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Year: 2008-1
Multi Year: v
Contract Type:

Contractor's Name:
Contractor's AKA:
Execution Date:
Termination Date:
Renewal Date:
Department:

Originating Person:

Contract Description:

Thursday, March 20, 2008

Legistar File ID#: 2008-0121

$14,710.00

Services

Alliance Window Cleaning Inc.

3/4/2008
10/31/2010

Parks & Building Maintenance

Frank Stec

Window Washing 2008-2010




TRUSTEES
Bernard A. Murphy
Kathleen M. Fenton
David P. Maher Brad S. O’Halloran
James V. Dodge
14700 S. Ravinia Ave. . Edward G. Schussler llI
Orland Park, IL 60462 VILLAGE HALL Patricia Gira
(708) 403-6100

MAYOR
Daniel J. McLaughlin

VILLAGE CLERK

March 20, 2008

Mr. James Devine

Alliance Window Cleaning, Inc.
4 N 220 Cavalry Drive, Unit M
Bloomingdale, Illinois 60108

RE: NOTICE TO PROCEED
Alliance Window Cleaning of Village Facilities 2008-2010

Dear Mr. Devine:

This notification is to inform you that the Village of Orland Park has received all necessary
contracts, certifications, and insurance documents in order for work to commence on the above
stated project as of March 12, 2008.

Please contact Frank Stec at 708-403-6139 to arrange the commencement of the work.

The Village has processed Purchase Order #047551 for this contract/service and faxed this to
your company. It is imperative that this number on the Purchase Order be noted on all invoices,
correspondence, etc. All invoices should be sent directly to the Accounts Payable Department at
14700 S. Ravinia Ave. Orland Park, IL. 60462. Also, your final invoice for this contract/service
should state that it is the final invoice pertaining to that Purchase Order.

For your records, I have enclosed one (1) original executed contract dated March 4, 2008 in an
amount not to exceed Fourteen Thousand Seven Hundred Ten and No/100 ($14,710.00) Dollars per
year. If you have any questions, please call me at 708-403-6173.

Sincerely,

Denise Domalewski
Contract Administrator

ce: Frank Stec



BILL TO: VILLAGE OF ORLAND PARK

Attention: Accounts Payable
14700 Ravinia Avenue
Oyrland Park, Winois 60462-3167
“hﬂrm' (708) 403-6180
Fax: (708) 403-9212

Purchase Order Number:
Purchase Order Date:

PURCHASE ORDER

To:

ALLIANCE WINDOW CLEANING INC
4 N. 220 CAVALRY DRIVE

Ship to:

Page: 1
047551

03/17/08

VILLAGE OF ORLAND PARK

uNITM == , IL  —----
BLOOMINGDALE, IL 60108
Vendor No.] Your invoice MUST mirror the items on the
Purchase Order. Failure to include the PO number
10082 | op the invoice could result in invoice payment o
: = | delavs. Sales Tax Exempt # F9998 1807 05
Deliver By | Vendor Phone Number Vendor Fax Number Terms
03/04/08| TEL# (630} 351-9805 FRX# (630) 351-9816 NET
Confirm To Cenfsxm By Requisitioned By .
JAMES DEVINE JUDY KONOW FRANK STEC
Account I\mmber R@qmﬂutm Nﬁ,, Requisition Date
01021004244292 48923 03/04/08
Line# | Quantity [UOM Item Number and Description Unit Cost Extended Cost
3 14710.00 | DL |WINDOW WASHING AS PER BID 1.0000 14710.00
SUB-TOTAL 14710.00
TOTAL 14710.00
REMARKS :
BOARD APPROVED 3/3/08 2008-0121
Aunthorized Iﬁy;%mﬂ_‘ Pmedg’slgci‘cg Phoned; Mailed:



VILLAGE OF ORLAND PARK
(Contract for Services)

This Contract is made this 4th day of March, 2008, by and between the Village of Orland

Park (hereinafter referred to as the “VILLAGE”) and Alliance Window Cleaning, Inc. (hereinafter

referred to as the “CONTRACTOR™).

WITNESSETH
In consideration of the promises and covenants made herein by the VILLAGE and the
CONTRACTOR (hereinafter referred to collectively as the “PARTIES”), the PARTIES agree as
follows:

SECTION 1: THE CONTRACT DOCUMENTS: This Contract shall include the
following documents (hereinafter referred to as the “CONTRACT DOCUMENTS”) however this
Contract takes precedence and controls over any contrary provision in any of the CONTRACT
DOCUMENTS. The Contract, including the CONTRACT DOCUMENTS, expresses the entire
agreement between the PARTIES and where it modifies, adds to or deletes provisions in.other
CONTRACT DOCUMENTS, the Contract’s provisions shall prevail. Provisions in the
CONTRACT DOCUMENTS unmodified by this Contract shall be in full force and effect in their
unaltered condition.

The Invitation to Bid, included by reference

The Instructions to the Bidders, included by reference

This Contract

The Terms and Conditions

The Bid Proposal dated February 12, 2008, as it is responsive to the VILLAGE’S bid

requirements

All Certifications required by the Village

Certificates of insurance

SECTION 2: SCOPE OF THE WORK AND PAYMENT: The CONTRACTOR agrees
to provide labor, equipment and materials necessary to provide the services as described in the
CONTRACT DOCUMENTS and further described below:

Window Washing — Wash the inside and outside of all windows on all Village of Orland Park owned
buildings as listed below. Windows will be cleaned and no streaks or marks left. The windows shall
be washed twice a year, in March and in October, for the years 2008, 2009 and 2010. Window will

be cleaned from 8:00 am to 3:30 pm Monday-Friday and the Village has the right to determine
which sites need to be done.
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COST COST COST
LOCATION ADDRESS 2008 2009 2010

Village Hall 14700 Ravinia Ave. $3,300.00  $3,300.00  $3,300.00
Civic Center 14750 Ravinia Ave. 1,900.00 1,900.00 1,900.00
Police Station 151% and Ravinia 800.00 800.00 800.00
Sportsplex 11351 West 159™ St. 4,850.00 4,850.00 4.850.00
Robert Davison 14700 Park Ave. 140.00 140.00 140.00
Franklin Loebe 14750 Ravinia Ave 1,900.00 1,900.00 1,900.00
Public Works 15655 Ravinia Ave 900.00 900.00 900.00
Cultural Center 14760 Park Lane 500.00 500.00 500.00
Metra 153™ 10399 153" St. 60.00 60.00 60.00
Metra 153" 10401 153™ St. 60.00 60.00 60.00
Metra 153™ 10405 153" St. 60.00 60.00 60.00
Metra 179™ 11751 W. 179" st. 60.00 60.00 60.00
Metra 143™ 9750 West 142™ St. 180.00 180.00 180.00
TOTAL $14,710.00 $14,710.00  $14,710.00

(hereinafter referred to as the “WORK?”) and the VILLAGE agrees to pay the CONTRACTOR
pursuant to the provisions of the Local Government Prompt Payment Act (50 ILCS 505/1 et seq.) the
following amount for performance of the described services

TOTAL: Fourteen Thousand Seven Hundred Ten and No/100 ($14,710.00) Dollars for each year of
the three (3) year contract, 2008, 2009 and 2010.

SECTION 3: ASSIGNMENT: CONTRACTOR shall not assign the duties and obligations
involved in the performance of the WORK which is the subject matter of this Contract without the
written consent of the VILLAGE.

SECTION 4: TERM OF THE CONTRACT: This Contract shall commence on the date
of its execution. The WORK shall commence between March 15th to April 15th and October st to
October 31st of each of the three (3) years, 2008, 2009 and 2010. This Contract will terminate
October 31, 2010, but may be terminated by either of the PARTIES for default upon failure to cure

after ten (10) days prior written notice of said default from the aggrieved PARTY. The VILLAGE,
for its convenience, may terminate this Contract with thirty (30) days prior written notice.

SECTION 5: INDEMNIFICATION AND INSURANCE: The CONTRACTOR shall
indemnify and hold harmless the VILLAGE, its trustees, officers, directors, agents, employees and
representatives and assigns, from lawsuits, actions, costs (including attorneys' fees), claims or
liability of any character, incurred due to the alleged negligence of the CONTRACTOR, brought
because of any injuries or damages received or sustained by any person, persons or property on
account of any act or omission, neglect or misconduct of said CONTRACTOR, its officers, agents
and/or employees arising out of, or in performance of any of the provisions of the CONTRACT
DOCUMENTS, including any claims or amounts recovered for any infringements of patent,
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trademark or copyright; or from any claims or amounts arising or recovered under the "Worker's
Compensation Act" or any other law, ordinance, order or decree. In connection with any such
claims, lawsuits, actions or liabilities, the VILLAGE, its trustees, officers, directors, agents,

employees, representatives and their assigns shall have the right to defense counsel of their choice.
The CONTRACTOR shall be solely liable for all costs of such defense and for all expenses, fees,
judgments, settlements and all other costs arising out of such claims, lawsuits, actions or liabilities.

