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INSTRUCTIONS TO OFFERORS

It is the responsibility of each Offeror to:

Follow the format required in the RFP when preparing your response. Provide point-by-point responses to all sections in a clear and concise manner. 

Provide complete answers/descriptions. Read and answer all questions and requirements. Don't assume the State or evaluator/evaluation committee will know what your company capabilities are or what items/services you can provide, even if you have previously contracted with the State. The proposals are evaluated based solely on the information and materials provided in your response.

Use the forms provided, i.e., cover page, sample budget form, certification forms, etc.

Submit your response on time. Note all the dates and times listed in the Schedule of Events and within the document, and be sure to submit all required items on time. Late proposal responses are never accepted.

The following items MUST be included in the response to be considered responsive.
Failure to include any of these items may result in a nonresponsive determination.

Signed Cover Sheet

Signed Addenda (if appropriate)

Address all mandatory requirements per Section 1.5.3

Point-by-Point response to all sections and subsections (per Section 1.6.1)

Response to Appendices A and B (per Section 1.6.1)

Complete answers to all requirements of Sections 3, 4, and 5

Correctly executed State of Montana “Affidavit for Trade Secret Confidentiality” form if claiming information to be confidential or proprietary (per Section 2.2.1)


SCHEDULE OF EVENTS

EVENT 	DATE

RFP Issue Date	March 26, 2010

Deadline for Receipt of Written Questions	April 8, 2010

Deadline for Posting of Written Responses to the State’s Website 	April 15, 2010

RFP Response Due Date	April 29, 2010

Intended Date for Contract Award	May 21, 2010

 
SECTION 1:  PROJECT OVERVIEW AND INSTRUCTIONS

1.0	PROJECT OVERVIEW
[bookmark: OLE_LINK2]Montana State University—Bozeman, University Food Service, MSU--Great Falls, College of Technology and MSU—Northern  hereinafter referred to as “The University” and/or “MSU,” is seeking contractors to submit a proposal for A Primary Food / Product Supplier.  A more complete description of the supplies and/or services sought for this project is provided in Section 3, Scope of Project.  Proposals submitted in response to this solicitation must comply with the instructions and procedures contained herein.  

1.1	CONTRACT TERM
The Contract term is for a period of three (3) years beginning on the effective date and ending June 30, 2013. Renewals of the contract, by mutual agreement of both parties, may be made at one (1) year intervals, or any interval that is advantageous to the University.  This contract, including any renewals, may not exceed a total of seven (7) years, at the option of the University.  The contractor shall provide a commitment for the fixed fee markup to the cost of food items based on the terms of the contract and any renewals.  

1.2	SINGLE POINT OF CONTACT

From the date this Request for Proposal (RFP) is issued until an Offeror is selected and the selection is announced by the procurement officer, Offerors are not allowed to communicate with any University staff or officials regarding this procurement, except at the direction of Shawna R. Lanphear, the procurement officer in charge of the solicitation.  Any unauthorized contact may disqualify the Offeror from further consideration.  Contact information for the single point of contact is as follows:

Procurement Officer: Shawna R. Lanphear
Montana State University-Bozeman
Purchasing Department
Address:  104 Montana Hall
PO Box 172600
Bozeman, MT  59717-2600
Telephone Number: (406) 994-3211
Fax Number: (406) 994-3000
E-mail Address: slanphear@montana.edu


1.3	REQUIRED REVIEW

1.3.1	Review RFP.  Offerors should carefully review the instructions; mandatory requirements, specifications, standard terms and conditions, and Contract set out in this RFP and promptly notify the procurement officer identified above in writing or via e-mail of any ambiguity, inconsistency, unduly restrictive specifications, or error which they discover upon examination of this RFP.  This should include any terms or requirements within the RFP that either preclude the Offeror from responding to the RFP or add unnecessary cost.  This notification must be accompanied by an explanation and suggested modification and be received by the deadline for receipt of written or e-mailed inquiries set forth below.  The University will make any final determination of changes to the RFP. 

1.3.2	Form of Questions.  Offerors with questions or requiring clarification or interpretation of any section within this RFP must address these questions in writing or via e-mail to the procurement officer referenced above on or before the date specified in the Schedule of Events for written/e-mailed Questions. Each question must provide clear reference to the section, page, and item in question.  Questions received after the deadline may not be considered.
 
1.3.3	University’s Response. The University will provide an official written response by the date and time specified in the Schedule of Events for posting of written answers to the State’s website) to all questions received by the date specified in the Schedule of Events.  The University’s response will be by formal written addendum.  Any other form of interpretation, correction, or change to this RFP will not be binding upon the University.  Any formal written addendum will be posted on the University’s website alongside the posting of the RFP at http://svc.mt.gov/gsd/OneStop/SolicitationDefault.aspx by the close of business on the date listed. Offerors must sign and return with their RFP response an Acknowledgment of Addendum for any addendum issued.

1.4	GENERAL REQUIREMENTS

1.4.1	Acceptance of Contract.  By submitting a response to this RFP, Offeror agrees to acceptance of the standard terms and conditions and Contract as set out in Appendix A of this RFP.  Much of the language included in the Contract reflects requirements of Montana law.  Requests for additions or exceptions to the standard terms and conditions, Contract terms, including any necessary licenses, or any added provisions must be submitted to the procurement officer referenced above by the date for receipt of written/e-mailed questions.  Any request must be accompanied by an explanation of why the exception is being sought and what specific effect it will have on the Offeror’s ability to respond to the RFP or perform the Contract.  The University reserves the right to address non-material requests for exceptions with the highest scoring Offeror during Contract negotiation.  Any material exceptions requested and granted to the standard terms and conditions and contract language will be addressed in any formal written addendum issued for this RFP and will apply to all Offerors submitting a response to this RFP.  The University will make any final determination of changes to the standard terms and conditions and/or contract.

1.4.2	Resulting Contract.  This RFP and any addenda, the Offeror’s RFP response, including any amendments, a best and final offer, and any clarification question responses shall be included in any resulting contract.  The University’s Contract, attached as Appendix A, contains the Contract terms and conditions which will form the basis of any Contract between the University and the highest scoring Offeror.  In the event of a dispute as to the duties and responsibilities of the parties under this Contract, the Contract, along with any attachments prepared by the University, will govern in the same order of precedence as listed in the Contract. 

1.4.3	Mandatory Requirements.  To be eligible for consideration, an Offeror must meet the intent of all mandatory requirements as listed in Sections 3, 4 and 5.  The University will determine whether an Offeror’s RFP response complies with the intent of the requirements.  RFP responses that do not meet the full intent of all requirements listed in this RFP may be may be deemed non-responsive.  

1.4.3.1	Desirable Specifications.  Offerors shall provide a complete and detailed response to any desirable specification in this RFP that they can fulfill.

1.4.4	Understanding of Specifications and Requirements.  By submitting a response to this RFP, Offeror agrees to an understanding of and compliance with the specifications and requirements described in this RFP.

1.4.5	Prime Contractor/Subcontractors.  The highest scoring Offeror will be the prime contractor if a Contract is awarded and shall be responsible, in total, for all work of any subcontractors.  All subcontractors, if any, must be listed in the proposal.  The University reserves the right to approve all subcontractors.  The Contractor shall be responsible to the University for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the Contractor.  Further, nothing contained within this document or any Contract documents created as a result of any Contract awards derived from this RFP shall create any contractual relationships between any subcontractor and the University.

1.4.6	Offeror’s Signature.  The proposals must be signed in ink by an individual authorized to legally bind the business submitting the proposal.  The Offeror’s signature on a proposal in response to this RFP guarantees that the offer has been established without collusion and without effort to preclude the MSU from obtaining the best possible supply or service.  Proof of authority of the person signing the RFP response must be furnished upon request.

1.4.7	Offer in Effect for 120 Days.  A proposal may not be modified, withdrawn or canceled by the Offeror for a 120-day period following the deadline for proposal submission as defined in the Schedule of Events, or receipt of best and final offer, if required, and Offeror so agrees in submitting the proposal.

1.5	SUBMITTING A PROPOSAL

1.5.1	Organization of Proposal.  Offerors must organize their proposal into sections that follow the format of this RFP, with tabs separating each section.  A point-by-point response to all numbered sections, subsections, and appendices is required.  If no explanation or clarification is required in the Offeror’s response to a specific subsection, the Offeror shall indicate so in the point-by-point response or utilize a blanket response for the entire section with the following statement:

“(Offeror’s Name)” understands and will comply.

An Offeror making the statement “Refer to our literature…” or “Please see www…….com” may be deemed nonresponsive or receive point deductions.  If making reference to materials located in another section of the RFP response, specific page numbers and sections must be noted.  The Evaluator/Evaluation Committee is not required to search through literature or another section of the proposal to find a response.

1.5.2	Failure to Comply with Instructions.  Offerors failing to comply with these instructions may be subject to point deductions.  The University may also choose to not evaluate, may deem non-responsive, and/or may disqualify from further consideration any proposals that do not follow this RFP format, are difficult to understand, are difficult to read, or are missing any requested information.

1.5.4	Multiple Proposals.  Offerors may, at their option, submit multiple proposals, in which case each proposal shall be evaluated as a separate document.

1.5.3	Price Sheets.  Offerors must respond to this RFP by utilizing the RFP Price Sheets found in Section 5.  These price sheets serve as the primary representation of each Offeror's cost/price, and will be used extensively during proposal evaluations.  Additional information should be included as necessary to explain in detail the Offeror's cost/price. 

1.5.5	Copies Required and Deadline for Receipt of Proposals. Offerors must submit one original proposal and four (4) hard copies to the University.  Offeror will also submit with the hard copies, one electronic MS Word copy of its proposal.  PROPOSALS MUST BE SEALED AND LABELED ON THE OUTSIDE OF THE PACKAGE to clearly indicate that they are in response to RFP#10-12.  Proposals must be received at the receptionist’s desk of the Purchasing Department prior to 2:00 p.m., local time, on the Due Date specified on the Cover Sheet.  Facsimile responses to requests for proposals are ONLY accepted on an exception basis with prior approval of the procurement officer.

1.5.6	Late Proposals.  Regardless of cause, late proposals will not be accepted and will automatically be disqualified from further consideration.  It shall be the Offeror’s sole risk to assure delivery at the receptionist's desk at the designated office by the designated time.  Late proposals will not be opened and may be returned to the Offeror at the expense of the Offeror or destroyed if requested.

1.6	COST OF PREPARING A PROPOSAL

1.6.1	University Not Responsible for Preparation Costs.  The costs for developing and delivering responses to this RFP and any subsequent presentations of the proposal as requested by the University are entirely the responsibility of the Offeror.  The University is not liable for any expense incurred by the Offeror in the preparation and presentation of their proposal or any other costs incurred by the Offeror prior to execution of a contract.

1.6.2	All Timely Submitted Materials Become University Property.  All materials submitted in response to this RFP become the property of the University and are to be appended to any formal documentation, which would further define or expand any contractual relationship between the University and Offeror resulting from this RFP process.


SECTION 2:  RFP STANDARD INFORMATION

2.0	AUTHORITY

This RFP is issued under the authority of section 18-4-304, MCA (Montana Code Annotated) and ARM 2.5.602 (Administrative Rules of Montana).  The RFP process is a procurement option allowing the award to be based on stated evaluation criteria. The RFP states the relative importance of all evaluation criteria.  Only the evaluation criteria outlined in this RFP will be used.

2.1	OFFEROR COMPETITION 

The University encourages free and open competition among Offerors.  Whenever possible, the University will design specifications, proposal requests, and conditions to accomplish this objective, consistent with the necessity to satisfy the University’s need to procure technically sound, cost-effective services and supplies.

2.2	RECEIPT OF PROPOSALS AND PUBLIC INSPECTION

2.2.1	Public Information.  All information received in response to this RFP, including copyrighted material, is deemed public information and will be made available for public viewing and copying shortly after the time for receipt of proposals has passed with the following three exceptions: (1) bona fide trade secrets meeting the requirements of the Uniform Trade Secrets Act, Title 30, chapter 14, part 4, MCA, that have been properly marked, separated, and documented; (2) matters involving individual safety as determined by the University; and (3) other constitutional protections.  See section 18-4-304, MCA. The State will make a copier available for interested parties to use at $0.10 per page. The interested party is responsible for the cost of copies and to provide personnel to do the copying. 

2.2.2	Procurement Officer Review of Proposals. Upon opening the proposals received in response to this RFP, the procurement officer in charge of the solicitation will review the proposals and separate out any information that meets the referenced exceptions in Section 2.2.1 above, providing the following conditions have been met:

· Confidential information is clearly marked and separated from the rest of the proposal.
· The proposal does not contain confidential material in the cost or price section.
· An affidavit from an Offeror’s legal counsel attesting to and explaining the validity of the trade secret claim as set out in Title 30, chapter 14, part 4, MCA, is attached to each proposal containing trade secrets. Counsel must use the State of Montana “Affidavit for Trade Secret Confidentiality” form in requesting the trade secret claim.  This affidavit form is available on the OneStop Vendor Information website at: http://svc.mt.gov/gsd/OneStop/GSDDocuments.aspx or by calling (406) 444-2575.

Information separated out under this process will be available for review only by the procurement officer, the evaluator/evaluation committee members, and limited other designees.  Offerors must be prepared to pay all legal costs and fees associated with defending a claim for confidentiality in the event of a “right to know” (open records) request from another party.

2.3	CLASSIFICATION AND EVALUATION OF PROPOSALS

2.3.1	Initial Classification of Proposals as Responsive or Nonresponsive.  All proposals will initially be classified as either “responsive” or “nonresponsive,” in accordance with ARM 2.5.602.  Proposals may be found nonresponsive at any time during the procurement process if any of the required information is not provided; the submitted price is found to be excessive or inadequate as measured by criteria stated in the RFP; or the proposal is not within the plans and specifications described and required in the RFP.  If a proposal is found to be nonresponsive, it will not be considered further.

