disclose if the business is certified as a small business under 
federal Small Business Administration standards.  The successful proposer will be 
required to provide this information upon contract award.   

 
2. Public Act 96-929 (30 ILCS 570) provides that Illinois residents be employed on Illinois 

public works projects, provided there has been a period of excessive unemployment 
(5%) in the State of Illinois as defined in the Act; and, further, that Illinois workers are 
available and capable of performing the particular type of work involved. 
 

3. Public Act 101-0221 requires that any party to a contract adopt and promulgate written 
sexual harassment policies that include, as a minimum, the following information: 

a. the illegality of sexual harassment 
b. the definition of sexual harassment under Illinois State law 
c. a description of sexual harassment, utilizing examples 
d. my (our) organization's internal complaint process including penalties 
e. the legal recourse, investigative and complaint process available through the 

Illinois Department of Human Rights and the Illinois Human Rights 
Commission 

f. directions on how to contact the Department and the Commission 
g. protection against retaliation as provided by Section 6-101 of the Illinois 

Human Rights Act 
  

Upon request, this information must be provided to the Illinois Department of Human 
Rights and Authority. 

4. With regard to nondiscrimination in employment, the Contractor for this project will be 
required to comply with the Illinois Fair Employment Practices Commission's Rules and 
Regulations. 
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5. The Contractor for this project must comply with the Occupational Safety and Health Act. 
6. The Contractor for this project must comply with the Federal Drug-Free Workplace Act. 
7. Americans with Disabilities Act - The Contractor for this project will comply with all 

applicable requirements of the Americans with Disabilities Act of 1990 (ADA).  The 
Contractor will hold harmless and indemnify Four Rivers Sanitation Authority 
(AUTHORITY) and their representatives from all: 
a) suits, claims, or actions 
b) costs, either for defense (including but not limited to reasonable attorney's fees and 

expert witness fees) or for settlement 
c) damages of any kind (including but not limited to actual, punitive, and compensatory 

damages)  
relating in any way to or arising out of the ADA, to which said firm is exposed or which 
it incurs in the execution of the contract. 

2.12 Terms 
A. Payments to the Successful Respondent. If the Authority receives an acceptable 
invoice for conforming materials prior to the fifth day of the month, the Authority will issue 
payment before the fifth day of the succeeding month. If received on or after the fifth day 
of the month, payment will be issued the following month.  
B. Default. In case of default, the Authority will procure the materials and service 
described in this Request for Proposals from other sources. The Authority to hold the 
defaulting successful respondent responsible for any excess cost incurred. The defaulting 
successful respondent must make such payment no more than sixty (60) calendar days 
after the Authority notifies the successful respondent, in writing, of such an occurrence. 
C. Delivery Hours. Unless otherwise specified, all items must be delivered to: Four 
Rivers Sanitation Authority, 3333 Kishwaukee Street, Rockford, Illinois, 61109, Monday 
through Friday, between the hours of 7:30 A.M. and 3:00 P.M., excluding holidays. 
In the unlikely event that the Authority is picketed by its employees or by a third party, or 
if any labor-management dispute between the Authority and its employees or third parties 
becomes known to the successful bidder, then in such event and during the course of any 
such picketing or labor-management dispute, the successful bidder must continue to carry 
out the terms and conditions of this contract as if such pickets were not present or such 
labor-management dispute did not exist.  
D. F.O.B. Point and Shipping Charges. All prices must be quoted F.O.B. destination, 
Four Rivers Sanitation Authority, 3333 Kishwaukee St., Rockford, Illinois, 61109.. All 
shipping, handling and freight charges must be included in the proposal amount. 
E.  Use of Authority Name Prohibited. In the absence of the Authority's written 
permission, the successful respondent must not use the Authority's name in any form or 
medium of public advertising.  
2.14 Investigation  
It is the responsibility of the respondent to make any and all investigations necessary to 
become thoroughly informed of what is required and specified in the proposal. No plea of 
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ignorance by the respondent of conditions that exist or that may hereafter exist as a result 
of failure or omission on the part of the respondent to make necessary examinations and 
investigations will be accepted on a basis for varying the requirements of the Authority or 
the compensation of the respondent. 
2.15  Addenda and Interpretation  
No interpretation of the meaning of the Plans, Specifications, or other Contract Documents 
will be made to any bidder orally.  Every request for such interpretation must be in writing 
addressed to the Four Rivers Sanitation Authority, 3501 Kishwaukee Street, Rockford, 
Illinois. Any and all such interpretations and any supplemental instructions will be in the form 
of written addenda. To be given consideration, such request must be received at least five 
(5) business days prior to the proposal due date. 
 
If the Authority issues written addenda, such addenda become part of the contract 
documents. Not less than three (3) business days prior to the proposal due date, the 
Authority will post the addenda, if any, on its website at fourrivers.illinois.gov, and distribute 
the addenda via email to each recipient of the specifications, at either the: 

• Email address to which the Authority emailed the original RFP document; or 
• Corrected email address prospective proposer furnished  

A proposer that does not receive the Authority's addenda, and who has previously 
submitted a proposal, is not relieved from any obligation in the proposal they submitted.   
 
2.16 Contract Form  
No more than ten (10) business days following the contract award, the successful 
respondent must submit a completed Contract Form to the Authority's Director of 
Management Services. The Contract Form is part of this Request for Proposals. By their 
mutual agreement, the successful respondent and Authority may supplement this contract 
form or replace it with an alternative document. If the successful respondent fails to 
complete the agreed upon Contract Form within the specified time, they are in material 
default. 
2.17 Contract Termination 
A. Respondent’s Unacceptable Performance. If the successful respondent fails to 
provide materials and service in conformity with this Request for Proposals, the Authority 
will notify them in writing. If the successful respondent fails to correct the performance 
deficiency to the Authority's satisfaction within five (5) working days after they receive the 
Authority's notice, they are in default. If the same performance deficiency recurs despite 
the Authority's notification and the successful respondent’s temporary correction, the 
successful respondent is likewise in default. The Authority may, at its sole discretion, 
terminate the contract with the defaulting successful respondent, and remedy the matter 
under provisions set forth in this Section of this Request for Proposals. 
B. Authority's Action Following Contract Termination. If the contract is terminated, 
the Authority may, at its sole option: 

