
 
 

 
 
 
 
 

19-7 Permit Plan Review and Inspection Services 
for the Public Works Department 

 

 
                                                                            

                                                                        Submitted to:   
 
 

Village of Oak Park 
201 South Blvd. 

Oak Park, Illinois 60302 
 
 

 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

Chastain & Associates LLC 
120 W. Center Court | Schaumburg, IL 60195 

P:  773.714.0050 | F:  773.714.0055 | www.chastainengineers.com 
Dated:  March 1, 2019 

 



 

 
 

 

 
120 W. Center Court | Schaumburg, IL 60195 

P: 773.714.0050 | F: 773.714.0055 | www.chastainengineers.com 
 

February 28, 2019 
 
Mr. Byron Kutz, Assistant Village Engineer 
Public Works Department 
201 South Boulevard 
Oak Park, Illinois, 60302 
 
RE:  Request for Proposal – 19-7 Permit Plan Review and Inspection Services for the Public Works Department 
 
Dear Mr. Byron Kutz, 
 
Chastain & Associates LLC is pleased to submit this proposal for consideration to provide Permit Plan and Inspection 
Services for the Oak Park Public Works Department. We understand the position will require a significant weekly 
presence working directly with village staff and the public, and will have a work area at the Public Works Department 
offices.  It’s understood the general scope of services include project permit review for proposed work within the public 
right-of-way, inspections of work within the right-of-way or impacting village owned infrastructure, coordination with 
private and public projects that may overlap in areas, review of obstruction permits for dumpster and moving trucks.   
 
Our proposed Permit Coordinator, Scott Kasper, P.E. has significant experience in the review of private permits, as well 
as the coordination needed between the Public Works and the Development Customer Service Department. Mr. 
Kasper, in his position of Engineer Division Manager for the Village of Schaumburg, has been involved in the Village’s 
development permit process for many years and managed a team responsible to provide policy improvements for the 
multiple departmental coordination needed for the proper review of a wide range of projects in a responsive and 
efficient manner. Mr. Kasper retired from the Village of Schaumburg in August of 2017 after 38 years of service to that 
community. 
 
I am also recently retired from the Village of Schaumburg. Schaumburg has very strict customer service standards which 
likely mirror those in a progressive community like Oak Park. I can attest to Mr. Kasper’s compliance with this high 
service level expectation and can assure that benefit will be enjoyed by Oak Park. During any time, where Mr. Kasper 
may be unavailable, Mr. Kasper will be supported by Joseph Evers, P.E., former City Engineer for the City of Elgin, Illinois.  
Mr. Evers in his position of City Engineer for Elgin, has also coordinated and been directly involved in the permit process 
for the City of Elgin for almost 30 years. Mr. Evers recently retired from the City of Elgin in August 2018.  
 
Chastain looks forward to the opportunity to provide a high level of services to support you and public works staff. We 
have proposed a fee we believe satisfies the Village’s expectation. We are available to further discuss this fee structure 
if necessary, to secure this permit plan review and inspection services contract. If additional information is needed or 
you would like to schedule a follow-up meeting please contact me at dlawry@chastainengineers.com or call me at 
(773) 714-0051 ext. 2233. Thank you for your time and your consideration.  We look forward to meeting to discuss the 
opportunity in greater detail. 
 
Sincerely, 
 
David L. Lawry, P.E., MPA 
Director of Municipal Services 

mailto:dlawry@chastainengineers.com
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The Permit Plan Review and Inspection Services for 
the Public Works Department requires the ability to 
complete competent technical reviews and also 
coordinate and interact with village staff from 
multiple department as well as permit applicants, 
consisting of village residents, business owners, 
developers and/or contractors. The ability to utilize 
a quality permit tracking program like VillageView 
greatly enhances the management of reviews and 
inspection in a cost-effective manner. 
 
As indicated in the Request for Proposal (RFP) for the Permit Plan Review and Inspection Services, the 
primary project responsibilities involve managing the village’s permit process for Public Works. The 
indication of success and our goal will be the seamless coordination of permits being managed without 
the need to constantly burden village staff to assist in the permit process on behalf of Public Works. The 
proposed Permit Coordinator has the experience and ability to proactively manage the permit process. 
 

The Chastain team will provide the Village of Oak 
Park the required project oversight and permit 
coordination management services necessary for 
successfully managing the permit coordination 
services for the Public Works Department. The 
experience of our Permit Coordinator, Scott Kasper 
in permit review and coordination for the Village of 
Schaumburg will provide the experience necessary 
for permit management and communication.  
 