The Contractor shall not make any settlement or compromise of a lawsuit or claim, or fail to
pursue any available avenue of appeal of any adverse judgment, without the approval of the Village
and any other indemnified party. The Village or any other indemnified party, in its or their sole
discretion, shall have the option of being represented by its or their own counsel. If this option is
exercised, then the Contractor shall promptly reimburse the Village or other indemnified party, upon
written demand, for any expenses, including but not limited to court costs, reasonable attorneys' and
witnesses' fees and other expenses of litigation incurred by the Village or other indemnified party in
connection therewith.

Execution of this Contract by the VILLAGE is contingent upon receipt of Insurance
Certificates provided by the CONTRACTOR in compliance with the CONTRACT DOCUMENTS.

SECTION 6: COMPLIANCE WITH LAWS: CONTRACTOR agrees to comply with all
federal, state and local laws, ordinances, statutes, rules and regulations including but not limited to
the Illinois Human Rights Act as follows: CONTRACTOR hereby agrees that this contract shall be
performed in compliance with all requirements of the Illinois Human Rights Act, 775 ILCS 5/1-101
et seq., and that the CONTRACTOR and its subcontractors shall not engage in any prohibited form
of discrimination in employment as defined in that Act and shall maintain a sexual harassment
policy as the Act requires. The CONTRACTOR shall maintain, and require that its subcontractors
maintain, policies of equal employment opportunity which shall prohibit discrimination against any
employee or applicant for employment on the basis of race, religion, color, sex, national origin,
ancestry, citizenship status, age, marital status, physical or mental disability unrelated to the
individual’s ability to perform the essential functions of the job, association with a person with a
disability, or unfavorable discharge from military service. CONTRACTOR and all subcontractors
shall comply with all requirements of the Act and of the Rules of the Illinois Department of Human
Rights with regard to posting information on employees’ rights under the Act. CONTRACTOR and
all subcontractors shall place appropriate statements identifying their companies as equal

opportunity employers in all advertisements for workers to be employed in work to be performed
under this contract.

The CONTRACTOR shall obtain all necessary local and state licenses and/or permits that

may be required for performance of the WORK and provide those licenses to the VILLAGE prior to
commencement of the WORK.

SECTION 7: NOTICE: Where notice is required by the CONTRACT DOCUMENTS it
shall be considered received if it is delivered in person, sent by registered United States mail, return

A
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receipt requested, delivered by messenger or mail service with a signed receipt, sent by facsimile or
e-mail with an acknowledgment of receipt, to the following:

To the VILLAGE: To the CONTRACTOR:

Denise Domalewski, Contract Administrator James Devine, President

Village of Orland Park Alliance Window Cleaning, Inc.
14700 South Ravinia Avenue 4 N 220 Cavalry Drive, Unit M
Orland Park, Illinois 60462 Bloomingdale, Illinois 60108
Telephone: 708-403-6173 Telephone: 630-351-9805
Facsimile: 708-403-9212 Facsimile: 630-351-9816

e-mail: ddomalewski@orland-park.il.us e-mail: jim@alliancecleaning.net

or to such other person or persons or to such other address or addresses as may be provided by
either party to the other party.

SECTION 8: STANDARD OF SERVICE: Services shall be rendered to the highest
professional standards to meet or exceed those standards met by others providing the same or similar
services in the Chicagoland area. Sufficient competent personnel shall be provided who with
supervision shall complete the services required within the time allowed for performance. The
CONTRACTOR’S personnel shall, at all times present a neat appearance and shall be trained to
handle all contact with Village residents or Village employees in a respectful manner. At the request
of the Village Manager or a designee, the CONTRACTOR shall replace any incompetent, abusive or
disorderly person in its employ.

SECTION 9: PAYMENTS TO OTHER PARTIES: The CONTRACTOR shall not
obligate the VILLAGE to make payments to third parties or make promises or representations to
third parties on behalf of the VILLAGE without prior written approval of the Village Manager or a
designee.

SECTION 10: COMPLIANCE: CONTRACTOR shall comply with all of the requirements
of the Contract Documents, including, but not limited to, the Illinois Prevailing Wage Act where

applicable and all other applicable local, state and federal statutes, ordinances, codes, rules and
regulations.

SECTION 11: LAW AND VENUE: The laws of the State of Illinois shall govern this
Contract and venue for legal disputes shall be Cook County, Tlinois.

SECTION 12: MODIFICATION: This Contract may be modified only by a written
amendment signed by both PARTIES.

4.
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SECTION 13: COUNTERPARTS This Contract may be executed in two (2) or more
counterparts, each of which taken together, shall constitute one and the same instrument.

This Contract shall become effective on the date first shown herein and upon execution by
duly authorized agents of the parties.

FOR: THE VILLAGE FOR: THE CONTRACTOR
By: @@&«ﬁ’% OBM By: (l
Ol , ,
Print Name: Ellen J. Baer Print(Name; A > Pﬁ‘/‘-’\% g}&ﬁ:/\l&
Its:  InterimVillage Manager Its: '? @MK’ |
Date: 73 ‘vﬁ J\ 0% Date: 3 _'é — g

FACSIMILE SIGNATURES SHALL SUFFICE AS ORIGINAL

Initial here if faxing
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BIDDER SUMMARY SHEET

Window Washing 2008-2010
Project Name

IN WITNESS WHEREOF, the parties hersto have executed this Bid as of date shown below.

Fim Name: __ Al d ZEAPICE W@@L@W
Address: //I/ .Q—-u;-*b M’D’A’Lﬁ‘/ﬂ& Z/WM
City, State, Zip Code: /. &p W COALE é@ (&

Contact Person: (I A MEZ 12 (AJSe
FEN# _ 22 & R23525Y
Phone: éﬁd@?fb{( Fax:ég) CuYoiTh §

E-mail Address: Tl & ALtFAics o lepmve . VST

Signature of Authorized Signee: % _ QQ\

Tite: P

Date: _ 22 —7// >~ “05’/
Window washing for the following facilities twicla a year:

Cost Cost Cost
Location Address 2008 2009 2010
Village Hall 14700 Ravinia Ave. 230e | A2 ox 23 =0
Civic Center 14750 Ravinia Ave. (q 5 | @c= (Alesn
Police Station 151™ and Ravinia 2 Koo 30
Sportsplex 11351 West 159" st. q? "o HEso | o
Robert Davison | 14700 Park Ave. 1Y o (Y & (4 o
Franklin Loebe | 14750 Ravinia Ave |9 oo [Aca \SL 6 o
Public Works___ | 15655 Ravinia Ave Alo o Cloc 5
Cultural Center | 14780 Park Lane B o Seoo <
Metra 153" 10399 1537 St, Co | Lo |
metra 153" 10401 1537 St C o s gg
etra 1537 10405 153™ st ,;g # e
Metra 1797 11751 W. 179% St ,ﬁ j%f & S
Metra 143™ 9750 West 142™ gt | & = va)
TOTAL )40 602 5 %20 § (24
13
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BUSINESS ORGANIZATION:

Sole Proprietor: 'An individual whose

Partnership: Attach sheet and state
principals and/or partners. Provide percent of ¢
’ Corporation: State of incorporation:
Provide a disclosure of all officers and pring
incorporation and indicate if the corporation is &

In submitting this proposal, it is understood th
reject any or all proposals, to accept an alte
any proposal.

undersigned offers and agrees, if this proposal

Mz

Business Name

14

=

In compliance with your Request for Propos

LI CLshss

signature is affixed to this proposal.

full names, titles and address of all responsible

ywnership and a copy of partnership agreement.

ipals by name and business address, date of
authorized to do business in lllinois.

the Village of Orland Park reserves the right to
ate proposal, and to waive any informalities in

als, and subject fo all conditions thereof, the
is accepted, to furnish the services as outlined.

@5(Corporate Seal)

_"_,—-—‘
Print or type name

> fto—0y

Date

W
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CERTIFICATION
TO ENTER INTO P

IMPORTANT: THIS CERTIFICATION M

N OF ELIGIBILITY

UBLIC CONTRACTS

UST BE EXECUTED.

