
MINUTES 
FINANCE COMMITTEE 

JUNE 16, 2021 
 
 

The Finance committee met on June 16, 2021 at 4:30 p.m. in the Council Chambers and via 
teleconference and zoom. 
 
Present in person:  Chairman Bredeman, Alderman Vanbruwaene, Alderman Sharp, Mayor 
Hughes, and Office Manager Passage  
Absent:  Alderman Gould 
The meeting was also held via zoom:  No one was present on zoom 
Chairman Bredeman called the meeting to order at 4:32 p.m. 
 
PUBLIC COMMENT 
No Public Comment 
 
PURPOSE 
FINANCE 
Mayor Hughes asked that the RFQ – Architects for City Hall Renovation be discussed first as he will need 
to leave the meeting to go to a dinner. 
 
RFQ – Architects for City Hall Renovation - Office Manager Passage reported that Mayor Hughes asked 
her to reach out to Don White to see if he was interested in heading up the process of selecting an 
Architect for the City Hall Renovation.  Don White submitted a proposal.  See below:  
 
Thank you for this opportunity to assist the City of Chillicothe in the continuance toward the remodeling 
of City Hall. 
The first item of business is for the mayor to assign a Building Committee.  When I met with the mayor 
to transition that position, I reported to him that we had suggested the following people; Denise 
because she is the Office Manager; Alderman Gary Sharp due to his background, his availability, and the 
interest he has shown in the project; and Maggie as City Clerk and a user of the building.  Obviously, the 
mayor could appoint himself to the Committee.  I would suggest the Committee be no larger than that 
for ease in scheduling meeting, etc. 
In the meantime, I will fill in the blanks of the RFQ previously started for presentation and approval by 
the Council. 
I am attaching a Task Plan for my services up to the point of getting an architect/engineer under 
contract with the City.  Once under contract with an A/E, and if the Council wants my continued 
involvement in the Project, we can discuss further service at that time. 
The following is a detailed narrative of each Task: 
 
#1 Complete RFQ – I will fill in the blanks of the RFQ (dates, etc.) for review and approval by the Council.  
An RFQ (Request for Qualifications) is required rather than an RFP (Request for Proposal) because there 
is no Scope of Project for an A/E to propose a cost proposal from.  Much like was done to bring  
Cunningham on board for the playground equipment, we will select our A/E consultant by way of 
shortlisting and interviews by the Building Committee.  Once we identify our preferred A/E, we then  
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negotiate a scope of service and fees.  This is called a “Quality Based Selection” (QBS) process which has 
been State law for employing architects, according to the Illinois Capital Development Board. 
#2 RFQ Approval – I will attend the Council meeting, when scheduled to review/approve the RFQ, to 
answer any questions. 
#3 Identify Potential Proposers; I will develop a list of potential architectural firms that would be most 
apt and appropriate for such a project; type and size of project, availability, etc. 
#4 Coordinate Distribution of RFQ; working with the Office Manager, I will help coordinate the posting 
of the RFQ and distribution to identified qualified potential proposers. 
#5 Pursue Proposers; I will contact the most qualified potential proposers to learn of their interest 
and/or urge them to submit – while only answering any questions they may have about the RFQ; no 
detailed questions. 
#6 Tour with Proposers; coordinate site tour(s) with interested proposers and the Building Committee, 
attend and lead the tour(s), and record questions and answers; distribute question and answers to 
proposer subsequent to tour(s). 
#7 Report to Council; inform Council of status and interested proposers. 
#8 Answer RFQ Questions; I will field any additional questions from potential proposers, who are 
generally shy to ask questions in front of others during a tour.  Any such questions and answers will be 
distributed to all other potential proposers. 
#9 Prep for Interviews; I will draft a script and questions to be used in the interviews of architects. 
#10 Short List Meeting with Building Committee; I will schedule and meet with the Building Committee 
to review the selection process, prep for the interviews, and determine a short list of proposers to be 
interviewed.  Subsequent to the meeting, I will contact all proposers with the Committee’s short list 
selections. 
#11 Interviews, assuming three firms; I will schedule the interviews with the Building Committee, attend 
and lead the interviews.  Immediately after the interviews, I will work with the Committee to determine 
the most preferred firm and rank the others. 
#12 Report to Council; inform Council of status and preferred proposer. 
#13 Notify Those Interviewed; I will contact all interviewed proposers to inform them of the 
Committee’s selection and to schedule a negotiation meeting with the preferred proposer. 
#14 Initial Negotiation Meeting; the Building Committee and I will meet with the preferred proposer to 
begin to negotiate the scope of the project, the A/E services, the preliminary schedule and professional 
fees.  The proposer will be asked to return to the Committee with their scope/fee proposal. 
#15 Approve Scope & Fees; the Building Committee and I will meet with the preferred proposer to 
review and negotiate their final scope of service and fee.  Accordingly, the proposer will be asked to 
draft a Contract for presentation to the Council for approval. 
#16 Review Contract; I will review the submitted Contract and prepare to report to the Council. 
#17 Report to Council; inform Council of status and request approval of the proposer’s Contract. 
#18 Approve Contract; inform the architect that Contract has been approved; next steps. 
 