1. request new Bill Printing & Mailing Service proposals, or 
2. designate the next-low respondent to provide Bill Printing & Mailing Service, 

provided that said next-low respondent agrees to their original proposal terms. 
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The Authority may repeat this option until it obtains an acceptable Bill Printing & Mailing 
Service contract. 
2.18 Deliveries 
The successful respondent must ship all material as follows: F.O.B. Four Rivers 
Sanitation Authority, 3333 Kishwaukee Street, Rockford, Illinois, 61109, freight paid by 
seller. All deliveries must conform to the requirements stated in this Request for 
Proposals.  
2.19 Incidental Work 
The cost of incidental work described in the Specifications for which there are no specific 
Contract Items is to be considered as part of the general cost of doing the work and must 
be included in the prices for the various Contract Items. No additional payment will be 
made therefore. 
2.20 Plant, Tools and Equipment 
The Contractor must provide and maintain such modern plant, tools and equipment as 
may be necessary to perform in a satisfactory and acceptable manner all the work 
required by this Contract. Only equipment of established reputation and proven efficiency 
must be used. The Contractor is solely responsible for the adequacy of their plant and 
equipment. 
2.21 Verification of Data 
The Contractor must verify all Specifications or other data received from the Authority and 
must notify it of all errors, omissions, conflicts, and discrepancies found therein. Failure 
to discover or correct errors, conflicts, or discrepancies does not relieve the Contractor of 
full responsibility for unsatisfactory work resulting there from nor from rectifying such 
conditions at the Contractor’s own expense. Contractor will not be allowed to take 
advantage of any errors or omissions, as full instructions will be furnished by the Authority, 
should such errors or omissions be discovered. The Contractor must assume all 
responsibility for the making of estimates of the size, kind, and quality of materials and 
equipment included in work to be done under the Contract. 
2.22 Payment Terms 
The awarded firm must submit invoices by mail to:  
Four Rivers Sanitation Authority, 3501 Kishwaukee Street, Rockford, IL 61109 or by email 
to: accountspayable@fourrivers.illinois.gov. Four Rivers will make payments in the 
following manner: Authority’s payment terms in Section 2.12. 
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DETAILED SPECIFICATIONS 
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III 
DETAILED SPECIFICATIONS 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 

 
3.1   General 
The successful respondent must be an independent contractor. They must provide a firm 
fixed price for providing Bill Printing & Mailing Service in conformity with this Request 
for Proposals and with applicable laws, regulations and professional standards. The 
successful proposer must supply, at their expense, all necessary labor, transportation, 
machinery, fuel and materials necessary to perform the specified services. 
The intent of this solicitation is to identify an acceptable proposal from a suitable entity to 
provide Bill Printing & Mailing Service. 
 
3.2 Scope 
The scope of this request is for a qualified vendor to provide a printing and mailing solution 
for utility billing. Services include, but are not limited to, printing, folding, sorting, inserting, 
sealing, validating, preparing, transporting, mailing and reporting. 
 
3.3 Proposal Evaluation 
A. Evaluation Committee 
A committee composed of Authority staff will review all proposals submitted based upon 
the Evaluation Criteria set forth below.  
B. Evaluation Criteria 

1. Responsiveness of proposal – Proposals will be screened to ensure 
completeness and responsiveness to the RFP.  The Authority may reject as non-
responsive any proposal that does not include the documents required to be 
submitted by this RFP. 
2. Experience and Past Performance – Ability to provide service demonstrated by 
experience with previous clients and firms. 
3. Ability to Provide Services – Information on the company’s ability to provide the 
specified services.  Items considered include background of the company, 
responsiveness of proposal, approach, resources committed to providing services, 
and experience of supervisory staff. 
4. Cost – The annual cost will be considered for reasonableness in combination 
with the other criteria. 

3.4 Background 
Four Rivers Sanitation Authority (Four Rivers/FRSA/Authority) operates and manages the 
public sanitary sewer collection and treatment system in Winnebago County. Four Rivers 
serves approximately 72,000 residential customers, 560 government customers, 6400 
commercial customers, and 950 industrial customers in Rockford, Loves Park, 
Machesney Park, Rockton, Cherry Valley, a small section of Roscoe, and the Village of 
Winnebago. Most customers are billed on a monthly cycle. FOR R

EVIEW PURPOSES O
NLY

 - N
OT TO BE U

SED FOR PROPOSAL S
UBMISSIO

N



 

14 
 

As part of a system upgrade, Four Rivers is transitioning to a new billing platform. 
Beginning in August, all customers will receive paper bills initially and will be encouraged 
to enroll in electronic billing. Historically, Four Rivers has mailed between 30,000 and 
40,000 billing-related documents each month. Within this volume, the selected print and 
mail vendor can expect to receive PDF files or job requests approximately 3 to 5 times 
per week. This frequency is driven by Four Rivers’ 7 to 8 bill runs each month, along with 
weekly generation of delinquent notices. 
 
Four Rivers receives freshwater usage data from the local provider and factors the costs 
for removal of pollutants, including Biochemical Oxygen Demands (BOD), Total 
Suspended Solids (TSS), Ammonia (NH4), and Phosphorus (P), before returning the 
treated water to the Rock River. These pollutants, or Wastewater Characteristics 
(WWCs), and the standards by which Four Rivers must meet before returning the treated 
wastewater to the watershed are defined by the Environmental Protection Agency (EPA) 
and permitted through the Illinois Environmental Protection Agency (IEPA). 
 
3.5 Minimum Requirements 
A. The Bill Printing & Mailing Service firm selected must meet the following 
requirements: 

1. Ensure timely and accurate production and delivery of utility bills and other 
correspondence to utility customers per Four Rivers’ billing schedule. 

2. Mail bills within two business days of final proof approval. 
3. Accurately track and maintain counts of all processed and mailed pieces. 
4. Provide status reports on documents as they move through the printing, 

insertion, and mailing processes. 
5. Allow expedited implementation of changes to forms, envelope layouts, or bill 

inserts. 
6. Improve deliverability through address validation and reporting and provide 

address scrubbing services as applicable. 
7. Achieve postal discounts where eligible and appropriate. 
8. Implement cost-effective strategies to reduce production and postage costs. 
9. Minimize processing delays due to equipment failures and supply issues. 
 

B. Detailed Specifications. 
1. Vendor must perform all services required to print and mail an estimated 

30,000 to 79,910 utility bills per month. Printing, folding, sorting, inserting, 
sealing, validating, preparing, transporting, and mailing.  

2. Vendor will process PDF files from FRSA’s billing system, Tyler Technologies 
Enterprise ERP (formerly Munis).  

3. Specify how the PDF billing files will be transmitted securely (i.e., SFTP, 
encrypted email, secure portal upload). 
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4. Vendor must be production-ready to accept files and begin fulfillment by 
August 19, 2025. 

5. Files must be retained by the vendor until superseded by the next billing 
cycle’s file. 

6. Vendor must deliver printed and sorted bills to the nearest US Post Office 
within 2 (business) days after data files are transmitted.  

7. Identify time required for delivery to addresses with 61XXX zip codes. 
Expectation is 3-5 days after data is submitted to vendor for mailings to be 
delivered to customers. 

8. If applicable, sort and insert multiple bills addressed to the same customer and 
property into a common envelope. 

9. Outgoing mail must be in a #10 envelope. Return envelopes should be #9 with 
appropriate business reply formatting, unless otherwise instructed. 

10. Standard bill format is 8.5" x 11" invoice micro perforated at remittance stub, 
printed in full color. 

11. Incorporate supplemental messages or regulatory content directly onto bills, 
notices, or envelopes. 

12. Insert supplemental or promotional documents, including seasonal flyers or 
public notices. 

13. FRSA expects the vendor to identify and use the lowest cost postage 
alternative for each item mailed based on size, weight, zip code and other 
considerations.  

14. Pricing breakdown should include cost per printed page, folding, inserting, 
envelope materials, return envelopes, postage, and any applicable setup or 
recurring charges. 

15. Clearly define sampled invoicing format and frequency; invoices must include 
itemized breakdown of all services rendered. 

16. Provide summary reports with each invoice detailing total number of bills 
processed, postage cost, and other charges. 

17. All paper and print quality must be professional-grade and suitable for official 
customer communication. 

18. Vendor must maintain a high level of customer service, provide timely support, 
and implement effective quality control measures. 