T A DS,

£

and say that | am

(insert "sole owner," "partner,”

of JILAH“ﬁgi;=

1 i
Contractor submitting this propos

“and th

c

- contracting with any unit of state or local gover

33E-3, or 33E-4 of the lllinois Criminal Code, ¢
rotating” of any state or of the United States.

N

, being first duly sworn certify

"president," or other proper titie)

/S . the Prime
at the Prime Contractor is not barred from
nment as a result of a vielation of either Section
or of any similar offense of "bid-rigging" or "bid-

oo

¥

U

Subscribed and Sworn To
Before Me This _| 2%k Day

of Person Making Certification

Ofﬁ@bf“arT ,200% .

[%7]

NOTA
MY GO

(74

Notary Public

15

OFFICIAL SEAL
ANDRA M. REMIS

¥ PUBLIC. STATE OF ILLINOIS
MISSION EXPIRES 1-26-2009
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SEXUAL HARASSMENT POLICY

Please be advised that pursuant to Public Act ¢
105 (A) has been amended to provide that eve

"Have written sexual harassment

information: (1)
« harassment under State law: (1)

examples; (IV) the contractor's interna

as provided by Section 8-101 of the Act]

Pursuant to 775 ILCS 5/1-103 (M) (2002), a ‘py

i
i

..every contract to which the State, any of its p
corporation is a party."

tk, hereby ¢
harassment policy in place in full compliance w

By: C‘*)q

policigs that shall include,
the illegality of sexual harassment:

e contre |
legal recourse, investigative and compla

of Human Rights) and the Commission (
how to contact the Department and Cor

37-1257, effective July 1, 1993, 775 ILCS 5/2-
ry party to a public contract must:

at a minimum, the following
(1) the definition of sexual
description of sexual harassment, utilizing
complaint process including penalties; (V) the
int process available through the Department (
Human Rights Commission); (V1) directions on
mission; and (VII) protection against retaliation
(Ilinois Human Rights Act). {(emphasis added)

blic contract”" includes:

riitical subdivisions or any municipal

Description of Work
has a written sexual
h 775 ILCS 5/2-105 (A) (4).

o= Sa—

uth

Subscribed and sworn to before

me this [3™ day of Fedocupcn .200_?
Notary Public

16

ized Agent of Contractor

OFFIGIAL SEAL
SANDRA M. REMIS
NOTARY PUBLIC, STATE OF ILLINDIS
MY COMMISSION EXPIRES 1-26-2009 ¢
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EQUAL EM-PLOYMENT OPPORTUNITY

Section I. This EQUAL EMPLOYMENT OPPORTUNITY CLAUSE is required by the lllinois
Human Rights Act and the Rules and Regulations of the lllinois Department of Human Rights
published at 44 lllinois Administrative Code Section 750, et seq.

Section Il. In the event of the Contractor's noncompliance with any provision of this Equal

contracts or subcontracts with the State of lllinois or any of its political subdivisions or
municipal corporations, and this agreement may be canceled or avoided in whole or in part,

and such other sanctions or penalties may be imposed or remedies involved as provided by
statute or regulation.

During the performance of this Agreement, the Contractor agrees:

A.  That it will not discriminate against any employee or applicant for employment
because of race, color, religion, sex, national origin or ancestry; and further that it will
examine all job classifications to determine i minority persons or women are
underutilized and will take appropriate affirnative action to rectify any such
underutilization.

B. That, if it hires additional employees in order to perform this Agreement, or any
portion hereof, it will determine the availability (in accordance with the Department's
Rules and Regulations for Public Contracts) of minorities and women in the area(s)
from which it may reasonably recruit and it will hire for each job classification for which
employees are hired in such a way that minorities and women are not underutilized.

C. That, in all solicitations or advertisements for employees placed by it or on its
behalf, it will state that all applicants will be afforded equal opportunity without
discrimination because of race, color, religion, sex, marital status, national origin or
ancestry, age, or physical or mental handicap unrelated to ability, or an unfavorable
discharge from military service.

D. That it will send to each labor organization or representative of workers with which it
has or is bound by a collective bargaining or other agreement or understanding, a
notice advising such labor organization or representative of the Contractor's obligations

under the lilinois Human Rights Act and Department's Rules and Regulations for Public
Contract. :

E. That it will submit reports as required by the Department's Rules and Regulations
for Public Contracts, 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 lllinois Human Rights Act and Department’s Rules and Regulations for Public
Contracts.
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F.  That it will permit access to all relevant books, records, accounts and work sites by
personnel of the contracting agency and Department for purposes of investigation to
ascertain compliance with the lllinois Human Rights Act and Department’s Rules and
Regulations for Public Contracts.

G. That it will include verbatim or by reference the provisions of this Equal Employment
Opportunity Clause in every subcontract it awards under which any portion of this
Agreement obligations are undertaken or assumed, so that such provisions will be
binding upon such subcontractor. In the same manner as the other provisions of this
Agreement, the Contractor will be liable for compliance with applicable provisions of this
clause by such subcontractors; and further it will promptly notify the contracting agency
and the Department in the event any subcontractor fajils or refuses to comply therewith.
In addition, the Contractor will not utilize any subcontractor declared by the llinois
Human Rights Department to be ineligible for contracts or subcontracts with the State of
Illinois or any of its political subdivisions or municipal corporations.

Section Ill. For the purposes of subsection G of Section Il, “subconfract’” means any
agreement, arrangement or understanding, written or otherwise, between the Contractor and
any person under which any portion of the Contractor's obligations under one or more public
contracts is performed, undertaken or assumed; the term “subcontract”, however, shall not
include any agreement, arrangement or understanding in which the parties stand in the
relationship of an employer and an employee, or between a Contractor or other organization
and its customers. '

ACKNOWLEDGED AND AGREED TO:
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CERTIFICATION OF COMPLIANCE WITH THE
ILLINOIS PREVAILING WAGE ACT
(820 IL.CS 130/0.01, et seq.)

It is hereby stipulated and certified to the Village of Orland Park, that the undersigned
Contractor shall pay not less than the prevailing hourly rate of wages, the generally prevailing
rate of hourly wages for legal holiday and overtime work, and the prevailing hourly rate for
welfare and other benefits as determined by the lllinois Department of Labor and as set forth in
the schedule of prevailing wages for this contract to all laborers, workers and mechanics
performing work under this contract. The undersigned Contractor further stipulates and
certifies that he/she/it has maintained a satisfactory record of Prevailing Wage Act compliance
with no significant Prevailing Wage Act violations for the past three (3) years. In accordance
with Public Act 94-0515, the Contractor will submit to the Village certified payroll records (to
include for every worker employed on the project the name, address, telephone number, social
security number, job classification, hourly wages paid in each pay period, number of hours
worked each day and starting and ending time of work each day) on a monthly basis, along
with a statement affirming that such records are true and accurate, that the wages paid to each
worker are not less than the required prevailing rate and that the Contractor is aware that
knowingly filing false records is a Class B Misdemeanor.

Contractor:
By: - GQQ’\

(ed Officer)
Subscribed and Sworn to

before me this day

OFFICIAL SEAL
LAURIE VAN BOGAERT

NOTARY PUBLIC, STATE OF ILLINOIS ¢

Commission Expires June 11, 2008




CERTIFICATION OF COMPLIANCE WITH THE
SUBSTANCE ABUSE PREVENTION PROGRAM
(Public Act 95-0635, effective 01/01/2008)

L A NMER DS (BNE _ having been first duly swom deposo and
state as follows:

I, S AR EVATNS  am the duly authorized agent for
M‘N e U=/ N J @Mghﬁsubmiﬁed a proposal to

the Village of Orland Park for__ /A 0 () () ST and 1 hereby

(Name of Project)

certify that W/‘f @ Wl)@ &)& é%@ place either

a\ é a)  a written Substance Abuse Prevention Program for the prevention of substance
: abuse among its employees which meets or exceeds the requirements in Public
Act 95-0635, and has provided a written copy thereof to the Villafe of Orland
Park; or ol w] wontrad i Gkl n "ﬂ}‘“' Aﬂﬁul o
b)  acollective bargaining agreement in effect dealing with the subject matter of the
Substance Abuse Prevention (Public Act 95-0635).

