INSTRUCTIONS FOR A REQUEST FOR PROPOSAL (RFP) COST REIMBURSABLE CONTRACT

January 16, 2012
Dear Superintendent:

The purpose of this letter is to provide you with the information you will need, should you decide that you will be accepting bids for the management of your district’s food service program.
Enclosed is the prototype Request for Proposal (RFP) packet for a school food service cost reimbursable contract.  You should use these documents to produce your RFP for management of your district’s food service program.  Any additions, changes or amendments to the prototype are not encouraged.  Any additions or changes to this prototype must be made in bold and submitted to the Michigan Department of Education (MDE) for approval prior to releasing the RFP to potential bidders. The resulting contract will be for one year with the option of four one-year renewals.
Additionally, all RFP bid documents, the RFP proposal submitted by the successful bidder, and contract renewals must be reviewed and approved by the MDE before being submitted to the school district’s Board of Education for approval and prior to execution.
The process of preparing the document is explained in the step-by-step guidance on the following pages.  Please refer to these pages when planning your bid process.  The body of the document will remain essentially as written with the district adding only its specific information. Opportunity is also provided for mutually negotiated contract addenda to be incorporated into the final contract.  Bidders may not, however, unilaterally impose additional contract terms.

The Information Section is all of the district information a management company will need in order to submit a valid bid.  Each food service management company has already signed and submitted the four certification sheets listed below to the MDE.  

1.   Clean Air & Water


2.   Independent Price


3.   Lobbying


4.   Debarment and Suspension
The certification sheets can be downloaded at the following website: 
http://www.michigan.gov/mde/0,4615,7-140-6530_6569-19568--,00.html
They are listed by name of the management company.  When the SFA determines the recommended successful bidder, it will need to download the management company’s signed certificates.  The Certificate of Independent Price Determination will need to be signed by the SFA and submitted with the final contract for MDE approval.
This RFP/Cost Reimbursable Contract with addenda and attachments, the successful bidder’s RFP proposal, along with the four (4) bidder certification sheets and the bid sheet of the successful bidder will become the final contract.  The SFA is not permitted by federal regulations to sign additional contract documents, including letters of intent, for the provision of food service management arrangements that significantly alter the initial/original competitively procured contract without again undergoing the bidding process.
It should be noted that federal regulations, specifically those found in 7 CFR Part 3016, govern the entire procurement process.  SFAs should be aware of these regulations, such as 3016.36 (b) and 3016.60 (b), which disqualify a bidder from the competition if it provides assistance to the SFA during the development of the RFP
If you have any questions regarding the files that have been sent to you, please contact Katherine Fuller, School District Consultant, by phone at (517) 373-4017 or by e-mail at fullerk@michigan.gov.

Sincerely,

Mary Ann Chartrand, Director
Grants Coordination and School Support
STEPS IN BIDDING FOR A COST REIMBURSABLE
FOOD SERVICE MANAGEMENT CONTRACT
  1. Any questions regarding the attached bid documents are to be addressed to Katherine Fuller at (517) 373-4017 or by e-mail at fullerk@michigan.gov.

  2. The School District must use the prototype Request for Proposal/Cost Reimbursable Contract bid packet, all proposed amendments must have prior MDE approval, and complete as requested.
a. Fill in the blanks highlighted with a moving red border as directed in paragraphs A, B, C, E, F, and K of the General Procedural Terms and Conditions section and paragraphs VII and XVII of the Standard Terms and Conditions section.

