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Please supply all requested information in the yellow-shaded areas and indicate any attachments that have been included where appropriate, supporting documentation may be referenced by a page and paragraph number. However, when this is done, the body of the technical proposal must contain a meaningful summary of the referenced material. The referenced document must be included as an appendix to the technical proposal with referenced sections clearly marked. If there are multiple references or multiple documents, these must be listed and organized for ease of use by the State. 

Minimum Requirements

Minimum requirements have been defined for the operation of the Indiana Government Center (IGC) cafeterias and/or cafeteria. The Minimum Requirements Template is Attachment I. Note: All minimum requirements are goals and expectations of the State. Respondents are able to provide alternative solutions in the minimum requirements template. 

2.4.1 Franchise/Brand
2.4.1.1 Does your proposal for coffee bar services involve a branded franchise? Please indicate the structure of the arrangement between the Respondent and the franchise/brand.

2.4.2 Menus
2.4.2.1 Detail your proposed everyday drink and food menu offerings for each coffee bar. 

· Define your cycle period for menu changes and how and what factors are used to cycle menu item offerings.

· Details of any seasonal menu, specials, special occasion menus, and branded concepts and healthy options  in alignment with the current Dietary Guidelines for Americans or other nationally recognized nutrition guidelines (e.g. Food Service Guidelines for Federal Facilities)
· Plan for communication of menu to customers, including nutrition content of foods offered on menu
2.4.2.2 Menus proposed by the Respondent shall encompass high quality, nutritious and tasteful menu items that are cost effective for the customer. Provide a pricing guide for each menu proposed in question one of this section.

2.4.2.3 Menu pricing for the coffee bars must be all inclusive. Please confirm pricing proposed with everyday menus is all inclusive.

2.4.2.4 Describe the quality and nutritional content to include: serving size, calories, fat, protein, carbohydrates, fiber, sodium, and sugar of the proposed menu offerings as well as information regarding common food allergens (cow’s milk, eggs, wheat, shellfish, nuts, soy and fish.)
2.4.2.5 Describe how ingredient, nutritional and allergy information will be made available and displayed to customers.

2.4.2.6 Please detail the Respondent’s ability to cater coffee and other common menu items for meetings and events at the Indiana Government Center, including how healthier choices will be denoted. Be sure to include any quantity or pricing deviations from those submitted to questions one and two.  
2.4.2.7 Detail any other merchandise available for purchase by customers.

2.4.3 Customer Experience and Technology
2.4.3.1 Detail the Respondent’s process for queuing customers, processing orders, receiving payment and delivering the final product to the customer.  Describe any automation or vending options offered in Respondent’s proposal.
2.4.3.2 Detail the number of check out stations and forms of payment accepted.  Does your proposal include any automated vending or self-checkout registers.  Detail the technologies used by the proposed POS system (e.g., touchscreen, self-checkout, etc.).
2.4.3.3 Please detail any online ordering or delivery services proposed.
2.4.4 Daily Operations and Management
2.4.4.1 Detail the hours of operation for each coffee bar location as well as the rational for the hours proposed.  

2.4.4.2 Describe in detail how you measure or monitor quality service, and how you would report this information to IDOA. Who is responsible for measuring this? What are the performance standards? What does your company do to improve to continually update customer service?

2.4.4.3 Describe how you propose accountability for state owned equipment to avoid abuse and misuse.

2.4.5 Buildout and Aesthetic Improvement
South Coffee Bar
2.4.5.1 Please detail the proposed concept and aesthetic of the south coffee bar.  Please provide a layout diagram and other visual examples of the concept.

2.4.5.2 Please detail proposed physical changes and upgrades to the south coffee bar and surrounding service area necessary for the concept. Please include samples of any proposed paint color changes and signage to the area. 

2.4.5.3 What equipment will be necessary at the south coffee bar? Are any utility connections necessary beyond what is currently present?