Permit Coordination and Clearinghouse Management  
Efforts will consist of the review, coordination, and management of the permit process for the Public 
Works Department with a high level of customer service, public works staff interaction, and accurate 
permit administration. The goal of permit coordination is to serve the permit applicants in a timely manner 
and to minimize the involvement of Public Works staff. Work efforts are anticipated to include: 
 

• An initial effort in learning and understanding the needs and expectation of the permit review 
process for the Village of Oak Park. 

• Meet with Village of Oak Park staff to learn the current permit process, schedules, requirements 
and best practices.  Seek review check sheets or other guides to provide the knowledge to 
conduct comprehensive reviews of submitted permits.  

• Assume responsibility of permit management process for the Public Works Department. 
• Attend permit related coordination or review meetings as necessary. 
• Build relationships with staff from Public Works and Development Customer Service Department 

to foster communication and expectations to provide a positive permit review process. 

 

A successful permit reviewer will provide 
timely and comprehensive review feedback 
to permit applicants, knowing the 
importance of providing a high level of 
customer service. Most residents and 
developers seeking permits, just want to 
know what is required in a timely manner. 

 

Establishing open lines of communication 
with all divisions of Public Works involved in 
permits impacting public right-or-way and 
understanding their requirements is essential 
to building the needed trust to be successful.  
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• Coordinate all final permit inspections, paperwork and permit closure requirements including 
releasing any permit security on file.  Follow up as needed to ensure all permit related issues 
have been dealt with and the process was deemed positive by all impacted for the permit 
process. 

• The Permit Coordinator will maintain an Action Item Log, detailing the status of permits and 
inspections with key decisions, required response timing and follow-up. 

 
Permit Review and Inspections  
Efforts will consist of learning the Village of Oak Park codes and development requirements as well as the 
Department of Public Works requirements and best practices for infrastructure within the limits of 
planned permits.  Also provide inspection services to ensure any work required by the permits impacting 
village owned infrastructure is installed properly. Work efforts are anticipated to include: 
 

• Use VillageView to accept, review and manage permits submitted. 
• Review all submitted permit applications in a timely fashion meeting the established review 

times for the various types of permits.  
• Conduct field review of permits if necessary, to ensure submitted permit information is accurate 

and includes all anticipated impacts to be considered in the permit review. 
• Provide personal feedback to permit applicants to ensure any permit comments are clearly 

understood and answer any questions from the applicant. 
• Ensure permit reviews meet the requirements of the Public Works Department and, if unsure, 

coordinate any review comments with appropriate Public Works staff.  
• Coordinate all required permit related inspections during days and hours that the Permit 

Coordinator is scheduled to be at the Public Works offices.  
• Coordinate any inspections that may occur on days when the Permit Coordinator is not 

scheduled to be present by arranging in advance for the inspections to be covered by Public 
Works staff.  

• Schedule and facilitate a “Lessons Learned” meeting at the conclusion of significant permits 
involving the Permit Coordinator with key staff to determine what worked well and areas where 
improvements should be considered.  

 
Other Services  
Additional services available during periods when there is no permit work and there is time to provide 
other services.  Work efforts for these other services are anticipated to include: 
 

• Review proposed CIP projects and review comments and cost estimates to assist village staff 
with potential future TIF budget requests. 

• Provide QA/QC review of CIP projects at various stages of completion.  
• Provide preliminary project design for future CIP considerations.  Experienced in most areas of 

public infrastructure.  
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• Provide mentoring to various staff regarding processes common to the municipal work 
environment. 

 
The Permit Coordinator has 38 years of municipal experience and if resources allows, is open to providing 
any other services that could provide a value for the Public Works Department of Oak Park.   
 
Proposed Schedule  
Providing a consistent presence at the Village of Oak Park to review permit applications, coordinate 
reviews, perform scheduled inspections and ensure the permit review process involving Public Works is 
current and managed efficiently.  Provide planned backup during any window of time the Permit 
Coordinator will not available. Efforts to provide proper availability include: 
 

• The proposed schedule is based on an assumed budget amount of $100,000.  This budget amount 
would provide approximately 720 hours on-site.  With over 700 hours, it is possible to average 
three days per week with 6 to 8 hours per day.  Since the goal is to manage the permit process for 
the Public Works Department, the strategic use of the available hours is critical as well as 
maintaining consistency to minimize confusion for the staff and the permit customers.    

• The initial plan to manage the optimal scheduling of permit review and inspection services is to 
listen to the staff currently involved in processing and managing the permit on a daily basis. Based 
on the understanding of the permit process, the Permit Coordinator will start getting involved in 
the permit process allowing existing Public Works and Engineering staff to be able to focus on 
their primary responsibilities.  Gradually, the process to effectively manage the permit process 
and respond to the inspection requests will dictate the optimal coverage needed to provide a 
level of permit process management acceptable to the department leadership.  The Permit 
Coordinator will assume a weekly schedule deemed optimal with respect to the needed services 
to be provided as well as the length of weekly coverage available within the allowable budget for 
these services.   

