
Procurement Review Comprehensive Checklist 
Procurement Services Division 

This form must accompany all Purchase Order Requisitions 

SECTION 1: DESCRIPTION 

General Tracking Contract Terms 

FILE ID#: RFP, BID, QUOTE OR RENEWAL#: INITIAL TERM WITH RENEWALS: 

OTHER 

COMMITTEE: TARGET COMMITTEE DATE: PROMPT FOR RENEWAL: 

ETSB 11/13/2024 

CURRENT TERM TOTAL COST: MAX LENGTH WITH ALL RENEWALS: 

$25,744.19 

Vendor Information Department Information 

VENDOR: VENDOR#: DEPT: 

Key Tower LLC 44929 DuPage ETSB 

VENDOR CONTACT: VENDOR CONTACT PHONE: DEPT CONTACT PHONE#: 

William Steele 309-798-8110 630-550-7743

VENDOR CONTACT EMAIL: VENDOR WEBSITE: DEPT REQ#: 

william.steele@keytowerllc.com 924029 

Overview 

INITIAL TERM TOTAL COST: 

$25,744.19 

CONTRACT TOTAL COST WITH ALL 
RENEWALS: 

$25,744.19 

CURRENT TERM PERIOD: 

DEPT CONTACT NAME: 

Eve Kraus 

DEPT CONTACT EMAIL: 

etsb911@dupagecounty.gov 

DESCRIPTION Identify scope of work, item(s) being purchased, total cost and type of procurement (i.e., lowest bid, RFP, renewal, sole source, etc.). 
This Emergency Procurement is needed to repair and replace systems within the Hidden Lake tower for functionality. The lighting system is crucial 
to aircraft safety and required by the FCC under penalty for non-compliance. Total amount to replace the faulty system is $25,744.19. 

JUSTIFICATION Summarize why this procurement is necessary and what objectives will be accomplished 
The Hidden Lake tower had a controller in the shelter with a faulty capacitor and the obstruction lighting failed. Further, the system is aging 
(estimated 1992) and outdated making replacement parts difficult to source, if at all. 

SECTION 2: DECISION MEMO REQUIREMENTS 

DECISION MEMO NOT REQUIRED Select an item from the following dropdown menu to identify why a Decision Memo (Section 3) is not required. 

DECISION MEMO REQUIRED Select an item from the following dropdown menu to identify why a Decision Memo (Section 3) is required. 

SECTION 3: DECISION MEMO 

SOURCE SELECTION Describe method used to select source. 

See Emergency Procurement Decision Memo 

RECO�ENDATION Describe staff recommendation and provide justification. Identify at least 2 other options to accomplish this request, including 
AND status quo, (i.e., take no action). 
TWO 

ALTERNATIVES 
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