2.4.5.4 What is the approximate timeline necessary for the changes proposed to the South Coffee Bar?  Please describe your proposed approach to managing the project.

2.4.5.5 If the Respondent proposes to use reinvestment funds towards these physical changes (see the cost proposal for additional information), what is the approximate cost of buildout construction? 

North Coffee Bar
2.4.5.6 Please detail the proposed concept and aesthetic of the north coffee bar.  Please provide a layout diagram and other visual examples of the concept and the location of the coffee bar based on the revised seating area.

2.4.5.7 Please detail proposed physical changes and upgrades to the north coffee bar and surrounding service area necessary for the concept. Please include samples of any proposed paint color changes and signage to the area. 

2.4.5.8 What equipment will be necessary at the north coffee bar? Be sure to detail any necessary utility connections and a diagram of their specific locations. 

2.4.5.9 What is the approximate timeline necessary for the buildout of the area and the installation of the proposed north Coffee Bar?

2.4.5.10 If the Respondent proposes to use reinvestment funds towards these physical changes (see the cost proposal for additional information), what is the approximate cost? 

2.4.6 Greening the Government
2.4.6.1 Please affirm your organization’s willingness to participate in campus recycling initiatives and procedures at the Indiana Government Center.
2.4.6.2 Explain your plan to utilize environmentally friendly cleaning products.

2.4.6.3 Please affirm your organizations commitment to using environmentally responsible packaging and food containers.  Please detail the types of food containers that will be offered.
2.4.6.4 Describe any opportunities to reduce the overall packaging required for food. For example, encouraging the use of paper wraps rather than the “to go” containers.

2.4.6.5 Please affirm that plastic carryout bags will not be offered.
2.4.7 Marketing and Promotions
2.4.7.1 Describe the signage proposed for each cafeteria.
2.4.7.2 Detail your plan for promoting and marketing the cafeterias.
2.4.7.3 Describe any promotional programs available to customers, including the promotion, placement, and pricing of healthier choices. 
2.4.8 Account Management
2.4.8.1 Describe how your company will manage the operation of cafeteria services at the Indiana Government Center. The State requests at least a dedicated account manager to the IGC in charge of maintaining, updating, and growing sales for the operation of cafeteria services. Please submit a resume for this person with your proposal. The State reserves the right to request an alternative account manager from the one proposed. Please provide any alternative solutions that are cost effective and an efficient means of managing the State of Indiana’s program.
2.4.8.2 Describe the implementation plan if awarded the contract. Please include a timeline and description of each step. What is your company’s expected involvement by the State during contract implementation?

2.4.8.3 Detail your reporting capabilities for gross sales, most and least popular items sold, etc. and any other reporting need that may be determined during the life of the contract to be beneficial to the State. What formats are available for reporting? Are electronic and hard copy reports available? Submit an example of a standard gross sales report.
2.4.8.4 Please detail a clear plan for State employees or customers to follow in the event of any issue common to food services; such as, problem with food or beverage served, cleanliness of serving area, etc.
2.4.8.5 Describe your proposed method for soliciting, tracking and responding to customer feedback.
2.4.8.6 Detail your training programs used for employees operating similar operations to those offered at the IGC. Describe the training for your employees to include customer service, food handling, care of kitchen equipment, and guideline of daily responsibilities.
2.4.8.7 Summarize the internal auditing practices that will be employed to assure timely and accurate accounting and financial control as well as measures used to prevent theft.  This description is to include details of the methods used to account for all receipts and disbursements.
2.4.9 Continuity of Services

2.4.9.1 The contractor shall strive to provide its best efforts and cooperation to effect an orderly and efficient transition to a successor without interruption in service to the State. Please describe your plan to achieve this through phase-in, phase-out training without a gap in the café services operation of any sub-location in the IGC.

2.4.10 Additional Feedback

2.4.10.1 Please provide any other information you believe should be included in IDOA’s consideration of the provision of coffee and food services at the Indiana Government Center.
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