If this scope of service and fee proposal are accepted by the Council, I will draft a Letter of Agreement, 
for this phase of work, for Council approval and signature. 
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Complete RFQ & Schedule - Tentative 
June 28 Council Meeting – Present my scope & fees, RFQ, and Schedule to Council 
Develop qualified Proposers 
June 30 - Post & Distribute RFQ; contact Proposers 
Week of July 5 – Tours 
July 19 Council Meeting – Present my LOA and list of interested Proposers to Council 
July 21 – Qualifications Due 
Prep for interviews 
Week of July 26 – Committee Meeting to Shortlist 
Week of August 2 - Interviews  
August 9 Council Meeting – Present the preferred Proposer 
Negotiation meetings and draft Contract 
August 23 Council Meeting – Approve selection of A/E and Contract 
Cost Projections 

 
 

Chillicothe City Hall

Program Management

Task Plan

# Task Hours Rate Total

1 Complete RFQ/Schedule 1 $120 $120

2 RFQ Approval 0.5 $120 $60

3 Identify Potential Proposers 1 $120 $120

4 Coord Distribution of RFQ 0.5 $120 $60

5 Pursue Proposers 1.5 $120 $180

6 Tour with Proposers 4 $120 $480

7 Report to Council 0.5 $120 $60

8 Answer RFQ Questions 1.5 $120 $180

9 Prep for interviews 1.5 $120 $180

10 Short List with Bldg Committee 2 $120 $240

11 Interviews (3) 4 $120 $480

12 Report to Council 0.5 $120 $60

13 Notify those Interviewed 1 $120 $120

14 Negotiation Meeting 1.5 $120 $180

15 Approve Scope & Fees 1.5 $120 $180

16 Review Contract 1 $120 $120

17 Report to Council 0.5 $120 $60

18 Contract Approval 0.5 $120 $60

24.5 $2,940
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A discussion ensued regarding creating a subcommittee (building committee).  Chairman Bredeman 
asked if someone from the finance committee would be on the subcommittee.  Mayor Hughes stated 
that he would like to have the chairman.  A discussion ensued regarding Don Whites proposal.  
Alderman Vanbruwaene stated that Mr. White would be acting as a project manager and the city would 
want an owner representative for this project.  Mayor Hughes wanted to make sure that Don White 
knows that he cannot be the project manager and submit as an Architect.  After discussion, the 
consensus of the committee was to have office manager Passage make sure Mr. White only wants to be 
the project manager and if he agrees then move the proposal to the city council for approval. 
 
Consultant – Position – Office Manager Passage advised the committee the Mayor Hughes talked to her 
about bringing in a person to help the Mayor, apply for grants, and assist in other tasks.  This was not 
budgeted for at the time the budget was set.  A decision would need to be made regarding how or if the 
committee would recommend adding this expense.  There are a couple of options: 
1.  Bring on with an agreement for professional services, on a contract basis.  You would need a written 
agreement to set specifics of the duties expected.  This would not be considered an employee.  
2.  To add as an employee, you would want to know the position, per the hiring process you would need 
to advertise and it would be under 25 hours weekly to be exempt from benefits and be part time, or full 
time would require benefits such as insurance and subject to benefits. 
3.  I believe the mayor would have the right to make an appointment with council concurrence, which 
would need legal consideration, such as does it need to be added to code book, is it salary, hourly, 
duties, etc.. 
Mayor Hughes stated he does not want to hire a person.  He wants help for Amanda.  He stated that she 
is already helping Amanda and help him.  He wants her for 20 hours a week (not to exceed) at $25.00 an 
hour.  There is work for her.  He wants to contract and take the expense from the line item professional 
service.  Some would come from the general administration and some from economic development.   
Chairman Bredeman asked if it would be a contract.  Mayor Hughes stated he does not want to bring 
her in as an employee.  A discussion was held regarding the scope of work she would be doing.  
Alderman Vanbruwaene stated that in order to be contracted should she be required to have a business.   
A discussion was held regarding what duties this person would have such as checking the Mayors email, 
grant writing, write the mayor’s article for the paper.  Chairman Bredeman asked if we should define the 
scope of what this person would be performing, to help when it is presented to the city council.  Mayor 
Hughes stated that the council has to vote if they want the attorney to look at how to accomplish this. 
Mayor Hughes stated that he just would like to know if the finance committee feels it is possible to do 
this and if the finance committee would allow this.  Chairman Bredeman stated that he felt the 
committee needs to know what the scope would be.  Alderman Vanbruwaene suggested that he 
believes the committee should define the scope; we are unclear as to how to hire the person.  We 
should define the scope.  The consensus of the committee was to have Alderman Vanbruwaene work on 
defining the scope and bring the scope to council on June 28 to be referred to the committee. 
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Appropriation Ordinance Update – Office Manager Passage stated the draft of the ordinance has been 
sent out to elected officials and department head for review and any changes.  She stated she has 
increased the professional services in the appropriation ordinance as per the mayor’s direction.  She 
stated that she has provided the committee with a report that shows the budgeted amount and the 
appropriation amount for their review.   The final version with any changes will be sent out in the next 
council packet.  The public hearing will be held at 6:30 p.m. June 28 and the ordinance will be presented 
for approval at the June 28 council meeting. 
 