19. Service provider on behalf of itself and its employees agree to keep 
confidential all records and other information with respect to FRSA and its 
customers. FRSA on behalf of itself and its employees agrees to keep all 
information with respect to the Service Provider’s system confidential. 
However, if either party is required to produce any such information by order 
of any governmental agency or other regulatory authority, it may, upon not less 
than (5) days written notice to the other party, release the required information. 
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20. Sample bill documents and notices are attached. 
21. If applicable, vendor may describe their use of recyclable materials or energy-

efficient practices. 
 
C. Contract Duration. The successful respondent must provide the Authority’s Bill 

Printing & Mailing Service for a 36-month period, beginning on July 1, 2025, and 
continuing through June 30, 2028. If FRSA and the successful proposer agree in 
writing, the contract may be extended twice for one year per extension. 

 
D. Price Increases Prohibited. The successful respondent must not raise their fees over 

the entire duration of the contract. 
 
3.6 Payments to Successful Proposer 
The successful proposer must invoice the Authority monthly. The Authority will deny 
invoices for any costs not included in the successful proposer's original proposal, unless 
the successful proposer attaches Authority management's written pre-authorization for 
additional payment. Section 2.12 of this Request for Proposal contains the Authority's 
general payment requirements. 
3.7 Questions 
Interested parties may direct questions concerning this Request for Proposals or for 
specific details regarding services to be performed to Ashley Bernard, Assistant Director 
of Plant Operations/Customer Service: Abernard@fourrivers.illinois.gov or 815-387-7643. 
The Authority will not interpret specifications for individual proposers. If the Authority 
determines that the specifications need to be clarified or revised, it will issue an addendum 
to all prospective proposers. 
3.8  Insurance  
A. The successful respondent/contractor must, for the duration of the contract, 
maintain the following: 
General Liability: $1,000,000 combined single limit per occurrence for bodily injury, 
personal injury and property damage. If Commercial General Liability Insurance or other 
form with a general aggregate limit is used, either the general aggregate limit must apply 
separately to this project or the general aggregate limit must be twice the required 
occurrence limit. 
Auto Liability: $1,000,000 combined single limit per accident for bodily injury and 
property damage including coverages for owned, hired or non-owned vehicles, as 
applicable. 
Workers’ Compensation and Employers’ Liability: Workers’ Compensation limits as 
required by statute and Employers’ Liability limits of $500,000 per accident and $500,000 
per disease. 
Umbrella: $2,000,000 per occurrence/aggregate.  
The policies must contain, or be endorsed to afford Contractual Liability coverages for the 
following provisions in the General Liability and Automobile Liability coverages: FOR R
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 1. The Authority, its officers, officials, employees, and volunteers must be covered 
as additional insureds as respects liability arising out of activities performed by or on 
insured’s general supervision of the successful respondent/contractor, products and 
completed operations of the successful respondent/contractor, premises owned, 
occupied or used by the successful respondent/contractor, or automobiles owned, leased, 
hired, or borrowed by the successful respondent/contractor. The coverage must contain 
no special limitations on the scope of protection afforded to the Authority, its officers, 
officials, employees, volunteers, or agents. 
 2. The successful respondent’s/contractor’s insurance coverage must be primary 
insurance as respects the Authority, its officers, officials, employees, volunteers, and 
agents. Any insurance or self-insurance maintained by the Authority, its officers, officials, 
employees, volunteers, or agents must be in excess of the successful 
respondent’s/contractor’s insurance and must not contribute with it. 
 3. Any failure to comply with reporting provisions of the policies must not affect 
coverage provided to the Authority, its officers, officials, employees, volunteers, or agents. 
 4. The successful respondent’s/contractor’s insurance must apply separately to 
each insured against whom claim is made or suit is brought, except with respect to the 
limits of the insurer’s liability. 
B. Proof of Insurance – Certificate of Insurance and Additional Insured 
Endorsements. No more than ten (10) calendar days subsequent to the Authority’s 
issuance of an award letter and no later than thirty (30) days before commencement to 
work, the successful respondent/contractor must provide documentation including a 
Certificate of Insurance and additional insured endorsements for commercial general 
liability and auto liability to prove that it has obtained all required insurance and bonds. 
The Certificate of Insurance must state Four Rivers Sanitation Authority is additional 
insured under the commercial general liability and automobile liability on a primary, non-
contributory basis.  The primary, non-contributory additional insured endorsements for 
commercial general liability and automobile liability must be provided. The Authority is the 
sole judge as to the acceptability of any such proof. 
C. Correction of Successful Respondent’s/Contractor’s Insurance Deficiencies. 
If the Authority determines the successful respondent’s/contractor’s insurance or 
documentation does not conform to the specifications, the Authority to inform said 
respondent/contractor of the non-conformity. If said respondent/contractor fails to provide 
conforming insurance or documentation within five (5) calendar days of the Authority’s 
notice, it is in default. 
D. Suitability of Insurance. The Authority is the sole judge of whether an insurer’s 
rating is satisfactory. The Authority’s decision is final and the Authority’s request for 
proposal procedures contain no appeal provision. 
E. Best Ratings. 

1. Alphabetical Rating. For purposes of this Request for Proposals, “insurer” means 
any surety, insurance carrier, or other organization which proposes to provide an 
insurance policy or bond for the successful respondent/contractor. No insurer or 
surety rated lower than “A-,” Excellent, in the current Best’s Key Rating Guide is 
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acceptable to the Authority. 
2. Financial Size Rating. Provided an insurer’s alphabetical rating is satisfactory, 
the Authority will examine said insurer’s financial size rating. 

a) If Best classifies the insurer XII or larger, said insurer is acceptable to the 
Authority. 
b) If Best classifies the insurer as smaller than XII, but larger than VI, said 
insurer must be submitted to the Authority’s Director of Management Services 
and/or the Authority’s insurance consultant for review. 

Financial Size ratings less than VII are not acceptable and will disqualify the 
respondent/contractor. 
3.9   Indemnification Clause 
Successful respondent/contractor must protect, indemnify, hold and save harmless and 
defend the Authority, its officers, officials, employees, volunteers, and agents against any 
and all claims, costs, causes, actions and expenses, including but not limited to attorney's 
fees incurred by reason of a lawsuit or claim for compensation arising in favor of any 
person, including the employees, officers, independent contractors, or subcontractors of 
the successful respondent/ contractor or Authority, on account of personal injuries or 
death, or damages to property occurring, growing out of, incident to, or resulting directly 
or indirectly from the performance by the successful respondent/contractor or 
subcontractor, whether such loss, damage, injury, or liability is contributed to by the 
negligence of the Authority or by premises themselves or any equipment thereon whether 
latent or patent, or from other causes whatsoever, except that the successful 
respondent/contractor must have no liability for damages or the costs incident thereto 
caused by the sole negligence of the Authority.  
The indemnification must not be limited by a limitation on amount or type of damages 
payable by or for the successful respondent/contractor or its subcontractor under any 
employee benefits act including, but not limited, to the Workers’ Compensation Act.  
No inspection by the Authority, its employees, or agents is deemed a waiver by the 
Authority of full compliance with the requirements of the Contract. This indemnification 
must not be limited by the required minimum insurance coverage in the Contract. 
 