2.3.2	Determination of Responsibility. The procurement officer will determine whether an Offeror has met the standards of responsibility in accordance with ARM 2.5.407.  Such a determination may be made at any time during the procurement process if information surfaces that would result in a determination of nonresponsibility.  If an Offeror is found nonresponsible, the determination must be in writing, made a part of the procurement file and mailed to the affected Offeror.

2.3.3	Evaluation of Proposals.  An evaluator/evaluation committee will evaluate the remaining proposals and recommend whether to award the Contract to the highest scoring Offeror or, if necessary, to seek discussion/negotiation or a best and final offer in order to determine the highest scoring Offeror.  All responsive proposals will be evaluated based on stated evaluation criteria. In scoring against stated criteria, the University may consider such factors as accepted industry standards and a comparative evaluation of all other qualified RFP responses in terms of differing price, quality, and contractual factors.  These scores will be used to determine the most advantageous offering to the University.  If an evaluation committee meets to deliberate and evaluate the proposals, the public may attend and observe the evaluation committee deliberations.

2.3.4	Completeness of Proposals. Selection and award will be based on the Offeror’s proposal and other items outlined in this RFP. Submitted responses may not include references to information located elsewhere, such as Internet websites or libraries, unless specifically requested. Information or materials presented by Offerors outside the formal response or subsequent discussion/negotiation or “best and final offer,” if requested, will not be considered, will have no bearing on any award, and may result in the Offeror being disqualified from further consideration. 

2.3.5	Achieve Passing Score. Any proposal that fails to achieve 75% of the total available points for Sections 3, 4, & 5 will be eliminated from further consideration.  A "fail" for any individual evaluation criteria may result in proposal disqualification at the discretion of the procurement officer.

2.3.6	Opportunity for Discussion/Negotiation and/or Oral Presentation/Product Demonstration.  After receipt of all proposals and prior to the determination of the award, the University may initiate discussions with one or more Offerors should clarification or negotiation be necessary.  Offerors may also be required to make an oral presentation and/or product demonstration to clarify their RFP response or to further define their offer. In either case, Offerors should be prepared to send qualified personnel to Bozeman, Montana, to discuss technical and contractual aspects of the proposal.  Oral presentations and product demonstrations, if requested, shall be at the Offeror’s expense.

2.3.7	Best and Final Offer.  The “Best and Final Offer” is an option available to the University under the RFP process, which permits the University to request a “best and final offer” from one or more Offerors if additional information is required to make a final decision.  Offerors may be contacted asking that they submit their “best and final offer,” which must include any and all discussed and/or negotiated changes.  The University reserves the right to request a “best and final offer” for this RFP, if any, based on price/cost alone.

2.3.8	Evaluator/Evaluation Committee Recommendation for Contract Award.  The evaluator/evaluation committee will provide a written recommendation for Contract award to the procurement officer that contains the scores, justification and rationale for the decision.  The procurement officer will review the recommendation to ensure its compliance with the RFP process and criteria before concurring in the evaluator's/evaluation committee’s recommendation of the responsive and responsible Offeror that achieves the highest score and is, therefore, the most advantageous to the University.

2.3.9	Request for Documents Notice.  Upon concurrence with the evaluator's/evaluation committee’s recommendation, the procurement officer will issue a “Request for Documents Notice” to the highest scoring Offeror to obtain the required documents/information, such as insurance documents, contract performance security, an electronic copy of any requested material, i.e., RFP response, response to clarification questions, and/or best and final offer, and any other necessary documents.  Receipt of the “Request for Documents Notice” does not constitute a contract and no work may begin until a contract signed by all parties is in place.  The procurement officer will notify all other Offerors of the University's State's selection

2.3.10	Contract Execution.  Upon receipt of all required materials requested in the “Request for Documents Notice," a formal contract utilizing the contract attached as Appendix A, as well as the highest scoring Offeror's response to the RFP, will be provided to the highest scoring Offeror for signature.  The highest scoring Offeror will be expected to accept and agree to all material requirements contained in the contract and set out in Appendix A of this RFP. If the highest scoring Offeror does not accept all material requirements, the State may move to the next highest scoring Offeror, or cancel the RFP.  Work under the contract may begin when the contract is fully executed, i.e., when the contract is signed by all parties.

2.4	UNIVERSITY’S RIGHTS RESERVED

While the University has every intention to award a Contract as a result of this RFP, issuance of the RFP in no way constitutes a commitment by the State of Montana to award and execute a contract. Upon a determination such actions would be in its best interest, the University, in its sole discretion, reserves the right to:

· Cancel or terminate this RFP (section 18-4-307, MCA);
· Reject any or all proposals received in response to this RFP (ARM 2.5.602);
· Waive any undesirable, inconsequential, or inconsistent provisions of this RFP which would not have significant impact on any proposal (ARM 2.5.505);
· Not award if it is in the best interest of the University not to proceed with Contract execution (ARM 2.5.602); or
· If awarded, terminate any Contract if the University determines adequate University funds are not available (section 18-4-313, MCA). 

2.5	DEBARMENT

The Offeror certifies that by submitting this proposal that neither it nor its principals are presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded from participation in this transaction (contract) by any governmental department or agency.  If the Offeror cannot certify this statement, attach a written explanation for review by the University.

2.6	FAILURE TO HONOR PROPOSAL

If an Offeror to whom a Contract is awarded refuses to accept the award (PO/contract) or, fails to deliver in accordance with the Contract terms and conditions, the University may, at its discretion, suspend the Offeror for a period of time from entering into to any contracts with the University.

2.7	DISABILITY ACCOMMODATIONS

The State of Montana does not discriminate on the basis of disability in the admission to, access to, or operations of its programs, services, or activities.  Individuals, who need aids, alternative document formats, or services for effective communications or other disability-related accommodations in the programs and services offered, are invited to make their needs and preferences known to this office.  Interested parties should provide as much advance notice as possible.

2.8	REGISTRATION WITH THE SECRETARY OF STATE

Any business intending to transact business in Montana must register with the Secretary of State.  Businesses that are incorporated in another state or country, but which are conducting activity in Montana, must determine whether they are transacting business in Montana in accordance with sections 35-1-1026 and 35-8-1001, MCA.  Such businesses may want to obtain the guidance of their attorney or accountant to determine whether their activity is considered transacting business.

If businesses determine that they are transacting business in Montana, they must register with the Secretary of State and obtain a certificate of authority to demonstrate that they are in good standing in Montana.  To obtain registration materials, call the Office of the Secretary of State at 406-444-3665, or visit their website at http://sos.mt.gov

2.9	TECHNOLOGY ACCESS FOR BLIND OR VISUALLY IMPAIRED

Contractor acknowledges that no state funds may be expended for the purchase of information technology equipment and software for use by employees, program participants, or members of the public unless it provides blind or visually impaired individuals with access, including interactive use of the equipment and services that is equivalent to that provided to individuals who are not blind or visually impaired.  (Section 18-5-603 MCA.)  Contact the State Procurement Bureau at (406) 444-2575 for more information concerning nonvisual access standards.

2.10	ALTERATION OF SOLICITATION DOCUMENT

In the event of inconsistencies or contradictions between language contained in the University’s solicitation document and a vendor's response, the language contained in the University's original solicitation document will prevail.  Intentional manipulation and/or alteration of solicitation document language will result in the vendor's disqualification and possible debarment.


SECTION 3:  SCOPE OF PROJECT

3.0	BACKGROUND
3.0.1	The University is seeking a full line food service distributor (“Contractor”)  as a primary supplier of to all the product categories and services referenced in this Request for Proposal (RFP) to MSU—Bozeman, MSU—Great Falls College of Technology and MSU—Northern campuses, collectively known as “MSU” or “University” hereafter.  If there is a reference to a particular campus location, it will be MSU-Bozeman, COT (Great Falls College of Technology and MSU-Northern.  A full line food service distributor provides the following: maintains a high quality program for warehousing and distribution to ensure that first-in, first-out principles are used;  product shelf life is monitored; products are free of damage; correct products and quantities are selected and delivered timely, at the correct price, product discrepancies; complaints are resolved; corrective action is initiated, customer satisfaction is monitored; supplier FDA or DOD initiated food recalls are promptly reported; and salvaged products are not used.

The University has 24 different operations that purchase close to 2.9 million dollars of food and food service related supplies in all the applicable categories.  This included approximately 2500 different items in 2009.  The current distributor stocks over 9,000 items thereby offers a wide variety of products.  MSU- Bozeman receives deliveries three days of the week and on any given day up to 9 delivery locations receives products before 10:00 am in three different cities.  MSU-Bozeman accounts are able to take advantage of a direct order entry system as well as a system that is directly tied in with the Computrition software system utilized by MSU-Bozeman.

University Food Services and Strand Union Food Service on the MSU—Bozeman campus (MSU Food Service)are part of, Auxiliary Services which is a major unit within the Division of Student Affairs.  The University Food Services encompasses wide-ranging food service systems offering the utmost in quality, nutrition, environment and choice, and serves approximately 2 million meals per year at all three campuses.

The University operates on a twelve (12) month period with the heaviest volume of purchases during the two (2) sixteen (16) week semesters. MSU has provided usage figures of the highest volume items for the bid list of food and food-related items in Appendix C.  These figures are for the 12-month period from July 1, 2008 – June 30, 2009.  These are provided as historical informational purposes only and are not a list of products or quantity that the University intends to purchase.

Collectively, the University currently operates four board operations, three student unions, a full service bakery and salad department, two catering operations, two concession operations plus numerous carts and kiosks.  Board operations (dining halls) are all-you-can-eat and pay-one-price services. 

The University operates on two six-week menu cycles with special events and monotony breakers scheduled in each semester.  The warm weather menu cycle is served for the first twelve weeks of the semester starting in late August of each year.  The cold weather menu cycle is served for twelve weeks followed by the warm weather menu cycle until graduation.  In addition, two dining hall operates on one six week menu cycle for the entire school year which is unique and independent from the warm and cold weather menu cycle.  There are a total of 33 weeks which the dining halls are in operation.

The student union, bakery and salad department, catering and concessions operations operate throughout the year.


NOTE: Each item under Sections 3.2 to 3.11 must be thoroughly addressed.  If the requirement states “must” or “shall” then the requirement or its intent (in the University’s sole judgment) must be met or it will be determined to be non-responsive (“Mandatory”_.  Offerors taking exception to any “should” requirements listed in this Section will be subject to point deductions (“Preferred”).  Offeror’s responses to “should” requirements need to provide what the Offeror alternatively to address the requirement.  In the response to the RFP the Offeror must describe, in detail the Offeror’s knowledge about the requirement, the Offeror’s product and service that is offered to meet the requirement and what tools and approach will be used to fulfill each requirement identified below.  Offeror is to provide an overall description of the System proposed.

