PROTOTYPE LETTER TO MDE FROM DISTRICT
UPON BID COMPLETION
[bookmark: _GoBack]Date
Ms. Katherine Fuller, Department Manager
Fiscal & Administrative Services Team
Office of School Support Services
Michigan Department of Education
608 W. Allegan
Lansing, MI  48933
Dear Ms. Fuller:
Enclosed is 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/Fixed Price Contract. No changes were made prior to the bid and we hereby certify that an unsigned copy of the Request for Proposal/Fixed Price Contract is the contract with the successful bidder, insert Company Name. The district has accepted the bid for insert Plan type and/or advanced payment option. 
Copies of all items checked are included in this packet:
 Legal ad from newspaper (include date(s) published and name of newspaper) or submit a notarized receipt of publication from the newspaper.
 Notification email (with attached letter) to all potential bidders of the bid release or pre-bid meeting.  No need to resubmit, if Katherine Fuller was copied on the notification email.
 Sign-in sheet for bidders attending pre-bid meeting (if applicable).
 All meeting notes and/or written communication (if applicable).
 Request for Proposal/Fixed Price Contract and the Agreement Page (signed, dated, and witnessed by the FSMC only).  
 All Bid Sheets submitted by bidders.
 Completed Bid Point Calculator and Evaluation Criteria Matrix form.
 Bid bond from the selected bidder.
 Copy of the entire bid proposal submitted by the successful bidder. If submitted on a CD or flash drive, please submit instead of a printed version.
 Any addenda to the contract. The original addenda, plus the final revision should be submitted for review.
 Separate written confirmation (i.e., letter, email) that the district has specifically reviewed and approved the final version of the addenda.
 Certificate of Independent Price Determination (signed by school district and the FSMC).  Signed and dated copies of the Lobbying, Debarment and Suspension, and Clean Air and Water, Compliance with Public Act 517 certificates if not already on file with MDE.
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