b. If a school district wants a Food Service Management Company (FSMC) to manage its food service and act as its procurement agent for acquiring an automated accountability system (point of service, inventory, financial management, etc.), then the school district must ensure that its procurement solicitation and contract identifies the scope of duties the FSMC must fulfill and the FSMC’s responsibilities as the agent of the School Food Authority (SFA).  The solicitation and contract documents should also include a description of the procedures the FSMC must follow in procuring the automated accountability system since the FSMC, as the SFA’s agent, must comply with the same requirements the SFA would use to procure the system.  The solicitation and contract documents must also identify whether the SFA or the FSMC as the SFA’s agent will sign the contract with the successful bidder.  The SFA should include an adequate description of how the FSMC will be paid for these procurement services and how the SFA will pay for the system.
c. Renegotiation of fees (management and/or administrative) upon renewal of the contract must be addressed in the original RFP/Cost Reimbursable Contract or no fee increases will be allowed during the life of the contract.  School districts should identify the method, basis for an adjustment in the fees per meal/meal equivalent, and consider limiting this adjustment, i.e., using the Consumer Price Index for All Urban Consumers (CPI-U): US City Average by Expenditure Category and Commodity Service Group Table 1 – Food Away from Home category or a flat percentage increase.
Fee adjustments must be supported by a review of the FSMC cost data and actions taken by FSMC to mitigate such increases.  Before any fee increases can be implemented as part of a contract renewal agreement, the FSMC shall document to the SFA, through a written financial analysis, the need for such increases.

A sample method for adjusting fees could be the following:
Renegotiation of administrative and management fees charged to the SFA in subsequent years of the agreement must not exceed the Consumer Price Index for All Urban Consumers (CPI-U): US City Average by Expenditure Category and Commodity Service Group Table 1 – Food Away from Home category for December of the current school year.  The fees charged per meal/meal equivalent may change once per year based on this index.
There should be a provision for allowing the FSMC and the SFA to renegotiate a mutually agreeable increase/decrease each year as long as the increase does not exceed the CPI for December of the current school year or the flat percentage increase as stated in the RFP; and the provision should also state that such an increase/decrease each year is based on data and actions taken by either the SFA or the FSMC.

Adjustment of administrative and management fees is not automatic and must be supported by a review of the FSMC cost data and actions taken by the FSMC to mitigate such increases.

d. Complete forms about the school district found in the Information Section and insert this information before the Agreement Page of the RFP/Cost Reimbursable Contract.
e. Fill in Non-Price Criteria on the Bid Point Calculator and Evaluation Criteria Matrix found in the Information Section of the RFP.  A list of possible evaluation criteria and sub-criteria is included.  A sample Bid Point Calculator and Evaluation Criteria Matrix is included for your reference and/or use.  A numerical value must be assigned to each sub-criterion and these values must equal the overall numerical value assigned to each criterion that will be used to evaluate the non-price portion of the bid response.
f. Food specifications are provided for each component and can be downloaded at the following website and inserted in the Food Specification Section: 
     http://www.michigan.gov/documents/mde/Food_Specifications_267873_7.pdf
Place this information after the lunch and/or breakfast menus and before the Agreement Page of the RFP/Cost Reimbursable Contract.
  3. Scheduling of pre-bid meetings and facility tours will be optional, but are strongly encouraged.  School districts choosing not to conduct a pre-bid meeting will need to provide all interested bidders the opportunity to ask questions by a specified date after the issuance of the RFP bid packet. A district must not respond to bidder’s questions individually.  Instead, the district should establish a due date for all questions and publish answers to these questions to all bidders within one week after the specified due date.  The answers should be clearly provided in writing to all bidders. This will permit a reasonable timeframe to be established and allow bidders to adequately respond to the district’s bid. Please give the bidders at least 3 to 4 weeks to submit their proposals to you after you provide a written response to their questions.

  4. If your school district chooses to schedule a mandatory pre-bid meeting and a tour of its facilities, you must do the following:  (1) provide a copy of the RFP bid packet, (2) have a sign-in sheet, (3) provide time during the meeting for a question and answer session, (4) conduct a tour of several building that are representative of the district’s current food service program, (5) identify the designated district representative for any future contact with the school district, and (6) establish a due date for additional questions after the pre-bid meeting and publish answers to these questions to all bidders within one week after the specified due date.  This will permit a reasonable timeframe to be established and allow the bidders to adequately respond to the district’s bid.  Please give the bidders at least 3 to 4 weeks to submit their proposals after the completion of the pre-bid meeting.

