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Palm Beach State College 
REQUEST FOR PROPOSALS 

RFP #18/19-03 
Food Services: Dining, Catering 

October 8, 2018 

To: All Submitters 

From: Purchasing Director 

You are invited to submit sealed proposals subject to the terms, conditions, and specifications contained 
herein and are hereby made part of this request.  

• All proposals must be executed and submitted in a sealed envelope.
• Faxed proposals will not be accepted.
• The face of the envelope shall contain the “Request for Proposals #18/19-03”

o the proposal name “Food Services-RFP#18/19-03”
o the company name
o delivered to:

Purchasing 
Palm Beach State College 
4200 Congress Avenue, MS #27 
Bldg. PS-100 
Lake Worth, FL 33461 

• All proposals must be received at the address above no later than 2:00 PM local time, November 16, 2018.
• Proposals will be opened publicly at that time.
• Proposals received after this date and time will be returned and not considered or evaluated.
• Proposals will be evaluated by an Evaluation Committee subsequent to the public opening.

In order to insure uniformity, all proposals must be submitted per the instructions contained herein and signed by an 
authorized representative of the company submitting the proposal. Proposals not submitted in accordance with the 
terms, conditions, specifications, and other instructions contained herein may be subject to rejection. 

Direct all inquiries regarding this Request for Proposals (RFP) to the Purchasing Department, in writing, by e-mail: 
purchasing@palmbeachstate.edu 

Additional and Subsequent Information about this RFP: https://www.palmbeachstate.edu/purchasing/competitive-
solicitations.aspx. 

All inquiries, with responses, will be made available to all proposers on an equal basis without prejudice. 

mailto:purchasing@palmbeachstate.edu
https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx
https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx
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A1. PURPOSE 
 
Palm Beach State College (College) is seeking a long-term business partnership with a food service provider (Provider) who 
will share with the College in achieving the goals of: 

• Providing excellent dining and catering services to the students, staff, and visitors to Palm Beach State College. 
• Increasing participation in the food programs, generating excitement and awareness, and ultimately growing 

sales for the mutual benefit of the College and the Provider. Food services are highly visible and influence the 
recruitment, retention and overall satisfaction of the College's students. 

• Designing and fitting out dining spaces that are modern, functional, student friendly, and conducive to providing 
excellent customer service.  

• Providing resources to transform the existing kitchen and dining spaces. 
• Taking calculated risks to expand services and grow sales. 

Food Service Management/Corporate Partner 

• PBSC is seeking a food service company that has verifiable experience in transforming post-secondary 
educational food services from ordinary to extraordinary operations. The ‘Partner’ should be willing to invest its 
resources in the success of the College food service program for all parties including the College, the Provider 
itself, and with those the College and Provider do business. 

• The College understands that potential Providers have their own financial interests and understands its role in 
the Provider’s success. 

• The successful Provider must demonstrate a willingness to be held accountable for their performance. Over the 
term of the awarded contract, the College will continually monitor and evaluate the awarded Provider’s services. 

Service Areas/Dining Areas 

• PBSC intends to remodel or fit out new food service facilities that will transform the atmosphere to a welcoming, 
clean, energetic, and efficient food service operation. The College will be looking for a Provider that can provide 
expert input into the facility decisions as well as creative capital investment options to fund those improvements.  

Food Service Staff 

• PBSC is looking for a Provider that can provide well-trained staff who are engaged, take initiative, have respect 
for what they do and are compensated accordingly. In particular, the on-site General Manager must have the 
experience to manage and lead towards the success envisioned by the partnership described above. 

Menus / Catering 

• PBSC is looking for dining menus and concepts that generate interest and excitement for students and staff. PBSC 
is also looking for a comprehensive catering program that can professionally service a wide variety of events, 
from take-out orders to high end formal affairs, for the College and for companies or organizations that hold 
events on our campuses. Catering is a vital part of the College’s image and community relations. At each event, 
the College expects exceptional quality, service and presentation.  PBSC desires an innovative, highly marketed, 
service oriented and growing catering program.  High food quality standards, attention to service, freshness, local 
products, presentation, customer satisfaction, and reasonable costs are overall catering goals. 

 
Summary: The Provider shall design, market and maintain a campus dining and catering program that enhances the quality 
of life for students, faculty, and staff and contributes significantly to a total quality educational experience and the success 
of PBSC students. This requires experienced, professional management who exercise creativity and stay abreast of 
emerging trends in the food service industry. The Provider shall offer quality foods that are nutritious, carefully prepared, 
attractively and professionally served in clean, comfortable surroundings and portioned at reasonable costs. The Provider 
shall provide well-trained and experienced personnel, convenient service schedules, positive public relations, and 
economically sound business practices. 
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A2. SCHEDULE 
 
This request for proposals will be governed by the following schedule: 
 

Time Day/Date Description 

 October 8, 2018 RFP issued 

9:00 AM to 
4:00 PM October 18, 2018 Mandatory Pre-Proposal Conference 

By 4:00 PM October 23, 2018* Questions and requests for clarification due 

By 4:00 PM October 29, 2018 Answers to questions posted online 

By 2:00 PM November 16, 2018 Proposals due. Proposals must be delivered to the Purchasing 
Office by this time and date 

By 4:00 PM November 30, 2018 

Selection of Finalist 

Within three business days of the Purchasing Office’s notice to 
finalists of their selection, the finalists are required to provide 
their organization’s financial statements 

9:00 AM-
2:00 PM 

December 10-14, 
2018** Shortlisted firms (finalists) present oral presentations 

9:00 AM-
12:00 PM December 17, 2018 Negotiations 

9:00AM January 15, 2019 Final Selection   

 
*Written questions are to be submitted by email to purchasing@palmbeachstate.edu. All questions submitted will be 
shared with all interested parties along with the answers provided by the College. 
**May or may not occur during the period indicated as determined solely by the College in its best interest. The College 
reserves the right to select one finalist from an evaluation of the proposals received. 
 
A3.  PRE-PROPOSAL CONFERENCE 

a. A mandatory pre-proposal conference will be held at the Lake Worth Campus, room CE 118 on October 18, 2018 
at 9:00 a.m., open to all potential providers. At that time, College administrators will be present to explain the 
intent of the RFP and to answer questions. A brief tour of the facilities (Lake Worth: immediately following pre-
proposal conference, Boca Raton: 12:30 p.m. and Palm Beach Gardens: 2:30 p.m.) will be provided to all those in 
attendance following the pre-proposal conference. Proposers are responsible for their own transportation. 

b. At this meeting, any suggested modifications may be presented in writing to, or discussed with the College’s 
representative(s) as a possible addendum to the RFP. 

c. Any conclusions reached at this conference which amend the RFP documents will be issued in the form of an 
addendum to all proposers. 

 

mailto:purchasing@palmbeachstate.edu
http://www.palmbeachstate.edu/purchasing/Documents/LakeWorthMap-CEBldg.pdf
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A4. PALM BEACH STATE COLLEGE – BACKGROUND AND EXISTING CONDITIONS 
 
Campuses: The three campuses that are associated with this RFP are Palm Beach Gardens, Lake Worth and Boca Raton.  
 
The Lake Worth campus is the largest of the three campuses and renovations to the dining facility at this campus are in 
the design stage. Currently, this facility has a seating capacity of 150. At minimum, with this renovation, seating capacity 
may increase to approximately 250. A new Student Services building on the Lake Worth Campus is in the planning stages 
and is slated to be built in the next five years. It is expected that a new kitchen and dining area will be included in that 
building. 
 
