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5.9. Retail Service 
Please submit a plan to operate all retail services outside the Memorial Student Center 
cafeteria and elsewhere on campus which will include Sweet Sensations, Drinko Coffee Shop, 
Café a la Cart, John Marshall Room Restaurant, C-Store and proposed Juice Bar.  Create your 
own sales plan.  Plan should include, but not be limited to: 
 

• Concepts/Stations (brands if applicable) 

• Hours of operation 

• Menus 

• Pricing and portions 

• Marketing plan/strategy 

• Décor and signage 

• Gate prices for breakfast, lunch, dinner, if applicable 

• Staffing chart with wages and benefits and including the total FTE’s for that unit 
including an assigned administrative staff 

• Include recommendations for any remodeling that might be necessary 

• Equipment 

5.10. Catering Plan 
Submit a catering plan to include: 
 

• Menu 

• Portions/pricing for four levels of service: table linens with china; disposable 
service ware; pick-up/carry-out; and bulk carry-out at cost 

• Systems that assure that events will receive quality food, optimum service in a 
timely manner 

• Typical staffing levels per customer for seated service lunch and dinner functions, 
receptions, and buffet service 

• The process used to receive, process, affirm, and confirm catering orders 

• Sample brochure/marketing piece 

• Sample event planning/billing form 

• A follow-up customer satisfaction measurement tool 

• Other pertinent data 

5.11. Equipment Fund 
Contractor shall propose an annual equipment fund to be used for mutually agreed equipment 
replacement/future format changes, etc.  These funds will be made available at the end of each 
academic year. The current equipment fund amount is $50,000.00 per year 
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6. PROPOSAL RESPONSE INFORMATION 

6.1. Proposal Format 
The following information must be provided by contractors in their proposal response.   
Contractors may provide any additional information they wish the Committee to consider. 
 
Contractors must submit one (1) original and twelve (12) copies of their proposal for Committee 
review. 
 
This part of the RFP outlines the format the contractor must follow in arranging information 
within contractor proposal. 
 

• Title Page - Should state the RFP subject and number, the name of the contractor, 
contractor’s business address, telephone number, name of authorized contact person to 
speak on behalf of the contractor, email address, dated and signed.  Include directly after 
Title Page all applicable addenda as listed. 

 
• Table of Contents - Clearly identify the material by Section Title and Page Number. 

6.2. Criteria for Selection 
Proposals will be evaluated on a possible one hundred (100)-point scale, categorized as 
follows: 
 

Technical Elements of Proposal:  70 Possible Points 
Financial Considerations of Proposal: 30 Possible Points 
TOTAL:      100 Possible Points 

 
An evaluation committee, consisting of members of the University community, shall separately 
score the proposals.  The compilation of the results of the evaluations will be used to derive an 
overall mean score based on the 100 possible points for each contractor. 
 
Contractors must score a minimum of 70% of the total points possible.  The minimum qualifying 
score would be 70% (100) or a score of seventy (70) points to be eligible for further 
consideration and to continue in the evaluation process.  All contractors not attaining the 
minimum acceptable score shall be disqualified and removed from further consideration. 
 
Marshall may select the successful contractor’s proposal based on best value purchasing which 
is not necessarily the lowest price submitted by a contractor.    Marshall does reserve the right 
to accept or reject any or all of these proposals, in whole or in part, if to do so is in the best 
interests of Marshall. 
 
Contractor’s failure to provide complete and accurate information may be considered grounds 
for disqualification.  Marshall reserves the right to ask contractors for additional information to 
clarify their proposals. Nothing may be added to alter the written solution or method contained 
in the original proposal after the bid opening. 
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6.3. Technical Elements of Proposal (70 Total Points) 

6.3.1. Firm or Entity Size and Stability 
 Provide details as to the following: 

 
• Firm or Entity Name(s) 

• Primary and Secondary Contact Names 

• Address 

• Phone Number 

• Fax Number 

• E-mail Address 

• Key Contacts:  List name(s), phone and fax number(s), e-mail addresses, and 
addresses of the representatives who are to be contacted regarding the proposal. 

• Years in Business: Number of years the contractor’s company has been in business. 

• Form of Business:  Describe the form of business or businesses under which the 
contractor operates (i.e., sole proprietor, partnership, corporation). 

• Staffing 

• Personnel 

• Management 

6.3.2. Experience  
The contractor must have at least ten (10) full consecutive years experience as a campus 
dining food service provider. 

 
The contractor will provide a list of at least five (5) clients for whom similar services, as 
detailed in the RFP, have been provided during the past three (3) years.  The list must 
include: 

 
• Dates of service 

• Name of contact person 

• Title of contact person 

• Phone number of contact person 
The contractor will also disclose any services terminated within the last five (5) years by the 
client(s) and the reason(s) for termination. 

6.3.3. Work Plan / Milestones 
Please submit a preliminary work plan and schedule with key dates and milestones for 
assuring operational and managerial control of the University’s food service operations.  
Contractor’s work plan should include: 
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Identification of tasks (including capital improvement plan, marketing plan, etc.) to be 
performed and goods to be provided 
Time frames to perform the identified tasks 
Implementation strategy 

6.3.4. Communication Plan 
Please submit a communication plan as described in Section 3.2. 

6.3.5. Staffing and Personnel 
Please submit a staffing/personnel plan as described in Section 3.3. 

6.3.6. Quality Assurance 
Provide a description of contractor’s: 

• Internal quality assurance program including samples of inspection/quality audit 
forms used as part of district and corporate visitations. 

