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To:

Sponsors of School Nutrition Programs
From:

Food and Nutrition Service



Minnesota Department of Education

Date:

May 3, 2010
Subject:
Contracts for Vended Meals 
This memorandum revises the procedures for vended meals contracts and replaces the February 2010 Food and Nutrition Service memorandum on “Contracts for Vended Meals (Catering Contracts).” The requirements in this memorandum are effective school year 2010-11 for school food authorities that contract with a vendor (a company, organization, or another school food authority) for the purchase, at a fixed price, of meals that will be claimed for School Nutrition Programs (SNP) reimbursement. 
The “Contract for Vended Meals” template may be used for contracts that are limited to:

· Preparation of meals.
· Receipt of U.S. Department of Agriculture (USDA) donated foods (commodities).*
· Delivery of meals.
· Serving of meals.
* If a contract will include receipt of USDA commodities, the “Addendum for Vendor Receipt of USDA Donated Foods” portion of the vended meals contract must be completed.
The Contract for Vended Meals template may not be used if the contract is cost-reimbursable or if the vendor will manage additional food service activities that affect financial management of the food service, for example, counting reimbursable meals. If additional activities will be managed by the vendor, the school food authority and vendor must enter into a “food service management contract” instead of a Contract for Vended Meals. 
Note that the Contract for Vended Meals template allows for renewals of the contract after the original year if renewal is mutually agreed to by both school food authority and vendor. For the contract to be renewable, it must specify an economic index such as a Consumer Price Index that will be used to determine price adjustments for any renewals. If no economic index for renewal is agreed to in the original contract, the contract must be rebid after the original contract term.
Effective school year 2010-11, school food authorities that purchase vended meals will be required to submit a copy of their signed Contract for Vended Meals to the Minnesota Department of Education (MDE), Food and Nutrition Service when submitting their annual application to participate in School Nutrition Programs.
Procurement Requirements

The school food authority must follow appropriate procurement procedures to ensure free and open competition for SNP funds and cost-effective program operations. The type of procurement procedures required depends on the size of the contract. View - SNP Procurement and Contracts on MDE Website. 
If there is another SNP school food authority that is willing to be the vendor, the contract may be awarded by direct negotiation with the other school food authority without competition. 
Procurement requirements for a contract expected to be less than $100,000 for the year:

-  Contact vendors to ensure that multiple bids are obtained. A list of vendors (catering companies and food service management companies) currently operating with School Nutrition Programs in Minnesota is available on the MDE Website. View Contact List. The contact list does not list all potential vendors, so also contact any other companies or organizations in your area that might be able to provide meals. A school food authority also may advertise to find additional vendors. 

-  Prepare a detailed description of your meal service requirements to provide to interested vendors. Include the specific information needed by bidders, such as estimated numbers of meals, meal patterns, any specialized menu requirements, meal location(s), delivery times, and contract pricing method (e.g., fixed price per meal). Refer to the Contract for Vended Meals template for the various provisions that are typically included in a contract. 
-  Award the contract to the responsible bidder that will provide the specified meals at the lowest price. If, in addition to meal price, vendors have been requested to submit “proposals” on service characteristics that they provide, then the contract may be awarded based on both meal price and evaluation of the service proposals (meal price must count for the majority of points). 
-  Maintain on file the bids/proposals that were received, and a record of how the contract was awarded. As with other SNP records, maintain the documentation for three years from the end of the fiscal year or longer if required for resolution of audit findings.  
If the contract is expected to exceed $100,000 for the year, a more formal procurement process must be followed including advertising and distributing an Invitation for Bids or a Request for Proposals. For more information on formal procurement procedures, view SNP Procurement and Contracts on MDE Website and contact MDE Food and Nutrition Service.
If you have any questions about this information, contact Food and Nutrition Service at 651-582-8526, 800-366-8922, or email fns@state.mn.us.