3.1	DEFINITION OF TERMS

3.1.1	Computrition – food service software which MSU – Bozeman utilizes.
3.1.2	Computrition Identification Number - random number assigned to each inventory Item in Computrition at the University.
3.1.3	Contractor Account Executive (CAE) – is the contractor's company representative assigned to work with the "University Authorized Representative."
3.1.4	Contractor Cost – is defined as the contractor's invoice cost less any off invoice allowances plus freight if charged and excluding any prompt payment discounts.
3.1.5	Contractor Fixed Fee – is defined as a consistent dollar amount, which is added to the "contractor cost" to determine the contractor's selling price per Item to the University.  The contractor fixed fee amount per Item established in the market basket may not change during the life of the entire contract including any extension made on the original contract.  Items purchased by the University not listed in the market basket shall have a fixed fee assigned to them according to sub-categories.  These fixed fees assigned to the sub-categories may not change during the life of the entire contract including any extensions made on the original contract.  Percentage markups are not acceptable.
3.1.6	Contractor Senior Management Executive – is the contractor's executive who oversees the entire contract and supervises the Contractor Account Executive to maintain a smooth and efficient relationship between the University and the contractor for the life of the contract.
3.17	Direct Order Entry System (“System”) – is the Contractor’s software and its associated system that is used to place orders and is resident at both Offeror’s and the University’s location with an interface so that the University and Offeror may place, track, change, etc. orders.
3.1.8	Fill Rate - is calculated by taking the number of cases actually delivered divided by the number of cases ordered per delivery location.  The final number is represented as a percentage and calculated on a year-to-date basis.  Approved substitutions would be considered as shipped complete.  
3.1.9	Drop Shipment – a process where the contractor arranges for the order of food or food service related supplies and has them shipped direct from the manufacturer to the University operations.  The contractor shall pay the manufacturer for the products and in turn bill the University.
3.1.10	GP0 – group purchasing organization such as College and University Resource Board (CURB).
3.1.11	Key Items – are defined as all Items, as well as the brand-specific Items, the University expects the contractor to purchase and keep in stock, (which are not currently stocked) so that it may be ordered as needed.
3.1.12	Market Basket – is an itemized listing of the University's largest volume usage Items in each of the specified major categories listed below under Major Categories.
3.1.13	Major Categories – Each major category has a separate appendix and are designed as follows:
a)	 Meats 	Appendix B, RFP #10-12
b)	Cheese	Appendix B, RFP # 10-12
c)	Groceries	Appendix B, RFP # 10-12
d)	Frozen	Appendix B, RFP # 10-12
e)	Produce	Appendix B, RFP # 10-12 
f)	Small Wares & Equipment	Appendix B, RFP # 10-12
3.1.14	Marketing Programs – incentive programs organized by third parties and/or manufacturers to reward the University in specified product usage over defined time periods such as Star Awards, Value Plus, Rewards Program, Cool School Café, Operators Success Program etc.
3.1.15	Off-invoice allowance – a customer specific allowance discount, negotiated with a manufacturer for a specific dollar amount for a specified time frame.  This would include but not be limited to allowances given to non-profit organizations, colleges and universities.
3.1.16	Marketing Programs – incentive programs organized by third parties and/or manufacturers to reward the University in specified product usage over defined time periods such as Star Awards, Value Plus, Rewards Program, Cool School Café, Operators Success Program etc.
3.1.17	Products/Items – food and food service related supplies purchased under the Prime Vendor Agreement resulting from this RFP.
3.1.18	Proposal Pricing Method – Proposal pricing is to be done using the University cost as defined above.
3.1.10	Proprietary Item – a product the contractor does not normally stock that the University expects the contractor to purchase, stock and have available according to the order/delivery schedule of the contract.
3.1.20	Special Order Items – are defined as Items requested by the University for a one-time purchase.  The contractor purchases the Item and the University will order the entire Item reducing the contractor’s inventory by the full amount ordered.
3.1.21	Stock Items – are defined as Items, which the contractor currently stocks.
3.1.22	Supplier – the manufacturer or company that sells products to the contractor.
3.1.23	University – refers to Montana State University—Bozeman, Montana State University—Northern campus in Havre and MSU—Great Falls College of Technology.  More specifically it refers to the operations that will use the contract resulting from this RFP. 
3.1.24	University Authorized Representatives (UAR) – will be designated by the University to work with the Contractor Account Executive and the Senior Management Executive
3.1.25	University Cost – is defined as the total of "contractor cost" plus "contractor fixed fee."
3.1.26	Weekly Pricing – prices for Products that are subject to change each week.  Examples may include fresh produce, fresh meats, fresh seafood, fresh poultry, fresh eggs, cheeses, butter, shortenings, and oils.
3.1.27	Overstock /Seconds Items.  The University has been ordering several Overstock Items and Seconds.  These are items purchased on the secondary market and brought into stock by the Contractor.  
3.2	Offeror Service Requirements
3.2.1	Account Representatives (Mandatory Requirement)
a)	Contractor Account Executive (“CAE”).  The Contractor shall have an account executive assigned to the University account.  Frequent telephone and personal contact between the University's Authorized Representative and the CAE will be expected.  The CAE responsibilities encompass not only the following responsibilities but also any other responsibilities outlined in this agreement.  The CAE will oversee the entire Prime Vendor agreement and devote as much time as necessary to maintain a smooth and efficient relationship.  Offeror will identify the designated Contractor Account Executive (CAE) and provide a resume including the number of years and type of food service experience relative to this RFP (institutional, production bakery, restaurant, catering).  Provide details as to the knowledge, skills and abilities this individual has acquired and how they will fulfill the obligations of this role.
1)	At the beginning of the contract, the CAE will attend weekly meetings in person or as needed with University personnel to, review inventory, and discuss areas of concern, weekly promotions and to suggest menu ideas for monthly special dinners for the residence halls or catering.  As the contract progresses, the number of meetings may be reduced.  
2)	The CAE will handle any University complaints to satisfactory completion as deemed by The University.
3)	The CAE will recommend special programs, promotions and new product ideas that would be helpful to the University.
4)	The CAE will assist with product research for new concepts and menus as they are introduced.
5)	Coordinate with University representatives any rebate programs or incentives.In a planned, organized and effective manner, the CAE will respond to all requests for action and information in a complete and timely manner.
6)	The CAE will coordinate the distribution of all needed reports and communications between the University and the Contractor.
7)	It is the University's intent that the CAE along with the appropriate brokerage representative will work together with the University Authorized Representative to carefully watch market conditions.  If it is anticipated that the price for Item(s) will change drastically upward or downward, the University expects communication from the CAE to alert the University on advantages or disadvantages of buying that product or in buying larger or smaller quantities.
8)	The CAE will be the “hub of the wheel” in all areas dealing with the University accounts.
9)	The CAE will coordinate all direct order entry processes and daily checking of orders.
10)	The CAE will coordinate or conduct daily communications with the University’s representatives to discuss any shortages and needed substitutions.
11)	The CAE will coordinate credits and returns of any deficient or misshipped Items.
12)	The CAE will coordinate the replacement of critical Items that are short on day of delivery by purchasing from other sources and delivering to the University.
13)	The CAE will resolve any problems with a delivery schedule.
14)	The CAE will coordinate the communication of University menu requirements for use to Contractor’s buyers including repeated shortages in supply, and any increased menu requirements. 
15)	The CAE will work with University representatives to develop agendas for periodic business reviews.
16)	The CAE will introduce and/or demonstrate and/or sample new products to the University.
17)	The CAE will coordinate and/or conduct samplings for product specification and evaluation including furnishing nutritional and expanded product information on all sample presented.
18)	The CAE will coordinate research for small equipment needs.
19)	The CAE will coordinate all special orders, drop shipment, or proprietary orders.
20)	The CAE will coordinate the University contract pricing to order guides.
21)	The CAE will coordinate with University Authorized Representative (UAR) any rebate programs or incentives.
22)	The CAE will work with manufacturer reps, brokers, and product specialists to offer full disclosure as to landed cost for product price evaluation.
23)	The CAE will handle all University concerns or inquiries about any Items and/or services.
24)	The CAE will identify and coordinate the Contractor’s resources to ensure that the University receives the maximum value in products, Items and services.
b)	Contractor Senior Management Executive.  The contract Senior Management Executive's role is to oversee the entire contract and to maintain a smooth and efficient relationship between the University and the Contractor for the life of the contract.  Offeror will identify the designated Contractor Senior Management Executive (CSME) and provide a resume including the number of years and type of food service experience relative to this RFP (institutional, production bakery, restaurant, catering).  Provide explanation as to this individual’s expertise and what they have to offer the University as the SCME.  Describe how this management position will enable the Senior Contractor Management Executive to deal with all departments in your organization in order to provide expedient and practical resolutions to any obstacles that may occur that could adversely affect the Contractor's service to the University.  Explain the type of discretion and/or authority the SCME will have in resolving problems and taking action with University concerns.
3.2.2	Educational. (Mandatory Requirement).  The Contractor shall provide to the University, at no extra expense: copies of related food service newsletters, periodicals, newspapers, etc. which are published by the Contractor's parent company. The Contractor shall make available to the University, at no extra charge: an assortment of training and informational DVD’s, webinars, on-line information or newsletters concerning food Item handling and preparation techniques, which are available to the Contractor.  Instructional classes conducted by manufacturers' chefs, specialists, Contractor representatives, or others. shall be made available to the University for the purpose of education and training the University production staff. Because of logistics, these classes may have to be repeated at different kitchen locations so as to enable all of the University food service staff to attend.  Provide description of education programs already in place.
3.2.3	Marketing Support.  (Mandatory Requirement).  The University expects to have direct access to manufacturer reps, brokers and product specialists for product information and pricing.  However, the Contractor shall assist in the management of suppliers, brokers and manufacturer representatives to put the University in a position to fully utilize the resources necessary to control costs and be aware of changing market conditions and new ideas. The Contractor shall make available, either directly or through its suppliers, all signage, point of sale (POS) materials, flyers, table tents, sample products, costumes, give-a-ways, etc., that become available.
3.2.4	Market Trends.  (Mandatory Requirement).  The Contractor shall provide the University with market information relating to new products, product condition and quality, and pricing trends.  Provide details as to how the Offeror will provide market information to the University.
a)	The University prefers the Contractor have a systematic plan for disseminating information on new products brought into stock and their potential application for University accounts.  Identify your plan for disseminating this information.
b)	The University prefers the Contractor provides a weekly communication describing produce conditions and any special buys.  If Offeror does not currently have such a communication, what means would be used to provide this information?
c)	The University prefers that the Contractor provide, on a timely basis, crop reports concerning commodity Items to help the University in product decisions.
d)	The University may request the Contractor supply projections for percent (%) increases in raw food costs.  Does the Offeror have this information readily available? If not, what process will be implemented to fulfill this requirement?
e)	The University prefers the Contractor provide periodic information on new ideas, industry trends, what works in other operations, design and layout ideas, nutritional information, recipes and menu ideas and when requested, make recommendations on more appropriate products to use and/or provide other ideas that the University could apply to their own operations.
3.2.5	Merchandising Assistance.  (Mandatory Requirement).  The Contractor will aggressively seek adequate display racks, point of sale materials and other merchandising tools from various manufacturers and to provide such merchandising aides at no charge to the University.  The Contractor shall arrange for the University to have direct access to Contractor's specialists in areas such as storage, inventory, merchandising, marketing, displays, etc,. at no charge to the University
3.2.6	Food and Equipment Shows (Trade Shows).  (Mandatory Requirement).  The Contractor will provide, at a minimum, one trade show per year where University accounts can participate and obtain savings in ordering product. Should the food show occur during a time when the University has a scheduled break causing the inability of the University to take full advantage of the food show savings period, the Contractor will continue the savings period when the University resumes the semester.
a)	The University prefers that the Contractor provide passes to the University upon request, for the annual National Restaurant Association Show (quantity is to be determined by the Contractor and the University).  The University will notify the Distributor before the cut-off date for obtaining early passes.
b)	There may be an occasion when the University requests a “mini” food show on any of the University campuses to aid in product research, employee information and training, or for customer involvement. The University prefers that the Contractor help in the coordinating such an event and obtaining the cooperation of brokers and manufacturer representatives as requested.
c)	The Contractor agrees to participate in any MSU local food shows and/or fairs that may be scheduled on the MSU campus. (Examples: International Food Bazaar, Montana Local Producers, Tastes of Home Dinner). 
3.2.7	Toll Free Access.  (Mandatory Requirement).  The Contractor will provide the University with a toll free telephone number for reaching all the needed personnel at the Contractor’s facility, including access to a voice mail system.
3.2.8	Electronic Mail.  (Mandatory Requirement).  E-mail is used extensively by University personnel.  University personnel and all Contractor support personnel will use email as the main form of communication with the University.  Please state what system,  the accessibility of each support person to its own email address and what capacity and access speed.
3.2.9	Equipment.  (Mandatory Requirement).  Product specific equipment and maintenance of said equipment will be provided, at no cost to the University, in serving some Items identified in this RFP.  The Contractor must supply and install equipment to produce and dispense some juices, hot chocolate and coffee and provide the set-up and maintenance service required in a manner satisfactory to the University.  Equipment is to be in new or like new condition and of the latest technology and development, subject to University approval.  The University will provide power and water services to a connection point at each equipment location.  The University requires that the cost associated with the use of this equipment be included in the price of the product.  Installation at all locations will occur on or around July, 2010.
a)	Service will include emergency service calls for all University locations, when requested by authorized dining personnel during regular or after normal business hours.  Such service shall be performed within 24 hours after notification and in a manner that limits equipment downtimes and customer inconvenience.  No labor costs will be charged to the University.
b)	The removal and installation of any equipment shall be coordinated with the University at no charge to the University.
c)	Upon installation of the equipment, the Contractor’s representative shall instruct and supervise all personnel in the use of the products and proper functioning of all equipment.
d)	The Contractor shall be responsible for the loss or damage to University property that may occur while the Contractor's employee is in the process of installing or servicing the dispensing equipment.
e)	All loss or damage to the dispensing equipment shall be the sole responsibility of the Contractor, regardless of how such loss or damage shall occur.  The University shall assume no responsibility for any damage to the dispensing equipment owned by the Contractor.
f)	The Contractor will meet with the University to establish the University’s equipment needs following the contract award.
3.2.10	Expanded Product and Nutrition Information.  (Mandatory Requirement).  Offeror is to provide details on the current availability of information identified below and how it would be provided or developed for the University.
a)	Upon request, the Contractor must provide to the University expanded Item information to include but not be limited to: manufacturer name, manufacturer product code number, general description of the product, portion or serving size, number of portions per case, whether delivered frozen, refrigerated or shelf stable.
b)	Upon request, the Contractor must also provide to the University nutritional information per Item, to include but not be limited to: the list of ingredients as per the product label including any allergy designations (e.g., peanuts, tree nuts, fish, shellfish, eggs, milk, wheat, and soy).
c)	Upon request, the Contractor must also provide a listing of all sub-ingredients in an Item (e.g., vanilla cake mix, battered chicken, cheese sauce, etc.) within the Item itself.
d)	The expanded product and nutrition information should be available through the System for ease of access.
3.2.11	Sustainability. (Mandatory Requirement).  The University recognizes that sustainability is a concept that seeks to provide the best outcomes for human and natural environments both now and into the indefinite future.  Whenever possible the University attempts to foster sustainability.  Included would be sourcing products that can be recycled or are biodegradable and that contain less toxic and hazardous chemicals and additives; source reduction; and solid waste reduction.  Also included would be purchasing local goods that are grown in environmentally sound ways or in buying products through systems that produce the least amount of environmental pollutants.  The University prefers the Contractor foster sustainability and partners with the University in the expanding areas of sustainability.  The Offeror is to provide details on how they can contribute to the University’s efforts to reduce, reuse and recycle, and foster sustainability.  The Offeror is to describe their purchasing systems in place for buying from local suppliers and provide the volume of purchases in these areas. 12% of the University’s current purchases are locally distributed, manufactured, produced, and grown.  The University has goal of increasing this percentage annually.  The Offeror is to provide a plan to assist the University in building this program.  Provide a list of all the Montana vendors and products you currently stock product from and the number of total line Items stocked.  The Offeror is to provide details on any current program in place for sustainability.