The College’s campuses are located at the addresses below: 
 

A. Palm Beach Gardens   
3160 PGA Boulevard 
Palm Beach Gardens, FL 33410 

B. Lake Worth 
4200 Congress Avenue 
Lake Worth, FL 33461 

C. Boca Raton 
801 Palm Beach State College Drive 
Boca Raton, FL 33431 
 

CAD drawings in .dwg format are available upon request. CAD drawings in PDF format can be downloaded from 
https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx  
Attachment B – Boca Raton CAD drawings in PDF format 
Attachment C – Lake Worth CAD drawings in PDF format 
Attachment D – Palm Beach Gardens CAD drawings in PDF format 

Current Operating Hours (During Fall and Spring Semesters) 
 
Palm Beach Gardens  

• Cafeteria 
• Monday – Thursday: 7:30 am – 6:00 pm 
• Friday: CLOSED 

Lake Worth  
• Cafeteria 

o Monday – Thursday: 7:30 am – 6:30 pm 
o Friday – Saturday: 7:30 am – 2:00 pm 

• ETA Café 
o Monday – Thursday: 7:30 am – 2:00 pm 

• TC Café 
o Monday – Thursday: 7:30 am – 2:00 pm 
o Friday: 7:30 am – 1:00 pm 

Boca Raton  
• Cafeteria 

o Monday – Thursday: 7:30 am – 6:00 pm 
o Friday: 7:30 am - 2:00 pm 

https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx
https://www.palmbeachstate.edu/purchasing/documents/1819-03-attachment-b-cad-boca-09-0102-ffp-2017-ad-1-08-29-2017.pdf
https://www.palmbeachstate.edu/purchasing/documents/1819-03-attachment-c-cad-lw-01-0105-ffp-2017-cf-1-6-14-2017.pdf
https://www.palmbeachstate.edu/purchasing/documents/1819-03-attachment-d-cad-pbg-04-0106-ffp-2017-br-1-08-17-2017.pdf
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Summer Hours (Closed Fridays) *Hours may be adjusted when classes are not in session 
• Palm Beach Gardens - 7:30 AM – 2:00 PM 
• Lake Worth  

o Cafeteria - 7:30 AM – 4:00 PM 
o ETA - 7:30 AM – 1:30 PM 
o TC - 7:30 AM – 2:00 PM  

• Boca Raton - 7:30 AM – 3:00 PM 

Academic Calendars: https://www.palmbeachstate.edu/AcademicCalendar/ 
 
Campus Maps: https://www.palmbeachstate.edu/locations/default.aspx 
 

Employees: The College has a total of approximately 3,147 full-time and part-time employees for all five campuses as of 
January 12, 2017. The details of employee count by campus are provided below. The College provides instruction to over 
30,000 students (as of Fall Term 2017).  

 

 
Student Body: Headcount Enrollment for Spring 2018 (as of 1/31/18) and Fall 2017. Broken down by campus for on-
campus student, off-campus student (taking class at a satellite location) and online only. Please note that adding across 
for collegewide totals is not accurate. 
 

 LW PBG BG LG BR 
Fall 2017      
On-campus 17,177 7,363 759 1,473 7,066 
Off-campus 189 194 19 0 11 
Online only 2,205 1,484 840 524 1,751 
Total headcount 19,571 9,041 1,618 1,997 8,828 

      
Spring 2018      
On-campus 15,589 6,554 727 1,581 6,567 
Off-campus 141 195 0 0 13 
Online only 2,256 1,628 845 451 1,768 
Total headcount 17,986 8,377 1,572 2,032 8,348 

 
 

Campus Employee 
Headcount  

Belle Glade 131 
Boca Raton 444 
Lake Worth 1941 
Loxahatchee Groves 63 
Palm Beach Gardens 568 

https://www.palmbeachstate.edu/AcademicCalendar/
https://www.palmbeachstate.edu/locations/default.aspx
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Food Service Sales for the past three years: 
 

2015 Boca Lake Worth ETA* TC* PBG Theatre Catering Total 

   $288,475   $ 628,609  $ 75,766  $ 123,221  $ 192,470  $ 4,483  $ 202,123  $ 1,515,147  

2016 Boca Lake Worth ETA TC PBG Theatre Catering Total 

   $ 277,416  $ 633,998  $ 86,866  $ 108,780  $ 189,429  $ 3,158  $ 199,917  $ 1,499,564 

2017 Boca Lake Worth ETA TC PBG Theatre Catering Total 

   $ 244,546  $ 566,150   $ 71,453  $ 91,297  $ 164,656   $       0   $ 239,991  $ 1,378,093 

*Satellite Operations – Lake Worth Campus  
 
There are two kiosk operations on the Lake Worth Campus. One is located in the Technology Center Building (TC), first 
floor. The second is located in the Education and Training Center 2nd Floor (ETA). 
 
Catering Sales 
 
Catering Sales listed in the above sales data is inclusive of all three campuses. 
 
Point of Sale System 
 
The current College owned Point of Sale cash register system is near end of life. Providers are encouraged to propose an 
investment into a new Point of Sale system, with its own T1 line, as a part of their proposal. 
 
College Contract with Dunkin Donuts 
 
The College has a strong business partnership with Dunkin Donuts and plans on retaining Dunkin Donuts for the 
foreseeable future. Dunkin Donuts operates a franchise at the Lake Worth Campus and the Palm Beach Gardens Campus. 
The College and Dunkin Donuts understand that cooperation on operational issues with the awarded Provider is to the 
benefit of all parties. Providers may desire to focus on the delivery of services for lunch and dinner within their proposals. 
Breakfast sales data for a sample week for the current food service provider, excluding Dunkin Donuts, can be downloaded 
from https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx.  
 
Dunkin Donuts sales for the last three years: 
 

Years Lake Worth Palm Beach Gardens Total 
Jan. 2015-Dec. 2015 $    532,123.73   $    306,298.87   $     838,422.60  
Jan. 2016-Dec. 2016 $    536,448.03   $    307,136.09   $     843,584.12  
Jan. 2017-Dec. 2017 $    580,028.81   $    294,745.03   $     874,773.84  

 
Sponsorship and Pouring Rights Agreement 
 
The College has a Sponsorship and Pouring Rights Agreement with Coca-Cola through August 31, 2021. The awarded 
Provider is expected to abide by this agreement which restricts beverage sales on all campuses to Coca-Cola products.  
 
Food Service Equipment and Small Wares 
 
All of the food service equipment at the campuses is owned by the College and would be made available for use by the 
awarded Provider. The College will provide adequate initial inventory levels of expendable equipment such as serving 

https://www.palmbeachstate.edu/purchasing/documents/1819-03-sales-count-data-breakfast.xlsx
https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx


RFP 18/19-03 Food Services Page 8 of 22 

trays, pots, pans, kitchenware and other small wares.  Adequate levels will be determined by mutual agreement 
between the Provider and the College. The Provider will maintain the inventory of small wares. New items of small ware 
inventory will be purchased by the College. Therefore, the College will own this inventory. Vendor shall take such steps 
as may be reasonably required by the College for protection against loss of these items by pilferage or destruction. A list 
of cafeteria equipment is available for review online at https://www.palmbeachstate.edu/purchasing/documents/1819-
03-cafe-equipment-coastal-campuses.xls.  
 
A5. CONTRACT TERM: 
 
Once a Provider is selected through an evaluation process, a contract for operations will need to be negotiated and signed. 
If a negotiated contract between the College and the selected Provider cannot be agreed upon, the College reserves the 
right to begin negotiations with the next company that submitted a proposal and scored second best in the evaluation.  
 
The anticipated contract term will be for five years with an option to renew for one additional five-year contract period. 
The renewal would be subject to a review of the Provider’s success in achieving the goals of the food service program. The 
College will consider alternative contract lengths as proposed where there is a mutual benefit to the partnership.  
 
Expected Contract Start Date: To be determined but no later than July 1, 2019. 
 
A6.   FINANCIAL REQUIREMENTS OF PROPOSALS 
 

a. Background: The College will consider all types of financial arrangements proposed by Providers who 
respond to this Request. Management Fee proposals will not be disqualified. The College understands that the 
types of services described in the Scope of this request, along with a desire for capital resources for improved 
dining facilities, may require companies to prepare a financial proposal that includes a Management Fee. 
Management Fee financial proposals should include financial protections or incentives for the College. 
 
The College also recognizes that there is inherent competition in this request process, and that in an effort to win 
the evaluation, companies will naturally try to submit the most attractive financial package possible. This may 
mean an aggressive Commission Based proposal for this food service program could be submitted to the College. 
 
Hybrid Profit and Loss (P&L) proposals will also be considered where companies who may be unsure of revenues, 
expenses, and resulting bottom lines can propose the terms of the sharing the financial ‘profits’ or ‘losses’.  
 
Finally, proposals will be considered where companies feel that the initial years of the operation could be 
somewhat of a financial burden and would seek a shared fiscal responsibility up front but forecast for commissions 
in the later years of the operation as the company grows sales. 
 