Contractor: /@
By: Q——VQ
(

W&zd Officer)
A = e
7 - \’

Subscribed and Sworn to before me this

M _dayof M 2008

OFFICIAL SEAL
LAURIE VAN BOGAERT

BLIC, STATE OF ILLINOIS
' Mgiﬂiigion Expires Jung 14, 2008




TAX CERTIFICATION

l, _Mﬂug  having been first duly sworn depose and
state as follows:

I, STAM D O=o=ns - , am the duly authorized

agent for MMLMQ&&_ which has

submitted a bid to the Village of Orland Park for

& & AU ___and| hereby certify
(Name of Project)

that _ AATBANE (A0 D0 & 1 EpnENE B o

delinquent in the payment of any tax administered by the Illinois Department of
Revenue, or if it is:

a. it is contesting its liability for the tax or the amount of tax in accordance with
procedures established by the appropriate Revenue Act; or

b. it has entered into an agreement with the Department of Revenue for payment
of all taxes due and is currently in compliance with that agreement.

Subscribed and Swgm fo

Before me this |9
Day of é};(!mar 200%
)/WW' ‘ﬁ OFFICIAL SEAL

3
- : } . SANDRA W, REHIS
neta | Pelstc { VTARY PUBLIC, STATE OF ILLINOIS

3 1Y COMMISSION EXPIRES 1-26-2009
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REFERENCES

(Please type) ‘

ORGANIZATION Vttinas v AR =P <y
ADDRESS Iaoe Lrw, LBeSwy =0 Dbz
CITY, STATE, 2P __ PAB =L sy = —= é el
PHONE NUMBER £er-tho g = 1“3

CONTACT PERSON Lol Coal 5

DATE OF PROJECT oo g — D esut)

ORGANIZATION C Ty & Sz

ADDRESS 2 & Fhirmpe= —<ns—

CITY, STATE, zIP Sl o Cole o

PHONE NUMBER §—Fz) - 5F95

CONTACT PERSON S oS—s

DATE OF PROJECT P — DI Y

ORGANIZATION Du PAcE &EMW vz SVELN st

ADDRESS BES M J@z&izﬁ'ﬁ A 2D
CITY, STATE, ZIP M‘fiﬁ'n)/d P Cet £

PHONE NUMBER éj o Fs D B D5
CONTACT PERSON Ay E ALK

DATE OF PROJECT oo & P D
Bidder's Name: 4_..-5').-1 e L2l S & 17355

Signature & Date: ﬁé_\p-g——‘ E;_,"’I P —o K
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INSURANCE REQUIREMENTS

Please submit a policy Specimen Certificate of Insurance showing bidder’s current coverage’s

WORKERS COMPENSATION & EMPLOYER LIABILITY
$500,000 ~ Each Accident, $500,000 — Policy Limit
$500,000 ~ Each Employee
Waiver of Subrogation in favor of the Village of Orland Park

AUTOMOBILE LIABILITY
$1,000,000 — Combined Single Limit

GENERAL LIABILITY (occurrence basis
$1,000,000 — Each Occurrence
$2,000,000 ~ General Aggregate Limit
$1,000,000 - Personal & Advertising injury
$2,000,000 — Products/Completed Operations Aggregate
Waiver of Subrogation in favor of the Village of Orland Park

EXCESS LIABILITY (Umbrella-Follow Form Policy)
$2,000,000 ~ Each Occurrence
$2,000,000 ~ Aggregate
EXCESS MUST COVER: Genera| Liability, Automobile Liability, Workers Compensation

Any insurance policies providing the coverages required of the Contractor, shall be specifically endorsed to
identify “The Village of Orland Park, and their respective officers, trustees, directors, employees and agents
as Additional Insureds on a primary/non-contributory basis with respect to all claims arising out of
operations by or on behalf of the named insured.” If the named insureds have other applicable insurance
coverage, that coverage shall be deemed to be on an excess or contingent basis. The policies shall also contain a
“Waiver of Subrogation in favor of the Additional Insureds in regards to General Liability and Workers
Compensation coverage’s.” The certificate of insurance shall also state this information on its face.
Certificates of insurance must state that the insurer shall provide the Village with thirty (30) days prior written
notice of any change in, or cancellation of required insurance policies. The words “endeavor t0” and ¢, but failure
to do so shall impose no obligation or liability of any kind upon the insurer, its agents or representatives”
must be stricken from all Certificates of Insurance submitted to the Village. Any insurance company providing
coverage must hold an A VII rating according to Best’s Key Rating Guide, Permitting the contractor, or any
subcontractor, to proceed with any work prior to our receipt of the foregoing certificate and endorsement however,
shall not be a waiver of the contractor’s obligation to provide all of the above insurance,

The bidder agrees that if they are the selected contractor, within ten days after the date of notice of the award of the
contract and prior to the commencement of any work, you will furnish evidence of Insurance coverage providing for
at minimum the coverages and limits described above directly to the Village of Orland Park, Attn: Denise
Domalewski, 14700 S. Ravinia Avenue, Orland Park, I, 60462, Failure to provide this evidence in the time frame
specified and prior to beginning of work may result in the termination of the Village’s relationship with the selected
bidder and the bid will be awarded to the next lowest bidder or result in creation of a new bid.

ACCEFTED & AGREED THIS /22~DaY OF {223 484200 B

N_ Do
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ACORD. CERTIFICATE OF LIABILITY INSURANCE

PRODUCER

Blenner Insurance Agency, Inc.

302 W. Campbell Street

OPID 8 DATE (MM/DD/YYYY)
ALLIAW]L _05/17/07
THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION
ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE
HOLDER. THIS CERTIFICATE DOES NOT AMEND, EXTEND OR

ALTER THE COVERAGE AFFORDED BY THE POLICIES BELOW.,

Arlington Heights IL 60005-1414
Phone: 847~392~-8550 Fax:B47-392~-8570 INSURERS AFFORDING COVERAGE NAIC #
INSURED INSURERA:  fincinnati Insurance Company 10677
INSURERB:  Liberty Mutual Group
iance Window Cleanin Inac. ;
illiia.nce Sweeping Serv:.gé , Inc RSlURER G
AN 220 ngil LDEﬁlgglt M INSURER D:
Histdagaace ' INSURER E:
COVERAGES
THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABOVE FOR THE POLICY PERIOD INDICATED. NOTWITHSTANDING
ANY REQUIREMENT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE ISSUED OR
MAY PERTAIN, THE INSURANGE AFFORDED BY THE POLICIES DESCRIBED HEREIN I8 SUBJECT TO ALL THE TERMS, EXCLUSIONS AND CONDITIONS OF SUCH
POLICIES. AGGREGATE LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS,
hmw " POLICY EFFECTIVE [POLICY EXPIRA
LTR INSRD TYPE OF INSURANCE POLICY NUMBER DATE (MMWDDIYY) | DATE (MDD umTs
GENERAL LIABILITY EACH OCCURRENCE $1,000,000
2 | X | X | COMMERCIAL GENERAL LIABILITY CPPO8B5383. 05/15/07 05/15/08 | prEMISES (Ea cceurence) $100,000
CLAIMS MADE OCCUR MED EXP (Anyoneperson) |8 5,000
X |Blanket Add'l Ins PERSONAL&ADVINJURY |$1,000,000
| %X.|Broad Form Prop D GENERAL AGGREGATE $2,000,000
| GENL AGGREGATE LIMIT APPLIES PER: PRODUCTS - COMP/IOP AGG | $ 1,000,000
—] poLicy (¥ | TESr r—] LoC Ded 1,000
R COMBINEDSINGLELMIT |4 1 000 . 000
A X | anv auto CPA 0885383, 05/15/07 | 05/15/08 |(Eaacciden)) ! :
|| ALLOWNED AUTOS BODILY INJURY $
| | SCHEDULED AUTOS (Per person)
| X | HIRED AUTOS BODILY INJURY s
X | NON-OWNED AUTOS (Per accident)
PROPERTY DAMAGE $
R (Per accident)
GARAGE LIABILITY AUTO ONLY - EA ACCIDENT | §
ANY AUTO OTHER THAN EAACC | §
| AUTO ONLY: AGG | §
EXCESS/UMBRELLA LIABILITY EACH OCCURRENCE $2,000,000
a| [x]occr [ |ciamsmane | cPPO8B5383. .| 05/15/07 | 05/15/08 |accrecate $2,000,000
$
DEDUCTIBLE 8
X |RETENTION 510,000 $
WORKERS compsnswon AND X | e l oTE
EMPLOYERS' LIABIL!
B | i oRoPR TR THER LTI WC5-348-373201 05/29/07 | 05/29/08 |EL EACH ACCIDENT $1,000,000
OFFICERMEMBER EXCLUDED? E.L DISEASE - EAEMPLOYEE| $ 1,000,000
If yes, deseriba under
SREGIAL PROVISIONS below E.L. DISEASE - POLICY LIMIT | $ 1., 000,000
OTHER
A | Leased/Rented Equi CPP0B885383. 05/15/07| 05/15/08 325,000

the Gen Liab. only:

General Liability is Primary/Non-Contributory.