3.2.12	Smallwares and Small Equipment Program.  (Mandatory Requirement).  With its ever-changing concepts, merchandising and display techniques, the University has a need for assistance in the research and selection of smallwares and small equipment.  A current up-to-date catalog with detailed product information, order numbers and pricing is required.  In addition, the University prefers to have access to a smallwares on-line catalog that would include sophisticated search functions, detailed specification sheets and photos and University pricing.  Offeror is to provide details of program currently in place.
3.2.13	Disaster Plan. (Mandatory Requirement).  Offeror is to describe their current disaster plan which addresses and defines its strategy for continuing deliveries to the University in the event of disasters such as natural disaster, pandemic, inclement weather, work stoppage, or other happenings.
3.2.14	Business Review Meeting.   (Mandatory Requirement).  The Contractor shall participate in a business review meeting with the University a minimum of once a year.  The purpose of the review will be for both parties to discuss: updates of coming events and changes, contract terms and compliance issues, overall management of the Prime Vendor Program, new products and market trends, and any other matters or future opportunities which will enhance the University/Contractor alliance. 
3.2.15	Transition Assistance  (Mandatory Requirement).  Contractor shall have the following obligations in the event of a transition of service providers:
a)	If Proprietary Items are under contract to be purchased from the existing service provider, Contractor will pick up and store such inventory for later delivery to the University.
b)	Contractor shall provide, all reasonable transition assistance requested by the University, to allow for the services to continue without interruption or adverse effect, and to facilitate the orderly transfer of such services to the University.  Provide a proposed plan based on the information provided in the RFP and Offeror’s experience in transitioning other new customers.
c)	Contractor shall pay for the cost of transition in the amount of $10,000 (amount of estimated cost).  Such amount is payable to the University by July 31, 2010.  .  
3.3	PURCHASING REQUIREMENTS
3.3.1	FOOD ITEM AND FOOD SUPPLIES.  (Mandatory Requirement).  To the best of their abilities, the University will exercise reasonable judgment and attempt to use Items already stocked by the Contractor, but reserves the right to request the Contractor to order and stock new brand-specific products.  The following sub-sections are the University's minimum acceptable standards for Item inventory.
a)	General Meat Specifications.
1)	Certificate and Inspection..
i)	All parts of carcasses, meat and meat food Items shall be fully processed under and shall carry or be clearly marked with and/or identified by either the “Montana Inspected and Passed” or “USDA Inspected and Passed” legend.
ii)	All sausage, both smoked and/or fresh, must comply with the sausage requirements of the Montana Meat and Poultry Act and carry either the “Montana Inspected and Passed: or “USDA Inspected and Passed” legend.
iii)	All costs of inspection, marking, grading, USDA examination, acceptance, and certification when required, shall be the responsibility of the supplier.
2)	Packing.
i)	All meat Items are to be shipped and delivered in frozen state unless otherwise specified.  Frozen Items must be delivered in refrigerated trucks.
ii)	Cases and bundles of boxes must be marked with the total weight on the exterior side panel.
iii)	The minimum bursting strength of the master carton will be 175 pounds with interior cartons not to exceed 40 pounds each.  If the product is layer packed, a minimum of 200 pounds bursting strength is required.  All layer packed products must have double double-waxed sheets between layers.  Bagged Items (ground beef, or stew meat) will be 4 to 5 bags per master box.  Wire tying of corrugated boxes is acceptable providing box is not damaged upon arrival.
iv)	All meat cartons must have the specified grade, where applicable, clearly stamped on the boxes. 
v)	All meat Items are to be cryovac packed unless specified otherwise.
vi)	Cartons are to arrive unbroken and in sanitary conditions.
vii)	A weight tolerance of portion control Items will be allowed within ½ oz. of the portion weight specified.
3)	Meat Grades.
i)	All listed meat specifications are from the “Meat Buyers Guide,” published by the National Association of Meat Purveyors (NAM P) copyright January 1, 1992.  Guides may be purchased by contacting NAMP at (800) 368-3043.
ii)	All meat grades are to be as follows, unless specified otherwise:
· Raw Beef:  No roll Grade or Better, except when specified otherwise.
· Product to be needled, only if specified
· Cooked Beef – Select
· Pork - U.S. Grade 2
· Chicken - U.S. Grade A
iii)	All beef and pork products must be trimmed so the fat cover on all portioned steaks does not exceed ¼”, and on roasts the fat cover will not exceed ½”, unless specified otherwise.
b)	Proprietary ItemsThe University expects the Contractor to have Proprietary Items available according to the order/delivery schedule of the Contract.  The University will notify the Contractor at least two weeks in advance of the intended need for a stocked Proprietary Item.  The University will indicate the amount needed for the initial purchase and the ongoing estimated monthly usage, the manufacturer’s name, pack, and manufacturer product code number.  There shall be no minimum usage per month in order to stock a Proprietary Item.  The University will notify the Contractor whenever a Proprietary Item is no longer needed.  At that time, or in the event that the contract is canceled, the University agrees to purchase all Proprietary Items that the Contractor has purchased at that time, as long as the quantity does not exceed the original estimate.  There shall be no additional charge to the University for the buying and storing Proprietary Items.  The Contractor’s fixed-fee for all Proprietary Items will be same as stated in the fixed-fee mark-up schedule for the comparable produce.
c)	Special Order Items.  Special Order Items will be delivered to the Contractor, then immediately shipped to the University.  The University will purchase a Special Order Items in the pack size designated by the manufacturer.  There will be no long-term storage of the Special Order Items.  There shall be no additional charge to the University for the buying and handling of Special Order Items.  The Contractor's fixed-fee for any Special Order Iitems will be the same as stated in the fixed-fee mark-up schedule for comparable Item(s).
d)	Drop-Ship Items.  Contractor agrees to Drop Ship Special Order Items when requested by the University. The Contractor will pay the manufacturer for the Special Order Items including freight and in turn will invoice the University.
3.3.2	SUBSTITUTIONS AND SHORTAGES.  (Mandatory Requirement).  The Contractor shall make no brand or Item substitutions on an order without prior approval from the University Authorized Representative who placed the order.  All substitutions shall be noted on the invoice.  In addition, the originally ordered Item shall be left on the invoice and show zero (0) shipped.  Shortages should be clearly indicated on the invoice.  Items substituted must be equal to or of better quality than the Item originally ordered.  If a substitution is made that costs more than the originally ordered Item, the substituted Item shall be sold to the University at the same price per serving as the originally ordered Item.  If a substitution is made that costs less than the originally ordered Item, the substituted Item shall be sold to the University at the lower cost with the normal markup applied.  If critical Items are not delivered completely, the Contractor must correct the situation within four (4) hours.  If the University has to buy an Item from another source due to shortages that occur, the Contractor shall reimburse the University for any difference in purchase price, if the alternate Item costs more than the originally ordered Item, and for any additional labor incurred by the University.  Items to be backordered will be decided upon by the University Authorized Representative who placed the order.
3.3.3	PRINTED ITEM CATALOG.  (Mandatory Requirement).  The Offeror will provide a printed Item Catalog that shall contain Item definition, Contractor Item number, line number, pack size, order unit and the University cost for each Item.  In addition, the Item Catalog shall be customized with the University's Item number.  Provide a sample of Offeror catalog with RFP response.
a)	The University cost expiration dates shall be clearly marked in the Item Catalog.
b)	Splits need to be clearly identified in the Item Catalog.
c)	With direct order entry systems, the need for hard copies has been reduced; however, the Contractor shall deliver new Item Catalogs to the University as needed after the University's cost changes have been updated on a weekly basis.  Addendum pages or hand written changes are not acceptable.  A minimum of twelve (12) copies must be sent or delivered in various increments to the three (3) delivery locations (with fewer copies being necessary during school breaks).  The contract will include, each area of the University food service will provide a detailed list of the name and address of where Item Catalogs are to be delivered.
d)	The Item Catalog shall indicate in some manner when the University's cost and/or pack sizes have changed from the previous catalog.
e)	The Contractor will provide a listing of only the Items that a particular ordering location purchases and sequenced as needed by each account.
f)	The University utilizes a computerized food production system and inventory system (Computrition) which will be closely linked to the Contractor’s ordering system.  Contractor will notify the University immediately of any pack size changes; Item number changes, and any deletions from the Contractor’s System.  In addition, to keep up with a changing market, the University will be notified in a systematic manner of all new Items brought into stock.  Reports of new Items should include a clear product description; pack size, etc., as well as the University cost.  Submit a complete catalog of all current inventory Items in stock as of April 5, 2010.  Provide a description of how Offeror will meet this requirement.
3.3.4	University Cost Changes.  (Mandatory Requirement).  The University cost for all Items, as established in the Printed Item Catalog Section 3.3.3 shall remain firm for a minimum of one week from the day of the week agreed to by the parties.  All weekly University cost changes shall occur on a mutually agreed day of the week between the University and Contractor at the time of award.  Such day will become firm unless a mutually agreed change is requested in writing.  The Contractor shall provide the University with an updated catalog to reflect the cost changes. 
3.3.5	Samples.  (Mandatory Requirement).  The Contractor shall provide the University with an adequate quantity of samples as reasonably determined by the University, free of charge, in an effort for the University to ascertain the most acceptable or appropriate Items available to meet the University's needs.
3.3.6	Overstock Items or “Seconds Program”.  (Mandatory Requirement).  These items are on the menu in some operations and are purchased on a continuing basis, rather than as one-time special buys.  Some Items currently being purchased are chicken Items that vary slightly from the stringent specifications of national fast food chains.  The University would like to continue and expand such programs. There will be no extra charges for the buying of such Items; the percent markup for these Items would be the same as the contracted percent markup for other Items in the same category.  Provide details on programs that may currently be in place or what type of program could be set up.
3.4	ORDER PLACEMENT PROCESS
3.4.1	Operations Plan.  (Mandatory Requirement).  Contractor is primary vendor for the food Items.  This is not an “exclusive” agreement.  Offeror shall provide a detail Operation Plan on how Offeror will fulfill the requirements set forth below.  The University (each campus) and the Contractor will finalize an agreed to Operation Plan by campus prior to award to meet the requirements.
a)	The University reserves the right to purchase Items from other vendors on an as needed basis if Contractor cannot meet purchase requirements of the University for any reason.
b)	The following Items are not included in the contract and may change in the University’s sole discretion: bread, fresh sushi, chips, fresh baked donuts and bagels; fresh waffle program, irregular Items purchased on the secondary market, local Montana made or grown Items, gourmet coffees and supplies; ice cream and novelties; fresh milk and dairy products; juice; convenience store Items; vending Items; and all soft drinks products.  The University reserves the right to modify these exception products during the term of the contract.
3.4.2	Offeror Order System  (Mandatory Requirement).  
a)	Direct Order Entry.  The Contractor must be able to provide a full-service direct order entry system for each delivery location that can be run on a PC based computer at no charge to the University.  The System should work via the Internet.  At a minimum, all workstation software must be integrated into a single menu-driven package supporting Windows 7and subsequent operating systems.  Any software System upgrades that would need to be made to the University's computers to access the Contractor's System would be at the expense of the Contractor.
b)	Direct Order entry system must provide the following features:  Orders are to be placed using the appropriate account number for each specified food service area.  Account numbers for each food service are to be set up prior to orders being placed at the beginning of the contract period.  After the order(s) have been placed it will be the Offeror’s responsibility to confirm with each account that placed an order, if there is correct and sufficient inventory to ship to the University for the Next Scheduled Delivery.  Order confirmation must be completed the same day the order is placed.
1)	System must update Item file on a daily basis.
2)	System must show on-hand inventory.
3)	System must maintain customized order guides specific for each operation
4)	System is password protected.
5)	System has the ability to access the entire stock list of Items available at the Contractor's facility.
6)	System must display University cost on all Items.
7)	System must provide on-line help capabilities.
8)	System must print a confirmation after an order is transmitted and display any out of stock Items or other problems with the order.
9)	System must provide easy-to-use category index or look up feature.
10)	System must have the ability to search by Offeror’s Item code
11)	System must have the ability to search by alpha lookup for Item name and/or brand name.
12)	The Contractor must notify the University a minimum of one week in advance if a pack size and/or vendor stock number changes during the bid period.  Provide explanation of how this notification will be completed. 
13)	System must have the ability to search by manufacturer and display manufacturer code numbers.
14)	System must note which Items are splitable including University cost for splits
15)	System must be able to allocate inventory at the time the order is placed.
16)	The System must allow the University to input orders until 3:00 p.m. the day before the orders are to be delivered.
17)	The System must email a post delivery report to all accounts noting any shortages, out of stocks or substitutions to the previous day’s order.
18)	The System must have the ability to set or change the delivery date as needed within a seven day period for each account.
19)	The on-line order guides as displayed by the System must have identical sequencing to the printed order guides received by the University.
20)	The System must display expanded nutrition and Item information
21)	The System must display orders that have been placed by the Contractor's buyers, delivery timeframe to the warehouse, and quantity.  The UAR will need to be able to access this information.
22)	The System must provide access so the UAR has the ability to access all University Food Service accounts.
23)	The System must have the ability to track compliance by individual account and by total University usage when a group purchasing organization is used..
24)	The System must have the ability to track compliance by individual account and by total University usage when a marketing program is used (Star Awards, Value Plus etc. etc.).
25)	The System must provide access to all MSU Items by the MSU inventory system number (Computrition identification number).  
26)	The System must provide daily updated stock status information.
c)	Software Interface.  (Mandatory Requirement).  The System must currently interface with MSU-Bozeman foodservice software program; Computrition Hospitality Suite and Foodservice Operations Management and be able to have weekly automated price updating system via internet download file transfer or secure FTP file transfer.  Offeror’s system must comply with technical details as specified in Appendix C.
1)	The University requires full technical support for each ordering area to be provided by the Contractor.  The following services are to be included:
2)	Offeror must provide support personnel to load Offeror’s software onto University computers. 
3)	Offeror must provide full initial training in the use of Offeror’s software system for all University users, approximately 15 managers.
4)	Offeror must provide user manuals on the operation of the System for all University users, approximately 15 managers.
5)	Offeror must provide on-going and refresher training for new and current University users and as upgrades to the System occurs.
6)	Offeror must provide technical support person specifically assigned to the University accounts for assistance, trouble shooting and inquiries on the System.
d)	Entry System is Unavailable.  A manual call or fax system shall be established for operations emergencies, or when there is no System available.
3.4.3	Ordering Procedures.  (Mandatory Requirement).  Orders will be placed by University Authorized Representatives and the Contractor Authorized Executive via telephone (using the Contractor's toll free number), FAX or electronic means.  Orders are to be placed using the appropriate account number for each specified area.  Account numbers for each area are to be set up prior to orders being placed at the beginning of the contract period.  After the order(s) have been placed it will be the Contractor Account Executive's responsibility to confirm with each of the University's authorized representatives who placed an order, whether or not there is correct and sufficient inventory to ship to the University for the Next Scheduled Delivery.  Order confirmation must be completed the same day the order was placed. University Authorized Representative will be able to add, change, or cancel from the exiting order up until a mutually agreed upon time.  Weekly order times and order confirmation deadlines are to be established between the Contractor and each area identified as “The University,”  i.e., MSU—Bozeman, MSU—Northern and MSU—Great Falls College of Technology.
a)	Order Deadlines.  Provide your Order process including deadlines for order placement and changes after the deadline.  
b)	Rebate Tracking Assistance. Contractor shall provide rebate tracking usage reports upon request by the University.  The reports shall be processed and sent to the University within (7) seven calendar days in either an electronic version via email or printed copy as requested.  Any rebates that need to be tracked by the distributor shall be processed by the Contractor and money distributed to the individual accounts.  Provide details on your current rebate tracking program. 
1)	The Contractor shall provide electronic usage reports to any outside agency designated by the University (e.g., GPOs, Value Plus, Star Awards, and ConnectEd). 
2)	Private labeled products that are sold by the Contractor shall be included on any rebate tracking requests, if that private label product is produced by the manufacturer for which the rebate is requested.
c)	Quality Assurance. The Contractor will provide initial training for the University food service personnel to ensure their understanding of the System  and the ordering/receiving procedure and processes. 
1)	Copies of the Contractor's Item specifications and Item manufacturers will be available for review and forwarded to the University's representative when requested.  All perishable food Items shall be packaged and coded for date of preparation or expiration.