Food Service Companies responding to this request are simply asked to submit a financially responsible proposal 
that takes into consideration both the goals of the company and the goals of the College. The evaluation of the 
responses will take this into consideration more than whether or not it is a Management Fee based proposal, a 
Commission Based proposal, or a shared P&L. These financial requirements emphasize the College’s desire for a 
strong long-term relationship. 

 
b.  Financial Requirements of the Response: Financial Operational Pro Forma Statements for five fiscal years 
are a requirement of the response: 
 Fiscal Years:  July 2019 through June 2020 (FY2020) 
   July 2020 through June 2021 (FY2021) 
   July 2021 through June 2022 (FY2022) 
   July 2022 through June 2023 (FY2023) 
   July 2023 through June 2024 (FY2024) 

https://www.palmbeachstate.edu/purchasing/documents/1819-03-cafe-equipment-coastal-campuses.xls
https://www.palmbeachstate.edu/purchasing/documents/1819-03-cafe-equipment-coastal-campuses.xls
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The format of the Operational Pro Forma Statements must be submitted as an Excel spreadsheet(s) as provided 
in Attachment A, downloadable from https://www.palmbeachstate.edu/purchasing/competitive-
solicitations.aspx. There is a separate worksheet for each year’s Pro Forma which must be completed; see the 
tabs to access those worksheets at the bottom of the file. The Pro Forma Statements shall be inclusive of all 
campuses food services. There are also separate worksheets for Payroll, Itemized Operational Expenses, and Other 
Operational Expenses 
 
The description of each line item is included in the spreadsheet. The Pro Forma Statements should reflect the 
most accurate forecast of financial information taking into consideration all of the aspects of the food service 
operation that the proposal is bringing to the table. As an example, if a company wishes to propose a capital 
investment for one of the food service spaces, the cost of that investment should be noted in the Pro Forma. If 
sales are forecasted to grow because of new food programs or menu items, please include that description as 
requested in B1.c.VII (as requested below). If the proposal is based on a Management Fee agreement, the cost of 
that fee should be a part of the forecast. In summary, no future financial aspect of the proposal should be left off 
the Pro Form Statements and all aspects of the financials should have an accompanying description. 
 
The set up and format to the Financial Operational Pro Forma Statements can be modified slightly if the Proposer 
feels the need to further clarify the financial picture. However, modifications to the worksheets that cloud the 
picture or add confusion will be scored lower than other competitive proposals submitted. 
 
Payroll Tab: Payroll detail can be added by position (cook, cashier, etc.) or position category (staff, hourly, salaried, 
etc.). Underneath each line item payroll associated detail should be included (cost of benefits, payroll taxes, etc.). 
It is sufficient to add one-line item that summarizes all associated ‘benefits’ if the company has a standard 
estimate of those associated costs. As an example, if salaries are entered as $100,000 and benefits are estimated 
at 36%, one-line item under salaries can be entered at $36,000 and needs not to be broken down by subcategory. 
Total payroll hours by position or position category are required. 
 
Use as many rows as necessary to complete the full payroll picture to support the operation that you envision. 
Further description of operational payroll can be provided in the response (see B1.c.VI.f.) 
 
Itemized Operational Expenses Tab: Itemize all operational expenses that will be charged to the operation and 
include the estimate for future years. 
 
Other Expenses or Fees: Itemize all other operational expenses or fees that will be charged to the operation and 
include the estimate for future years. 
 
An amortization schedule of any Provider funded capital improvements or investment must be included in the 
financial worksheet. Add a worksheet with the details of that investment and schedule.  All equipment and capital 
improvements funded by the Vendor will become the exclusive property of the College upon the conclusion of 
the contract. Such investment is to be amortized over the life of the contract. In the resulting contract of this 
process, an appropriate buy-out clause for the undepreciated value will be written in the event of early 
termination. 
 

A7.  REQUIREMENTS OF RESULTING CONTRACT 
 

This RFP and the Proposal submitted will become attachments to the contract with the selected Provider and will 
serve as supplementary requirements of the parties. Companies responding to this RFP do not have to reiterate 
these requirements in the proposals. By submitting an RFP, companies agree to these conditions. Any exception 
to the agreement to these conditions must be clearly noted in the response to this RFP. 

 

https://www.palmbeachstate.edu/purchasing/documents/1819-03-attachment-a-pro-forma-spreadsheets-food-service-operations.xlsx
https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx
https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx
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Background Checks. Provider assumes all liability arising out of, and is solely responsible for, conducting 
background checks for all of its employees working at the College. Background check documentation is subject 
to College review upon request. Provider agrees to conduct Level II background checks on all employees working 
at PBSC prior to any such individual commencing work at a College campus. Provider shall ensure that associated 
third party businesses affirm that they conduct background checks on all persons who will be assigned to support 
the food service operations at PBSC. Provider will thoroughly review all criminal history results prior to hiring, 
retaining, or assigning any person to work as an employee of the Provider at the College. Background check results 
that indicate any conviction or deferred adjudication from the age of eighteen will be evaluated by the Provider 
pursuant to its standard procedures to determine whether the criminal offense should prevent the individual from 
being hired or assigned to work at the College as an employee of Provider. In making this determination the 
Provider will consider the nature of the offense as it relates to its implications for the general safety and security 
of the College students and campus community. 

 
Removal of Employees. Notwithstanding any other provision herein, Provider shall be required to remove any 
employee, agent, or independent vendor from the College at the College’s written request provided there is cause 
for the request and such removal does not violate any applicable state or federal non-discrimination or equal 
opportunity laws. Cause, as such term is used in this section, shall encompass the failure to abide by PBSC policies 
and/or procedures. 
 
Right of First Refusal: The Provider shall retain the Right of First Refusal to provide catering services on the 
campuses of Palm Beach State College with the Dunkin Donuts operations as an exception to this Right. The 
Provider shall agree that some student activities such as student bake sales and other campus fund raising 
functions are exempt from the exclusive rights of catering service. Athletic concessions are reserved for Student 
Clubs for fundraising purposes. ‘Satellite’ catering services at the Belle Glade and Loxahatchee Groves campuses 
are also exempt from the Right. This does not preclude the option to allow the College and the Provider to come 
to an agreement to add these campuses to the services provided by the awarded Provider. If Provider refuses, 
College has the right to negotiate with other catering service entities with the objective of serving only participants 
and attendees of the athletic functions (not the campus at large).  
 
Retail Sales Pricing: Pricing plans are to be submitted to the College for approval on an annual basis. The College 
will either approve or disapprove the changes within thirty (30) working days.  It is the intention of the College to 
approve changes in sales prices, or other financial relief, when the basis for adjustments are quantified and 
documented and such changes are necessary to provide a fair and equitable profit margin. 

 
Procurement: The Provider will procure and pay for all food and food supplies utilized by the operation and in the 
course of such procurement, the Provider will take full advantage of all trade discounts, rebates, credits and 
volume incentives and openly credit them against the purchase price effectively passing on those savings to the 
PBSC operation. 

 
Records Inspection: The College, its designee, or the State Auditor General’s Office shall have the right to inspect 
the Provider’s sales records, invoices, and any other accounting documentation necessary to verify sales, cost of 
sales, or other operational revenues or expenses.  The Provider will file with the College an annual audited 
statement rendered by a certified public accounting firm acceptable to the College for each contract year, at their 
expense. 
 
The Provider shall maintain all books and records customarily used in this type of operation in accordance with 
accepted accounting practices standards.  All records and books of account recording gross sales transactions, or 
in any way connected with the service, shall be kept at all times on site or in readily accessible electronic formats.   

 
Operational Review Meetings and Executive Support. The College and the Provider will meet each month after 
services commence to review operations with a specific review of the most recently generated monthly operations 
statement. The Provider agrees to have one of its executive level representatives contact the College within 
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twenty-four (24) hours of any request by the College to discuss and resolve recurring operational problems of 
critical importance. 
 
Operational Reporting and Records. The Provider must keep all accounting records on file and accessible for 
review or full audit, with or without prior notification, by State of Florida Auditor General, the College, or its 
designee for the entire term of the contract and for five (5) years thereafter. Total transparency is required; the 
College may at any time request any additional supporting details, data or reports that are directly related to the 
Provider’s operations at the College. The Provider must provide any such information within five (5) business days. 
Copies of all Florida Department of Health inspection reports will be submitted to the assigned College 
representative by no later than 7 days after receipt, including an action plan describing actions to be taken in 
response to any noted violations. 
 