3.10  Force Majeure 
The obligations of either the Authority or the successful respondent are suspended during 
the time as such party is prevented from complying therewith in whole or in part because 
of any cause, except financial, beyond the reasonable control of such party. In the event 
of either the Authority or the successful respondent being rendered unable wholly or in 
part by force majeure to carry out its obligations other than to make payments due, it is 
agreed that on such party giving notice and full particulars of such force majeure in writing 
or by facsimile to the other party as soon as possible after the occurrence of the cause 
relied on, then the obligations of the parties insofar as they are affected by such force 
majeure are suspended during the continuance of any inability so caused but for no longer 
period, and such cause must as far as possible be remedied with all reasonable dispatch. 
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SECTION IV 
QUALIFICATION FORM 

 
REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 
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IV 
QUALIFICATION FORM 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 

 
Failure to complete this form will result in disqualification of Vendor’s bid or 

proposal. 
 

 
Each respondent proposing to perform Bill Printing & Mailing Service must complete 
the following information. If the Authority  believes a respondent’s information is 
unsatisfactory, Authority may reject their proposal without further consideration. The 
Authority's decision in such an event is final, and the Authority's procurement procedures 
include no method of appeal. 
 
1. How long has the proposer been in business under the current company name and 
primary ownership?  
# of years:_________ 
 
2. The Authority requires proposers to have a minimum of ten (10) years’ experience 
working in bill printing & mailing services.   
# of years of experience: _______________ 
Please describe your experience:_____________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
3. Please describe the production capacity of your primary facility, including number and 
type of printing machines, inserters, and mail processing equipment. 

• Daily processing capacity (pieces/day): _______________ 
• Number of inserters: _______________ 
• Number of printers: _______________ 
• Backup/overflow facility available? Yes / No 

If yes, please describe: 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 
4. Provide a summary of your contingency plan to ensure contract work continues in the 
event your primary facility becomes inoperable. 
_______________________________________________________________________ 
_______________________________________________________________________ 
_______________________________________________________________________ 
 FOR R

EVIEW PURPOSES O
NLY

 - N
OT TO BE U

SED FOR PROPOSAL S
UBMISSIO

N



 

21 
 

5. Provide the following information regarding three (3) organizations for which the 
proposer has provided within the last three years.  Please be sure to provide current contact 
information.1                   

 
Reference #1 

 

Organization Name  
Street Address  
City, State, Zip  
Phone  
Contact Person  
Email Address  
 
 
Reference #2 

 

Organization Name  
Street Address  
City, State, Zip  
Phone  
Contact Person  
Email Address  
 
 
Reference #3 

 

Organization Name  
Street Address  
City, State, Zip  
Phone  
Contact Person  
Email Address  
  

 
 
 
 
 
 
 
 
 

 
1 References provided may be contacted by the Authority to be used in evaluation. 
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SECTION V 

PROPOSAL FORM 
 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 
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V 
PROPOSAL FORM 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 

 
 
To:  BOARD OF TRUSTEES   From:          
  FOUR RIVERS          (Individual, Partnership or Corporation) 
  SANITATION AUTHORITY 
  3501 Kishwaukee St.                  
  R ockford, IL 61109    (Address of Individual, Partnership or Corporation) 
 
Trustees: 
 
I (We) the undersigned hereby propose to furnish Bill Printing & Mailing Service in 
compliance with the attached Notice, General Specifications, Detailed Specifications, 
Proposal Form, Fair Employment Practices Affidavit of Compliance Form, Forms of 
Affidavit, and Contract Form. 
 
The Undersigned also affirms and declares: 
 
 A. That they have examined and are familiar with all the related contract documents 
and found that they are accurate and complete and are approved by the undersigned. 
 B. That they have carefully examined the scope of the required service, and that, from 
their own investigation, have satisfied themselves as to the nature and location of the 
delivery point, the character, quality and quantity of materials, and the kind and extent of 
equipment and other facilities needed for the performance of the service and provision of 
the materials, the general and local conditions and all difficulties to be encountered, and 
all other items which may, in any way, affect the materials or services or their performance. 
 C. That this proposal is made without any understanding, agreement or connection 
with any other person, partnership, or corporation making a proposal for the same 
purposes, and is in all respects fair and without collusion or fraud; and that they are not 
barred from proposing as a result of a bid-rigging or bid-rotating conviction. 
 D. All goods and services provided in response to this request will be produced in 
compliance with all applicable requirements of the Fair Labor Standards Act, as amended, 
and of regulations and orders of the United States Department of Labor. 
 E. The firm which I (we) represent complies with all applicable requirements of the 
Americans with Disabilities Act (ADA), the Occupational Safety and Health Act (OSHA), 
rules and regulations of the US Department of Transportation (DOT), and the Federal Drug 
Free Work Place Act.  If said firm is awarded a contract to provide the Authority's Bill 
Printing & Mailing Service, it will: 
 
 1. complete all OSHA, ADA, and DOT required supervisory, employee and 

customer training, 
 2. document compliance as required, FOR R
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 3. ensure that persons in safety-sensitive positions associated with loading, 
transportation, and delivery of the merchandise or service detailed in these 
specifications are subject to all required drug and alcohol testing and are 
properly licensed, 

 4. prepare and make available all required information and documentation, and  
 5. hold harmless and indemnify the Authority and the Authority's representatives 

as defined in Section 3.9 from all: 
  a. Suits, claims, or actions; 
  b. Costs, either for defense (including but not limited to reasonable 

attorney's fees and expert witness fees) or for settlements, and; 
  c. Damages of any kind (including but not limited to fines, actual, punitive, 

and compensatory damages) relating in any way to or arising out of the 
ADA or the OSHA, to which said firm is exposed or which it incurs in the 
execution of the contract. 

 F. The firm which I (we) represent has adopted and promulgated written sexual 
harassment policies that include, at a minimum, the following information: 
  1. the illegality of sexual harassment; 
  2. the definition of sexual harassment under Illinois State law; 
  3. a description of sexual harassment, utilizing examples; 
  4. my (our) organization's internal complaint process including penalties;  
  5. the legal recourse, investigative and complaint process available through the 

Illinois Department of Human Rights and the Illinois Human Rights Commission; 
  6. directions on how to contact the Department and the Commission; and 
  7. protection against retaliation as provided by Section 6-101 of Illinois Human 

Rights Act. (775 ILCS 5) 
 
Upon request, my (our) organization will provide the Illinois Department of Human Rights 
with the information described in F1 through F7 above.  
 
In submitting this proposal, I (we) understand that the Authority may reject part or all of 
any and all proposals.  I (we) agree that I (we) must not withdraw this proposal for a period 
of sixty (60) calendar-days following the scheduled proposal due date.  I (we) have 
carefully examined the nature of the service and materials.  The cost of all the materials, 
equipment, and service necessary to complete this contract is given in this proposal. 
 
The selected proposer must enter into a Contract with the Authority to complete the Project 
in a form substantially similar to the Contract attached hereto.  The Contract must be 
executed by the Contractor/Vendor and returned, together with the Insurance Documents 
and Performance Bond (if applicable) within ten (10) calendar days after it has been mailed 
to the Contractor.  Two copies of the contract must be executed by the Contractor.  One 
fully executed copy will be returned to the Contractor.  See Section IX for a sample copy 
of the agreement. 
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PROPOSAL PRICES FOR BILL PRINTING & MAILING SERVICE 
AS SPECIFIED IN THIS REQUEST FOR PROPOSALS 

 
Failure to complete this form will result in disqualification of Vendor’s bid or 

proposal. 
 