2)	The University prefers that all food and beverage Items be identified with decipherable dates (open code dates) or coded dates, as determined by the type of item delivered.  The University prefers that upon request, the Contractor provide a product code number key listing to the University for any coded dates.  The product code number key listing should explain the actual date of production or processing.  Items with open code dates should clearly show the use-by date, date of production, date of processing, sell by date, best if used by date, or similar markings.
3)	Offeror will have an effective quality control/quality assurance program in place with well-established procedures that are followed to ensure a quality Prime Vendor program.  Provide details of your company’s quality control/quality assurance program currently in place. 
d)	Group Purchasing Organizations (GPO). The University is currently a member of the College & University Resource Bureau (CURB) which has yielded considerable savings in food and related supplies.  In an effort to continue to reduce costs the University would accept proposals from Contractors to establish a relationship with an affiliated GPO as well.  Offeror is to provide information on their participation with a GPO and how it would benefit the University.
3.5	DELIVERY PROCEDURES.  The University and the Contractor will work together to establish a delivery system based on the requirements specified below.
3.5.1	Delivery Locations.  (Mandatory Requirement).  Delivery locations are specified below.  In the event any new or additional delivery locations are required, the Contractor will be notified in writing of the new area.
a)	MSU—Bozeman Campus
Harrison Dining, Miller Dining and Hannon Dining Halls
HedgeHog Convenience Store
FatCat Bakery and Salad Departments
Hedges Central Storeroom
Strand Union Food Services
Fieldhouse Concessions
Stadium Concessions
b)	MSU—Northern Havre Campus
Dining Hall
Standing Room Only Espresso 
c)	MSU—Great Falls College of Technology Campus
Dining Hall
3.5.2	Delivery Specifications.   (Mandatory Requirement).   The Offeror is responsible for providing any and all equipment necessary for delivery to all University locations.  
a)	In the event two (2) or more University accounts receive deliveries at the same time and location, the account numbers shall keep loaded pallets separate and aid in distinguishing the orders.  Orders mixed and delivered to one location are not acceptable.  
b)	Loaded pallets shall not overhang the dimensional size of 40" x 48" and should be stretch wrapped.  The Contractor's driver shall pick up empty pallets during the delivery process.  Loaded pallets destined to the Hapner Bakery/Salad Department shall not exceed 1,500 lbs. per pallet.
c)	All of the Contractor's facilities and delivery vehicles must conform to local, state and federal rules and regulations regarding sanitation and are subject to inspections by University or other officials at the discretion of the University.
d)	The Contractor's driver will deliver and off-load all merchandise to an area and/or refrigerators specified by the ordering unit on the inside of the building.  The Contractor is responsible for any equipment required.
e)	At the time of delivery, a designated University employee will sign the invoice.  This signature will only indicate that the order has been received and will indicate that from a visible review without opening the pallets, the invoice appears to match the delivery.  This will be subject to review when the delivery is opened and inventoried.
f)	There shall be no extra charge to the University for any Delivery made directly to an operation, no matter what the case count or dollar value of the order.  There also shall be no extra charge for any deliveries made outside the normal delivery schedule.  The University will monitor the order process and will address any issues as per Section 20.1, in addition to any other means it feels is appropriate for resolution.  The University will exercise reasonable judgment when placing small orders and will make every attempt to place correct orders each time
g)	Boxes of all refrigerated and frozen goods to be transported in temperature-controlled environments that are consistent with their recommended storage temperatures, as defined by the manufacturer standards.
h)	Boxes of chemicals must be on separate pallets.
i)	All Contractor employees (i.e. delivery personnel, Distributor Sales Representatives (DSR)) shall conduct business with University personnel in a competent, courteous and professional maner.  The University will notify the Contractor of any chronic problems and may request that the offending personnel be removed from the account.
j)	After each delivery, the Contractor must pick up all unused pallets.
k)	Contractor is responsible for all damages to facilities.
3.5.3	Delivery Schedules.  (Mandatory Requirement).  
a)	MSU – Bozeman.  A minimum of three (3) scheduled deliveries per week to the MSU—Bozeman receiving docks is required.  
1)	First delivery shall be made on Tuesday of each week.
2)	The second delivery is to be on Thursday of each week. 
3)	The third delivery is to be on Friday (if necessary) of each week.
4)	A Monday delivery will be required following school breaks of one week or more.
5)	Delivery times for each location are to be mutually agreed upon by the University Authorized Representatives and the Contractor prior to the start of the school year and maintained throughout the year.
6)	In the event that a scheduled delivery is going to be late, due to unforeseen circumstances, the Contractor shall notify receiving locations of circumstances and new time for delivery. The University will provide contact information, including phone numbers of the receiving locations will be provided by the University.
7)	There shall be no extra charge to the University for any delivery made within the regular delivery schedule, nor for any emergency "extra" deliveries outside the regular delivery schedule no matter what the case count or dollar value of the order.  The University will exercise reasonable judgment when placing small orders and will make every attempt to place correct orders each time.
b)	MSU – Northern.  Deliveries for MSU—Northern in Havre, Montana will be determined upon the award of the contract and will be mutually acceptable to both parties, but in no event will it be less than what MSU – Northern is currently receiving from its current contractor.
[bookmark: _Toc414353321][bookmark: _Toc414353510][bookmark: _Toc189144509]c)	Great Falls College of Technology. Deliveries for MSU—Great Falls College of Technology in Great Falls, Montana will be determined upon the award of the contract and will be mutually acceptable to both parties, but in no event will it be less than what Great Falls College of Technology is currently receiving from its current contractor.
3.5.4	Final Inspection and Delivery Acceptance.  (Mandatory Requirement).  Upon delivery, University staff will sign the invoice as received by number of pallets only.  Title to merchandise does not pass to the university until all pallets are unwrapped and are “checked” verifying the accuracy of the order and invoice and the quality of the products received and will then sign the invoice as received by Item.  This process will occur hours after the pallet(s) delivery has occurred.  Any deviations or problems noted at that time will be communicated to the CAE who must have the ability to issue and authorize credits for damaged, improper, returning, or missing products at that time.  The delivery personnel may be required to communicate with the operation management concerning product shortages or any other problems with the delivery.  Any hidden deviations relating to the order that are found later will be communicated to the CAE or to an internal sales representative.
3.5.5	Emergency Temporary Storage. (Mandatory Requirement).   In the event of a refrigeration crisis or special event on or off campus, the University may need the use of a refrigerated delivery trailer for temporary storage of frozen or refrigerated foods at no cost to the University.  Describe the process your company currently uses or has used in the past for accommodating this type of special request.
3.6	PAYMENT OF PURCHASES.
3.6.1	Invoices.  (Mandatory Requirement).   Invoices must be sent to the respective campus placing the order.  Separate invoices shall accompany every delivery.  Invoices must be descriptively itemized and must clearly indicate the applicable University contract number, delivery location, account name and number, Contractor assigned Item number, pack size, amount ordered, University cost, University cost extension, and grand total of extensions.  Invoices must be customized with the University Item number. All invoices must be submitted in duplicate to each delivery location before payment can be authorized. Invoices are to be left with University personnel at delivery locations following receipt of delivery.  Both invoice copies must be on carbonless paper.  All out-of-stock Items shall be clearly noted on the invoice.  The Contractor assigned Item number, pack size, and University cost on the invoice must be identical to those listed in the current Item Catalog in effect at the time the Items were ordered.  All invoices must have subtotals that correspond with MSU expense account codes printed on the last page of the invoice.  No finance charges are to be assessed.  The University prefers that invoices for all University accounts be available on-line. Offeror is to provide a current Invoice.  Does the Offeror have the ability for the University to view Invoices on-line?  Provide the details of your invoice process.
3.6.2	Statements.	(Mandatory Requirement).   Contractors must provide the respective campus monthly billing statements for each delivery location.  Statements shall be sent to Montana State University—Bozeman, University Food Services, Accounts Payable, PO Box 172080, Hedges Complex, Bozeman, MT  59717-2080 or to the appropriate accounts a MUS-Northern and Great Falls - COT.  Billing questions should be directed to Accounts Payable at the respective campus.  The University prefers that statements for all University accounts should be available on-line. Does the Offeror have the ability for the University to view Statements on-line? 
3.6.3	Audits.  (Mandatory Requirement).   Throughout the life of the Contract of the University reserves the right to conduct audits of Contractor's invoices, freight schedules, and inventory records.  Audits may be conducted up to a quarterly basis or more frequently if discrepancies are found.  The University expects full restitution of any mistakes determined to be in the University’s favor during an audit, and that full action be taken to correct any procedures that allowed the mistakes to happen.
3.6.4	Freight Schedule.   (Mandatory Requirement).   Provide a freight schedule copy as of April 5 2010 with the RFP response.
3.6.5	Credits and Return Memo.  (Mandatory Requirement).   Within seven (7) days of receipt of deficient, incorrect, or damaged Item, the University will contact the Contractor Account Executive who will arrange for pick up and credit of the Items(s).  The University will hold the Item at the original temperature and will make every attempt to promptly return the Item in its original packaging.  The University will dispose of any Item that leaks; is infested with vermin, spoiled/damaged produce, or due to any other conditions that make storage difficult.  The Contractor Account Executive will issue credit/return authorization for pickups on a minimum of once a week so that the driver can promptly pick up incorrect Items and returned to the Contractor.  A credit memo/invoice shall be completed within fourteen (14) days and forwarded to the appropriate University location on the respective campus.  The University prefers that Credits and Return Memos for all University accounts be available on-line. Does the Offeror have the ability for the University to view Credits and Return Memos on-line?   Provide the details of Credit and Return process.
a)	The Contractor shall accept returns under the following (but not be limited to) conditions: 
b)	Items shipped or ordered in error
c)	Items damaged in shipment
d)	Items with concealed or latent damage
e)	Items that are recalled
f)	Items which do not meet reasonable shelf life requirements (an example of a minimum shelf life requirement would be  ten (10) days from date of receipt by the University for both cup and bulk yogurt) products that do not meet minimum quality requirements 
g)	Items delivered in unsanitary delivery vehicles
h)	Items delivered that exceed the minimum/maximum specified temperature.
i)	There shall be no restocking charges for Items ordered in error if the Contractor regularly stocks the Item.  The University will monitor any chronic occurrences of mis-orders and will act to correct any problems.
3.6.6	Reports.  (Mandatory Requirement).   The Contractor must be able to provide, upon request, a full range of reports as described below for all University accounts.  Reports need to be available in printed and electronic format.  To better manage the contract, the University may require, upon request, that various accounts be divided into sub groups or chain of accounts.  The reports are mandatory.  A sample of such reports must be included with the Offeror submission.  Offeror shall also list any other standard reports not listed, describe its typical use and provide samples.  The University requires the following reports with additional reports upon request.  
a)	Monthly cumulative report tracking usage amounts of all University accounts starting from July 1st of each year.  Information to be sorted by four different methods: by vendor, descending dollar amount, Contractor product code number and alphabetically by description.
b)	Monthly cumulative report tracking usage amounts of MSU—Bozeman accounts starting from July 1st of each year.  Information to be sorted by four different methods: by vendor, descending dollar amount, Contractor product code number and alphabetically by description. 
c)	Monthly cumulative report tracking usage amounts of MSU-Northern accounts starting from July 1st of each year.  Information to be sorted by four different methods: by vendor, descending dollar amount, Contractor product code number and alphabetically by description.  
[bookmark: _Toc414353275][bookmark: _Toc414353464][bookmark: _Toc189144458]d)	Monthly cumulative report tracking usage amounts of MSU—Great Falls College of Technology accounts starting from July 1st of each year.  Information to be sorted by four different methods: by vendor, descending dollar amount, Contractor product code number and alphabetically by description.  
[bookmark: _Toc189144463]e)	Rebate tracking report for any specified time frame up to one year, by individual account, chain account with subtotal and/or global University account for Items manufactured by a specific vendor, supplier or brand. 
[bookmark: _Toc189144469]f)	New Items report showing Items that are new to the Contractor’s inventory.
g)	Price change report showing the old price, new price and percent change of Item prices on the University price list.  This needs to show percent change from month to month over the course of the year to illustrate market and category trends.
h)	Billback report listing all manufacturer billback agreements attached to the University.
i)	Outage/substitution report emailed to all accounts the morning of each delivery.
j)	Price change list in an Excel spreadsheet that shows current month and last month’s University cost and a percentage of change.
k)	To better manage the Prime Vendor agreement, the University may request that various accounts be divided into sub groups. All the accounts information would be subtotaled and also would still need to be grouped under the one global account of the University.  The University fiscal year is from July 1 through June 30.
l)	Minimum fields in all reports to include Item description, Contractor product code number, manufacturer, manufacturer product code number, pack size, brand, number of case purchased, extended purchase amounts 
3.6.7	Off-Invoice Allowances.  (Mandatory Requirement).   Provide a detailed description and narrative for the obtaining and providing the program to the University for all food operations.  The description must include obtaining, communication, tracking, and included in the Order guide and in the System.
a)	The Contractor shall be aggressive in pursuing and negotiating special pricing and discounts in the form of off-invoice allowances or guaranteed costs from manufacturers.  Based on the volume of purchases, this has proved to be an area of considerable savings and should be addressed with a detailed plan to accomplish as much savings as possible.
b)	The University prefers that the Contractor provides summary information as needed detailing all special off-invoice allowance programs that are in place. 
c)	Offeror is to provide an explanation as to what type of system it has in place to solicit off-invoice allowance programs and/or advantageous guaranteed costs for colleges and universities.
d)	Offeror is to provide an explanation of how the guaranteed cost programs would be monitored to ensure that if a guaranteed cost goes above the current cost, that the lowest net cost for that produce would be passed on to the University.
e)	Offeror is to propose any incentives that are available for prompt payment discounts of invoices after delivery so that any possible cost savings might be realized.  The University would like the Contractor to list and describe any other variances to standard invoice pricing that might apply and how each would be handled.  
f)	Offer is to describe any additional distributor label allowances or other discounts that would be provided to the University. 
3.6.8	Rebates.  (Mandatory Requirement).   Manufacturer rebates are defined to be, but not limited to any discounts, refunds, rebates, inducements to buy, and other industry jargon, that have the effect of lowering the cost to the Contractor. This lowered cost, regardless of how used by the Contractor, must be identified and verified through auditable records supplied by the Contractor. These records, such as printouts, original correspondence between the Contractor and manufacturer, vendor program, allowance listings, financial reports, and the like must be made routinely available to the University.  Provide details on your current rebate programs available and explain how they would be provided to the University.
a)	Contractor shall supply at no cost to the University, monthly descending dollar purchase reports.  The reports shall contain manufacturer, manufacturer Item number, pack size, Item description, number of cases, and extended dollar amount of units purchased.  Reports shall be in the form of electronic data and/or printed reports.
3.7	MONITORING / MANAGEMENT OF PURCHASES
3.7.1	Fill Rate.  (Mandatory Requirement).   Contractor will provide no less than a 98.5% fill rate throughout the term of the contract, including approved substitutes.  Fill Rate is calculated by taking the number of cases actually delivered divided by the number of cases ordered per delivery location.  The final number is represented as a percentage and calculated on a year-to-date basis.  Approved substitutions would be considered as shipped complete.  Note:  for the purpose of this agreement, the fill rate is calculated in an environment where the substitutions, as well as the originally ordered Item, both remain listed on the invoice and all out-of-stock Items shall be clearly noted on the invoice.  The University will work closely with the Contractor by providing menus, usage information where available, and/or any other information pertaining to its on-going and changing needs to help keep shortages to a minimum.  Provide current Fill Rate as of April 5, 2010.
3.7.2	Material Safety Data Sheets.  (Mandatory Requirement).   Upon request, the Contractor and its Distributors must provide to the University upon request Material Safety Data Sheets (MSDS) for hazardous materials. The University would like to have MSDS available in an electronic format that can be accessed by the various University accounts. What means are currently available to provide this information to the University?
3.7.3	Inspection of Contractor Facilities. (Mandatory Requirement).   The University, at its sole discretion, reserves the right to conduct an on-site inspection of any of the Offeror's facilities to review all qualifications and suitability requirements.
3.8	ADDITIONAL INFORMATION
Offeror may provide additional information, including feature and functionality that is included in the proposal that is not part of the requirements.  This is additional information that is not included elsewhere in the RFP response that Offeror believes supports the objective of this RFP
3.8.1	Food Cost Reduction. Offeror is to describe any current plan available or one that could be developed to assist the University in reducing its food cost while not sacrificing quality?  