Emergency Contact. The Vendor shall maintain twenty-four (24) hour availability of a responsible employee, or 
his/her substitute, with decision-making authority to be contacted in the event of an emergency. 
 
Line of Authority. The Vendor shall notify the College of the organizational line of authority for management 
personnel from the local representative to the representative at the highest corporate level, including contact 
names, telephone and cell phone numbers and email addresses.  The College shall be promptly informed of any 
subsequent changes in the company organization. 
 
On Campus Marketing Materials: The College prides itself upon the aesthetic appearance of the College campus.  
The Provider will not be allowed to engage in excessive promotional practices that blatantly commercialize the 
campus to market food services.  The College, at its sole discretion, will determine what constitutes excessive and 
will work with the Provider to come to a mutual agreement of On Campus Marketing initiatives to appropriately 
promote food services. 
 
A link from the College’s dining web site to the Provider’s web site is required that shows weekly postings of 
themes, hot items, specials, coupons, and discounts that will be offered so students and staff will know what is 
ahead for the week. 
 
Food Borne Illness. The Provider will maintain on file with the College’s designee, a detailed process for the 
investigation of any suspected outbreak of food borne illness alleged to have resulted from food served at any 
College location covered in this agreement.  This documentation will also detail a protocol for dealing with the 
recall of tainted or unwholesome food. 
 
Food Service Management. The College reserves the right to require the replacement of any management 
personnel due to operating difficulties determined to be the result of deficient on-site management. The College 
may also require the Provider to remove any of the Provider’s employees from the College’s premises for any 
reason sufficient to the College, but any and all such removals will be made in the name of the Provider.  

 
 Attire and Linens. All vendor personnel operating on campus must be dressed in clean, distinctive uniforms with 

name tags and where appropriate, hair restraints. Providers must furnish all uniforms, towels, tablecloths, and 
other linens as necessary for day-to-day operations or special functions and to launder these items as necessary. 

 
 Cleaning. The Provider is responsible for cleaning and keeping in a sanitary condition all Provider and College-

owned appliances and equipment, which are necessary and used by or assigned to the operation. 
 The Provider is responsible for cleaning and keeping in a sanitary condition all facilities in the areas designated 

including offices, walk-in coolers/freezers, food preparation areas, storage areas, dining areas, and serving areas. 
The Vendor may propose use of a custodial subcontracting company to provide said services. 

  
 Inspections: The Provider shall ensure achievement of consistent Florida Department of Health inspections with 

no major violations. Violations will be promptly addressed and remediated. The College reserves the right to 
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inspect all dining areas, kitchen and preparation areas, storage areas, offices and any other space under the 
Provider’s control at any time with or without notice. Copies of all Florida Department of Health inspection reports 
will be submitted to the assigned College representative by no later than seven (7) days after receipt, including an 
action plan describing actions to be taken in response to any noted violations. 

  
 Premises Upon Contract Completion: The Vendor will be required by the College to provide payment for the 

repair, rebuild, and repaint of all or part of the premises, which may be damaged or destroyed by the acts or 
omissions of the Provider, and shall return the premises, upon expiration or termination of the Agreement, to the 
College in the same condition that existed at the commencement of the Agreement, except for normal wear. 

 
 General Responsibilities of Provider and College: 
 
 Provider shall provide at its own expense and be responsible for:  
 

A. Point of Sale cash register (computer) system that records sales and provides audit trails for daily and monthly 
reconciliations to required operating statements. Cash registers at all outlets shall accept cash, debit and 
credit cards, and the College PantherCard. There will be no minimum sales amount, or up-charge, for the use 
of cards. The Point of Sale system shall reconcile to specific revenues in the following report: 
 

• Not later than the 20th day following the last day of each accounting period (monthly), the Provider 
shall deliver to the College revenue and expense statements, in the format as outlined in the Pro 
Forma Statements of this request. Such statements shall be delivered electronically. 

• Monthly check count and retail sales by location 
 

B. The hiring and compensation of personnel, their benefits, and other human resource related expenses. 
C. Cleaning of all equipment, spaces, and floors in the food service preparation, serving, storage, and dining 

areas. This shall include mopping up spills, sweeping floors as needed during the day, and deep 
cleaning/stripping/waxing of floors not less than every 60 days. The deep cleaning of floors can be 
subcontracted. 

D. In the dining areas bus tables, and wipe tables and chairs clean and dry as often as required daily to assure a 
clean dining environment. Cleaning of all dining service equipment whether owned by the College or Vendor. 

E. Wash and dry reusable meal trays (if utilized by the operation). 
F. Appropriate disposal of all perishable dining scraps, waste, and spoilage. Waste containers located inside the 

dining rooms at College cafes shall be emptied as needed and taken to dumpsters. 
G. On-going professional development and training of the dining service staff. 
H. Procurement of supplies, accounting services, menu development and pricing. 
I. Cost of any licenses, inspections or permits by the Florida Department of Health or any other licensing bureau. 
J.  Insurance of its employees and operation. 

 
College shall provide at its own expense and be responsible for: 

 
A. The physical space(s) with all utilities, electricity, water, sewer, heat and air conditioning to support the 

spaces(s). The College shall maintain the air conditioning system and those mechanical, electrical and 
structural items which are an integrated part of the building. 

B. Pest control and eradication services. 
C. Building security patrol services. 
D. Supplying dining service equipment. 
E. Supplying small wares. 
F. Maintenance of walls, windows, light fixtures, bulb replacement, and ceiling tiles in all areas of food service, 

including all dining areas. 
G. Solid waste removal (i.e., dumpsters, waste containers, recycling). The College will provide convenient trash 

and garbage collection dumpsters for the dining service operations at no expense to the Provider. 
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H. Fire suppression system inspection and maintenance. 
I. Equipment preventative maintenance plan and range hood cleaning services. 
J. Grease trap cleaning and maintenance services. 
K. Portable fire extinguisher maintenance and inspections. 
 

B1.  REQUIRED PROPOSAL CONTENT 
 

To facilitate the analysis of responses to this RFP, Companies are required to prepare their proposals in accordance 
with the instructions outlined below and in the order of content outlined. Proposals shall be prepared as simply 
as possible and should provide a straightforward, concise description of the Company’s capabilities to satisfy the 
requirements of the RFP. EMPHASIS SHOULD BE PLACED ON ACCURACY, COMPLETENESS, AND CLARITY OF 
CONTENT. Proposals that are not submitted in the order outlined in Section C, ‘Content of Proposals’ may be 
considered as disqualified. 
 

a. Packaging of Proposal 
The proposal must be plainly identified as: 

Name of Proposing Company  

RFP# 18/19-03 Dining Services 

Due: November 16, 2018 @ 2:00 P.M. local time. 

 

Outer mailing boxes, envelopes, containers, etc., must display the RFP number.  This includes outer carrier boxes 
and labels. Palm Beach State College will not be held responsible for proposals that are misdirected or mishandled 
because of the omission of this number.   

Any additional information sent separately from the proposal package or at a later date (i.e. addendums, 
clarifications, proposal withdrawal requests, etc.) must be received by the proposal due date and the RFP number 
clearly identified on the outside of the package.   

b. Number of Proposal Copies 
Submittal package must include: 

• One (1) complete, hard copy proposal with a signed Required Response Form. 

• One (1) complete proposal in one (1) Adobe.pdf File Format on USB. 

• One (1) completed Operational Pro Forma Statement in MS Excel format on USB. 

c. Content of Proposals 

I. Supplier Information Form (Appendix A) 

The Supplier Information Form must be completely filled out, signed, and included as the first page of the 
Proposal. 

II. Cover Letter 

The company can write a Cover Letter introducing themselves to Palm Beach State College. The Cover 
Letter must be limited to 1 side of an 8 ½ x 11” page. 

III. Disclosure Statement of Company Litigation 

Limited to one page, the Proposal must include the disclosure of any and all litigations, closed or pending, 
within the past five (5) years for the company as well as and any resulting or related contract terminations. 

IV. References 

https://www.palmbeachstate.edu/purchasing/documents/1819-03-attachment-a-pro-forma-spreadsheets-food-service-operations.xlsx
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Limited to one page, the company shall list at least three references preferably from Colleges or 
Universities where the company has provided contracted food services. Extensive lists of references, 
locations, or clients are not required. 