DESCRIPTION OF OPERATIONS / LOGATIONS  VEHICLES / EXCLUSIONS ADDED BY ENDORSEMENT / SPECIAL PROVISIONS
Project: 14700 Ravinia Ave. Orland Park, IL. Additional Insured applies to

Village of Orland Park, its affiliated & subsidiary
compaines and their respective officers, directors ; employees & agents:

applies to the GL and WC. Additonal Insured endorsement attached

Waiver of Subrogation

CERTIFICATE HOLDER

CANCELLATION

VILLORL

Village of Orland Park
14700 Ravinia Ave.
Orland Park IL 60462

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE THE EXPIRATION
DATE THEREOF, THE ISSUING INSURER WILL ENDEAVOR TO MAIL g__ DAYS WRITTEN
NOTICE TO THE CERTIFICATE HOLDER NAMED TO THE LEFT, BUT FAILURE TO DO SO SHALL
IMPOSE NO OBLIGATION OR LIABILITY OF ANY KIND UPON THE INSURER, ITS AGENTS OR

REPRESENTATIVES.
AUTHO|

ACORD 25 (2001/08)

REPRESENTATIVE ]
e o ‘-M%ZW W

© ACORD CORPORATION 1988
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WELCOME FROM THE COMPANY PRESIDENT

Welcome to Alliance Window Cleaning/Sweeping. We are pleased that you
have chosen to work with our Company. In the pages to follow, you will find help-
ful information regarding our employment policies as well as benefits available to
you as an Alliance Window Cleaning/Sweeping employee.

Alliance Window Cleaning/Sweeping takes great pride in being a premier
window cleaning company. We aim to maintain our excellent reputation and to con-
tinue to grow and prospet. We value your enthusiasm, petformance and loyalty as a
member of the Company team.

We hope that you will find your work challenging and rewarding. Wotking
together, we hope to continually progress by providing our customers with quality
service and products,

Should you have any questions, whether addressed in this Employee Hand-
book or not, please feel free to raise them with yout supetrvisor. We are available to
assist you; we will try to provide you with whatever information you need.

Sincerely,
Alliance Window Cleaning/Sweeping
By:

James Devine

President



INTRODUCTION

Contract Disclaimer

This Employee Handbook is meant to provide guidelines and expectations to em-
ployees in ordet to assist employees to better petform their job duties. This Handbook is
not an exhaustive list of every workplace rule and policy, but rather a guide to employees on
commonly raised questions.

THIS EMPLOYEE HANDBOOK IS NOT AN EMPLOYMENT CONTRACT.

This Employee Handbook does not establish a contract (express or implied)
between Alliance Window Cleaning/Sweeping and any employee regarding terms
and conditions of employment.

EMPLOYMENT AT WILL RELATIONSHIP: This Employee Handbook does not
in any way alter the employment-at-will relationship between Alliance Window Clean-
ing/Sweeping and its employees. Alliance Window Cleaning/Sweeping and each employee
have the right to terminate the employment relationship (at any time, with or without cause
or notice).

Please be advised that no supetvisor, managet, ot tepresentative of Alliance Window
Cleaning/Sweeping other than the President has the authority to enter into any agreement
with any individual for employment for any specified petiod of time or to make any prom-
ises of commitments contrary to the foregoing. Further, any employment agreement entered
into by the President on behalf of Alliance Window Cleaning/Sweeping will not be enforce-
able unless the agreement is in writing and signed by the President.

Alliance Window Cleaning/Sweeping may revise or revoke any portion ot employee
benefit of this Employee Handbook at any time without prior notice.

Any reference to one gender applies to both genders.



EMPLOYMENT POLICIES

Equal Employment Opportunities

Itis the policy of Alliance Window Cleaning/Sweeping to afford Equal Employment
Opportunities regardless of race, age, religion, color, marital status, national origin, gender,
ot sexual otientation. Further, all applicable laws relating to disability discrimination will be
strictly followed. This policy of Equal Employment applies to all aspects of the employment
relationship.

Anti-Harassment/Sexual Harassment

It is the policy of Alliance Window Cleaning/Sweeping to maintain a wotk enviton-
ment free of unlawful discrimination for all employees. Harassment based on a person’s
race, national origin, gender, age, matital status, religion, disability ot sexual otentation will
not be tolerated.

Harassment includes (but is not limited to) name-calling, letters, jokes, e-mail, car-
toons, graffiti, pictures, posters, gestures, ethnic slurs, racial epithets, and other conduct,
which is aimed at a particular employee or group of employees.

Sexual harassment is also unacceptable conduct, which violates this policy. Sexual
harassment encompasses a wide range of unwanted, sexually directed behavior, and has been
defined in the following manner:

Unwelcome sexual advances, requests for sexual favors, and other
vetbal or physical conduct of a sexual nature constitute sexual hat-
assment when:

1) submission to such conduct is made either explicitly or im-
plicitly a term or condition of an individual’s employment;

2) submission to or rejection of such conduct by an individual is
used as the basis for employment decisions affecting such in-
dividual; or

3) such conduct has the putpose or effect of unteasonable inter-

ference with an individual’s wortk petformance ot creating an
intimidating, hostile or offensive working environment.

Harassment applies to the conduct of a supetvisor toward a subordinate, an em-
ployee toward another employee, 2 non-employee toward an employee or an employee to-
watd an applicant for employment. Hatassment can apply to conduct outside the wotkplace
as well as on the work site.



COMPLAINT PROCEDURE: Employees who wish to register a2 complaint of sex-
ual harassment (or any form of harassment based on their race, national origin, gender, age,
marital status, religion, disability or sexual otientation) may do so through the President or
their supetvisor or any appropriate member of management.

All allegations of harassment will be investigated thoroughly. The facts will deter-
mine the response of the Company to each allegation. Substantiated acts of harassment will
be met with appropriate disciplinary action by the Company up to and including termination.
All information regarding any specific incident will be kept confidential within the necessary
boundaries of the fact-finding process. No reprisal or retaliation against the employee re-
porting the allegation of harassment will be tolerated.

Employee Records

It is the policy of Alliance Window Cleaning/Sweeping to maintain complete and ac-
curate employee records. Employees are responsible for notifying the Personnel Depatt-
ment of changes relating to personal information such as home address, telephone number,
matital status, and number of dependents promptly and accurately.

Drugs and Alcohol

Alliance Window Cleaning/Sweeping is strongly committed to maintaining a safe
and healthy working environment for all its employees (with the expectation that all employ-
ees will discharge their duties at an acceptable performance level and be unimpaired by drug
and alcohol use). The use of alcohol and/or drugs by employees can undermine employee
productivity and the Company image. For these reasons, Alliance Window Clean-
ing/Sweeping has implemented the following policy:

1. ON THE JOB USE, POSSESSION, SALE, DISTRIBUTION, OR MANUFACTURE

The use, possession, sale, distribution or manufacturing of either non-medically
prescribed controlled substances or alcohol by anyone while on Company business
or on Company property is prohibited. Futther, employees ate prohibited from be-
ing at wotk under the influence of either drugs or alcohol. Violation of this policy
by an employee while on Company premises ot on Company business will result in
disciplinary action up to and including discharge.

Depending on the circumstances, other action, including notification of appropriate
law enforcement agencies, may be taken with respect to a violation of this policy.

Any illegal substances found in the workplace will be confiscated and turned over
to the appropriate law enforcement agency.



2. ALCOHOL AND DRUG TESTS

Any employee who is involved in a setious on-the-job accident and any employee
whose on-the-job behavior indicates that he or she may be under the influence of
drugs or alcohol in violation of this policy will be tested for the use of drugs and al-
cohol. If the tests indicate evidence of illegal drugs or the improper use of other
drugs or that the employee is under the influence of alcohol, appropriate discipli-
naty action will be taken up to and including discharge.

'The Company requires a consent form to be signed by the individual prior to test-
ing. Any employee who refuses to sign or submit to testing will be questioned as to
the reason(s) for refusal. Unless there is a valid reason for refusal, the employee
will be subject to disciplinary action up to and including discharge.

Drug tests will be conducted by a qualified laboratory, and proper chain of custody
procedures will be observed for samples. When employment status will be af-
fected, confirmatory testing will be cartied out.

Records and information about testing and test results will be treated as private and
confidential to the extent possible.