SECTION 4:  OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

4.0	UNIVERSITY’S RIGHT TO INVESTIGATE AND REJECT

The University may make such investigations as deemed necessary to determine the ability of the Offeror to provide the supplies and/or perform the services specified.  The University reserves the right to reject any proposal if the evidence submitted by, or investigation of, the Offeror fails to satisfy the University that the Offeror is properly qualified to carry out the obligations of the Contract.  This includes the University’s ability to reject the proposal based on negative references.

4.1	OFFEROR QUALIFICATIONS/INFORMATIONAL REQUIREMENTS

In order for the University to determine the capabilities of an Offeror to provide the supplies and/or perform the services specified in Section 3 above, the Offeror must respond to the following requests for information regarding its ability to meet the University's requirements.  THE RESPONSE, “(OFFEROR'S NAME) UNDERSTANDS AND WILL COMPLY,” IS NOT APPROPRIATE FOR THIS SECTION.

NOTE: Each item must be thoroughly addressed.  Offerors taking exception to any requirements listed in this section may be found nonresponsive or be subject to point deductions.

4.1.1	References.  Offeror shall provide a minimum of five (5) current large volume customers that are using supplies and/or services of the type proposed in this RFP, preferably within the State of Montana, receive deliveries from your docks as often as three times a week and are farther than 100 miles away and has an account executive assigned to them who performs tasks similar to those proposed in this RFP. The references may include state government or universities where the Offeror, preferably within the last three (3) years, has successfully completed services identified above.   At a minimum, the Offeror shall provide the company name, the location where the supplies and/or services were provided, contact person(s), customer's telephone number, e-mail address, and a complete description of the service type, and dates the services were provided. These references may be contacted to verify Offeror’s ability to perform the contract.  The University reserves the right to use any information or additional references deemed necessary to establish the ability of the Offeror to perform the conditions of the contract.  Negative references may be grounds for proposal disqualification.

4.1.2	Outstanding or Previous Litigation.  Offerors shall provide the State a list of any outstanding or previous litigation, which involved the proposed products or services offered in your RFP response.  This information may be used to determine responsibility of the Offeror to perform the required services.

4.1.3	Resumes/Company Profile and Experience.  Offeror shall specify how long the individual/company submitting the proposal has been in the business of providing supplies and/or services similar to those requested in this RFP and under what company name. Offeror should provide a complete description of any relevant past projects, including the supply/service type and dates the supplies and/or services were provided.  A resume or summary of qualifications, work experience, education, skills, etc., which emphasizes previous experience in this area should be provided for all key personnel who will be involved with any aspects of the contract.  Include the number of customers your company services with annual purchases comparable to the amount represented by this RFP.

a)	Organizational Chart.  Offeror is to provide a company organizational chart, which includes the CAE and SCME and other key contractor support personnel involved in the management of the Prime Vendor program, identifying their positions in your organization.


SECTION 5:  COST PROPOSAL

5.0	MARKET BASKET COMPLETION INSTRUCTIONS (for Appendix C)
Offeror must provide pricing and a Fixed Fee for all Items on the Market Basket Forms to be considered responsive.  Follow the instructions provided below to complete the Forms
Contractor will stock all Items required by the University to operate, with and without any minimum usage requirements.  For fiscal year 2009 (7/1/08 through 6/30/09), the University used approximately 2500 different line Items.  The University will take into consideration this fact and work with the contractor to minimize stocking the slowest used Items.
5.0.1	Item Specifications:  Offeror line Item product response must meet the specification.
5.0.2	University Usage:  Item A on the market basket worksheet.  These amounts are estimates only.  However, these estimates are based on actual usage for the period. July 1, 2008 – June 30, 2009. 
5.0.3	Invoice Cost:  Item B on the market basket worksheets.  Defined as the Offeror's invoice costs less any off invoice allowances and excluding any prompt payment discounts.  Offeror must write in it’s cost of each line Item as of April 5 2010.
5.0.4	Freight Cost:  Item C on the market basket worksheets.  Offeror must write in any freight cost if charged to Offeror’s docks.
5.0.5	Fixed Fee:  Item D on the market basket worksheets.  Offeor must write in Offeror fixed fee amount for each line Item in the unit of measurement as indicated.  The fixed fee is to be in dollars and cents, not a percentage. Percentage amounts are not acceptable.
5.0.6	Pack Size:  Offeror must write in the pack size, as indicated by the University usage.
5.07	Brand & Product Code Number:  List product brand regardless if a brand is specified and the product code number.
5.08	University Cost:  Item E on the market basket worksheets.  Extension of the "invoice cost" plus "freight cost" if any, plus "fixed fee" (B + C + D of the market basket).  
5.09	Extended University Cost:  Item F on the market basket worksheets. Multiply the "University cost" times the "University usage" (A x E of the market basket). 
5.0.10	University Cost Grand Total:  Located on the last page of the Market basket, Offeror must enter the grand total of all the individual University extensions in the space provided on the last page of the worksheet. 
5.0.11	Drop Ship Discounts.  Provide details for the type of additional discounts offered on Drop Ships.  Since the Offeror is not actually handling the Special Order Items, the University prefers a reduced percent markup for such an arrangement.  The reduction would be taken off the normal markup for the category of product being drop shipped.  This is not included in the calculation for evaluation purposes.
5.0.12	Transition Assistance.  If there is a change from the incumbent to a new Contractor, the new Contractor will pay the University $10,000 on or before July 31, 2010 as per Section 3.2.15.
5.1	COST VERIFICATION
The Offeror shall validate the Offeror cost by furnishing a copy of an invoice, or a broker, or manufacturer's written confirmation of either a guaranteed cost or a guaranteed bill back for any Item listed in the market basket as requested by the University during the evaluation process.  Failure to do so in a timely manner (72 hours) or failure to adequately validate any Offeror cost shall eliminate the Offeror from further evaluation. 

5.2	PRICE OF FOOD ITEMS AND FOOD SUPPLIES
The Offeror shall provide a commitment for the fixed fee markup to the cost of food items based on the terms of the Contract and any renewals.  Each Offeror shall identify a proposed pricing structure according to the proposal pricing method as identified in Section 5.0 Cost Proposal.  Pricing commitments are made without regard to the University operations or community where Items are sold or served.  The price of Item shall include transportation costs and delivery charges F.O.B. destination.  No additional charges will be allowed for packing, unloading, storage, stocking, fuel charges or partial shipments.  Prices shall include any container return allowances that may be in effect. 

SECTION 6: EVALUATION PROCESS
.
6.0	BASIS OF EVALUATION

The evaluator/evaluation committee will review and evaluate the offers according to the following criteria based on a total number of 5,000 points.

The Service Requirements, References, Resumes/Company Profile and Experience, portions of the offer will be evaluated based on the following Scoring Guide. The Current or Past Litigation portion of the offer will be evaluated on a pass/fail basis, with any Offeror receiving a "fail" eliminated from further consideration.  The Cost Proposal will be evaluated based on the formula set forth below.

Any response that fails to achieve a passing score per the requirements of Section 2.3.5 will be eliminated from further consideration. A "fail" for any individual evaluation criterion may result in proposal disqualification at the discretion of the procurement officer. 

SCORING GUIDE

In awarding points to the evaluation criteria, the evaluator/evaluation committee will consider the following guidelines: 

Superior Response (90-100%): A superior response is a highly comprehensive, excellent reply that meets all of the requirements of the RFP. In addition, the response may cover areas not originally addressed within the RFP and/or include additional information and recommendations that would prove both valuable and beneficial to the agency. 

Good Response (75-89%): A good response meets all the requirements of the RFP and demonstrates in a clear and concise manner a thorough knowledge and understanding of the project, with no deficiencies noted. 

Fair Response (60-74%): A fair response minimally meets most requirements set forth in the RFP. The Offeror demonstrates some ability to comply with guidelines and requirements of the project, but knowledge of the subject matter is limited.

Failed Response (59% or less): A failed response does not meet the requirements set forth in the RFP. The Offeror has not demonstrated sufficient knowledge of the subject matter.


6.1	EVALUATION CRITERIA


Offeror Service Requirements	Section of RFP		34% of points for a possible 1,715 points
			Point Value
1. Offeror Service Requirements	3.2	550
1. Purchasing Requirements	3.3	155
1. Order Placement Process	3.4	400
1. Delivery Procedures	3.5	80
1. Payment of Purchases	3.6	380
1. Monitoring / Management of Purchases	3.7	25
1. Additional Information	3.8	125

Offeror Qualifications	Section of RFP		6% of points for a possible 285 points
			Point Value
A.	References	4.1.1	60
	 20 Per on point with complete contact information
B.	Outstanding or Previous Litigation	4.1.2	Pass / Fail
C	Resumes/Company Profile and Experience	4.1.3	225

Cost Proposal	Section of RFP	60 % of points for a possible 3,000 points
			Point Value
A.	Meat Marketbasket / Fixed Fee Markup Schedule	Appendix B – Red Tab	500
B.	Cheese Marketbasket / Fixed Fee Markup Schedule	Appendix B – Blue Tab	500
C.	Grocery Marketbasket/ Fixed Fee Markup Schedule	Appendix B – Green Tab	500
D.	Frozen Marketbasket/ Fixed Fee Markup Schedule	Appendix B – Purple Tab	500
E.	Produce Marketbasket/ Fixed Fee Markup Schedule	Appendix B – Yellow Tab	500
F.	SmallWares & Equipment Marketbasket/ Fixed Fee 
	Markup Schedule	Appendix B – Brown Tab	500

COST POINT CALCULATION
MARKET BASKET TOTAL:
The proposal with the lowest market basket grand total for the “Extended University Cost” (F) will receive the maximum points allowed (250 points).  The points will each be allocated for the following catagories, Meats, (red tab); Cheese (blue tab); Grocery (green tab); Frozen (purple tab); Produce (yellow tab) and Smallwares (brown).  All other proposals will receive a percentage of points available based on their relationship to the lowest.  

MISCELLANEOUS ITEMS FIXED FEE MARKUP:
The University will purchase additional Items other than those listed in the market baskets.  In these instances, the Offeror will need to assign a fixed fee to “miscellaneous Items” for the category.  The proposal with the lowest miscellaneous Items fixed fee markup will receive the maximum points allowed (250).  All other proposals will receive a percentage of points available based on their relationship to the lowest. 


