STEPS IN OBTAINING PRICE QUOTES FOR A 
VENDED SCHOOL MEALS CONTRACT
  1. Any questions regarding the attached bid documents in the word and excel files are to be addressed to Dawn Lake at (517) 373-9785 or by 

e-mail at laked@michigan.gov.

  2. Read the attached Administrative Policy #7 regarding informal procurement procedures.  Instructions for completing the Informal Procurement Log are included.  A sample of a completed log is provided in the policy.  The School Food Authority (SFA) must obtain competitive price quotes from at least three known vendors and justification must be documented on the log to explain why vendor’s quote was selected by the SFA.  Criteria is provided in the Information Section (excel file) to assist the SFA in providing this justification. 
A list of these vendors is provided in the Request for Quotation/Vended School Meals Contract (RFQ/VSMC).  A bid sheet is to be completed, signed, and dated by each vendor and attached to the Informal Procurement Log.  

When providing the Bid Sheet to these vendors, the SFA must complete and provide a number of estimated meals and/or snacks so that the vendor can provide a competitive price quote per meal and/or snack.  The number of estimated meals and/or snack can be determined with the following formula using the October 2009 claim information:

Use the same formula above to determine the number of estimated meals for breakfast and snacks.
When a price quote is requested from a vendor, a copy of the completed RFQ/VSMC prototype contract should be provided so that the vendor is fully informed of the terms and conditions required in the vended school meals contract.

  3. The SFA should use the prototype Request for Quotation/Vended School Meal Contract (RFQ/VSMC) and complete as requested:

a. Fill in the blanks highlighted with a moving red border as directed in paragraphs A, B, D, E and W of the General Procedural Terms and Conditions section.

b. Renegotiation of the price per meal (breakfast and lunch) and/or per unit rate for reimbursable snacks, and/or per unit rate for one-half pint of milk upon renewal of the contract must be addressed in the original RFP/VSMC in F.  Contract Terms or no price increases will be allowed during the life of the contract.  The SFA should identify the method, basis for an adjustment in the price per meal, and/or per snack, and/or per one-half pint of milk and consider limiting this adjustment 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.  

Cost adjustments must be supported by a review of the vendor’s cost data and actions taken by the company to mitigate such increases.  Before any fee increases can be implemented as part of a contract renewal agreement, the vendor shall document to the SFA, through a written financial analysis, the need for such increases.

A sample method for adjusting the price per meal could be the following: 

Renegotiation of the price 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 price charged per meal may change once per year based on this index. For example, the price per meal (for lunches) is $2.50 at the time the contract was awarded for the school year 2009-10.  The price for the next school year may increase by the percentage rate reported for December 2008.  The percentage rate for December 2008 is 6.0%. The new price per meal for school year 2010-11 would be $2.65. 

There should be a provision for allowing the Vendor and the SFA to renegotiate a mutually agreeable increase/decrease each year as long as the increase does not exceed the CPI for December or 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 Vendor.

c. Complete the Bid Sheet found in the Information Section and insert this information before the Agreement Page of the RFP/Vended School Meals Contract.

d. Food specifications are provided for each component in the Food Specification Section.  Place this information after the lunch and/or breakfast menus and before the Commodity Agreement.  The Food Specifications can be downloaded from the following website:

http://www.michigan.gov/mde/0,1607,7-140-6530_6569-19568--,00.html
e. The Commodity Agreement should be placed after the Food Specification Section and before the Bid Sheet of the RFP/Vended School Meals Contract.

f. The Bid Sheet should be placed after the Commodity Agreement and before the Agreement Page of the RFP/Vended School Meals Contract.
4.
Inform the vendors that the contract must include a signed “Attestation Sheet” indicating that the vendor will abide by the general information, terms, and conditions outlined in the RFQ/VSMC prototype contract.
5.
A copy of the 21 day lunch and/or breakfast menu should be submitted as part of the contract.   This information is to be inserted in the designated sheets of the Information Section (excel file) and be part of the completed contract.

6.
Inform all vendors that all substantive contact or communication with the school 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.

7.  
Before awarding the contract to the successful vendor, the SFA must send the following information below to the Michigan Department of Education (MDE) for approval of the contract.  All of this information must be submitted at the same time for MDE approval.  Partial packets of information will not be accepted.
· Cover letter (use the “Prototype Letter to MDE from School District” enclosed with these instructions).

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

· Copy of the unsigned contract (RFQ/VSMC and attachments), submitted by the successful vendor, 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 MDE.

· Copy of the Certificate of Independent Price Determination signed by the SFA and the Vendor.  Signed and dated copies of the Lobbying, Debarment and Suspension, and the Clean 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 VSMC.
· The Agreement Page may be signed by the Vendor, but not the school district.  The contract must be approved by the MDE 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.
· Copy of the completed Informal Procurement Log.
· Copies of signed Bid Sheets from all Vendors attached to the Informal Procurement Log. 
8.  
Each representative’s signature on the Agreement Page to the contract  needs to be attested by a witness’s signature.  

9.  
The RFQ/VSMC and any attachments submitted by the successful bidder will become the final contract when awarded, approved by MDE, and fully executed.  Any proposed addenda to this contract from the successful Vendor are to be developed by the SFA.  These addenda are to be highlighted in bold and approved by the MDE.  The Vendor may propose, but is not allowed to unilaterally impose, contractual terms and conditions.

 10.  

All contracts and contract renewals must be reviewed and approved by the Michigan Department of Education (MDE) before being taken to the school district’s Board of Education for approval.  The school district will receive an approval letter from the MDE after contracts and/or renewals are approved.
 11. 
All contracts and contract renewals will be approved by the 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 the 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.
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