Instructions and Checklist for Food Service Management Company (FSMC) 
Request for Proposal (RFP) - School Year 2014-15
For SFA use only

This checklist is for use with the Indiana Department of Education (IDOE) RFP template. 

Do not submit this checklist to FSMC or the IDOE as part of the RFP.
Make sure you have entered your specific information in the proper areas of the RFP template. The grayed areas should be completed by the SFA prior to submitting the RFP for IDOE approval. The RFP must be submitted to IDOE for approval at least two weeks before you plan to release the RFP and publish it for responses. Make sure you allow plenty of time to complete the advertising, review and award of your RFP in order to submit your proposed awarded contract to IDOE at least one month prior to the proposed start date of the contract.
Specifications must contain the following:

 FORMCHECKBOX 
   Type of Procurement Method

 FORMCHECKBOX 
   Date of the Pre-Bid Meeting (if applicable)

 FORMCHECKBOX 
   Date and Time that bids will no longer be accepted

 FORMCHECKBOX 
   Contact Information

 FORMCHECKBOX 
   Award Criteria must be completed

 FORMCHECKBOX 
   Contract Terms (dates of contract)
 FORMCHECKBOX 
   Additional Information (Section Q) (if applicable)

 FORMCHECKBOX 
   Check the boxes beside all the programs that will operate with this contract

 FORMCHECKBOX 
   Maximum % profit the FSMC may charge for other school-related events (the percent profit should not exceed 10%) 

 FORMCHECKBOX 
   SFA position responsible for verifying free and reduced household applications

 FORMCHECKBOX 
   Required FSMC activities for purchasing and inventory of USDA Foods

 FORMCHECKBOX 
   Crediting process for commodities
 FORMCHECKBOX 
   SFA position responsible for monitoring inventory, storage and record retention requirements for USDA Foods

 FORMCHECKBOX 
   Projected number of full feeding days

 FORMCHECKBOX 
   Ownership of the Employees (employees retained by SFA or FSMC)

 FORMCHECKBOX 
   SFA position responsible for monitoring the FSMC operations through on-site visits
 FORMCHECKBOX 
   Party responsible for procuring goods and services under the proposed contract

 FORMCHECKBOX 
   Insurance Requirements must be detailed - Comprehensive General Liability, Workman’s Compensation, and Vehicle Insurance
 FORMCHECKBOX 
   Proposed beginning and end dates for SFSP and/or SSO (if applicable) 
 FORMCHECKBOX 
   Addendums A-E (part of the RFP template)

Forms


 FORMCHECKBOX 
  Attachment 1: Average Daily Participation (ADP) Worksheet

 FORMCHECKBOX 
  Attachment 2: Labor and Fringe Worksheet

 FORMCHECKBOX 
  Attachment 3: Site List Worksheet

 FORMCHECKBOX 
  Attachment 4: Projected Operating Costs Worksheet(s)