The Marketbasket Total Points and the Miscellaneous Items Fixed Fee Markup will be added together for point allocation scores as shown above in the point totals

Miscellaneous Items Fixed Fee Markup Schedule		250 points
Marketbasket Total		250 points

The following formula will be used in determining all points for each Offer:
Lowest Cost x maximum points available = awarded points
Cost Being Evaluated

Example: The cost for the lowest proposal is $100,000. The next lowest proposal has a cost of $125,000. The total points available for cost = 100 points.

$100,000   = .80 x 100 = 80 points
$125,000

The $100,000 or “lowest” proposal would receive 100 points, and the $125,000 or “next lowest” proposal would receive 80 points.


APPENDIX A:  CONTRACT

(INSERT PROJECT TITLE) Contract
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Montana State University
And
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(INSERT CONTRACT NUMBER in Header)
INSERT Contract Title
1.	PARTIES

[bookmark: Text60]THIS CONTRACT, is entered into by and between Montana State University, (hereinafter referred to as “MSU” or “the University”), whose address and phone number are (insert address), (insert phone number) and (insert name of Contractor), (hereinafter referred to as the “Contractor”), (insert address) and (insert phone number).

THE PARTIES AGREE AS FOLLOWS:

2.	EFFECTIVE DATE, DURATION, AND RENEWAL

2.1	Contract Term.  This Contract shall take effect on (insert date), 20(  ), (or upon Contract execution) and terminate on (insert date), 20(  ), unless terminated earlier in accordance with the terms of this Contract.  (Section 18-4-313, MCA)

2.2	Contract Renewal.  This Contract may, upon mutual agreement between the parties and according to the terms of the existing Contract, be renewed in (insert number)-year intervals, or any interval that is advantageous to the University. This Contract, including any renewals, may not exceed a total of (insert number) years.

3.	RESERVED

4.	SERVICES AND/OR SUPPLIES

Contractor agrees to provide to the University the following (insert a detailed description of the supplies, services, etc., to be provided to correspond to the requirements specified in Section 3, Scope of Project).

5.	CONSIDERATION/PAYMENT

5.1	Payment Schedule.  In consideration for the (insert supplies or services) to be provided, the University shall pay according to the following schedule: (insert).  All payment terms will be computed from the date of acceptance of supplies or services OR receipt of a properly executed invoice, whichever is later.  Unless otherwise noted, the University is allowed 30 days to pay such invoices.  All contractors may be required to provide banking information at the time of Contract execution in order to facilitate University electronic funds transfer payments.  The Contract number MUST appear on all invoices, packing lists, packages and correspondence pertaining to the Contract.

Throughout the life of the Contract of the University reserves the right to conduct audits of Contractor's invoices, freight schedules, and inventory records.  Audits may be conducted up to a quarterly basis or more frequently if discrepancies are found.  Contractor will make full restitution of any mistakes determined to be in the University’s favor during an audit, and that full action be taken to correct any procedures that mitigate any future mistakes.

5.2	Withholding of Payment.  The University may withhold payments to the Contractor if the Contractor has not performed in accordance with this Contract. Such withholding cannot be greater than the additional costs to the University caused by the lack of performance.

5.3	Tax Exemption.  The University is exempt from Federal Excise Taxes (#53-0183246).

5.4	Shipping: Supplies shall be shipped prepaid, F.O.B. Destination, unless this Contract specifies otherwise.

5.5	U.S. Funds.  All prices and payments must be made in U.S. dollars.

6.	ACCESS AND RETENTION OF RECORDS

6.1	Access to Records.  The Contractor agrees to provide the University, State, Legislative Auditor or their authorized agents access to any records necessary to determine Contract compliance. (Section 18-1-118, MCA)

6.2	Retention Period.  The Contractor agrees to create and retain records supporting the (insert services rendered or supplies provided) for a period of five years after either the completion date of this Contract or the conclusion of any claim, litigation or exception relating to this Contract taken by the University, the State of Montana or a third party.

7. 	ASSIGNMENT, TRANSFER AND SUBCONTRACTING

The Contractor shall not assign, transfer or subcontract any portion of this Contract without the express written consent of the University. (Section 18-4-141, MCA)  The Contractor shall be responsible to the University for the acts and omissions of all subcontractors or agents and of persons directly or indirectly employed by such subcontractors, and for the acts and omissions of persons employed directly by the Contractor.  No contractual relationships exist between any subcontractor and the University.

8.	FORCE MAJEURE

Neither party shall be responsible for failure to fulfill its obligations due to causes beyond its reasonable control, including without limitation, acts or omissions of government or military authority, acts of God, materials shortages, transportation delays, fires, floods, labor disturbances, riots, wars, terrorist acts, or any other causes, directly or indirectly beyond the reasonable control of the non-performing party, so long as such party is using its best efforts to remedy such failure or delays.

9.	WARRANTIES

The Contractor warrants that Items offered will conform to the specifications requested, to be fit and sufficient for the purpose manufactured, of good material and workmanship and free from defect.  Items offered must be new and unused and of the latest model or manufacture, unless otherwise specified by the University.  They shall be equal in quality and performance to those indicated herein.  Descriptions used herein are specified solely for the purpose of indicating standards of quality, performance and/or use desired.  Exceptions will be rejected.

10.	HOLD HARMLESS/INDEMNIFICATION

The Contractor agrees to protect, defend, and save the University, its elected and appointed officials, agents, and employees, while acting within the scope of their duties as such, harmless from and against all claims, demands, causes of action of any kind or character, including the cost of defense thereof, arising in favor of the Contractor’s employees or third parties on account of bodily or personal injuries, death, or damage to property arising out of services performed or omissions of services or in any way resulting from the acts or omissions of the Contractor and/or its agents, employees, representatives, assigns, subcontractors, except the sole negligence of the University, under this Contract.

11.	REQUIRED INSURANCE

11.1	General Requirements.  The Contractor shall maintain for the duration of this Contract, at its cost and expense, insurance against claims for injuries to persons or damages to property, including contractual liability, which may arise from or in connection with the performance of the work by the Contractor, agents, employees, representatives, assigns, or subcontractors. This insurance shall cover such claims as may be caused by any negligent act or omission. 

11.2	Primary Insurance.  The Contractor's insurance coverage shall be primary insurance as respect to the University, its officers, officials, employees, and volunteers and shall apply separately to each project or location. Any insurance or self-insurance maintained by the University, its officers, officials, employees or volunteers shall be excess of the Contractor’s insurance and shall not contribute to it.

11.3	Specific Requirements for Commercial General Liability.  The Contractor shall purchase and maintain occurrence coverage with combined single limits for bodily injury, personal injury, and property damage of $2,000,000 per occurrence and $5,000,000 aggregate per year to cover such claims as may be caused by any act, omission, or negligence of the Contractor or its officers, agents, representatives, assigns or subcontractors. 

The University, its officers, officials, employees, and volunteers are to be covered and listed as additional insureds for liability arising out of activities performed by or on behalf of the Contractor, including the insured’s general supervision of the Contractor; products and completed operations; premises owned, leased, occupied, or used.

11.4	Specific Requirements for Automobile Liability.  The Contractor shall purchase and maintain coverage with split limits of $1,000,000 per person (personal injury), $2,000,000 per accident occurrence (personal injury), and $100,000 per accident occurrence (property damage), OR combined single limits of $2,000,000 per occurrence to cover such claims as may be caused by any act, omission, or negligence of the Contractor or its officers, agents, representatives, assigns or subcontractors. 

The University, its officers, officials, employees, and volunteers are to be covered and listed as additional insureds for automobiles leased, hired, or borrowed by the Contractor.

11.5	Deductibles and Self-Insured Retentions.  Any deductible or self-insured retention must be declared to and approved by the University. At the request of the University either: (1) the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects the University, its officers, officials, employees, or volunteers; or (2) at the expense of the Contractor, the Contractor shall procure a bond guaranteeing payment of losses and related investigations, claims administration, and defense expenses.

11.6	Certificate of Insurance/Endorsements.  A certificate of insurance from an insurer with a Best’s rating of no less than A- indicating compliance with the required coverages, has been received by the MSU-Bozeman Purchasing Department 104 Montana Hall, Bozeman, MT 59717. The Contractor must notify the University immediately, of any material change in insurance coverage, such as changes in limits, coverages, change in status of policy, etc. The University reserves the right to require complete copies of insurance policies at all times.

12. 	COMPLIANCE WITH WORKERS’ COMPENSATION ACT

Contractors are required to comply with the provisions of the Montana Workers’ Compensation Act while performing work for the State of Montana in accordance with sections 39-71-401, 39-71-405, and 39-71-417, MCA. Proof of compliance must be in the form of workers’ compensation insurance, an independent contractor's exemption, or documentation of corporate officer status. Neither the Contractor nor its employees are employees of the University.  This insurance/exemption must be valid for the entire term of this Contract.  A renewal document must be sent to the MSU-Bozeman Purchasing Department 104 Montana Hall, Bozeman, MT 59717, upon expiration.

13.	COMPLIANCE WITH LAWS

The Contractor must, in performance of work under this Contract, fully comply with all applicable federal, state, or local laws, rules and regulations, including the Montana Human Rights Act, the Civil Rights Act of 1964, the Age Discrimination Act of 1975, the Americans with Disabilities Act of 1990, and Section 504 of the Rehabilitation Act of 1973.  Any subletting or subcontracting by the Contractor subjects subcontractors to the same provision. In accordance with section 49-3-207, MCA, the Contractor agrees that the hiring of persons to perform this Contract will be made on the basis of merit and qualifications and there will be no discrimination based upon race, color, religion, creed, political ideas, sex, age, marital status, physical or mental disability, or national origin by the persons performing this Contract.

14.	RESERVED
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16.	CONTRACT PERFORMANCE ASSURANCE 

16.1 	Contract Performance Security – All Forms Accepted.  

The Contractor must provide Contract performance security based upon (insert %)% of this Contract total.

This Contract performance security must be provided by the Contractor in one of the following forms, within 10 working days from the Request for Documents Notice.  ONLY THE FOLLOWING TYPES OF SECURITY ARE ACCEPTABLE AND MUST BE IN ORIGINAL FORM.  FACSIMILE, ELECTRONIC, OR PHOTOCOPIES ARE NOT ACCEPTABLE. Personal or business checks are not acceptable.

· A sufficient bond from a surety company licensed in Montana with a Best's rating of no less than A- and supplied on the State of Montana's designated form entitled “Contract Performance Bond,” found at http://gsd.mt.gov/procurement/forms.asp; or
· Lawful money of the United States; or
· An irrevocable letter of credit from a single financial institution and supplied on the State of Montana's designated form entitled “Irrevocable Letter of Credit,” found at http://gsd.mt.gov/procurement/forms.asp; or
· A cashier's check, certified check, bank money order, bank draft, certificate of deposit, or money market certificates drawn or issued by a federally or state-chartered bank or savings and loan association that is insured by or for which insurance is administered by the FDIC or that is drawn and issued by a credit union insured by the national credit union share insurance fund. Certificates of deposit or money market certificates will not be accepted as security for bid, proposal or Contract security unless the certificates are assigned only to the University. All interest income from these certificates must accrue only to the Contractor and not the University.  

See Title 18, chapter 4, part 3, MCA, Title 30, chapter 5, MCA, and ARM 2.5.502.

This Contract performance security must remain in effect for the entire term of this Contract. A new surety bond or irrevocable letter of credit must be issued to the University if this Contract is renewed.

This Contract performance security in the form of a (insert form) has been provided to the following address: MSU Purchasing Office; 104 Montana Hall, PO Box 172600, Bozeman, MT  59717-2600.
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17.	CONTRACT TERMINATION

17.1	Termination for Cause.  The University may, by written notice to the Contractor, terminate this Contract in whole or in part at any time the Contractor fails to perform this Contract. 

17.2	Bankruptcy or Receivership. Voluntary or involuntary Bankruptcy or receivership by Contractor may be cause for termination.

17.3	Reduction of Funding.  The University must terminate this contract if funds are not appropriated or otherwise made available to support the University's continuation of performance of this Contract in a subsequent fiscal period.  (See section 18-4-313(4), MCA.)

18.	WAIVER OF BREACH

No failure by the University to enforce any provisions hereof after any event of breach shall be deemed a waiver of its rights with regard to that event, or any subsequent event. No express failure of any event of breach shall be deemed a waiver of any provision hereof. No such failure or waiver shall be deemed a waiver of the right of the University to enforce each and all of the provisions hereof upon any further or other breach on the part of the Contractor.
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All project management and coordination on behalf of the University shall be through a single point of contact designated as the University’s liaison.  Contractor shall designate a liaison that will provide the single point of contact for management and coordination of Contractor’s work.  All work performed pursuant to this Contract shall be coordinated between the University’s liaison and the Contractor’s liaison.

	                                   will be the liaison for the University.
(Address):
(City, State, ZIP):
Telephone: 
Cell Phone: 
Fax:
E-mail: 

______________________ will be the liaison for the Contractor.
(Address):
(City, State, ZIP):
Telephone: 
Cell Phone: 
Fax:
E-mail: 

The University’s liaison and Contractor’s liaison may be changed by written notice to the other party.  Written notices, requests, or complaints will first be directed to the liaison.

20.	MEETINGS

20.1	The Contractor is required to meet with the University’s personnel, or designated representatives, to resolve technical or contractual problems that may occur during the term of this Contract or to discuss the progress made by Contractor and the University in the performance of their respective obligations, at no additional cost to the State. Meetings will occur as problems arise and will be coordinated by the University.  The Contractor will be given a minimum of three full working days notice of meeting date, time, and location.  Face-to-face meetings are desired.  However, at the Contractor's option and expense, a conference call meeting may be substituted.  Consistent failure to participate in problem resolution meetings, two consecutive missed or rescheduled meetings, or to make a good faith effort to resolve problems, may result in termination of the Contract.

20.2	Business Meetings.  The Contractor shall participate in a business review meeting with the University a minimum of once a year.  The purpose of the review will be for both parties to discuss: updates of coming events and changes, contract terms and compliance issues, overall management of the Prime Vendor Program, new products and market trends, and any other matters or future opportunities which will enhance the University/Contractor alliance. 