COMPENSATION POLICIES

Classifications of Employment

For purposes of salary administration and eligibility for overtime payments and em-
ployee benefits, Alliance Window Cleaning/Sweeping classifies its employees and other
workers as follows:

*  Full-time regular employees. Employees hired to work the Company’s normal, full-time, 40
hour workweek on a regular basis. Such employees may be “exempt” or “nonexempt”
as defined below,

" Part-fime regular employees. Employees hired to work fewer than thirty-eight 40 hours per
week on a regular basis. Such employees may be “exemnpt” or “nonexempt” as defined
below.

= Temporary employees. Employees engaged to work full time or part time on the Company’s
payroll with the understanding that their employment will be terminated no later than on
completion of a specific assignment. (Note that a temporary employee may be offered
and may accept a new temporary assignment with the Company and thus still retain
temporary status.) Such employees may be “exempt” or “nonexempt” as defined below.
(Note that employees hired from temporary employment agencies for specific assign-
ments are employees of the respective agency and not of Alliance Window Clean-

ing/Sweeping.)

" Leased workers. Workers assigned to work at Alliance Window Cleaning/Sweeping
through a leasing organization. Leased workers are similar to contract temporaty work-
ers assigned to work at Alliance Window Cleaning/Sweeping through tempotaty em-
ployment agencies. Leased workers differ from contract temporaries, however, in that
leased workers are normally engaged for extended periods of time as opposed to the
brief periods for which temporary agency wotkers are engaged. Leased workers may be
“exempt” ot “nonexempt” as defined below. Leased workers ate employees of the leas-
ing organization and not of Alliance Window Cleaning/Sweeping.

" Noznexempt employees. Employees who are requited to be paid overtime at the rate of time
and one half (i.e., one and one-half times) their regular rate of pay for all houts worked

beyond forty hours in a workweek, in accordance with applicable federal wage and hour
laws.

*  Exempt employees. Employees who are not required to be paid overtime, in accordance
with applicable federal wage and hour laws, fot wotk performed beyond forty hours in a
workweek. Executives, professional employees, outside sales representatives, and certain
employees in administrative positions are typically exempt.



You will be informed of your initial employment classification and of your status as
an exempt or nonexempt employee during your otientation session. If you change positions
during your employment as a result of 2 promotion, transfer, or otherwise, you will be in-
formed by the human resources department of any change in yout exemption status.

Please direct any questions regarding your employment classification or exemption
status to the human resources depattment.

Work Hours

Daily and weekly work schedules may be changed from time to time at the discretion
of the Company to meet the varying conditions of business. Typically, work weeks include
Saturdays. Unless specifically requested off, employees will be required and expected to be
available for wotk every Saturday during the spring, summer and fall.

Pay Procedures

Employees are normally paid by check on a weekly basis. The workweek begins on
Fiiday and ends on the following Thursday. If a scheduled payday falls on a Saturday, Sun-
day or Company observed holiday, employees will usually be paid on the day preceding the
weekend or holiday. All requited deductions, such as for federal, state and local taxes, and all
authorized voluntary deductions, such as for health insurance contributions, will be withheld
automatically from paychecks.

Employees are responsible for ensuring that time records ate accurate and complete.
Time sheets are required to be maintained on a daily basis and completed, signed and turned
in every Thursday by the close of business. Employees ate expected to record accurate stazt
and stop times as well as time in and out for meal breaks. Unreadable, incotrect or incom-
plete time sheets will result in an employee’s time sheet not be able to be processed and will
possibly cause delay in an employee’s paycheck. Falsification of time records will result in
disciplinary action up to and including discharge.

Overtime

Employees may occasionally be asked to work beyond their normally scheduled
hours, ot on their day off, at the sole discretion of the Company. Non exempt employees
who are required (or permitted) to wotk overtime will receive overtime pay in accordance
with the requirements of the Fair Labor Standards Act, state laws and Company policies as
follows:

All overtime must be approved in writing in advance by the employee’s immediate
SUpErvisot.



Non-exempt employees shall be paid one and one-half their regular rate for all hours
worked in excess of 40 hours in each work week.

“Houts wotked” means time actually spent on the job. It does not include hours
away from work due to vacation, sickness ot holiday (even where these days are
compensated). Unpaid sick leave, personal leave (or any othet time away from work)
is also not considered hours worked.

All Pay is based on a piecework pay out.
Over time will be paid by dividing piecework by your houts worked.



BENEFITS

Employee Benefit Programs

Certain Alliance Window Cleaning/Sweeping employees are eligible to patticipate in
the following benefit programs which are subject to change or revocation at any time, with
or without notice, in the sole disctetion of the Company:

»  Health Insurance
®  Dental Insurance
= SIMPLE IRA

Employees should refer to the appropriate plan documents for eligibility procedures
and plan provisions concerning benefit programs. Naturally, it is the legal documents that
must be followed in the administration of these plans, and these plan documents will govern
in the event any discrepancy exists.

Vacations

Regular full-time employees accrue paid vacation time in accotdance with the follow-
ing schedule based on the length of continuous setvice from the date of hire.

Length of Service Vacation Credit Farned
(pet full calendar month of service)

0 months — 2 year 3.33 hours

2 year — 3 years 4 hours

3 years — 4 years 4.67 houts

4 years — 5 years 5.33 hours

5 years — 6 years 6 hours

6 years + 6.67 hours



Requests for vacation time should be made in writing and submitted to the em-
ployee’s supetvisor at least four weeks in advance. If four weeks’ notice cannot be given, the
Company may not be able to grant the request. In any event, the Company teserves the
tight to grant or deny any request for vacation time.

Employees are requested to schedule their vacation during non-peak season months
of January, February, July or August.

When paid vacation time is taken, employees ate compensated at their regular rate of
pay-

Unused vacation benefits may not be carried forward from one anniversary yeat to
the next. No payments will be made in lieu of taking vacation time.

All eatned and unused vacation benefits will be paid upon termination of employ-
ment.

In the event that a holiday obsetved by the Company falls within a scheduled vaca-
tion period, the employee will be granted an additional day of vacation.

Unpaid Personal Leaves of Absence

Unpaid petsonal leaves of absence for a period of up to thirty (30) days may be te-
quested by full-time regular and part-time regular employees who have completed six (6)
months of continuous service. Personal leave may be granted for justifiable reasons in the
Company’s sole discretion, provided the leave does not setiously distupt the Company’s op-
erations. Personal leaves are not granted until all accrued unused vacation and personal days
have been exhausted. The employee does not accrue benefits, including but not limited to
petsonal days and vacation days, when on leave. The employee will not be paid for holidays
during a leave of absence.

Reinstatement will not be guaranteed to employees teturning from personal leave.

However, the Company endeavors to place employees returning from petsonal leave in their
former position (of in a comparable position) subject to budgetary restrictions, the Com-
pany’s needs to fill vacancies, and other factors within the sole discretion of the Company.

Jury and Witness Duty

All employees are allowed time off if summoned to appear in court as a witness or
jutor. Nonexempt employees may use accrued vacation time during this period or take the
time off without pay.

Exempt staff members will be paid their normal salaries during any workweek in
which they appear as a witness or juror and also petform setvices for the Company, regard-
less of the amount of time spent performing those services.
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To qualify for jury or witness duty leave, you must submit to your SUPELVISor a copy
of the summons to serve as soon as it is received. In addition, proof of service must be
submitted to your supervisor when your period of jury or witness duty is completed.

The Company will make no attempt to have your setvice on a juty postponed except
when business conditions necessitate such action.

Funeral Leave

Regular full-time employees who have completed one yeat of continuous employ-
ment are allowed a leave of absence up to two days off with pay for the purpose of arranging
and attending the funeral of the employee’s father, mother, sister, brother, spouse, ot child.
Requests for funeral leave should be made to yout immediate supervisor. Employees are re-
quested to provide documentation related to the funeral to their supetvisor in order to col-
lect funeral pay.

Military Leave

Employees who enter the Armed Forces of the United States will be granted ex-
tended leaves of absence without pay in accotdance with federal and state laws governing
such leaves.

An employee who is 2 member of the National Guard or of a reserve component of
the Armed Forces will, upon written or verbal notice, be granted a military training leave.
Upon presentation of a military pay voucher, employees will be reimbursed for the differ-
ence between their normal compensation and the pay they receive while on military duty.
Training leaves will not, except in an emergency or in the event of extenuating circum-
stances, exceed two weeks a yeat, plus teasonable travel time.