Year 1: July 1, 2025 – June 30, 2026    

Description Unit Cost Estimated 
Quantity Extended Cost 

Setup fee (initial configuration) $ 1 $ 

Monthly account maintenance fee $ 12 $ 

Per-page print cost (Color) $ 79,910 $ 

Per-page print cost (B&W) $ 79,910 $ 

Folding & inserting per envelope $ 79,910 $ 

Combined bills $ 7,991 $ 

#10 Outer envelope (custom windowed) $ 79,910 $ 

#9 Return envelope (business reply) $ 79,910 $ 

Postage (first class – estimated avg.) $ 79,910 $ 

Bill insert (1 sheet, folded) $ 79,910 $ 

Custom messaging/notice inserts $ 79,910 $ 

Rush or special handling fee (if any) $ 79,910 $ 

Additional file processing (per file) $ 1 $ 

Monthly reporting and analytics $ 12 $ 

Other: $  $ 

Other: $  $ 

Other: $  $ 

Other: $  $ 

Estimated Total Cost     $ 
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Year 2: July 1, 2026 – June 30, 2027    

Description Unit Cost Estimated 
Quantity Extended Cost 

Setup fee (initial configuration) $ 1 $ 

Monthly account maintenance fee $ 12 $ 

Per-page print cost (Color) $ 79,910 $ 

Per-page print cost (B&W) $ 79,910 $ 

Folding & inserting per envelope $ 79,910 $ 

Combined bills $ 7,991 $ 

#10 Outer envelope (custom windowed) $ 79,910 $ 

#9 Return envelope (business reply) $ 79,910 $ 

Postage (first class – estimated avg.) $ 79,910 $ 

Bill insert (1 sheet, folded) $ 79,910 $ 

Custom messaging/notice inserts $ 79,910 $ 

Rush or special handling fee (if any) $ 79,910 $ 

Additional file processing (per file) $ 1 $ 

Monthly reporting and analytics $ 12 $ 

Other: $  $ 

Other: $  $ 

Other: $  $ 

Other: $  $ 

Estimated Total Cost     $ 
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Year 3: July 1, 2027 – June 30, 2028    

Description Unit Cost Estimated 
Quantity Extended Cost 

Setup fee (initial configuration) $ 1 $ 

Monthly account maintenance fee $ 12 $ 

Per-page print cost (Color) $ 79,910 $ 

Per-page print cost (B&W) $ 79,910 $ 

Folding & inserting per envelope $ 79,910 $ 

Combined bills $ 7,991 $ 

#10 Outer envelope (custom windowed) $ 79,910 $ 

#9 Return envelope (business reply) $ 79,910 $ 

Postage (first class – estimated avg.) $ 79,910 $ 

Bill insert (1 sheet, folded) $ 79,910 $ 

Custom messaging/notice inserts $ 79,910 $ 

Rush or special handling fee (if any) $ 79,910 $ 

Additional file processing (per file) $ 1 $ 

Monthly reporting and analytics $ 12 $ 

Other: $  $ 

Other: $  $ 

Other: $  $ 

Other: $  $ 

Estimated Total Cost     $ 
    
*All quotations must be the total amount of the proposer's charge, inclusive of labor, and 
of materials, supplies, and tools and any and all other expenses necessary to provide Bill 
Printing & Mailing Services in complete conformity with any and all provisions of this 
document. 
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By signing this proposal, I/we, the proposers, agree to the terms of the proposal, proposal 
requirements, addenda, and contract. 
 
DATE:            
  
 
PROPOSER:             BY:      
     (print name of firm)       (authorized rep's signature) 
         
                     
       (print street address)             (print rep's name) 
   
                     
       (print city, state, zip)              (print rep's title) 
 
                     
   (area code and phone number)    (email address) 
 
Note: The Four Rivers Sanitation Authority, a Governmental Unit, pays neither Federal Excise Tax 

nor Illinois Retailers' Occupational Tax. The proposer must exclude those taxes from their 
proposal. 
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“NO PROPOSAL” RESPONSE 
TO  

 
REQUEST FOR PROPOSALS 

 
If your firm is unable to submit a proposal at this time, please provide the information 
requested in the space provided below and return to: 
 

Four Rivers Sanitation Authority 
3501 Kishwaukee Street 

Rockford, IL  61109 
 
 

For this form only, responses can also be emailed to: 
 

mroach@fourrivers.illinois.gov 
 

We have received Request for Proposals #25-206: Bill Printing & Mailing Service, due 
at 4:00 P.M. on May 30, 2025. 

 
Reason for not submitting proposal: 
 
                     
 
                     
 
                     
 
                     
 

BY:               
Signature          

 
              

Name & Title, Typed or Printed    
 

              
       Company Name  
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SECTION VI  
FAIR EMPLOYMENT PRACTICES AFFIDAVIT OF 

COMPLIANCE 
 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 
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VI 
FAIR EMPLOYMENT PRACTICES AFFIDAVIT OF COMPLIANCE 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 

Failure to complete this form will result in disqualification of Vendor’s bid or proposal. 
PROJECT: (Title)____________________ 
 
NOTE:  THE PROPOSER MUST EXECUTE THIS AFFIDAVIT AND SUBMIT IT WITH ITS SIGNED PROPOSAL. THE FOUR RIVERS 
SANITATION AUTHORITY CANNOT ACCEPT ANY PROPOSAL WHICH DOES NOT CONTAIN THIS AFFIDAVIT 
 
      , being first duly sworn, deposes and says that: 
 (Name of person making affidavit) 
 
They are:         of        
  (Officer’s Title)     (Company Name) 
 
that said company is and “Equal Opportunity Employer” as defined by Section 2000(e) of Chapter 21, Title 42 of the United States 
Code annotated and Federal Executive Orders #11375 which are incorporated herein by reference; 
 
and that said company will comply with any and all requirements of Title 44 Admin. Code 750. APPENDIX A – Equal Employment 
Opportunity Clause, Rules and Regulations, Illinois Department of Human Rights, which read as follows: 
 
In the event of the contractor's non-compliance with the provisions of this Equal Employment Opportunity Clause or the Act, the 
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 the contract may be cancelled or voided in whole or in part, and other sanctions or penalties may be 
imposed or remedies invoked as provided by statute or regulation.  During the performance of this contract, the contractor agrees as 
follows: 
  
1)         That he or she will not discriminate against any employee or applicant for employment because of race, color, religion, sex, 
sexual orientation, marital status, order of protection status, national origin or ancestry, citizenship status, age, physical or mental 
disability unrelated to ability,  military status or an unfavorable discharge from military service; and, further, that he or she will examine 
all job classifications to determine if minority persons or women are underutilized and will take appropriate affirmative action to rectify 
any underutilization. 
  
2)         That, if he or she hires additional employees in order to perform this contract or any portion of this contract, he or she will 
determine the availability (in accordance with this Part) of minorities and women in the areas from which he or she may reasonably 
recruit and he or she will hire for each job classification for which employees are hired in a way that minorities and women are not 
underutilized. 
  
3)         That, in all solicitations or advertisements for employees placed by him or her or on his or her behalf, he or she will state that 
all applicants will be afforded equal opportunity without discrimination because of race, color, religion, sex, sexual orientation, marital 
status, order of protection status, national origin or ancestry, citizenship status, age, physical or mental disability unrelated to 
ability,  military status or an unfavorable discharge from military service. 
  