  5. When bidders submit their proposals, they must sign and submit the “Attestation Sheet” indicating that the FSMC will abide by the general information, terms, and conditions outlined in the RFP/Cost Reimbursable prototype food service management contract issued in the bid packet/solicitation.
  6. Advance Payments.  Advance payments may be proposed by bidders.  Advance payments cannot be negotiated following bid acceptance.  All bidders offering advance payments must disclose same as part of the RFP process and describe the expected timing of the district’s payment and the date the payment will be returned to the district.
  7. FSMC Guarantees.  Financial guarantees may be proposed by bidders.  Guarantee options must be disclosed as part of the RFP process and describe in detail the forecasting of cost, and settlement of losses and/or surpluses.  Options could include:  (1) Guaranteed No Loss – FSMC guarantees the SFA no loss for the operation of the food service program and (2) Guaranteed Minimum Return – FSMC guarantees the SFA a return no less than a certain dollar amount for the operation of the food service program.
  8. Send the prototype letter to all of the companies on the Michigan Department of Education list of potential bidders.  This letter can be sent by certified mail or e-mail to notify the bidders of the bid.  If the letter is sent by certified mail or e-mail, make sure to copy Katherine Fuller. Use the “Prototype letter to FSMC from District” that is enclosed with these instructions.  For e-mailed notifications, it is recommended that an e-mail be sent to all bidders with a generic letter attached to the message.
  9. Publish a legal notice in a widely-read newspaper seven to ten (7-10) days prior to the date of the pre-bid meeting or prior to the issuance of the approved bid packet in order to notify any other interested parties of the bid by the district for a food service management contract.  Please refer to the “Prototype Legal Notice”.
  10. E-mail the completed bid packet for approval by the Michigan Department of Education 3-4 weeks prior to the pre-bid meeting or prior to the issuance date of the bid packet to:

fullerk@michigan.gov
Copies of the lunch and/or breakfast menus and Claims for Reimbursement (SM-4012-SL) should be submitted as part of the RFP.  This information can be inserted in the designated sheets of the Information Section (excel file) or saved as a pdf file and e-mailed with the completed bid packet.
  11. You must have written approval from the Michigan Department of Education for the completed bid documents before conducting the pre-bid meeting or issuing the bid packet prior to the pre-bid meeting.

  12. Inform all bidders that all substantive pre-bid contact or communications with the district must be through the designated district representative.  Any substantive pre-bid contact or communication with district personnel, administration, vendors, contractors, or board members, other than the designated district representative, will automatically disqualify them as a bidder.
13. For a cost reimbursable contract, the school district needs to identify the bid evaluation committee members who will attend the pre-bid meeting, bidder presentations, and evaluate the non-price portion of the bid.  The committee members should participate in the entire evaluation process.  The bid evaluation committee should not include individuals who have a personal financial interest in the bid award, or who have any other legal or financial conflict of interest, real or apparent.  See 7 CFR 3016.36 (b)(3)(i-iv).

14. After the bid due date, the bid evaluation committee should evaluate the price 
and non-price portion for all bidders for a cost reimbursable contract using the Bid Point Calculator and Evaluation Criteria Matrix.  Use the Bid Point Calculator and Evaluation Criteria Matrix as the primary means to evaluate each bid and written proposal and/or oral presentation to determine the successful bidder.  The bidder with the maximum number of points will ordinarily be awarded the cost reimbursable contract.  This award may be made to other than the bidder with the lowest bid price per meal/meal equivalent.
15. Before awarding the contract to the successful bidder, the school district must send the following to the Michigan Department of Education for approval of the contract:

· Cover letter (use the “Prototype Letter to MDE from School District” enclosed with these instructions).

· Copy of legal ad taken from the newspaper.  Indicate the name of the newspaper and the date(s) the legal ad ran.

· Copies of all certified letters or e-mails notifying potential bidders of the bid.  If letters or e-mails were copied to Dawn Lake, copies will not be necessary.

· Copies of all the certified return receipts (if applicable) for the letter notifying potential bidders of the bidding opportunity.

· Copy of the sign-in sheet for bidders in attendance at pre-bid meeting (if applicable).

· Copies of meeting notes and/or written communications (if applicable).

· Copy of the unsigned contract (RFP/Cost Reimbursable Contract and attachments), RFP proposal submitted by the successful bidder, amendments, modifications, and any addenda to the contract.  The contract and any addenda are not to be signed by the SFA or approved by the school district’s Board of Education until written approval is received from the Michigan Department of Education.