11



EMPLOYEE RELATIONS

Personal Appearance and Demeanor

Disctetion in style of dress and behavior is essential to the efficient operation of the
Company. Employees ate, therefore, required to dress in approptiate work attire and to be-
have in a professional, businesslike manner. Employees should use judgment in their choice
of work clothes and should remember to conduct themselves at all times in a way that best
tepresents themselves and the Company. For example, shorts, tank tops sweat pants and
flip flops are unacceptable attire. If an employee shows up to wotk wearing unacceptable
attire, he/she will be sent home to change. Employees may wear jeans on a daily basis.

Employees ate also required to keep theit wotk environments clean and orderly. Be-
fore departing in the evening, employees should lock all files and cabinets and clear all work
materials from desk sutfaces, especially materials of a sensitive or confidential nature.

Employees failing to adhere to proper Company standards with respect to appeat-
ance and demeanor ate subject to disciplinaty action up to and including discharge.

Confidentiality

Any information conceming the business affairs of Alliance Window Clean-
ing/Sweeping, its suppliets, customers, employees or personnel associated with the Com-
pany, is confidential and restricted. Employees may not reveal any information except under
the ditection of their supervisor or with the supervisor’s approval. Questions concerning this
policy, including what constitutes confidential information, should be refetred to the em-
ployee’s supervisor.

Futthet, Alliance Window Cleaning/Sweeping expects that any knowledge, tech-
niques, written materials and other information telative to the Company’s business devel-
oped duting employment remain the property of the Company.

Violation of this provision may result in disciplinary action up to and including dis-
charge.

Company Equipment

Employees are responsible for the proper use, ptotection and maintenance of all
equipment and other property furnished or made available to them by the Company. Unau-
thorized or abusive use of such property is prohibited.

Cettain employees will be issued keys during their employment to enable them to
carty out theit job duties. These keys remain the property of Alliance Window Clean-
ing/Sweeping. They may not be duplicated.

57



All equipment, keys and other property of the Company must be returned on the last
day of employment, or sooner, if requested.

Violation of this provision may tesult in disciplinary action up to and mncluding dis-
charge.

No Solicitation

In the interest of maintaining a proper business environment and preventing intet-
ference with work and inconvenience to othets, employees may not disttibute literature or
printed materials of any kind, sell merchandise, solicit financial contributions or solicit for
any cause during working time. Furthermore, employees may not distribute litetature or
printed material of any kind in working ateas at any time.

Non-employees are likewise prohibited from distributing material or soliciting em-
ployees on Company premises at any time.

Working time includes the working time of both the employee doing the soliciting
and distributing and the employee to whom the soliciting or distributing is being directed.

Violation of this provision may result in disciplinary action up to and including dis-
charge.

Nothing stated in this policy is intended to interfere with an employee’s rights to en-
gage in Jawful protected concerted activities under the National Labor Relations Act.

Attendance and Punctuality

Regular attendance and punctuality ate very important at Alliance Window Clean-
ing/Sweeping. We are working in a very competitive business and our customers requite us
to complete theit work on schedule and in a timely manner. In shott, if we can’t get to the
wotk, someone else will.

Employees are expected to begin and end work on schedule. Alliance Window
Cleaning/Sweeping recognizes that circumstances beyond an employee’s control may cause
him/her to be absent from or late to work. If you are going to be late ot absent, you must
call your supetvisor to notify him/her of the reason for your tardiness or absence. Excessive
absenteeism ot tardiness in connection with scheduled work times, breaks and meal periods
will result in disciplinary action up to and including discharge.

Should an employee be unable to report to wotk due to illness, the employee must
notify his/her supetvisor within one hour of the employee’s starting time each day of the ab-

sence. Failure to properly notify the Company will tesult in an unexcused absence. We have
a toll free number 1-800-301-8182. Excuses of not calling will not be tolerated.
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If an employee is absent more than two consecutive workdays, a statement from a
physician may be required before the employee is permitted to return to work.

Employees who are absent from wotk for three consecutive days without giving
proper notice to the Company will be considered to have voluntarily resigned.

Guidelines for Appropriate Conduct

Alliance Window Cleaning/Sweeping expects all employees to conduct themselves in
a professional manner, reflecting positively on the Company, the staff and customers.

The following and related types of misconduct ate prohibited:

1. Falsifying employment eligibility or other employment on Company

tecords;

Soliciting or accepting gratuities from customers or clients;

Excessive absenteeism or tardiness;

4. Excessive, unnecessaty, or unauthorized use of Company supplies, par-
ticularly for petsonal purposes;

5. Reporting to work intoxicated or under the influence of non-
prescribed drugs, and the illegal manufacture, possession, use, sale, dis-
tribution or transportation of drugs;

6.  Btinging or using alcoholic beverages on Company propetty or using

alcoholic beverages while engaged in Company business off Company

premises, except whete authorized,;

Fighting ot using obscene, abusive, or threatening language or gestures;

Theft of property from cowotkers or customets of the Company;

9. Unauthotized possession of firearms on Company premises or while
on Company business;

10.  Disregarding safety or secutity regulations;

11.  Insubordination;

12.  Dishonesty;

13.  Failing to maintain the confidentality of Company, customer or client
mformation;

14. Misuse of Company electronic equipment, e-mail and/ot the Internet
for non-job related purposes and

15.  Failure to foster collegiality, harmony, positive attitude, and good rela-
tions in the workplace.

EREN

% ~

The above are only examples of common sense rules which experience has shown to
be both necessary and most effective in maintaining sound wotking relationships. They are
only typical of cases which can result in disciplinary action ranging from verbal warning to
discharge, and are not to be construed as limiting or restricting disciplinary action to only the
specific cases listed.
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Smoking

For health and safety considerations and in keeping with Illinois state law, the Com-
pany prohibits smoking as a public place of employment.

As such, smoking is prohibited within all Company buildings and inside any Com-
pany-owned vehicles. Any smoking outdoors must be a2 minimum of 15 feet from en-
trances, exits, windows that open, and ventilation intakes that serve an enclosed area.

Safety

Alliance Window Cleaning/Sweeping makes every reasonable effort to ensure a safe
working environment and expects all employees to be safety conscious. Employees should
report any unsafe ot hazardous conditions directly to their supetvisor immediately. Every ef-
fort will be made to remedy problems as soon as possible.

In case of an accident involving a petsonal injury, regardless of how setious, an em-
ployee should notify any member of management immediately.

E-mail and Electronic Communication

The Company has established the following policy that governs the use of electronic
mail systems at the workplace, including the telephone communication systems. The Com-
pany resetves the right to amend these policies. An employee’s use of the Company’s tele-
phone, E-mail and communication systems constitutes the employee’s agreement to abide by
the Company’s policies governing the Company communication systems as set forth below,
or as modified in the future.

Business use. All electronic and telephone communication systems ate to be used primar-
ily for business purposes, meaning that use of such equipment and systems must be job-
related.

Business form. E-mail and voice-mail messages reflect the Company image. They should
be composed in 2 professional manner that is similar to messages sent on Company letter-
head. Employees should keep in mind that electronic files are subject to discovery and may
subsequently be used in litigation involving the Company or the employee. Thetefore, it is
expected that employee statements in electronic messages and files will reflect favorably on
the Company and on the employee.

File management. In order to keep the electronic communication systems and computer
systems running efficiently, employees should delete unnecessaty electronic messages stored
in the system, as well as computer files that are no longer needed. Employees should also
run a virus check on attachments sent through E-mail before opening such files.

Company property. In addition to the system hardware and software, all electronic files
and electronic messages ate the property of the Company, whether composed, received or
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sent by the employee. E-mail messages and other electronic files constitute business records
belonging to the Company.

Privacy and passwotds. Because all messages are the propetty of the Company, employees
should not expect that messages are private. In addition, employees should be aware that
deleted files may be retrieved and read by the Company. The Company reserves the right to
rettieve, monitor, or review any messages in the Company E-Mail and Electronic Communi-
cation system, and may disclose such messages for any purpose without notice to the em-
ployee and without seeking permission of the employee. Passwords must be disclosed to the
apptropriate Company officer upon request.

Solicitation prohibited. Employees may not use E-mail or voice mail systems to solicit for
charitable or commercial ventures, or in any way that violates the Company’s no solicitation
policy. Employees may not use the systems to further religious, political or other causes.

Proprietary information restrictions. Receiving or downloading, or sending ot uploading
of proptietary information is prohibited without prior authotization. Such information in-
cludes copyrighted materials, trade secrets, proprietary financial information, or similar mate-
rals.

Anti-harassment policies applicable. Company policies prohibiting sexual or other har-
assment ate applicable to E-mail, voice mail systems, and the Internet. Messages that con-
tain foul, inappropriate, or offensive language, or those containing racial ot ethnic slurs, or
sexual innuendo, are prohibited.