• Reference Details 

Provide the following information on three current accounts (preferably college/university accounts) 
that are similar in size and nature to that of PBSC (local/regional references are preferred): 

1. Account name and address. 
2. Description and number of retail and board operations. 
3. Food Service Director’s Name and Contact Number 
4. Length of account tenure. 
5. Dollar volume of the account by category: retail, catering and board for 2017-2018 
6. Name, email address and telephone number of contract administrator. 

 
V. Financial Requirements from A.6.b. of this Request 

Refer to Section A.6.b. of this request for information required in the Operational Pro Forma Statements. 

The Excel Worksheets should be printed for the hardcopy submittal. The electronic version of the Excel 
sheets can be submitted electronically as a separate file with the Adobe .pdf proposal file. 

VI. Supporting Documentation for Operational Pro Forma Financial Statements 

a. Sales: Provide a (no longer than) one-page narrative that explains the sales projections. This narrative 
could include a brief description of expanded menus, strategies for increased participation, and any 
other thought process that went behind the top line sales forecasted in the Operational Pro Forma 
Financial Statements. 

b. Catering Sales: Provide a (no longer than) one-page narrative that explains the catering sales 
projections. This narrative could include strategies to enhance catering options for both campus 
departments and outside organizations. 

c. Other Revenues: Provide a (no longer than) one-page description of other revenues forecasted. 

d. Food Costs: Explain (in one page or less) the basis of your food cost projection and percentage. Include 
items that might support the food cost projections like company wide rebates, discounts, and other 
volume related incentives that can be passed along to this operation. 

e. Payroll: Explain (in two pages or less) the basis of your payroll projection and percentage to sales. 
Explain the manager and staff level mix. Utilize the background in A.6.b. of this document for further 
details on payroll requirements and explanations. 

f. Operating Expenses: Explain (in one page or less) why the operating expenses itemized in the 
Operational Pro Forma Statement will be charged to this account if it is not readily apparent that the 
expense is related to the operation of PBSC. 

g. Other Expenses and Fees: Explain (in one page or less) why the other expenses and fees itemized in 
the Operational Pro Forma Statement will be charged to this account. 

VII. General Manager to Be Assigned 

Provide a resume of the proposed company employee that will be the on-site General Manager of Food 
Services for Palm Beach State College under this agreement. The General Manager shall be well qualified 
and experienced in food service management and operations. The College is of the opinion that, more 
than any other variable, the performance of the General Manager is the key to a successful food service 
operation. 

VIII. Sample Dining Menu 
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Provide a sample dining menu for Palm Beach State College. The sample menu should be similar to the 
actual menu for the food service program at Palm Beach State College once the operation commences. 
This should also be the menu that the Provider considered for operations when completing the Sales 
projections in the Operational Pro Forma Statements. Include pricing and portion sizes. 

IX. Sample Catering Menu 

Provide a sample catering menu for Palm Beach State College. The sample menu should illustrate the 
range of catering services that can be provided. The sample catering menu should be similar to the actual 
catering menu for catering services at Palm Beach State College. This should also be the catering menu 
that the Provider considered for operations when completing the Catering Sales projections in the 
Operational Pro Forma Statements. Include pricing. 

X. Marketing Program Materials 

Include a marketing plan specifically designed for Palm Beach State College including: 
• The goals of your marketing plan. 
• Examples of brochures, custom website, and other promotions. 
• Explanation of how you will evaluate the effectiveness of your marketing plan and what 

the College should expect to see as a result of that evaluation. 
 

XI. Vision of Provider 

The proposal must contain information describing the manner in which the Provider plans to discharge its 
responsibilities. It is essential that the Evaluation Committee have a clear understanding of the 
operational concepts the Provider intends to apply to the College’s dining service program on each of the 
three campuses.  
 
A survey was conducted on campus during the Spring semester 2018 and the survey supports the inclusion 
of the following concepts: Fruit Juices/Smoothies, Salads/Soups, Grill, Vegetarian/Vegan, Asian, and Tex 
Mex. What concepts would your company include in the Palm Beach State College operations? 
 
Please refer to section A1 regarding the purpose of this RFP. The Vision of the food service operations 
should reflect the key concepts presented in this section. What will your company bring to the Palm Beach 
State College food service operation that will help the College achieve its goals for this auxiliary service? 

This section is limited to 10 pages. 

 
C1. EVALUATION OF PROPOSALS 
 

a. Administrative Review 
The submitted proposals will be reviewed for the following administrative requirements:   

i. Proposal was submitted by the due date and time. 
ii. Correct number of proposal copies have been submitted. 

iii. Proposal was submitted in the order and format requested. 
 
Failure to adhere to the above administrative requirements may result in the rejection of the submitted proposal. 

b. Evaluation Criteria 
The proposals that pass the Administrative Review will be reviewed and scored relative to all responses by a 
College evaluation committee based on the following criteria: 
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Evaluation Criteria Max Points 

Cover Letter  5 

Disclosure Statement of Company Litigation 5 

References 5 

Financial Requirements (Excel Sheets) of this request 25 

Supporting Documentation for Operational Pro Forma Financial Statements 25 

General Manager to be assigned 20 

Sample Dining Menu 10 

Sample Catering Menu 10 

Marketing Program Materials 20 

Vision of Provider 25 

Total Available Points 150 
 

c.  Finalists 

The College may elect to select up to three finalists after the evaluation of the proposals. If the College 
elects to do so, the finalists will be asked to come in and provide an oral presentation to the evaluation 
committee. If the College elects to take this route, further details with respect to the evaluation of the 
presentations will be shared with those finalists. All finalists will be asked to submit a Financial 
Worksheet. A sample of that worksheet is can be downloaded from 
https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx, Attachment E – Financial 
Attestation Worksheet. 

  

https://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx
https://www.palmbeachstate.edu/purchasing/documents/1819-03-attachment-e-financial-attestation-worksheet-sample.pdf
https://www.palmbeachstate.edu/purchasing/documents/1819-03-attachment-e-financial-attestation-worksheet-sample.pdf
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Purchasing Department 
Palm Beach State College 
4200 Congress Avenue
MS#27 PS-100
Lake Worth, FL 33461 

This is to certify that I (authorized representative) have read and understood the terms, conditions, specifications 
and other instructions contained in this Request, and further, that the items of materials and/or services rendered 
do meet minimum specifications set forth in this Invitation. 

I further certify that this proposal is made without prior understanding, agreement, or connection with any 
corporation, firm, or persons submitting a proposal for the same materials, supplies, or equipment and is in all 
respect fair and without collusion or fraud. I agree to abide by all conditions of this request and certify that I am 
authorized to sign this proposal for the bidder.  

RFP 18/19-03 Food Services

Vendor Name 

Bidding As 
(Check One) 

Corporation  Individual  
Other   
(Explain) 

Address 

City State Zip Code 

Telephone Fax 

Email 

Representative 
Name 

Representative 
Title 

Signature 

APPENDIX A - SUBMISSION RESPONSE FORM
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Appendix B: General Conditions 
 

SEALED PROPOSALS: All proposal sheets and forms must be executed and 
submitted in a sealed envelope. Proposals not submitted in the attached format 
may be rejected. All proposals are subject to the conditions specified herein. 
Those which do not comply with these conditions are subject to rejection. It is the 
sole responsibility of the proposer to deliver the proposal to the address 
contained herein on, or before, the closing hour and date indicated. The College 
is not responsible for delays with postal delivery nor the normal delay in delivery 
for internal mail procedures. Palm Beach State College will not be responsible for 
the inadvertent opening of a proposal not properly sealed, addressed or 
identified. 

DEFINITIONS: [College] refers to Palm Beach State College. [Proposer] or 
[Provider] refers to the dealer, manufacturer, contractor, or business 
organization submitting a proposal to the College in response to this request for 
proposal. [Vendor] or [Supplier] refers to the dealer, manufacturer, contractor, 
or business organization that will be awarded a contract pursuant to the terms, 
conditions and quotations of the proposal. [Proposer] and [Provider] and 
[Vendor] and [Supplier] will be used interchangeably. [Proposer] and [Bidder] 
may be used interchangeably throughout this document. [Proposal] and [Bid] 
may be used interchangeably throughout this document.  