· Copy of the Certificate of Independent Price Determination signed and dated by the school district and the food service management company.  Signed and dated copies of the Lobbying, Debarment and Suspension, and the Clear Air and Water certificates are already on file with MDE.  The school district will need to maintain a copy of each certificate for its files.  These four (4) Certificates and the Bid Sheet of the Successful Bidder should be inserted immediately preceding the Agreement Page of the cost reimbursable contract. 
· The Agreement Page may be signed by the FSMC, but not by the school district.  The contract must be approved by the Michigan Department of Education first and then taken to the school district’s board of education for approval before the school district can sign the agreement page to the contract.
· Copies of Bid Sheets from all Bidders.  Please indicate what type of bid is being awarded (with or without an advanced payment) to the recommended bidder.
· Copy of the completed Bid Point Calculator and Evaluation Criteria Matrix form.

16. Each representative’s signature on the Agreement Page to the contract 

 needs to be attested by a witness’s signature.  
17. The RFP/Cost Reimbursable Contract and attachments that are part of
 this pre-bid packet and the RFP proposal submitted by the successful 
 bidder will become the final contract when awarded, approved by
MDE, and fully executed.  Any amendments, modifications, and 
addenda to this contract are to be developed by the SFA from the

proposal submitted by the successful bidder.  These amendments, 
modifications, and addenda are to be highlighted in bold and approved

by the Michigan Department of Education. The FSMC may propose, but 
is not allowed to unilaterally impose, contractual terms and conditions. 
18. All contracts and contract renewals must be reviewed and approved by the Michigan Department of Education before being taken to the school district’s Board of Education for approval.  You will receive an approval letter from the Michigan Department of Education after contracts and/or renewals are approved. 
19. All contracts and contract renewals must be approved by MDE before being signed by the SFA prior to each July 1st in order to be in effect by the start of the new school year.  According to Final 
Procurement Rule effective November 30, 2007, failure of a district to meet this deadline would result in regulatory non-compliance with established procurement standards and could result in the withholding of reimbursement pursuant to current regulations 7 CFR 210.21, 215.14a, and 220.16.
Prototype Legal Notice

With a Prebid Meeting

insert Name of School District

Attention:  Food Service Management Companies

The insert Name of School District is requesting proposals for school food service management services. The Food Service Management Company will provide management services according to United States Department of Agriculture (USDA) regulations and guidelines as well as State of Michigan Department of Education policies and guidelines.

Food Service Management Companies and/or their representatives may submit proposals to:

insert Name of School District

insert School District’s mailing address

The insert Name of School District Board of Education reserves the right to accept or reject any and/or all proposals or to accept the proposal that it finds, in its sole discretion, to be in the best interest of the school district.

A pre-bid meeting is scheduled for insert month, day, and year at insert time at insert address where meeting will be held.  

All proposals must be submitted no later than insert time due on insert month, day, and year.  All proposals should be delivered in a sealed envelope and addressed to the insert name of School District and be clearly marked:  Food Service Management Proposal.

Prototype Legal Notice

Without a Prebid Meeting

 insert Name of School District

Attention:  Food Service Management Companies
The insert Name of School District is requesting proposals for school food service management services. The Food Service Management Company will provide management services according to United States Department of Agriculture (USDA) regulations and guidelines as well as State of Michigan Department of Education policies and guidelines.

Food Service Management Companies and/or their representatives may submit proposals to:

insert Name of School District

insert School District’s mailing address

The insert Name of School District Board of Education reserves the right to accept or reject any and/or all proposals or to accept the proposal that it finds, in its sole discretion, to be in the best interest of the school district.

A pre-bid meeting will not be scheduled.  A copy of the RFP will be available at insert address or by e-mail at insert e-mail address by insert date.  Potential bidders are asked to e-mail their questions to insert name at e-mail address by insert date.  The school district will e-mail its response these questions by insert date.
All proposals must be submitted no later than insert time due on insert month, day, and year.  All proposals should be delivered in a sealed envelope and addressed to the insert name of School District and be clearly marked:  Food Service Management Proposal.

