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WASCO SANITARY DISTRICT 
 

 REQUEST FOR PROPOSAL 

FOR OFFICE MANAGER 

 

 

RESPONSE DUE:  JUNE 1, 2021 

 

SECTION I – INTRODUCTION 

 

You are invited to submit a proposal as an independent contractor to serve as an office manager for 

the Wasco Sanitary District (“District”).  As explained more fully below, the office manager will be 

an independent contractor required to manage the daily office operations and finances of the District. 

 The District requests that each independent contractor provide a proposal on the work to be 

performed and provide detailed, accurate, and complete descriptions for each point raised in Section 

IV (“Response to Request for Proposal”) of this Request for Proposal (“RFP”). 

 

Any questions regarding this RFP should be directed to: 

 

Attorney Richard Bruen 

Montana & Welch, LLC 

Phone: (630) 501-0624 

Email: rbruen@montanawelch.com 

 

Please include “Office Manager RFP” in the subject line of the email. 

 

SECTION II – DESCRIPTION OF ENTITY 

 

The Wasco Sanitary District (WSD) provides water and wastewater services to the following 

subdivisions in Kane County: Wasco, Fox Mill, The Farmstead, Prairie Lakes, Fox Creek, and 

Norton Lake subdivisions via approximately 1,200 connections.  The potable water system 

currently has three wells and is served by a water tower and a water treatment plant. The average 

daily demand for District users is about 350,000 gallons per day and up to 900,000 gallons on 

high-demand days. The WSD provides waste water treatment through a water reuse system 

sometimes referred to land application. Wastewater is collected in sanitary sewers and routed to 

the primary pumping facility station north of the treatment facility. Capacity of the system is 

permitted at 316,000 gallons per day. 

 

The District is an Equal Employment Opportunity employer. It does not discriminate based upon 

race, religion, color, national origin, gender (including pregnancy, childbirth, or related medical 

conditions), sexual orientation, gender identity, gender expression, age, status as a protected veteran, 

status as an individual with a disability, or other applicable legally protected characteristics. 
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SECTION III – NATURE OF SERVICES REQUESTED 

 

The responsibilities of the District’s office manager shall include, but not necessarily be limited to: 

 

Daily Tasks 

 

• Staffing the District’s office from 8 a.m. to 4 p.m., Monday through Friday, to interact with 

members of the public; accept and manage in-person water bill payments; respond to 

communications from customers, the public, and members of the District’s Board of Trustees 

(“Board”); and provide communications to customers as directed. Staff member should be 

provided with a one-hour lunch time. Work from home may be allowed at the Board’s 

discretion. 

 

• Handling the District’s customer billing, including meter readings, the issuance of 

invoices, processing of payments for services, depositing payments, and management of 

past-due accounts, which may include preparation of service interruption notices, filing 

of liens.  

 

• Ensuring compliance with applicable data security laws. 

 

• Monitoring and maintaining the District’s facility security systems, including key control 

procedure and facility security cameras.  

 

• Working with the District’s engineer, operator, and attorneys to ensure District and 

customer compliance with all applicable laws and regulations.   

 

Weekly Tasks 

 

• Maintaining, monitoring, and updating the District’s website, including the payment portal.  

 

• Coordinating the District’s vendors and outside contractors, including invoices, 

certificates of insurance, and the issuance of 1099 forms annually. 

 

• Overseeing the water meters in the District – including the issuance of water meters to 

builders for new construction and overseeing the District’s meter upgrade program in 

cooperation with the District’s operator – and issuing work orders and scheduling meter 

repair appointments in cooperation with the District’s operator.  

 

Monthly Tasks 

 

• Preparing agendas with the approval of the Board President and input from the Board’s 

Trustees for regular and special Board meetings, assembling and distributing Board meeting 

packets, posting notice of Board meetings in compliance with the Open Meetings Act 

(“OMA”), 5 ILCS 120/1 et seq., attending Board meetings, and managing Zoom 

transmission and recording of Board meetings held remotely. Regular District Board 

meetings are normally held on the second Thursday of the month from 7:00 p.m. to 10:00 

p.m.  
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• Monitoring and supervising the District’s bank and investment accounts and reporting the 

status of the District’s accounts at the Board’s monthly meeting. 

 

• Preparing monthly financial reports for the Board. 

 

Quarterly and/or Seasonal Tasks 

 

• Maintaining and overseeing the District’s insurance policies, including renewals and the 

documentation of and reporting of incidents which may be covered under said policies as 

needed. 

 

• Monitoring the District’s Bulk Water Sales program and ensuring payment of bulk water 

sales on a timely basis. 

 

Annual Tasks 

 

• Working with the Board to prepare the District’s annual operating budget and preparing the 

tax levy ordinance with the assistance of the District’s attorneys.  

 

• Working with the District’s auditors to prepare financial and worker’s compensation audits.  

 

• Prepare year-end financial report for the Board.  

 

Occasional As-Needed Tasks 

 

• Coordinating transfer of customer utility services in the case of property transfers and other 

situations where this is requested or required. 

 

• Assisting with requests for proposals, requests for bid, or requests for qualifications in 

situations where the District seeks to contract for goods or services.  

 

• With the assistance of the District’s attorneys, responding to requests for information under 

the Freedom of Information Act (“FOIA”), 5 ILCS 140/1 et seq. and assembling the 

documents requested.  