EXECUTION OF PROPOSAL: Proposals must contain a signature of an authorized 
representative in the space provided on the Supplier Information form. If a 
correction is necessary, draw a single line through the entered figure and enter 
the correction above it. Corrections must be initialed by the person signing the 
proposal. Any illegible entries, pencil proposals or corrections not initialed will 
not be tabulated.  

PROPOSAL OPENING: Shall be public, at the address indicated on the RFP 
document, on the date and at the time specified on the proposal form. Proposals 
will not be evaluated nor will questions be fielded at the time of opening. The 
proposal opening is to determine the vendor pool only. It is the proposer’s 
responsibility to assure that the proposal is delivered at the proper time and 
place of the opening. Proposals received after the date and time will be retained, 
unopened, for the record. Proposals by fax, email or telephone will not be 
accepted.  

PRICES, TERMS and PAYMENT (for Goods): Firm prices shall be quoted, which 
includes all packaging, handling, shipping charges and delivery to the destination 
shown herein. No change orders will be provided to the vendor for site conditions 
that Vendor could have determined upon a reasonable inspection or is otherwise 
known to exist as common knowledge within the industry. 

CONDITION AND PACKAGING (for Goods): It is understood and agreed that any 
item offered or shipped as a result of this proposal shall be the new, current 
model in production available at the time of this proposal. All containers shall be 
suitable for storage or shipment, and all prices shall include standard 
commercial packaging.  

EVALUATION OF PROPOSALS: The evaluation committee intends to recommend 
to Palm Beach State College Board of Trustees to authorize College administration 
to award a contract with the proposer, or proposers that represents the best 
value to the College and/or best meets the Colleges needs as determined solely 
by the College. 

TAXES: The College does not pay sales taxes on direct purchases of tangible 
personal property. Do not include these items on invoices. See exemption 
number on face of purchase order. Exemption does not apply to purchases of 
tangible personal property made by contractors who use the tangible personal 
property in the performance of contracts for the improvement of state owned 
real property as defined in Chapter 192 F.S. 

AWARDS: In the best interest of the College, the College reserves the right to 
make award(s) by individual item, group of items, all or none or a combination 
thereof; to reject any and all proposals or waive any minor irregularity or 
technicality in proposals received. The College also reserves the right to make 
awards to one, or more, vendors based upon the recommendations of the 
evaluation committee. 

MISTAKES: Proposers are expected to examine the technical specifications, 
delivery schedule, proposal prices, extensions, and all instructions pertaining to 
supplies and services. Failure to do so will be at the proposer’s risk. In case of 
mistake in extension, the unit price will govern.  

DISCOUNTS: Proposers are encouraged to reflect cash discounts in unit prices 
quoted. Proposers may offer a cash discount for prompt payment; however, 
discounts for less than 30 days will not be considered in determining the lowest 
net cost for proposal evaluation purposes. Discount time will be computed from 
the date of satisfactory delivery at place of acceptance or from receipt of correct 
invoice at the office specified, whichever is later.  

COSTS: The College is not liable for any costs incurred by a proposer in 
responding to this RFP, including those for presentations, when applicable. 

CLARIFICATION/CORRECTION OF BID ENTRY: The College reserves the right to 
allow for the clarification of questionable entries and for the correction of obvious 
mistakes. 

UNDERWRITERS' LABORATORIES: Unless otherwise stipulated in the proposal, 
all manufactured items and fabricated assemblies shall carry U.L. approval and 
reexamination listing where such has been established. 

SAFETY STANDARDS: Unless otherwise stipulated in the proposal, all 
manufactured items and fabricated assemblies shall comply with applicable 
requirements of Occupational Safety and Health Act and any standards there 
under, Florida Building Code 2010, ASCE 7-10, NFPA, NEC FCC, BICSI, TIA/EIA, IEEE, 
NEMA, ASTM, and UL standards. Failure to comply with the condition will be 
considered as a breach of contract. 

FREIGHT TERMS: All goods will be delivered F.O.B. Palm Beach State College 
Central Receiving 4200 Congress Avenue Lake Worth, FL 33461 Unless otherwise 
specified  

PAYMENT: Payment will be made by the College after the items awarded to a 
vendor have been received, installed, inspected and tested, and found to comply 
with award specifications, applicable building code / Florida Statute, damage 
/defect and properly invoiced. All invoices shall bear the purchase order number. 
Payment for partial shipments shall not be made unless specified in the proposal. 
An original invoice should be submitted. Failure to follow these instructions may 
result in a delay in processing invoices for payment. In addition, the purchase 
order number should appear on bills of lading, packages, cases, delivery lists and 
correspondence.  

DELIVERY: Unless actual date of delivery is specified (or if specified delivery 
cannot be met), show number of days required to make delivery after receipt of 
purchase order. Delivery time may become a basis for making an award. Delivery 
shall be within the normal working hours of the user, Monday through Friday, 
unless otherwise specified. 

MANUFACTURERS' NAMES AND APPROVED EQUIVALENTS: Any manufacturers' 
names, information and/or catalog numbers listed in a specification are for 
information and not intended to limit competition. The proposer may offer any 

CONFLICT OF INTEREST: The award hereunder is subject to the provisions of 
Chapter 112, Florida Statutes. All proposers must disclose with their proposal 
the name of any officer, director, or agent who is also an employee or relative 
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brand for which he is an authorized representative, which meets or exceeds the 
specification for any items(s). If proposals are based on equivalent products, 
indicate on the proposal form the manufacturer's name and number. Proposer 
shall submit with his proposal, cuts, sketches, descriptive literature, and complete 
specifications. The bidder shall also explain in detail the reason(s) why the 
proposed equivalent will meet the specifications and not be considered an 
exception thereto. Reference to literature submitted with a previous bid will not 
satisfy this provision. Proposals that do not comply with these requirements are 
subject to rejection. Proposals lacking any written indication of intent to quote an 
alternate brand will be considered incomplete with the specifications as listed on 
the proposal form.  

of the Palm Beach State College. Further, all proposers must disclose the name 
of any employee or family member thereof, who owns, directly or indirectly, an 
interest in the proposer’s firm or any of its branches. The proposer shall not 
compensate, in any manner, directly or indirectly, any officer, agent, or 
employee of the College for any act or service that he/she may do, or perform 
for, or on behalf of any officer, agent or employee of the proposer. No officer, 
agent, or employee of the College shall have any interest, directly or indirectly, 
in any contract or purchase made, or authorized to be made by anyone for, or 
on behalf of the College. The proposer shall have no interest and shall not 
acquire any interest that shall conflict in any manner or degree with the 
performance of the services required under this RFP.  

ADDITIONAL QUANTITIES: The College reserves the right to acquire additional 
quantities at the prices quoted in this invitation. If additional quantities are not 
acceptable, the proposal sheets must note: For Specified Quantity Only.  

SERVICE AND WARRANTY: Unless otherwise specified, the proposer shall define 
any warranty service and replacements that will be provided during and 
subsequent to performance of this contract. Proposers must explain on an 
attached sheet to what extent warranty and service facilities are provided  

NONCONFORMANCE TO CONTRACT CONDITIONS: Items may be tested for 
compliance with specifications by appropriate testing laboratories. The data 
derived from any tests for compliance with specifications are public records and 
open to examination thereto in accordance with Chapter 119, Florida Statutes.  
Items delivered not conforming to specifications may be rejected and returned at 
vendor's expense. These items and items not delivered as per delivery date in RFP 
and/or purchase order may result in proposer being found in default in which 
event any and all procurement costs may be charged against the defaulting 
contractor. Any violation of these stipulations may also result in the supplier's 
name being removed from the vendor pool.  

SAMPLES: Samples of items, when required, must be furnished free of expense, 
on or before RFP opening time and date, and if not destroyed by testing may, 
upon request, be returned at the proposer’s expense. Each individual sample 
must be labeled with the proposer’s name, manufacturer's brand name and 
number, RFP number and item reference. Request for return of samples shall be 
accompanied by instructions which include shipping authorization and name of 
carrier and must be received with your proposal. If return instructions are not 
received with the proposal, the commodities shall be disposed of by the College.  