PROTOTYPE LETTER TO FSMC

FROM SCHOOL DISTRICT

With a Prebid Meeting
Date

Company Representative

Company Name

Street

City, State, Zip
Dear Company Representative:
Insert Name of Sponsor/School District will be accepting bids for the management of the school food service operation for the forthcoming year. The mandatory pre-bid meeting is scheduled for insert date, at insert time am/pm at insert address/location.  Please respond in writing to indicate whether you will or will not be attending this meeting.  A bid packet will be available at that time.  There is a 5% bid bond requirement.

The contracting process is strictly controlled by United States Department of Agriculture (USDA) procurement regulations.  Substantive contact or communication with any district personnel, vendors, contractors, or board members, other than, insert Name of district’s designated representative, the district’s designated representative, is not permitted.  Any attempt to unduly influence district staff, administration, vendors, contractors, or board members will automatically disqualify your company as a bidder.

If I, the district’s designated representative, can provide more information, please call me at insert phone number.  If you should need to contact the Michigan Department of Education, please call Katherine Fuller at (517) 373-4017.
Sincerely,

Name

Title
District’s Designated Representative
cc:
Katherine Fuller, School District Consultant, MDE


PROTOTYPE LETTER TO FSMC

FROM SCHOOL DISTRICT

Without a Prebid Meeting

Date

Company Representative

Company Name

Street

City, State, Zip
Dear Company Representative:
Insert Name of Sponsor/School District will be accepting bids for the management of the school food service operation for the forthcoming year. A pre-bid meeting will not be scheduled.  A bid packet will be available at insert address or by e-mail at insert e-mail address to all potential bidders by insert date.  Potential bidders are asked to e-mail their questions to insert name at e-mail address by insert date.  The school district will e-mail its response to these questions by insert date.  There is a 5% bid bond requirement.

The contracting process is strictly controlled by United States Department of Agriculture (USDA) procurement regulations.  Substantive contact or communication with any district personnel, vendors, contractors, or board members, other than, insert Name of district’s designated representative, the district’s designated representative, is not permitted.  Any attempt to unduly influence district staff, administration, vendors, contractors, or board members will automatically disqualify your company as a bidder.

If I, the district’s designated representative, can provide more information, please call me at insert phone number.  If you should need to contact the Michigan Department of Education, please call Katherine Fuller at (517) 373-4017.

Sincerely,

Name

Title
District’s Designated Representative
cc:
Katherine Fuller, School District Consultant, MDE
PROTOTYPE LETTER TO MDE FROM DISTRICT

UPON BID COMPLETION

Date
Ms. Katherine Fuller, School District Consultant
Grants Coordination and School Support

Michigan Department of Education

P.O. Box 30008

Lansing, MI   48909

Dear Ms. Fuller:

Enclosed please find a packet documenting the results of insert Name of Sponsor/School District bid process for a Food Service Management Company.  We have chosen to use the prototype Request for Proposal/Cost Reimbursable Contract. No changes were made prior to the bid and we hereby certify that an unsigned copy of the Request for Proposal/Cost Reimbursable Contract is the contract with the successful bidder, insert Company Name. 
All the items checked are included in this packet:

 Copy of legal ad from newspaper (include date(s) ad ran and name of newspaper).

 Copy of all certified letters or e-mails notifying the potential bidders of the bid 
and pre-bid meeting.  If certified letters or e-mails were copied to Katherine Fuller, 
copies will not be necessary.

 Copy of all certified return receipts (if applicable) for the letter notifying the potential 
bidders of the bid.

 Copy of the sign-in sheet for bidders in attendance at pre-bid meeting (if applicable).

 Copy of all meeting notes and/or written communication (if applicable).

 Copy of the unsigned contract (Request for Proposal/Cost Reimbursable Contract and 
attachments), RFP proposal submitted by the successful bidder, any addenda to the 
contract.

 Copy of the Certificate of Independent Price Determination signed by the school district and the food service management company. Signed and dated copies of the Lobbying, Debarment and Suspension, and Clean Air and Water certificates are already on file with
    MDE. 
 Copy of Bid Sheets submitted by all bidders.  Please indicate what type of bid is 

being awarded (with or without advanced payment) to the recommended bidder.
 Copy of the completed Bid Point Calculator and Evaluation Criteria Matrix 
form.
If further information is needed, please call or write.  I hereby certify that no member of any food service management company assisted in the bid evaluation process.