• Typically, the permitting work load varies both day to day and week to week as well as seasonal 
fluctuations.  It is beneficial to utilize the permitting program VillageView both when on-site and 
during days when not on-site to monitor the status and potential notice of new submittals.   If it 
is determined that remote access to VillageView is not available, other means utilizing emails can 
provide most of the same information availability and permit processing needs. 

• It is assumed that only time spent at the Village of Oak Park would be considered billable time.  
The time spent checking the status of permits or even contacting staff or permit customers 
remotely, would not be considered billable time.  These events help to maintain the connected 
nature needed for proper coordination of the permits and inspections. With specific turnaround 
times for permit reviews, the ability to check the status or to reply on a permit at any time is 
important and allows more efficient use of the time spent onsite. This remote access to permit 
information and status can be considered similar to high level staff checking emails each night or 
on weekends to stay appraised of need to know issues or to take action if necessary. 

• The chart below depicts the proposed average staffing at the Village of Oak Park.  Coverage is 
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proposed to consist of an average of three days per week at seven hours per day from Tuesday 
through Thursday.  Note that this is an average starting point and based on varying workloads 
both high or low, the coverage may increase to four day during the peak weeks and down to two 
days or less if the workload is deemed minimal.  Any change to the average Tuesday through 
Thursday schedule must be approved by VOP staff to minimize any scheduling confusion. 

 
 
Statement of Commitment 
Chastain commits the personnel named in the proposal will be available for the duration of the project 
at the indicated level of involvement, except where prevented by circumstances beyond the control of 
the consultant. 
 
Chastain does not take any objections to any terms within the request for proposal. 
 

Permit Plan Review and Inspection Services for the Public Works - Proposed Weekly Schedule 
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Hours Per 
Day   

Wks/Month 33 Weeks 3 5 4 5 4 4 4 3 2   7 8   

Days/Week 3 Days 9 15 12 15 12 12 12 9 6 10
2 714 816 

Tot 
HR
s 

Days/Week 4 Days 12 20 16 20 16 16 16 12 8 13
6 952 108

8 

Tot 
HR
s 

Days/Week 5 Days 15 25 20 25 20 20 20 15 10 17
0 1190 136

0 

Tot 
HR
s 

    
              

       Seasonal Reduction in Weeks    
Note:  Schedule depicts weekly averages and does not depict changes due to extreme high or low 

workload periods or Holidays 
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SCOTT R. KASPER, P.E. | Permit Coordinator 
 
 
Mr. Kasper is a licensed professional 
engineer with more than 33 years of 
extensive experience in all aspects of 
municipal engineering.  Skilled in 
infrastructure management, capital 
planning, storm water management, 
site development, and securing 
federal funding for capital projects.  
He has an detailed background in 
infrastructure design, Asset 
Management, budgeting, scheduling, 
contract implementation, construction, 
and quality control.  Mr. Kasper is a 
Project Manager in Chastain’s 
Schaumburg office.  He joined the firm 
in 2017. 
 

EDUCATION 
• BS in Civil Engineering, University 

of Illinois  
 
REGISTRATION 
• Professional Engineer, Illinois, 

1997, 062-041391 
• Professional Engineer, Texas, 

2017, 126116 
 
PROFESSIONAL ASSOCIATIONS 
• APWA Lifetime Member 
 
CAREER 
• Village of Schaumburg, 

Engineering Division Manager, 
2017-2004 

• Village of Schaumburg, Senior Civil 
Engineer, 2004-1984 
 
 

 
Mr. Kasper, during his career at the Village of Schaumburg had 
over 25 years of direct involvement in review of private 
developments, coordination of permit work within the Village 
right-of-way and over 10 years of inspection related work. 
 
Village of Schaumburg, Department of Engineering and Public 
Works 2017-2004 – Engineering Division Manager 
Responsible for the design and construction coordination of the 
village’s CIP with an annual average value of $30 million. 
• Provided duties as Village Engineer of Engineering of Public 

Works. Directly supervised a staff of nine including four 
professional engineers.  

• Interfaced with Community Development and Transportation 
Departments to coordinate review, inspection and acceptance of 
private developments. 

• Managed the completion of the $300 million Convention Center 
and Hotel, and designed, supervised, or managed more than 
100 capital projects since 2004. 

 
Village of Schaumburg, Department of Engineering and Public 
Works 2004-1984 – Sr. Civil Engineer 
• Was responsible for the design and construction coordination of 

the village’s CIP with annual average value of $20 million. 
• Assisted the Director in the day-to-day operations of the 

Engineering Department consisting of 22 employees, while 
directly supervised up to six employees. 