American Rescue Plan – Office Manager Passage reported the legislation has passed the ARP (American 
Rescue Plan) act of 2021.  In that legislation municipalities will be receiving revenue.  The City of 
Chillicothe is set to receive approximately $740,000.00.  There are specific guidelines on how the city 
can utilize the money.  Chillicothe is considered a NonEntitlement Unit (NEUs).  This means the revenue 
the city will receive should come through the state.  Some of the uses of the funding are: 
●Support public health expenditures 
●Address negative economic impacts caused by the public health emergency 
●Replace lost public sector revenue 
●Provide premium pay for essential workers 
●Invest in water, sewer and broadband infrastructure 
The funding should come in two installments.   
The city will have until December, 2024 to utilize the funds. 
When the funds are received the money will be placed in a separate bank account. 
The city will need to decide how they would like to utilize the funds.   
A discuss was held regarding who would decide.  A suggestion was made to have the finance committee 
brain storm and hold a committee of the whole.  No action at this time. 
 
Budget Review – Office Manager Passage stated that all members should have received an email with 
the budget comparison report attached for the month of May.  Department expenses should be at 8.3%. 
All departments are in that range.  Some line items are over however; most are due to one time 
expenditures or first quarter expenditures.  Cemetery & Parks department are seasonal so they are 
monitored by the supervisor to insure compliance.    
 
20-21 Audit – Office Manager Passage advised the committee that Phillips, Salmi & Associates, LLC 
have started the 20-21 Audit.  The City entered into a five year agreement with Phillips, Salmi & 
Associates to perform the city’s audits.  April 30, 2018 $19,950, April 30, 2019 $20,450, April 30, 2020 
$20,950, April 30, 2021 $21,540, April 30, 2022 $21,950.   
 
City Hall Air Conditioning – Office Manager Passage stated that the City has two air conditioning units for 

the lower level at City Hall.  They are getting old and have a refrigeration leak.  She had obtained a 

proposal in April, 2021 to replace the units from Carl’s season control.  A discussion was held regarding 

whether to replace the units or wait until after an architect is selected and discuss what would be the 

best solution.  The consensus of the committee was to add the air condition to the scope of the remodel 

of city hall. 
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OLD BUSINESS 
Water Rate Increase – nothing to report 
Microsoft 365 – email update – Office Manager Passage advised the committee that Microsoft 365 has 
been installed on computers at City Hall, Police Station, and Public Works.  She stated that IVC School 
District will be selling some used chrome books for $40.00 each.  She is testing one of the chrome books 
to see how well they will work for Microsoft 365 and would like the committee consider purchasing 12  
to issue to elected officials.  The Elected officials will use the chrome book to send and receive their 
email correspondences from the city.   
 
City Clean Up Voucher Program – updated - Office Manager Passage stated the program has closed.  She 
state 199 vouchers were issued; we have paid for 69 vouches that were redeemed.  We should still 
receive one more invoice from Wigand Disposal as the billing was through May 31 and the program ran 
through June 5.  Total paid at this time was $2,760.00.   
 
SUMMARY 
Council Agenda Items:  RFQ – Agreement - City Hall  
   Consultant Position 
   Appropriation Ordinance 
    
Council Action – Report American Rescue Plan 
    
There being no further business the meeting adjourned at 5:26 p.m. 
 
Respectfully, 
 
Barry Bredeman 
Chairman 
 
 

  

 

 
  