PURCHASES BY OTHER ENTITIES: With the consent and agreement of the 
successful bidder(s), purchases may be made under this bid by other colleges, 
universities, school boards, political subdivisions, or state agencies. Such 
purchases shall be governed by the same terms and conditions stated in the 
bid/proposal solicitation as provided in State Board of Education Rule 6A- 
14.0734(2)(d). 

PUBLIC RECORD LAW: Any material submitted in response to this RFP will 
become a public document pursuant to Section 119.07, F.S. This includes 
material which the responding proposer might consider to be confidential or a 
trade secret. Any claim of confidentiality is waived upon submission, effective 
after opening pursuant to Section 119.07,Contractor’s refusal to comply with 
this provision shall constitute sufficient cause for termination of the contract 
resulting from this RFP.  

GOVERNMENTAL RESTRICTIONS: In the event any governmental restrictions may 
be imposed that necessitate alteration of material, quality, workmanship or 
performance of the items offered on this proposal prior to their delivery, it shall 
be the responsibility of the successful proposer to notify the College at once, 
indicating in their letter the specific regulation which required an alteration. The 
College reserves the right to accept or reject any such alteration, including any 
price adjustments occasioned thereby, or to cancel the contract at no expense to 
the College.  

LEGAL REQUIREMENTS: Applicable provision of all Federal, State, county and 
local laws, and of all ordinances, rules, and regulations shall govern 
development submittal and evaluation of all proposals  received in response 
hereto and shall govern any and all claims and disputes which may arise 
between person(s) submitting a RFP response hereto and the College by and 
through its officers, employees and authorized representatives, or any other 
person, natural or otherwise; and lack of knowledge by any bidder shall not 
constitute a cognizable defense against the legal effect thereof.  

LIABILITY: The vendor shall hold harmless the College, its officers, agents and 
employees from liability of any kind in the performance of the rfp and resulting 
contract.  

ASSIGNMENT: Any Purchase Order issued pursuant to this RFP invitation and 
the moneys which may become due hereunder are not assignable except with 
the prior written approval of the College.  

EMPLOYMENT OF ALIEN WORKERS: The College will comply with all aspects of 
Section 274A of the Immigration and Nationality Act. We will not knowingly 
engage with a company that does not adhere to these regulations and it is the 
obligation of the proposer to disclose any violation of such law to the College. 

AVAILABILITY OF FUNDS: The obligations of the College under this award are 
subject to the availability of funds lawfully appropriated annually for its 
purposes by the Legislature of the State of Florida. 

CONTRACT: Vendor agrees to be bound by the terms and conditions of this RFP 
and acknowledges that it must successfully negotiate a contract to be the 
awardee of this RFP. College reserves the right to negotiate a contract with an 
alternative respondent if a contract is not entered within 30 days of negotiations 
unless extended by the College. 

PUBLIC MEETING NOTIFICATION: All meetings to judge and/or evaluate this 
solicitation or to make recommendations for award are held in strict compliance 
with Florida Statutes as they pertain to Florida in the Sunshine regulations. All 
meetings are fully open to all proposers as well as the public at-large. 

INSPECTION, ACCEPTANCE AND TITLE: Inspection and acceptance will be at 
destination unless otherwise provided. Title and risk of loss or damage to all items 
shall be the responsibility of the contract supplier until accepted by the College.  

CONSORTIUM PURCHASE: When an RFP is issued on behalf of a consortium, 
prices shall be F.O.B., Ordering Institution address. Invoices shall be delivered to 
the Institution placing the order unless otherwise stated.  

ADDENDA: All addenda to this RFP will be posted to the Palm Beach State College 
Purchasing web page containing the original solicitation. 
http://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx  

PRE-DECISION DISCUSSIONS: Any discussion by the proposer with any 
employee or authorized representative of the College involving proposal 
information occurring after the proposals are opened and prior to the posting 
of the recommended award will result in the rejection of that proposal. 

STATE LICENSING REQUIREMENT: All entities defined under Chapters 607, 617 or 
620, Florida Statutes, seeking to do business with the College shall be on file and 
in good standing with the State Of Florida’s Department of State.  

DISPUTES: In case of any doubt or difference of opinion as to the specifications, 
equivalent products, or items to be furnished here under, the decision of the 
College shall be final and binding on both parties. 

http://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx
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PUBLIC ENTITY CRIME INFORMATION STATEMENT: All invitations to bid as 
defined by Section 287.012(11), Florida Statutes, requests for proposals as 
defined by Section 287.012(16), Florida Statutes, and any contract document 
described by Section 287.058, Florida Statutes, shall contain a statement 
informing persons of the provisions of paragraph (2)(a) of Section 287.133, Florida 
Statutes, which reads as follows: “A person or affiliate who has been placed on 
the convicted vendor list following a conviction for a public entity crime may not 
submit a bid on a contract to provide any goods or services to a public entity, may 
not submit a bid on a contract with a public entity for the construction or repair 
of a public building or public work, may not submit bids on leases of real property 
to a public entity, may not be awarded or perform work as a contractor, supplier, 
subcontractor, or consultant under a contract with any public entity, and may not 
transact business with any public entity in excess of the threshold amount 
provided in Section 287.017, for Category Two for a period of 36 months from the 
date of being placed on the convicted vendor list.”  

RETENTION OF RECORDS: Contractor agrees to retain all client records, financial 
records, supporting documents, statistical records, and any other documents 
(including electronic storage media) pertaining to any contract resulting from 
this RFP for a period of five (5) years. Copies of all records shall be made available 
to the College upon request. All invoices and documentation must be clear and 
legible for audit purposes. Documents must be retained by contractor within the 
State of Florida at an address to be provided, in writing, to the College within 30 
days of the contract execution. Any records not available at the time of an audit 
will be deemed unavailable for audit purposes. The contractor will cooperate 
with the College to facilitate the duplication and transfer of any said records or 
documents during the required retention period. The contractor shall inform the 
College of the location of all records pertaining to the contract resulting from 
this RFP and shall notify the College by certified mail within ten (10) days if/when 
the records have been moved to a new location.  

ANTI-DISCRIMINATION CLAUSE: The non-discrimination clause contained in 
Section 202, Executive Order 11246, as amended by Executive Order 11375, 
relative to Equal Employment Opportunity for all persons without regard to race, 
color, religion, sex or national origin, and the implementing rules and regulations 
provided by the Secretary of Labor are incorporated herein.  

PROTEST: “Failure to file a protest within the time prescribed in S. 120.57(3), 
Florida Statutes, or failure to post the bond or other security required by law 
within the time allowed for filing a bond shall constitute a waiver of proceedings 
under Chapter 120, Florida Statutes.” All protests must be delivered to the 
Purchasing Director within the time prescribed in Chapter 120. Strict compliance 
with Chapter 120 and all other applicable statutes is required.  

DISCRIMINATORY VENDOR’S LIST: Any entity or affiliate who has been placed on 
the Discriminatory Vendors List as maintained by Florida Department of 
Management Services may not submit a proposal to provide goods or services to 
a public entity, may not be awarded a contract or perform work as a contractor, 
supplier, subcontractor, or consultant under contract with any public entity and 
may not transact business with any public entity.  

AMERICANS WITH DISABILITIES ACT: The contractor shall comply with the 
Americans with Disabilities Act. In the event of the contractor’s non-compliance 
with the non-discrimination clauses of the Americans with Disabilities Act, or 
with any other such rules, regulations or orders, any contract resulting from this 
RFP may be cancelled, terminated or suspended in whole or in part and the 
contractor may be declared ineligible for further contracts  

SUBCONTRACTORS: The proposer is fully responsible for all work performed 
under the Contract resulting from this RFP. The proposer may, upon receiving 
prior written consent from the College's Purchasing Director, enter into written 
subcontract(s) for performance of certain of its functions under the Contract. No 
subcontract, which the proposer enters into with respect to performance of any 
of its functions under the Contract, shall in any way relieve the proposer of any 
responsibility for the performance of its duties, including any and all liabilities that 
may arise out of the subcontractor's work related to the project. All payments to 
subcontractors shall be made by the proposer. The College may reject any and all 
subcontracts.  