• Developed a comprehensive village wide permit management 
system database. 

• Coordinated a 29-acre TIF District in the heart of Schaumburg, 
which included a new library, various shops and restaurants.  

• Completed a village wide storm water study based on the flood 
of record of August 13-14, 1987 and implemented over $1.5 
million of storm water projects. 

• Provided traffic engineer services including traffic studies and 
plan reviews. 

 
Projects included: 
Schaumburg Road Corridor Improvements 
Implementation of streetscape enhancements along a six mile stretch 
of Schaumburg Road located within the corporate limits of the Village 
of Schaumburg.  This project was implemented over five stages and 
included parkway trees, sidewalk improvements, paver fields, pocket 
parks with landscaping and benches, decorative pedestrian level 
lighting, painted traffic signals, and irrigated landscape medians.   
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Village of Schaumburg 
TIF Project Management 
Chastain Engineers are managing the Schaumburg North TIF program a 225-acre mixed use development 
on behalf of the Village of Schaumburg. The project includes working with approximately two dozen 
different entities to orchestrate their infrastructure and permitting needs such that all work will 
complement one another. The typical infrastructure and permitting involves roadway and municipal 
improvements from new roads and traffic signals to storm water management and utilities for both public 
and private users. The Schaumburg TIF District includes area is home to a Cook County Highway 
maintenance facility with 24-hour operations, corporations Zurich and Motorola and the Schaumburg 
Convention Center.  Contact:  Kristin Mehl, Engineering Division Manager 847-923-6618 
 
Village of Woodridge 
Janes Avenue, Woodridge, Illinois 
Chastain is providing planning, Phase II and Phase III engineering services for the resurfacing of Janes 
Avenue from 75th Street to Center Drive. The proposed improvements include milling of the existing 
asphalt surface of the ½ mile of 4-lane roadway and replacing it with .75” of polymerized leveling binder 
and 2” of HMA surface course. The project will also include the replacement of deteriorated curb and 
sidewalk, miscellaneous storm sewer structure adjustments and reconstructions, pavement patching, 
pavement markings, traffic signal detector loop replacement, and traffic control. Work will involve 
preparation of a Project Report (BLR Form 19100 State Approved CE Project) for the initial planning and 
coordination of the project. Funding sources includes STP & Village MFT. Work will also include survey, 
IDOT-BLR and DMMC MPO agency coordination, and preparation of design plans for the March 2019 IDOT 
letting. Phase III observation services will be completed in the Summer / Fall of 2019. Documentation will 
follow IDOT Local Roads (federal funded) policies.  Contact:  Christopher Bethel, Director of Public Works 
630-719-4753 
 
City of Elgin 
Elgin Easy Street Neighborhood Reconstruction Project 
Chastain provided Phase II design and Phase III construction engineering services for the infrastructure 
and pavement rehabilitation/reconstruction of the Easy Street neighborhood including new curb and 
gutters and approximately three miles of new sidewalks including ADA ramp assessment at 11 
intersections. Work included topographic survey, utility inspections, televising, inspection and 
rehabilitation recommendations on approximately four miles of sewers ranging in size from 8" to 48" and 
designed the replacement of approximately 1.5 miles of 8", 10" and 12" water mains using trenchless and 
traditional open cut installation methods. Project pavement design utilized a new fine graded HMA 
surface course for improved residential durability. Work also included coordination with various city 
departments, preparation of separate plans and specs for water mains and roadway improvements. Phase 
III construction services included full-time observation, documentation, and pay estimates. Public 
outreach included door hangers to keep residents informed of project progress and open house events. 
Project was completed on-time in 2017 for a total construction cost of $3.9 million which was $211,506 
under budget.  Contact:  Jay Beverly, Engineering Inspector 847-931-5958 
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FIRM Chastain & Associates LLC DATE 02/28/19
OVERHEAD RATE 1.3289
COMPLEXITY FACTOR 0
REDUCTION IN O AND FB FACTOR -16%

OVERHEAD REDUCTION % OF
ITEM MANHOURS PAYROLL & VEHICLE IN TOTAL GRAND

FRINGE BENF COSTS FEE O & FB TOTAL
(A) (B) ( C ) (D) (E) (F) (B-G)

Premit Coordinator 720 38,880.00 51,667.63 2,392.02 15,270.65 -8,266.82 99,943.48 100.00%
     

      
0.00   

TOTALS 720 38,880.00 51,667.63 2,392.02 15,270.65 -8,266.82 99,943.48 100.00%

VILLAGE OF OAK PARK PERMIT REVIEW AND INSPECTION SERVICES

COST ESTIMATE OF CONSULTANT SERVICES

REDUCTION IN OVERHEAD AMOUNT DUE TO UTILIZING VOP OFFICE 
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