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Instructions for Completing the Food Service Management Company Request for Proposals Template
Introduction
Under their agreements with a state agency (SA), school food authorities (SFAs) are responsible for operating the school nutrition programs in schools under their jurisdiction. An SFA may contract with a food service management company (FSMC) to manage the food service operation in part or in all and in one or more of its schools. The scope of the management must be clearly specified in the solicitation of an FSMC and in the contract awarded to the selected FSMC; however, it is the ultimate responsibility of the SFA to monitor the terms of the contract. 
SFAs must comply with existing federal, state, and local procurement standards when obtaining the services of an FSMC. Federal procurement standards are found in the Code of Federal Regulation (CFR) at 7 CFR 210.16, 7 CFR 210.21 and at 2 CFR 200.318-326, cost principles in the 2 CFR 200.400 series, and contract provisions in Appendix II to 2 CFR Part 200. According to 7 CFR 210.19(e), SAs may impose additional requirements that meet or exceed the required federal standards as long as they are consistent with the federal standards. Similarly, local procurement requirements may exceed the state or federal standards. SFAs are responsible for following the most restrictive procurement standards, be they federal, state, or local. 
Virginia SFAs that intend to procure the services of an FSMC are required to use the Virginia Department of Education (VDOE) FSMC RFP template. The template includes all U.S. Department of Agriculture (USDA) regulatory language and requirements for the FSMC contract.
The SFA must read and fully understand the contents of the RFP. The SFA remains responsible for the overall operation of its local school nutrition programs. The SFA is responsible for providing oversight to FSMCs by enforcing the terms of the FSMC contract and monitoring the FSMC’s daily activities.
The SFA is responsible for developing and drafting the RFP, menus, bid protest procedures, and appendices. As specified in Title 2 CFR 200.319(b), a person or organization that develops or drafts the specifications and/or requirements for the RFP shall be excluded from competing for such procurements.
General Instructions
1. Allow adequate time for all processes.
2. An evaluation committee should be established before the development of the RFP. The evaluation committee should be comprised of at least three people.
3. When completing the template, the “Track Changes” feature in the “Review” task bar must be activated. 
4. Portions of the template highlighted in grey must be revised to reflect the SFA name, dates, responsible staff, etc. 
5. Italicized text in the template is provided as additional instruction for the SFA and should be deleted before advertising the RFP. The remainder of this document identifies portions of the RFP subject to revisions or edits. 
If the SFA wishes to make revisions not identified in this document, contact Crystal Crutchfield, SNS, SCNP Operations Coordinator, for further guidance by telephone at (804) 750-8624 or email at Crystal.Crutchfield@doe.virginia.gov.
The completed RFP must be approved by VDOE prior to release for advertisement. Submit the RFP for VDOE review and approval to SNPPolicy@doe.virginia.gov by or before the deadline stated in the online FSMC RFP timeline. After approval from VDOE, the RFP should be advertised for a minimum of fourteen days. SFAs should allow a minimum of three to four weeks for potential vendors to submit a response to the RFP.
Follow the instructions below to ensure the RFP is completed in its entirety.
Standard Request for Proposals and Cost Reimbursable Contract
· Edit the grey highlighted areas, including:
· SFA name
· time and date for receipt of proposals
· RFP number
· location of pre bid proposal conference
· date and time of pre bid proposal conference
· issue date
· RFP number
· beginning date (July 1, 20xx), and
· ending date (June 30, 20xx).
General Information
· Edit the grey highlighted areas, including:
· A. school division name
· C. location, date, time
· D. school division name, responsible staff, mailing address, and RFP number
· E. contact information
· F. change percentages to reflect the SFA ranking scale
· G. contact and school division information
· I. year dates
· L. RFP number
· No revisions are required in sections J-K or M-Q.
· In the Additional Information section, revise bullet points as indicated. Additions are only permitted with VDOE approval. The general manager bullet may not be revised.
USDA Standard Terms and Conditions
· Verbiage in the USDA Standard Terms and Conditions may not be revised. 
· Edit the grey highlighted areas.
· See below for further guidance.
· 1. Programs SFA participates in… Check the grey boxes that correspond to the programs currently offered. Additionally, check the boxes the SFA may add during the term of the contract and the renewal years. Note the potential future programs.
· 10. b. Select employee status.
· 20. a. Enter the corresponding years for the initial contract period.
· 23. h. Enter school division name.
· 24. b. i., iii. Enter the SFA-required dollar amounts for insurance coverage.
· 26. Delete this section if the SFA does not, and has no intention to, serve meals under SFSP. 
· 26. b. If the SFA operates the SFSP, enter the projected operating dates.
· 27. Delete this section if the SFA does not, and has no intention to, serve meals under CACFP. 
· As a reminder, the Virginia Code now requires a meal and/or snack to be offered to students in schools where after-school enrichment/remediation activities are offered and free/reduced eligibility for the site is 50% or higher.
· 28. Delete this section if the SFA does not, and has no intention to, serve meals under SFSP or CACFP.
· 28. b. Enter the SFA-determined percentage for the required bid bond.
· 29. Delete this section if the SFA does not incorporate geographic preference for “locally grown,” “locally raised,” or “locally caught” agricultural products.
Commonwealth of Virginia Required General Terms and Conditions
This section is required for use by SAs. These terms and conditions may be used by local education agencies (LEAs) or SFAs. This section may be deleted and replaced with terms and conditions adopted by local government, if applicable. 
(SFA) Required General Terms and Conditions
This section may be used to enter terms and conditions required by local government that are more restrictive than federal or state standards. Entries in this section are subject to VDOE review and approval. Enter the name of the LEA in the grey highlighted title space. Delete this section if it is not applicable.
Agreement for School Food Programs Management Services
· Edit the grey highlighted areas.
Appendices
· Appendix A
· SFA and FSMC will determine meal equivalents.
· Appendix B
· SFA will edit the first four grey highlighted areas. 
· FSMC respondent will complete the charts and additional grey highlighted areas to reflect the response to the RFP.
· Appendix C
· List SFA school sites, addresses, and meal programs provided. 
· Including demographics as indicated is recommended.
· Appendix D
· List of USDA policy and procurement guidance.
· Appendix E
· SFA will develop and provide a 21-day cycle menu for each school nutrition program that is offered. Any FSMC that assists with the development of a cycle menu is prohibited from responding to the RFP.
· Appendix F
· SFA will develop minimum requirements for the specifications of food items to be used by the FSMC for meal preparation. A sample is provided. 
· Revise Appendix F to reflect the needs of the SFA.
· Appendix G
· SFA will complete the Cost Responsibility Detail Sheet. 
· Identify which entity will be responsible for each activity.
· Appendix H: to be completed by FSMC respondent and signed by both parties.
· Appendix I
· Edit grey highlighted areas. 
· Both parties sign as indicated.
· Appendix J: to be completed by FSMC respondent.
· Appendix K: to be completed by FSMC respondent.
· Appendix L: to be completed by FSMC respondent.
· Appendix M
· Revise the optional Farm to School language if applicable. 
· Delete if not applicable.
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