4)         That he or she will send to each labor organization or representative of workers with which he or she has or is bound by a 
collective bargaining or other agreement or understanding, a notice advising the labor organization or representative of the contractor's 
obligations under the Act and this Part.  If any labor organization or representative fails or refuses to cooperate with the contractor in 
his or her efforts to comply with the Act and this Part, the contractor will promptly notify the Department and the contracting agency 
and will recruit employees from other sources when necessary to fulfill its obligations under the contract. 
  
5)         That he or she will submit reports as required by this Part, furnish all relevant information as may from time to time be requested 
by the Department or the contracting agency, and in all respects comply with the Act and this Part. 
  
6)         That he or she will permit access to all relevant books, records, accounts and work sites by personnel of the contracting agency 
and the Department for purposes of investigation to ascertain compliance with the Act and the Department's Rules and Regulations. 
  
7)         That he or she will include verbatim or by reference the provisions of this clause in every subcontract awarded under which 
any portion of the contract obligations are undertaken or assumed, so that the provisions will be binding upon the subcontractor.  In 
the same manner as with other provisions of this contract, the contractor will be liable for compliance with applicable provisions of this 
clause by subcontractors; and further it will promptly notify the contracting agency and the Department in the event any subcontractor 
fails or refuses to comply with the provisions.  In addition, the contractor will not utilize any subcontractor declared by the Illinois 
Human Rights Commission to be ineligible for contracts or subcontracts with the State of Illinois or any of its political subdivisions or 
municipal corporations. 
 (Source:  Amended at 35 Ill. Reg. 3695, effective February 18, 2011) 
    
IL Dept of Human Rights Registration No.:                                    Expiration Date: ____________________ 
    
        
Signature 
 
Subscribed and sworn to before me this    day of     , 20 . 
 
        
Notary Public   
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SECTION VII 
FORMS OF AFFIDAVIT 

 
REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 
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VII 
FORMS OF AFFIDAVIT 

REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 

 
 

Failure to complete this form will result in disqualification of Vendor’s bid or proposal. 
 

Vendor City: ________________Vendor County: _____________Vendor State: _____________ 
- - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
This Section for Sole Proprietorship: 
 
I, __________________________________ (name), being duly sworn, depose and say that the 
organization I represent is a sole proprietorship, and that I am the person described in and who executed 
the foregoing proposal and that the several matters therein stated are in all respects true. 
 
 Signature _______________________________________ 
- - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - - -- - - - - - -  - - - - - - - - - - - - - - - - - -  
This Section for Partnership: 
 
I, _________________________ (name), being duly sworn, depose and say that I am a member of 
______________________________________ (partnership name), the firm described in and which 
executed the foregoing proposal; that I duly subscribed the name of the firm thereunto on behalf of the 
firm; and that the several matters therein stated are in all respects true. 
 
 Signature ______________________________________ 
- - - - - - - - - - - - - - - - - - - - - - - - -  - - - -  - - - - - - - - - - - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - -  
This Section for Corporation: 
We, ______________________________ (representative who signed the Proposal Form), and 
____________________________ (other corporate officer), being duly sworn, depose and say that we 
reside in the cities of ______________________ and ________________________, respectively, and that 
we are the _______________________ (representative's title) and the __________________________ 
(other corporate officer's title), respectively, of ____________ __________________________ (corporation 
name), the firm described in and which executed the foregoing instrument; that we are authorized to 
complete this form and to enter into this contract on behalf of said corporation; that we have signed our 
names thereto by like order; and that we have knowledge of the several matters therein stated and they are 
in all respects true. 
__________________________________  _____________________________________ 
(representative's signature)      (other corporate officer's signature) 
- - - - - - - - - - - - - - - - - - - - - - - - - - -- - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - -  
This Section for a Limited Liability Corporation: 
  
I, __________________________ (name), being duly sworn, depose and say that I am 
a ___________________ (representative's title) of ______________________________________ 
(company name), the company described in and which executed the foregoing proposal; that I am 
authorized to complete this form and to enter into this contract on behalf of said company and have 
knowledge of the several matters therein stated and they are in all respects true. 
 
 Signature ______________________________________ 
 
Notarization (required for all successful proposers): 
 
Subscribed and sworn to before me this _______ day of _____________________, 20___. 
 
Notary Public ________________________________________  
 
County _____________________________________________ 
 
My Commission Expires _______________________________ 
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SECTION VIII 
BID BOND 

 
REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 
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VIII 
BID BOND 

FOUR RIVERS SANITATION AUTHORITY 
ROCKFORD, ILLINOIS 

BILL PRINTING & MAILING SERVICES 
 
KNOW ALL MEN BY THESE PRESENT, that we: 
 
_______________________________________ (hereinafter called the Principal) and  
 
 
_______________________________________ (hereinafter called the Surety) a  
 
Corporation chartered and existing under the laws of the State of _________________  
 
with its principal offices in the City of _____________________________ and authorized 
to do business in the State of Illinois are held and firmly bound onto the Four Rivers 
Sanitation Authority of Winnebago County, Illinois (Authority), in the full and just sum of: 
 
________________________________________________________________ Dollars 
 
($__________________) good lawful money of the United States of America, to be paid 
upon demand of the Authority, to which payment will and truly to be made we bind ourselves, 
our heirs, executors, administrators, and assigns, jointly and severally and firmly by these 
presents. 
 
WHEREAS, the Principal is about to submit, or has submitted to the Authority, a bid for 
providing Bill Printing & Mailing Services. 
 
WHEREAS, the Principal desires to file this bond, in accordance with law, in lieu of a certified 
bidder's check otherwise required to accompany this Bid. 
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IN TESTIMONY THEREOF, the Principal and Surety have caused these presents to be  
 
duly signed and sealed this ___ day of _______________, 20___.  
 
 
 __________________________________________ 
 Principal 
 
 
(Seal) By   
 
 
 Name:   
 
 
 Title:   
 
 
 Date:   
ATTEST: 
 
 
____________________________________ 
 
 
  
 __________________________________________ 
 Surety 
 
 
(Seal) By   
 
 
 Name:   
 
 
 Title:   
 
 
 Date: 
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IX 
CONTRACT SAMPLE 

 
REQUEST FOR PROPOSALS #25-206 
BILL PRINTING & MAILING SERVICE 
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IX 
CONTRACT 

FOUR RIVERS SANITATION AUTHORITY 
ROCKFORD, ILLINOIS 

 
THIS CONTRACT, made and concluded this       day of                 , 20  between the 
Four Rivers Sanitation Authority, Rockford, Illinois, also known as "Authority," and                       
_________________________, their executors, administrators, successors or assigns, 
known as "Contractor": 
 
In consideration of the payments and contracts mentioned in the Proposal attached hereto, 
to be made and performed by the Authority, the Contractor agrees with the Authority at their 
own proper cost and expense to do all the work, furnish all equipment, materials and all 
labor necessary to complete the work and furnish the merchandise in accordance with the 
specifications hereinafter described, and the Authority's requirements. 
 