 

• Coordinate construction permits, including applications for permits, issuance of permits, and 

all necessary inspections. 

 

• Managing the District’s Cross Connection Control Program in cooperation with the District’s 

operator. 

 

• Assisting in grant or other funding opportunities available to the District.  

 

• Working with the District’s engineer, operator, attorneys, and/or Board on other issues which 

may confront the District, including assisting the District’s attorneys in any litigation 
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SECTION IV – RESPONSE TO REQUEST FOR PROPOSAL 

 

Proposals shall be transmitted by a letter that shall include at least the information listed below: 

 

1. The name(s) of the individual(s) who would have primary responsibility for District matters, 

together with the name(s) of those who would assist. Attach current resumes for all such 

individuals. 

 

2. A detailed description of your firm’s billing procedures, as well as your proposed billing 

structure for the District. 

 

3. Detailed descriptions of your level of experience with the following, including any specific 

experience with sanitary districts: 

 

a. Knowledge of Microsoft Office and related computer systems. 

 

b. Governmental entities, including experience with OMA and/or FOIA.   

 

c. Management of websites, including websites providing for online payment. 

 

d. Management of accounts receivable and payable. 

 

e. Preparation of financial reports and operating budgets. 

 

f. Supervision and review of property tax levies and the budget process with respect to 

 governmental entities. 

 

g. Handling personal information and ensuring compliance with data security laws. 

 

h. Handling construction permits, including applications, permit issuance, and 

 inspections. 

 

i. Obtaining grants or other funding for governmental entities. 

 

j. Handling water or sewer utility providers. 

 

4. A detailed description of whether any complaints or lawsuits have been filed against the firm 

or its employees within the last three years.  If so, please provide the dispositions of each 

complaint and/or lawsuit. 

 

5. A list of clients for whom the firm has provided similar services on an ongoing basis.  

 The list should include a contact person, address with ZIP code, email address, and phone 

 number.  By this submission, you authorize the District to contact these clients as references. 

 

6. A description of any other matters that you would consider relevant to the District in 

 determining whether to select you or your firm as the District’s office manager.  Why should 

 the District contract with you or your firm? 

 

7. A description of the insurance, including workers’ compensation and employment liability 



5 
 

 policies that would apply to your services to the District. The District will require 

 comprehensive general liability insurance, including proposer’s protective liability and 

 contractual liability insurance covering death or bodily injury with minimum limits of 

 $500,000 per person and $1,000,000 for any one accident and property damage coverage 

 with a minimum limit of $500,000. 

 

 Certificates of insurance covering all of the insurance required to be maintained by proposer 

 shall be filed with the District.  The certificate shall verify that the District is named on the 

 insurance as additional insured.  Listing the District as “Certificate Holder” is not acceptable. 

 

SECTION V – SUBMISSION OF RESPONSE TO REQUEST FOR PROPOSAL 

 

Please submit one copy of your proposal in PDF format no later than JUNE 1, 2021 AT 10:00 A.M. 

to: 

 

Attorney Richard Bruen 

Montana & Welch, LLC 

rbruen@montanawelch.com 

 

Your letter and any exhibits should be submitted in one PDF.  Please be cognizant of PDF size and 

use a cloud file-sharing service with hyperlink where applicable.  Late proposals will not be 

considered. 

 

Proposals submitted in accordance with this Request for Proposal shall be binding upon the proposer 

if accepted by the District not later than JUNE 1, 2021.   

 

All proposals, responses, inquiries, or correspondence relating to or in reference to this Request for 

Proposal, and all reports, charts, displays, and other documentation submitted by the proposer shall 

become the property of the District when received and shall not be returned to the proposer.  The 

District reserves the right to use the material or any ideas submitted in this proposal in response to 

the Request for Proposal, whether amended or not.  Selection or rejection or any proposal does not 

affect this right.  During the evaluation process, the District reserves the right, where it may 

serve the District’s best interest, to request additional information or clarification from 

proposers or to allow corrections of errors or omissions. 

 

Submission of a proposal confers no right on an offeror to an award or subsequent contract. The 

District reserves the right to reject any or all proposals for any reason, and to terminate the selection 

process at any time.  The District further reserves the right to waive any informalities and to accept 

the proposal deemed most favorable to the interests of the District after all responsive proposals have 

been examined. The District also reserves the right to negotiate the terms and conditions of any 

contract to provide the services specified in this request. 

 

Because the request is being submitted to a governmental entity, any responses to this request 

submitted to the District may be subject to release as public records under FOIA.  If an offeror 

believes that its response, or parts of its response, may be exempt from disclosure, the offeror must 

specify the part of the response which it believes are exempt and which exemptions are applicable. 

The determination of whether information is confidential and not subject to disclosure is ultimately 

the duty of the Attorney General’s Public Access Counselor or a court of law. The District assumes 

no responsibility for asserting legal arguments on behalf of any offeror.  
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The District’s office manager will be an independent contractor; no employer/employee relationship 

will be established. The District will not provide the independent contractor with any benefits of 

employment, including health insurance, earned vacation, earned bonuses, or pension benefits.  If the 

contractor is a corporation, it will be required to demonstrate and maintain its corporate status in 

good standing with the Illinois Secretary of State’s Office. The independent contractor will also be 

required to carry employment liability and workers’ compensation insurance for its employees. 