REJECTION OF PROPOSALS: The College may reject any and all proposals not 
meeting mandatory responsiveness requirements, which include terms, 
conditions or requirements that must be met by the proposer to be responsive 
to this RFP. These responsiveness requirements are mandatory. Failure to meet 
these responsiveness requirements will cause rejection of the proposal. In 
addition, the College may reject any or all proposals containing material 
deviations. Any bid rejected for failure to meet mandatory responsiveness 
requirements will not be reviewed. College reserves the right to reject all 
responsive proposals at any time if it is in the Colleges best interest determined 
at the sole discretion of the College  

INSURANCE REQUIREMENTS: When performing a service, construction work or 
any type of installation is required on College property, the successful vendor Is 
required to supply a Certificate of Insurance evidencing coverage during the 
period the vendor is providing services per the following:  1.Workers 
compensation and employee's liability in accordance with the laws of the State of 
Florida. 2. Bodily injury liability, minimum of $1,000,000 per person and 
$1,000,000 per accident.  3. Property damage liability, minimum of $1,000,000 
per occurrence and $2,000,000 aggregate. 4. Umbrella liability with limits of not 
less than $1,000,000 per occurrence and $2,000,000 aggregate.  5. Contingent 
coverage for sub-contractors for liability at the site. The bidder must list any sub-
contractor that will perform work under this bid. The Certificate of Insurance 
must be provided to the College prior to the commencement of any work.  

PROPOSAL INQUIRIES: The proposer may examine this RFP to determine if the 
College's requirements are clearly stated. If there are any requirements that 
restrict competition, the proposer may request, in writing, to the College that 
the specifications be changed. The proposer that requests changes to the 
College's specifications must identify and describe the proposer’s difficulty in 
meeting the specifications, must provide detailed justification for a change, and 
must recommend changes to the specifications. Proposer’s failure to request 
changes shall be considered to constitute proposer’s acceptance of the 
specifications. The College shall determine what changes to this RFP shall be 
acceptable to the College. If required, the College shall issue an addendum 
reflecting the acceptable changes to this RFP, which shall be available to all 
proposers in order that all proposers shall be given the opportunity of proposing 
to the same specifications  

VERBAL INSTRUCTIONS: No negotiations, decisions, or actions shall be initiated 
or executed by the proposer as a result of any discussions with any College 
employee. Only those communications that are in writing from the College's 
Purchasing Director identified in this RFP shall be considered a duly authorized 
expression on behalf of the College. Only communications from the proposer's 
representative that are in writing and signed will be recognized by the College as 
duly authorized expressions on behalf of the proposer.  

TERMINATION AT WILL: The Contract resulting from this RFP may be terminated 
by either party upon no less than thirty (30) calendar days' notice, without cause, 
unless a lesser time is mutually agreed upon by both parties. Notice shall be 
delivered by certified mail (return receipt requested), by other method of 
delivery whereby an original signature is obtained, or in-person with proof of 
delivery  

INCLUSION OF SUPPORTING DOCUMENTS: All those submitting sealed replies in 
response to this Request for Proposals understand that the RFP document, the 
sealed reply, and all documents and/or materials represented in presentation to 
the committee shall be a complete record and shall be included in the final 
contract.  

PROPOSED RULES FOR WITHDRAWAL: A submitted proposal may be withdrawn 
by submitting a written request for its withdrawal to the College, signed by the 
proposer/contractor, prior to the bid opening date.  

FORCE MAJEURE: Neither party shall be liable for loss or damage suffered as a 
result of any delay or failure in performance.  

SUBSTITUTION OF KEY PERSONNEL: In the event the successful proposer desires 
to substitute any key personnel submitted with his/her proposal, either 
permanently or temporarily, the College shall be notified in writing 10 days prior 
to the change and shall have the right to approve or disapprove the desired 
personnel change. 
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INTERPRETATIONS: Any questions concerning conditions and specifications shall 
be directed in writing to Palm Beach State College Purchasing Director by email 
according to the bid schedule in Section II. Inquiries must reference the date of 
RFP opening and RFP number 

PREFERENCE TO FLORIDA BUSINESS: In accordance with Florida Statute 
287.084, if this solicitation is for personal property, then a preference of at least 
five percent (5%) (see below) must be provided to businesses that have a 
principle place of business in the State of Florida.  Vendors whose principal place 
of business is outside the State of Florida must submit a written opinion of an 
attorney as required in 287.084(2). The written opinion is only required if this 
solicitation is for personal property. The statute is reprinted here for your 
convenience: 
            287.084 Preference to Florida businesses.— 
(1)(a) When an agency, university, college, school district, or other political 
subdivision of the state is required to make purchases of personal property 
through competitive solicitation and the lowest responsible and responsive bid, 
proposal, or reply is by a vendor whose principal place of business is in a state 
or political subdivision thereof which grants a preference for the purchase of 
such personal property to a person whose principal place of business is in such 
state, then the agency, university, college, school district, or other political 
subdivision of this state shall award a preference to the lowest responsible and 
responsive vendor having a principal place of business within this state, which 
preference is equal to the preference granted by the state or political subdivision 
thereof in which the lowest responsible and responsive vendor has its principal 
place of business. In a competitive solicitation in which the lowest bid is 
submitted by a vendor whose principal place of business is located outside the 
state and that state does not grant a preference in competitive solicitation to 
vendors having a principal place of business in that state, the preference to the 
lowest responsible and responsive vendor having a principal place of business in 
this state shall be 5 percent. 
(b) Paragraph (a) does not apply to transportation projects for which federal 
aid funds are available. 
(c) As used in this section, the term “other political subdivision of this state” 
does not include counties or municipalities. 
 
(2) A vendor whose principal place of business is outside this state must 
accompany any written bid, proposal, or reply documents with a written opinion 
of an attorney at law licensed to practice law in that foreign state, as to the 
preferences, if any or none, granted by the law of that state to its own business 
entities whose principal places of business are in that foreign state in the letting 
of any or all public contracts. 
 
(3)(a) A vendor whose principal place of business is in this state may not be 
precluded from being an authorized reseller of information technology 
commodities of a state contractor as long as the vendor demonstrates that it 
employs an internationally recognized quality management system, such as ISO 
9001 or its equivalent, and provides a warranty on the information technology 
commodities which is, at a minimum, of equal scope and length as that of the 
contract. 
(b) This subsection applies to any renewal of any state contract executed on or 
after July 1, 2012. 
History.—s. 1, ch. 77-460; s. 117, ch. 79-400; s. 215, ch. 95-148; s. 3, ch. 95-420; 
ss. 16, 53, ch. 99-228; s. 6, ch. 2000-340; s. 23, ch. 2002-207; s. 14, ch. 2012-32. 
1Note.—Section 25, ch. 2012-32, provides that: 
“(1) The executive director of the Department of Revenue is authorized, and all 
conditions are deemed met, to adopt emergency rules under ss. 120.536(1) and 
120.54(4), Florida Statutes, for the purpose of implementing this act. 
“(2) Notwithstanding any provision of law, such emergency rules shall remain in 
effect for 6 months after the date adopted and may be renewed during the 
pendency of procedures to adopt permanent rules addressing the subject of the 
emergency rules.” 
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Amendments: Palm Beach State College reserves the right to amend this RFP prior to 
the proposal due date.  All amendments and additional information will be posted to 
the Palm Beach State College Purchasing Web site: 
http://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx.  
Proposers should check this Web page daily for new information. 
 
 
 

Contract Discussions: Prior to award, the apparent successful firm 
may be required to enter into discussions with the College to 
negotiate the contract agreement for services.  These discussions 
are to be finalized and all exceptions resolved within one (1) week 
from notification.  If no resolution is reached, the proposal may be 
rejected and discussions initiated with the next highest scoring 
firm. 
 
 

Confidentiality Requirements: Proposals are subject to the Florida public records laws.  
The College cannot protect proprietary data submitted in proposals. 
 
 

Financial Information  
The proposer will submit, upon request, an audited financial 
statement for the most recent 12-month period.  As a minimum, 
the audited financial statement shall consist of the firm’s balance 
sheet and statement of operations and the firm’s bonding 
capacity. This financial requirement may be satisfied by the firm’s 
surety submitting a certification regarding the firm’s bonding 
capacity, which must equal or exceed $1 million dollars.  In this 
regard, the firm’s surety must be a licensed surety qualified to 
conduct business in the State of Florida and rated “(A-)” or better 
in the most recent A.M. Best Guide and qualified to do business 
within the State. 
 

http://www.palmbeachstate.edu/purchasing/competitive-solicitations.aspx
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