1.  Scope 
Both parties understand and agree that the Notice, General Specifications, Detailed 
Specifications, Proposal Form, Fair Employment Practices Affidavit of Compliance Form, 
and Forms of Affidavit of the Request for Proposal: Bill Printing & Mailing Service, all 
Addenda there to (if any), and any and all provisions required by law, are all essential 
documents of the contract, and are a part hereof, as if herein set out verbatim or as if 
attached, except for titles, subtitles, headings, table of contents and portions specifically 
excluded. 
The Contractor understands and agrees that unless the contractor and the Authority 
terminate the Contract by their mutual written contract in conformity with Section 2.12 of 
this Request for Proposals, the Contractor must provide Bill Printing & Mailing Service 
for a 36-month period, July 1, 2025, through June 30, 2028. If the Authority and the 
successful proposer agree in writing, the contract may be extended twice for one year per 
extension. 
2.  Contract Price 
The Authority to pay to the Contractor, and the Contractor to accept, in full payment for the 
performance of this Contract, subject to any additions or deductions provided for hereby, 
in current funds, the total contract price of: 
 
                                                                                                            ($               ). 
 
The Contractor fully understands and agrees that their proposal price will be the only basis 
for payment for the contract's duration, and that in the absence of changes to which the 
Authority and Contractor agree because of revisions to the scope of the Bill Printing & 
Mailing Service, this contract allows for no price increases. 
 
The Authority to make payments to the Contractor, in accordance with and subject to the 
provisions of Section 4 of this Contract. 
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3.  Contract Execution 
The Contractor must: 
 
A. Perform all services in a responsible manner, supplying only service that meets or 

exceeds the Authority's Specifications; 
 
B. Sustain all loss or damage arising out of the nature of the work to be done, or from any 

unforeseen obstruction or difficulty which contractor may encounter in the prosecution 
of the work, or from the action of the elements; 

 
C. Be responsible for all accidents their employees, or agents may incur in the contract's 

execution; 
 
D. Hold the Authority and its representatives harmless from liability of any nature or kind 

on account of use of any copyrighted or un-copyrighted composition, secret process, 
patented or unpatented invention, article or appliance furnished or used under this 
Contract. The Contractor must likewise hold harmless and indemnify the Authority and 
its representatives from all: 

 1. suits, claims, or actions, 
 2. costs, either for defense or for settlements, and 
 3. damages to which the Authority or its representatives might be exposed by reason 

of an injury or alleged injury, to the person or property of another: 
  a. in the execution of the Contract, or 
  b. from actions the Authority or its representatives take on the Contractor's behalf, 

except in cases where such suits, claims, actions, or costs are found to be based 
on the Authority's negligence. For purposes of this paragraph, "its representatives" 
means "the Four Rivers Sanitation Authority's trustees, employees, agents, assigns, 
and their heirs." 

 
E. Comply with all applicable requirements of the Americans with Disabilities Act (ADA), 

the Occupational Safety and Health Act (OSHA), rules and regulations of the US 
Department of Transportation (DOT), and the Federal Drug Free Work Place Act, and 
will: 

 1. complete all OSHA, ADA, and DOT required supervisory, employee and 
customer training, 

 2. document compliance as required, 
 3. ensure that persons in safety-sensitive positions associated with loading, 

transportation, and delivery of the merchandise or service detailed in these 
specifications are subject to all required drug and alcohol testing and are 
properly licensed, 

 4. prepare and make available all required information and documentation, 
and  

 5. hold harmless and indemnify the Authority and the Authority's 
representatives as defined in Section 3.9 from all: 

  a. Suits, claims, or actions; FOR R
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  b. Costs, either for defense (including but not limited to reasonable 
attorney's fees and expert witness fees) or for settlements, and; 

  c. Damages of any kind (including but not limited to fines, actual, 
punitive, and compensatory damages) 

 relating in any way to or arising out of the ADA or the OSHA, to which said 
firm is exposed or which it incurs in the execution of the contract. 

 
F. Adopt and promulgate written sexual harassment policies that include, at a minimum, 

the following information: 
  1. the illegality of sexual harassment; 
  2. the definition of sexual harassment under Illinois State law; 
  3. a description of sexual harassment, utilizing examples; 
  4. Contractor's internal complaint process including penalties;  
  5. the legal recourse, investigative and complaint process available through 

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

  6. directions on how to contact the Department and the Commission; and 
  7. protection against retaliation as provided by Section 6-101 of Illinois 

Human Rights Act. 
 
 Upon request, Contractor will provide the Illinois Department of Human Rights with the 

information described in F1 through F7above.  
 
G. Maintain all specified insurance for the duration of the contract. 
 
4.  Payments to Contractor 
If the Authority receives an acceptable invoice for conforming service prior to the fifth day 
of the month, the Authority to issue payment before the fifth day of the succeeding month. 
If received on or after the fifth day of the month, payment will be issued the following month. 
 
5.   Subcontracts 
No part of the work herein provided for is to be sublet or subcontracted without the express 
consent of the Authority, and in no case will consent relieve said Contractor from the 
obligation herein entered into, or change the terms of this Contract. 
 
6.  Contractor's Responsibility 
This Contract must extend to and be binding upon the successors and assigns, and upon 
the heirs, administrators, executors, and legal representatives of the Contractor. 
 
7. Counterparts 
This Agreement may be executed and recorded in counterparts, each of which is to be 
deemed an original and all of which, when taken together, constitutes one and the same 
instrument. The Parties hereby acknowledge and agree that facsimile signatures or 
signatures transmitted by electronic mail in so-called “pdf” format must be legal and binding 
and must have the same full force and effect as if an original of this Agreement had been 
delivered. Each of the parties (a) intend to be bound by the signatures on any document FOR R
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sent by facsimile or electronic mail, (b) are aware that the other party will rely on such 
signatures, and (c) hereby waive any defenses to the enforcement of the terms of this 
Agreement based on the foregoing forms of signature. 
 
7.  Time 
The Contractor agrees to all schedules specified in this request for proposals. 
 
8.  Seals 
IN WITNESS WHEREOF, the parties have hereunto set their hands, and are duly 
authorized to enter into such contracts on behalf of their respective organizations. 
 
 
 ___________________________________ 
 Name of Firm - Contractor 
 
 By________________________________ 
ATTEST:       Authorized Signature 
 
By: ________________________________ 
 
Its: ________________________________ 
 
        Four Rivers Sanitation Authority 
        Winnebago County, Illinois 
 
 
        By ________________________________ 
          Executive Director 
ATTEST: __________________________ 
  Assistant Director of Management Services 
 
STATE OF ILLINOIS  ) 
COUNTY OF WINNEBAGO ) 
 
On this        day of                          , 20__, before me, a notary public within and for said 
County, personally appeared _______________and Lisa Mittel, to me personally known, 
who, being each by me duly sworn did say that they are respectively, the Executive 
Director and Director of Management Services of the Four Rivers Sanitation Authority, 
named in the foregoing instrument, and that said instrument was signed and sealed in 
behalf of the Authority, and said Executive Director and Director of Management Services 
acknowledge said instrument to be the free act and deed of said Authority. 
  
(SEAL) 
 ___________________________________ 
 Notary Public 
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Return only this portion with your check de payable to FRSA, in the included return envelope. Please write your account number and customer number on your check. Additional information on the back of bill.

Service Location
Bill Date
Bill #

Payment Amount

Moved? Check this box. and
write new address on the back.