Confidentiality. Employees are expected to respect the confidentiality of messages sent to
others. Employees may not access or review E-mail or voice-mail messages that are not dis-
tributed to them.

Internet postings. Employees must receive permission from their supervisor before post-
ing messages to electronic bulletin boatds, list-serves ot similar public posting forums on the
Internet. When posted, such messages must contain a disclaimer at the end of the message
that: “The opinions expressed in this message are mine only, and do not reflect the opinion
or position of my employer.”

Notice of violations. Employees who observe violations of these electronic communica-
tion policies shall notify their immediate supervisor or shall report the violation to the site
Human Resources Ditector.

Discipline. Employees who violate this policy are subject to discipline, up to and including
termination of employment.

Policy Changes. The Company teserves the right to modify or change the policies set
forth above (ot anywhere else in this Handbook) to comply with applicable law, to meet
changing circumstances or for any reason.
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By signing the Receipt of Employee Handbook page, the employee acknowledges that
he/she has read this Company F-mail and electronic communication policy and agrees to
abide by its terms.

Workplace Searches

To 1) protect and secure the property of our employees, our customers, and Alliance
Window Cleaning/Sweeping, and 2) help prevent the possession, sale, and use of illegal
drugs on Alliance Window Cleaning/Sweeping’s premises (in support of Alliance Window
Cleaning/Sweeping drug-free wortkplace policy), Alliance Window Cleaning/Sweeping estab-
lishes the right to question employees (and all other persons enteting and leaving our prem-
ises), and to inspect any property whether locked or unlocked including packages, parcels,
putses, handbags, briefcases, lunchboxes, electronic equipment ot any other possessions ot
articles cartied to and from Alliance Window Cleaning/Sweeping’s premises.

In addition, Alliance Window Cleaning/Sweeping teserves the right to search any
employee’s office, desk, files, locker, palm pilot, computer, laptop computer, electronic or-
ganizer, ot any other area or article on our premises, including personal or company vehicles,
whether or not such property is locked or unlocked and whether or not the lock is company
owned ot employee owned. In this connection, it should be noted that all offices, desks,
files, lockers, and so forth, whether locked or unlocked, are the property of Alliance Window
Cleaning/Sweeping and are issued for the use of employees only during theit employment
with Alliance Window Cleaning/ Sweeping.

Searches and inspections may be conducted at any time at the discretion of Alliance
Window Cleaning/Sweeping.

To this end, the Company has posted notices in our facilities informing all employ-
ees, prospective employees, customers, visitors, and all other individuals of the Company’s

broad workplace search policy.

Individuals entering the premises of Alliance Window Cleaning/ Sweeping who re-
fuse to cooperate in an inspection or search conducted under this policy will not be permit-
ted to enter the premises of Alliance Window Cleaning/Sweeping. Employees who refuse
to cooperate in an inspection or search, as well as employees who after the inspection ot
search are believed to be in possession of stolen propetty or illegal drugs, will be sent imme-
diately to the Human Resources Department and be subjected to disciplinary action up to
and including dischatge (if, on investigation, they are found to be in violation of the Com-
pany’s security procedutes or any other Company rules and regulations).

Employees should not have an expectation of privacy as to any property ot articles
on Company premises, including computets, electronic equipment, etc.
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Workplace Violence

‘The Company is concerned about the increased violence in society, which has also
filtered into many workplaces throughout the United States. Thetefore, the Company has
taken steps to help prevent incidents of violence from occurting at the Company. For this
teason, it is the policy of the Company to expressly prohibit any acts or threats of violence
by 2 Company employee or former employee against any other employee in or about the
Company’s facilities or elsewhere at any time.

The Company also will not condone any acts or threats of violence against the Com-
pany’s employees, customers, ot visitors on the Company’s premises at any time or while
they are engaged in business with or on behalf of the Company, on or off the Company’s
premises.

In keeping with the spirit and intent of this policy, and to ensure that the Company’s
objectives in this tegard are attained, it is the commitment of the Company:

1. To provide a safe and healthful work environment, in accordance with the Com-
pany’s safety and health policy.

2. To take prompt remedial action up to and including immediate termination,
against any employee who engages in any threatening or intimidating behavior or
acts of violence or who uses any obscene, abusive, ot threatening gestures or lan-
guage, including e-mail, graffiti, etc.

3. To take appropriate action when dealing with customers, former employees, or
visitors to the Company’s facilities who engage in such behavior. Such action
may include notifying the police or other law enforcement petsonnel and prose-
cuting violators of this policy to the maximum extent of the law.

4. To prohibit employees, former employees, customers, and visitors from bringing
unauthorized firearms or other weapons onto the Company’s premises.

5. To establish viable security measures to ensure that the Company’s facilities are
safe and secute to the maximum extent possible and to propetly handle access to
company facilities by the public, off-duty employees, and former employees.

Any employee who displays a tendency to engage in violent, abusive, or threatening
behavior, or who otherwise engages in behavior that the Company, in its sole discretion,
deems offensive, threatening, dangerous, ot inappropriate will be subject to disciplinaty ac-
tion, up to and including discharge.

DUTY TO WARN: In furtherance of this policy, employees have a “duty to warn™ their su-
petvisors, security personnel, or human resources representatives of any suspicious work-
place activity or situations ot incidents that they observe or that they are aware of that in-
volve other employees, former employees, customers, or visitors and that appear problem-
atic. This includes, for example, threats or acts of violence, aggressive behavior, offensive
acts, threatening or offensive comments or remarks, and the like. Employee reports made
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putsuant to this policy will be held in confidence to the extent possible. The Company will
not condone or tolerate any form of tetaliation against any employee for making a report
under this policy.

Mobile Phone Use

Employees should be aware that the Company does not promote the use of mobile
phones while operating a vehicle. Safety must come befote all concetns; under no circum-
stances should employees place themselves or others at risk to fulfill business needs.

Employees whose job tesponsibilities include dtiving, and who may use a mobile
phone for business putposes, are expected to refrain from using their mobile phone while
driving. Employees should plan calls to allow placement either priot to driving or while on
rest breaks. Employees are expected to pull off to the side of the road and safely stop their
vehicle before accepting calls. If acceptance of a call while driving is unavoidable, and pull-
ing over is not an option, employees are expected to keep the call shott and use a hands-free
device, so that their eyes remain focused on the road, and both hands remain on the steering
wheel, at all times.

Employees will be solely responsible for any traffic violations resulting from the use
of a phone while dtiving.

Personal use of cell phones during working time is not permitted unless it is an
emergency (for example, when a school is trying to reach a parent about their child). As
technological advances continue to expand the functions of cell phones and similar petsonal
equipment, employees are advised that any unauthorized use of such devices at wortk to re-
cotd, take pictures or videos and/or to transmit same may well be a violation of federal and
state criminal laws and, regardless, will not be tolerated. Anyone detetmined to have en-
gaged in such activity will be immediately disciplined as well as repotted to the authorities.

Employees also should be awate that conversations over mobile phones are not nec-
essatily confidential; it is possible that outside patties could tap into those conversations. If
you need to communicate about a highly confidential matter, please try to use a more secure
method of communication.

Violations of this policy will be subject to discipline, up to and including termination.

Thank you for reading this Employee Handbook. This is just a brief guide to some

commonly asked questions. If you have any other questions, please raise them with your su-
petvisor ot another member of management.
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RECEIPT OF EMPLOYEE HANDBOOK

Remember to check state and local laws to determine if
any additional/separate receipt of policies is required.

I acknowledge receipt of my copy of Alliance Window Cleaning/ Sweeping’s Em-
ployee Handbook and understand I am obligated to read and familiarize myself with its con-
tents, as well as abide by its terms.

The putpose of this Employee Handbook is to provide brief, general information on
Company benefits and employment practices. The content of this Employee Handbook is
subject to change without prior notice to employees. As such, I understand that the Com-
pany does not intend to cteate a contract of employment by placing these matters in writing.

I have read the E-Mail and Electronic Communication policy and agree to abide by
its terms. I have read the broad Wotkplace Search policy and know that my privacy in the
workplace is affected and limited by this policy.

I understand and agree my employment with Alliance Window Cleaning/ Sweeping is
for no definite petiod of time and that Alliance Window Cleaning/ Sweeping may elect to
discontinue my employment relationship for whatever reason it considers proper and at any
time. I, likewise, may leave the Company for whatever reason I consider proper and at any
time.

Name

Print
Name

Signatute
Date
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