Sincerely

Name
Title

	Food Service Management Companies

	Company Name
	Company Representative
	Title
	Street Address
	City
	State
	Zip Code
	Phone
	Fax
	Email Address

	Aramark School Support Services
	Maxine Sherman
	Manager, Program Management Office
	1101 Market Street, 23rd Floor
	Philadelphia
	PA
	19107
	215-238-7790
	215-238-8169
	sherman-maxine@aramark.com

	Arbor Management Inc.
	Jack Bortko
	Senior Vice President
	2100 Corporate Drive, Suite B
	Addison
	IL
	60101-5134
	630-620-5005
	630-620-5134
	jbortko@arbormgt.com

	CanStrong Food Service
	Gregory Armstrong
	Member
	21444 Bridge Street
	Southfield
	MI
	48033
	248-996-9815
	313-748-1094
	office@canstrong.com


	Chartwells School Dining
	Jerry Agrusa
	Regional Sales Director
	20617 Maplewood Court
	Riverview
	MI
	48193
	313-407-5417
	734-479-1649
	jerry.agrusa@compass-usa.com

	Continental Services
	Mitch Kusiak
	Executive Vice President
	35710 Mound Road
	Sterling Heights
	MI
	48310
	586-276-9928
	586-268-3856
	m.kusiak@continentalserv.com

	Continental Services
	Paul Gonino
	District Manager
	35710 Mound Road
	Sterling Heights
	MI
	48310
	586-276-9895
	586-268-3856
	p.gonino@continentalserv.com

	Creative Dining Services
	Chuck Melchiori
	Vice President, Business Development and Marketing
	1 Royal Park Drive, Suite #3
	Zeeland
	MI
	49464
	616-748-1700
	616-748-1900
	cmelchiori@creativedining.com

	Diamond Hospitality
	Alvis Wilson
	President
	1001 Woodward Ave., Ste. 1100
	Detroit
	MI
	48226
	313-964-9412
	313-964-2834
	a.wilson@diamondhllc.com

	Kosch Catering and Corporate Dining
	Cass Przybylski
	Catering Sales and Operations
	324 East Street
	Rochester
	MI
	48307
	248-608-0690        x15
	248-608-0695
	cass@koschcatering.com

	Ovations Dining Services
	John Visser
	Manager of Operations
	P.O. Box 261
	New Hudson
	MI
	48165
	810-610-8200
	248-474-1340
	nelson.bob@aod.org

	Preferred Meal Systems, Inc.
	Lynn McPhee
	Regional Vice President
	903 S. Latson Rd., Suite 229
	Howell
	MI
	48843
	248-894-3367
	866-929-3814
	lmcphee@preferredmealsystems.com

	Quest Food Management Services, Inc.
	Mike McTaggart
	President
	2500 S. Highland Ave., Ste. 250
	Lombard
	IL
	60148
	630-627-7708
x302
	630-627-7768
	mike@questfms.com

	Quest Food Management Services, Inc.
	Steve Marano
	Vice President
	2500 S. Highland Ave., Ste. 250
	Lombard
	IL
	60148
	630-627-7708
x305
	630-627-7768
	steve@questfms.com

	Sodexo Education
	Matthew R. Holle
	Director of Business Development
	12378 Twyckenham Drive
	Fishers
	IN
	46037
	317-225-7512
	317-485-4769
	matthew.holle@sodexo.com

	Taher, Inc.
	Bruce Taher
	Owner
	5570 Smetana Drive
	Minnetonka
	MN
	55343-9022
	952-945-0505
	952-945-0444
	b.taher@taher.com

	Variety Foodservices
	Damon Kurtz
	K-12 Program Specialist
	25235 Hoover Road
	Warren
	MI
	48089-1192
	586-756-8100
	586-754-8090
	dkurtz@varietyfoodservices.com

	
	
	
	
	
	
	
	
	
	

	Revised November 2011 by Michigan Department of Education's Grants Coordination and School Support.  Please note that this list is not inclusive and does not contain contact information for other food service management companies, including incumbents that may have a contract with your school district/institution.  These companies will need to be notified in writing (e-mail or certified mail) of any pre-bid meetings and/or issuance dates for Request for Proposals (RFP).
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