• Follow-up procedures for customer complaints including what will be done to assure 
that the same problems are not repeated. 

• On-going as well as periodic customer service monitoring. 

• Forecasting, merchandising, production and quality control techniques, such as taste 
testing, temperature testing, sample recipes, utilization of leftovers and identification 
of unpopular items and similar items. 

6.3.7. Maintenance Plan 
Submit a sample plan to provide routine and day-to-day preventive maintenance for all of 
the University’s food service related equipment, both for the current facilities and for any 
new equipment that may be installed.  See Section 3.8.9 for complete details. 

6.3.8. Marketing Plan 
Submit a plan that addresses marketing the board plans, retail food venues, camps, 
conferences and catering.  See Section 3.25 for complete details. 

6.3.9. Nutrition Awareness 
Submit a nutritional awareness program to communicate positive, upbeat style through a 
variety of informational formats.  See Section 3.28 for complete details. 

6.3.10. Control Procedures 
Describe in detail: 

 
• The methods and forms to be used for handling cash, including procedures for 

holding funds overnight and transporting funds to bank, recording, checking and 
reporting cash sales. 

• A description of accounting, audit and control systems and procedures, including 
any forms to be use.  Procedures must address cash accountability, purchasing, 
receiving, storage and inventory control.  Note whether or not the University will 
receive copies of audit reports. 
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• Contractor’s fiscal year and accounting periods. 

• Contractor’s interaction with the Campus Card program. 

6.3.11. Electronic Access System 
Please provide a description of the electronic access system (customer identification/point-
of-sale) including copies of reports which can be generated.  Explain how the proposed 
system can be adjusted to be compatible with other identification systems so that the need 
for customers to carry dual cards can be eliminated.  That is, explain how the system will 
be accessible to all segments of the campus community. 

6.3.12. Memorial Student Center Cafeteria 
Please submit a proposal to operate the Memorial Student Center cafeteria.  That plan 
should address concepts, service formats and not assume the limitations of the current 
configuration of the cafeteria.  See Section 5.8.1 for complete details. 

6.3.13. Harless Dining and Twin Towers Cafeterias 
Please submit proposals to operate the Harless Dining and Twin Towers Cafeterias.  The 
plans should address concepts, service formats and not assume the limitations of the 
current configuration of the cafeterias. See Section 5.8.2 for complete details 

6.3.14. Retail Service 
Please submit a plan to operate all retail services outside the Memorial Student Center 
cafeteria and elsewhere on campus which will include Sweet Sensations, Drinko Coffee 
Shop, Café a la Cart, John Marshall Room Restaurant, and C-Store.  See Section 5.9 for 
complete details. 

6.3.15. Catering Plan 
Provide a catering plan as described in Section 5.10 as well as Section 3.17.4. 

6.3.16. Recruiting Plan Proposal  
Please propose a program for potential students and/or high school groups that would 
provide meals in Harless Dining Hall during University visits.  The University will not charge 
the high schools or the students for these meals as this is a recruitment effort.  This 
program would take place for approximately two (2) weeks during the month of May. 

6.3.17. Recycling 
Contractor should propose “green initiative” program. 

6.3.18. Board Plans/Pricing 
Please submit pricing/cost for each of the meal plans that your firm proposes for 
implementation in the second year of the contract.  See Section 5.1for complete details. 
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6.4. Financial Element of Proposal (30 Points) 

6.4.1. Financial Stability 
The contractor will provide financial information that would allow evaluators to ascertain the 
financial stability of the firm.   

 
If a public company, the contractor will provide their last three (3) audited annual financial 
reports. 

 
In a private company, the contractor will provide a copy of their last three (3) internal 
financial statements and a letter from the financial institution, on the financial institution’s 
letterhead, stating the contractor’s financial stability. 

 

6.4.2. Meal Plans 
Submit pricing/costs for each of the meal plans your firm proposes.  Contractor must submit 
pricing for the existing meal plans as well as for any new/alternate plans.  See Section 3.15 
for current meal plan options and Sections 5.1, 5.2, and 5.3 for other details. 

6.4.3. Commissions 
Propose a commission that would be paid to the University for Revenue derived from the 
following: 
 

• Non-contract board sales 

• Retail 

• Catering 
See Section 5.4 for complete details. 

6.4.4. Revenue Projections 
Submit projected revenue with rationale for significant increase/decrease for all venues. 

• Board operations 

• Retail by unit 

• Branded concepts 

• Catering/sky suites 

• Convenience stores 

• Concession 
See Section 5.6 for complete details. 

6.4.5. Transition Expenses 
Identify any one-time-only or periodic expenses involved with the opening of the account 
and/or relocation of management staff or any other extraordinary expenses which would be 
charged to this account.  If such expenses are anticipated, the amount budgeted and 
complete explanation for each must be provided. 
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6.4.6. Equipment Fund 
Contractor shall propose an annual equipment fund to be used for mutually agreed 
equipment replacement/future format changes, etc.  These funds will be made available at 
the end of each academic year. 

6.4.7. Capital Improvement/Renovation and Furnishing Plan 
Describe your company’s plan for design and furnishings of any of the food service 
locations, as well as concession areas.  See Section 5.5 for complete details. 

6.4.8. President’s/Yeager Catering Fund 
Propose a yearly fund for a President’s/Yeager Catering Fund.  See Section 3.17.3 for 
details. 
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