FRSA-Payments
3501 Kishwaukee St
Rockford, IL 61109-2053

Account #
Customer #

F Rivers Sanitation Authority
350 waukee St
Rockford   61109-2053

Charges Quantity AmountRate Description

Current Charges

TOTAL DUE

Past Due - Pay Immediately
Adjustments

Payments - Thank you

T 
E 

S 
T

DETACH AND RETURN THE PORTION BELOW WITH YOUR PAYMENT

WASTEWATER TREATMENT BILL

Account Number
Customer Number
Name
Service Location
Bill Date
Account Type
Bill Number

Pay online at fourrivers.illinois.gov
For any questions, call 815-387-7500

Billing Period Flow Read Type

For questions regarding payments, please contact 815-387-7500.

Read Type BOD TSS NH4 PHOFlow TypeDays In Period

Past Due - Pay Immediately
Adjustments
Payments - Thank you

YOUR ACCOUNT IS

PAST DUE

Your Past Due Amount Must Be Paid Immediately

Current Charges

12/16/2024

 

USER CHARGE - FLOW IND/COM/GOV 0.000

REMOVAL OF POLLUTANTS (WWC) COM 0.00
CUSTOMER CHARGE 7.92
ERT FEE 6.39

$14.31
$372.33

$1.43
-$350.00

$38.07

12/16/2024
COMMERCIAL

$14.31

Total Due $38.07

01/01/2000 - 12/11/2024 0 Actual0

$372.33
$1.43

-$350.00
$38.07Total Due by 01/06/2025

After 01/06/2025, pay $40.30

After 01/06/2025, pay $40.30
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 Important Phone Numbers 

 
Payments can be made online, in person, mailed in or over the 
phone. When calling us please have your account and customer 
number ready. 
 
Scan the QR code to visit fourrivers.illinois.gov and pay your 
bill online. 
  
 
 
 
 
 

 
FRSA offices are open Monday through Friday from 8:00 a.m. to 
4:30 p.m. Our drive-through window is open 8:30 a.m. to 4:30 
p.m. Offices are closed on holidays. 
 
Checks, money orders, cash, and major credit cards are 
accepted in person at the FRSA office, located at 3501 
Kishwaukee St., Rockford, IL 61109. 
 
Limit 5 Transactions at drive-up window. 
Please have your payment stub available when making a window 
payment. If you do not have a payment stub, please pay inside. 
 
An after-hours payment drop box is located at the drive-through 
of 3501 Kishwaukee St., Rockford, IL 61109. Check or money 
order payments only. 
 
Make all checks and money orders payable to FRSA. Be sure to 
write your account and customer number on your check or money 
order. 
 
Mail check or money order payments to: 
FRSA, 3501 Kishwaukee St., Rockford, IL 61109-2053. 
Please allow 5 days for mail delivery. 

 
Penalty: Any unpaid current charges of the bill are subject to a 
10% penalty after 21 days. 
 
Adjustments: If there is a question regarding this bill, please call 
customer service. Adjustments will only be made if notification 
and supporting documentation are received within 180 days. 
Accounts with more than four estimated meter reads will not 
be eligible for adjustments. 
 
If you are selling your property, a Clearwater Inspection must be 
completed by a licensed Illinois plumber. 
 
If you're experiencing financial hardship and need help 
paying your bill, please contact us at (815) 387-7500. 
Assistance is subject to available funds. 
 
Low-income customers may qualify for assistance with 
other utilities. Contact the Rockford Human Services 
Department LIHEAP Program at (844) 710-6919 or (779) 348-
7114. 
 
MOVED? PLEASE NOTIFY US.  
Check box on front of stub.  
 
NAME & ADDRESS CHANGE 
 
 

Definitions of Terms 
 
Account Number: The number tied to the property. 
Customer Number: The number tied to the account holder.  
Name: The name identifying this account. 
Service Location: The address where this sanitary sewer connection is 
located. 
Bill Date: The date the bill is released. 
Account Type: The type of activity (residential, commercial, industrial, etc.) 
at this location. 
Bill Number: The number tied to the specific bill. 
Billing Period: The range of dates covered by this bill. 
Days In Period: The number of days in the billing period. 
Current Charges: Dollars charged. 
Past Due: Unpaid amount from previous bills. 
Total Due by: The date this bill is due. 
Total Due: The total amount owed on this account. 
Flow: Water used and/or discharged to the sanitary sewer system, 
measured in Ccf. 
Ccf: (100 cubic feet) A measure of the amount of water used and/or 
discharged to the sanitary sewer system. 1 Ccf = 748 Gallons. 
Flow/Read Type: Actual: An actual reading was obtained from the meter. 

Average: An average flow for similar residential accounts was 
used for your bill. This applies only to accounts on wells. 
Combined: This flow was obtained from multiple meters. 
Estimate: municipal water department. 

Charges: The breakdown of fees and services billed. 
Removal of Pollutants (WWC): Wastewater Characteristics in the flow. 
BOD, TSS, NH4, P: Various measures of pollutants in wastewater, like 
Biochemical Oxygen Demand (BOD), Total Suspended Solids (TSS), 
Ammonia (NH4), and Phosphorus (P). 
mg/L: Milligrams per liter, a concentration of a measured item (BOD, TSS, 
NH4, P) in a liter of water discharged to the sanitary sewer system. 
Lbs: Total pounds of a measured item (BOD, TSS, NH4, P) discharged to 
the sewer system. This is calculated by using the formula (mg/L x Billed 
Flow) x .00624. 
Amount: The rate in dollars billed. 
Customer Charge: A charge that pays for the fixed costs of providing 
service regardless of if water is used. 
Flow Credit: Credited flow for the summer discount program or credit meter 
readings. 
Summer Discount: The amount of flow discounted for lawn sprinkling and 
other summer uses not discharged into the sanitary sewer system. This is 
applied if the residential property had actual meter readings in the winter 
and if the property does not have an irrigation or other credit meter. 

The summer usage period is from May 1 through October 31. 
Any water usage for lawns, gardens, pools, etc. before, or 
after, this period will not receive the summer discount. 

Atypical: Miscellaneous charges as needed; does not apply to residential 
bills. 
Compatible Pollutants: Charges for compatible pollutants and sampling; 
does not apply to residential bills. 
Incompatible Pollutants: Charges for incompatible pollutants and 
sampling; does not apply to residential bills. 
Organic: Charges for organic pollutants; does not apply to residential bills. 
Meter Charge (Well/Credit): A charge to recover costs of the well or credit 
meter, electronic head, installation, maintenance, inspection, and permits. It 
also covers replacement and meter reading costs. 
Water Meter Read Fee: A fee charged by your local water department for 
collecting and providing water consumption data. 
PILOT (Payment in Lieu of Taxes): Charged if you do not pay FRSA 
property taxes. 
Conn Basin Fee: Charge for connection/basin fee. 
ERT (Encoder Receiver Transmitter) Meter Fee: Special charge for the 
Loves Park ERT meter fee. 
Spec. User Fee: Special charge user fee. 
Current Charges: Charges from this billing period. 

 

Customer Service (815) 387-7500 
Industrial Billing (815) 387-7640 
Sewer Backups (815) 387-7600 / (779) 774-3700 

Toxic Spills (815) 387-7455 / (779) 774-3416 
Main Number (815) 387-7400 / (779) 774-3400 

TTY 7-1-1 or (800) 526-0844 

Place this stub in the return envelope with 
FRSA – PAYMENTS showing in the window 
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