21.	CONTRACTOR PERFORMANCE ASSESSMENTS

The University may do assessments of the Contractor’s performance. This Contract may be terminated for one or more poor performance assessments.  Contractors will have the opportunity to respond to poor performance assessments.  The University will make any final decision to terminate this Contract based on the assessment and any related information, the Contractor's response and the severity of any negative performance assessment.  The Contractor will be notified with a justification of Contract termination. Performance assessments may be considered in future solicitations.

22.	TRANSITION ASSISTANCE

If this Contract is not renewed at the end of this term, or is terminated prior to the completion of a project, or if the work on a project is terminated, for any reason, the Contractor must provide for a reasonable period of time after the expiration or termination of this project or contract, all reasonable transition assistance requested by the University, to allow for the expired or terminated portion of the services to continue without interruption or adverse effect, and to facilitate the orderly transfer of such services to the University or its designees. Such transition assistance will be deemed by the parties to be governed by the terms and conditions of this Contract, except for those terms or conditions that do not reasonably apply to such transition assistance. The University shall pay the Contractor for any resources utilized in performing such transition assistance at the most current rates provided by this Contract. If there are no established Contract rates, then the rate shall be mutually agreed upon. If the University terminates a project or this Contract for cause, then the University will be entitled to offset the cost of paying the Contractor for the additional resources the Contractor utilized in providing transition assistance with any damages the University may have otherwise accrued as a result of said termination.  

23.	CHOICE OF LAW AND VENUE

This Contract is governed by the laws of Montana. The parties agree that, in the event of litigation concerning this Contract, venue shall be in the Eighteenth Judicial District of the State of Montana, in and for the County of Gallatin. State of Montana and each party shall pay its own costs and attorney fees. (See section 18-1-401, MCA.)

24.	SCOPE, AMENDMENT AND INTERPRETATION

24.1	Contract.  This Contract consists of (insert number) numbered pages, any Attachments as required, RFP #10-12, as amended and the Contractor's RFP response as amended.  In the case of dispute or ambiguity about the minimum levels of performance by the Contractor the order of precedence of document interpretation is in the same order. 

24.2	Entire Agreement.  These documents contain the entire agreement of the parties. Any enlargement, alteration or modification requires a written amendment signed by both parties.

24.3	Separability Clause.  A declaration by any court, or any binding legal source, that any provision of this Contract is illegal and void shall not affect the legality and enforceability of any other provision of this Contract, unless the provisions are mutually dependant.

25.	EXECUTION

The parties through their authorized agents have executed this Contract on the dates set out below.

MONTANA STATE UNIVERSITY					(INSERT CONTRACTOR’S NAME) 
  							


BY: _____________________________________		BY: ____________________________________
			(Name/Title)							(Name/Title)

BY: _____________________________________		BY: ____________________________________
			(Signature)							(Signature)
	
DATE: ___________________________________		DATE: ___________________________________


Approved as to Legal Content:

____________________________________________
Leslie C. Taylor				(Date)
Legal Counsel	
(Required for purchases over $25,000)


____________________________________________
OSP Administrator/Vice President 	  	 Date 
(Required for purchases over $5,000)


Approved as to Form:

___________________________________________
Shawna R. Lanphear			(Date)
Director of Purchasing	
(Required for purchases over $25,000)


APPENDIX B:  MARKET BASKET 

Each market basket is an itemized listing of the University’s largest volume usage Items in the specified major categories:

	Meat	Red Tabs	Appendix B, RFP # 10-12 
			Cheese	Blue Tabs	Appendix B, RFP # 10-12 
		Groceries	Green Tabs	Appendix B, RFP # 10-12 
		Frozen	Purple Tabs	Appendix B, RFP # 10-12 
		Produce	Yellow Tabs	Appendix B, RFP # 10-12 
	Small Wares & Equipment	Brown Tabs	Appendix B, RFP # 10-12 

Each Offeror is to complete the market basket and the miscellaneous fixed fee markup schedule for each category as specified in Section 5 of this RFP, and points will be awarded for each category as described in Section 6 of this RFP.  

The market basket is attached to this RFP in a Microsoft Excel Workbook, which contains 12 spreadsheets.  

APPENDIX C:  COMPUTRITION SOFTWARE INTERFACE REQUIREMENTS
[bookmark: _Toc507991457]
General Overview 
PRICE UPDATER

The Price Updater function found in the Computrition product line provides a mechanism for the update and maintenance of both Food Items and Stock Item prices.  This format was first introduced to the food industry in 1983 by Computrition, and has remained a standard since.  Price files are provided to the end user by the vendor and are process by the Computrition software when initiated by the user.

[bookmark: _Toc507991458]Standard Price File Data Format

	Field
	From
	To
	Length
	Type
	Name
	Description

	1
	0
	9
	10
	Alpha
	Vendor
	This field must match the Short Name of the vendor as entered in Computrition

	2
	10
	29
	20
	Alpha
	Product Code
	This field must match the Product Code of the Food Item or Stock Item as entered in Computrition.

	3
	30
	37
	8
	Numeric
	Price
	May contain leading spaces or zeros.  There is an implied decimal point between the second and third digits from the right (right justified).

	4
	38
	39
	2
	
	EOR
	<cr>/<lf>



[bookmark: _Toc507991459]Price. Out Old Data Format (Legacy Format – Maintained for Backwards Compatibility)

Older versions of the Computrition software contained different field lengths for Vendor and Product Code.  Although these fields were lengthened in the Windows version, the older file format is still used by many vendors.  Therefore, the file format is maintained for backwards compatibility.

	Field
	From
	To
	Length
	Type
	Name
	Description

	1
	0
	5
	6
	Alpha
	Vendor
	This field must match the Short Name of the vendor as entered in Computrition

	2
	6
	20
	15
	Alpha
	Product Code
	This field must match the Product Code of the Food Item or Stock Item as entered in Computrition.

	3
	21
	28
	8
	Numeric
	Price
	May contain leading spaces or zeros.  There is an implied decimal point between the second and third digits from the right (right justified).

	4
	29
	30
	2
	
	EOR
	<cr>/<lf>




[bookmark: _Toc507991460]Order Transmission
[bookmark: _Toc507991461]General Overview

The Computrition system provides capabilities to export order information, and to import order confirmation information.  Two basic formats are supplied with the software for this purpose.  Formats include EDI standard and Computrition Standard.  Within the EDI standard, Computrition can process and utilize both the EDI-850 format for exporting orders from Computrition, and the EDI-855 format for importing line-Item confirmations.  In addition to the EDI formats, Computrition also provides a simplified flat-ASCII data format.  This format can be used for both order export and line Item confirmation.

Interfacing is done at the file level, that is Computrition will produce the file as named by the user in the location specified by the user.  In the instance of order confirmation, the user specifies the name for the file to read as supplied by the vendor.
[bookmark: _Toc507991462]
Computrition Standard ASCII Overview (usage)

In addition to the EDI standard formats previously described, Computrition also provides flat ASCII data exchange for the purposes of transmitting orders and receiving line Item confirmations from vendors.

The Computrition order interface has been designed to handle both order transmission and order confirmations. For simplicity, the layout contains fields for both requested and confirmed amounts (the same format is used for both orders and confirmations).  Any number of line Items may be transferred back to Computrition in a confirmation, including Items which were not originally ordered (additions).  Once the user updates the order from the data which the vendor transmits, a report is generated which details confirmed Items, substituted Items and deleted Items.  This information is automatically updated on the Computrition system.

[bookmark: _Toc507991463]Computrition Standard ASCII Data Format

The Computrition Standard ASCII format is a comma separated data file.  All Alpha-Numeric data must be encapsulated in quotation marks.

	Transaction Header Information

	Field
	Max Length
	Type
	Description

	0
	5
	Numeric
	Transaction number

	1
	6
	Numeric
	Transaction date in MMDDYY format

	2
	6
	Numeric
	Delivery date in MMDDYY format

	3
	50
	Alpha-numeric
	Purchase order number

	4
	6
	Alpha-numeric
	Authorization

	5
	1000
	Alpha-numeric
	Transaction comments

	6
	30
	Alpha-numeric
	Account number

	7
	10
	Alpha-numeric
	Vendor abbreviation

	8
	5
	Numeric
	Original transaction number

	9
	2
	<cr><lf>
	Carriage return / line feed delimiter

	Line Item Detail Information

	Field
	Max Length
	Type
	Description

	0
	3
	Numeric
	Line Item number

	1
	1
	Alpha
	Split Item indicator

	2
	9
	Numeric
	Amount ordered

	3
	3
	Numeric
	Line Item number 

	4
	1000
	Alpha-numeric
	Line Item comments

	5
	9
	Numeric
	Amount to be received

	6
	1
	Numeric
	Item status

	7
	20
	Alpha-numeric
	Product code

	8
	22
	Numeric
	Price

	9
	2
	<cr><lf>
	Carriage return / line feed delimiter




[bookmark: _Toc507991464]
Computrition Standard ASCII Old Data Format (Legacy Format – Maintained for Backwards Compatibility)

Older versions of the Computrition software contained different field lengths for Vendor and Product Code.  Although these fields were lengthened in the Windows version, the older file format is still used by many vendors.  Therefore, the file format is maintained for backwards compatibility.

	Transaction Header Information

	Field
	From
	To
	Length
	Type
	Description

	0
	0
	4
	5
	numeric
	transaction number

	1
	5
	10
	6
	numeric
	transaction date in MMDDYY format

	2
	11
	16
	6
	numeric
	delivery date in MMDDYY format

	3
	17
	26
	10
	alpha-numeric
	purchase order number

	4
	27
	32
	6
	alpha-numeric
	Authorization

	5
	33
	92
	60
	alpha-numeric
	transaction comments

	6
	93
	102
	10
	alpha-numeric
	account number

	7
	103
	108
	6
	alpha-numeric
	vendor abbreviation

	8
	109
	113
	5
	numeric
	original transaction number

	9
	114
	115
	2
	<cr><lf>
	carriage return / line feed delimiter

	Line Item Detail Information

	Field
	From
	To
	Length
	Type
	Description

	0
	0
	2
	3
	numeric
	line Item number

	1
	3
	4
	2
	spaces
	reserved

	2
	5
	5
	1
	alpha
	split Item indicator

	3
	6
	10
	5
	numeric
	amount ordered

	4
	11
	13
	3
	numeric
	original Item number

	5
	14
	15
	2
	spaces
	reserved

	6
	16
	20
	5
	numeric
	amount received

	7
	21
	21
	1
	numeric
	Item status

	8
	22
	36
	15
	alpha-numeric
	product code

	9
	37
	43
	7
	numeric
	price

	10
	44
	45
	2
	<cr><lf>
	carriage return / line feed delimiter


[bookmark: _Toc507991465]
Computrition Standard Format Field Descriptions
	
	       
Field
	Required /
Optional
	Header /
Line Item
	
Source
	
Description

	<cr><lf>
	required
	line Item
	both
	Each record is terminated by a <cr><lf> sequence (Hex:0D, Decimal 13 followed by Hex:0A, Decimal 10).  

	account number
	optional
	header
	both
	This field contains the account number of the customer.  It is entered in the Vendor maintenance portion for Computrition, and is selected when creating the order.

	amount to be received
	required
	line Item
	confirmation

	This amount is filled in by the confirmation process on the vendor side.  It contains the amount to be shipped.

	amount ordered
	required
	line Item
	transfer
	This consists of the number of packs (cases) or units ordered.

	Authorization
	optional
	header
	transfer
	This field will contain the initials of the person authorizing the order.

	delivery date in MMDDYY format
	required
	header
	both
	This field contains the expected delivery date of the order.  Although not recommended, when a confirmation is sent, this field may be overwritten.  The user will receive notification that the delivery date has changed.

	Item status
	optional
	line Item
	confirmation
	This field is to filled in by the vendor on the confirmation side.  Status is set by the following parameters:
'1'=	acknowledged and to be shipped in full
'2'=	canceled
'3'=	short
'4'=	substitute Item (the original Item number should be filled).
'5'=	incorrect product code, Item not confirmed

	line Item number
	required
	line Item
	both
	This contains the line Item number as entered in Computrition.  This numeric field will be in the range of 1 to 9999 in sequence.

	original transaction number
	optional
	header
	transfer
	If the order is the result of a re-order, the original transaction number will be placed in this field.

	original Item number
	optional
	line Item
	both
	If a substitution is made, and the order is the result of a re-order, this field will contain the original line Item number.

	Price
	optional
	line Item
	both
	This field represents the price per pack (case) of the line Item (not extended).  It will always be present in the case of a purchase order.  When an order is confirmed by the vendor, this field may be replaced by the current price.  No decimal is needed as it is implied 2 positions from the right.

	product code
	required
	line Item
	both
	This field contains the product number as assigned in the purchasing section of the Computrition software.

	purchase order number
	required
	header
	both
	The purchase order number as entered in Computrition is placed in this free-form text field.  If the user has not entered a purchase order number in Computrition, one will be automatically assigned by prepending the letters "NOPO" to the transaction ID.  

	split Item indicator
	required
	line Item
	both
	This field indicates whether the Item was ordered by packs (case) or by units.  A space (' ') indicates packs, a negative sign ('-') indicates units.

	transaction number
	required
	header
	both
	This field contains the transaction number as entered in Computrition.  This number will be in the range of 1 to 99,999.

	transaction date in MMDDYY format
	required
	header
	transfer
	This field contains the date the transaction was created in Computrition.

	transaction comments
	optional
	header
	transfer
	This field consists of 60 characters of free-form text.  It will include any special comments as entered by the customer.  In a confirmation file, if the transaction comment field begins with the text: 
	"***********ERROR"
it is taken to mean that the vendors computer was unable to process the order. The confirmation process will not attempt to process any such confirmation, and will copy the text of the vendors error message to the printed error log.

	vendor abbreviation
	required
	header
	transfer
	The vendor abbreviation is assigned by the customer in the order entry process.


	
[bookmark: _Toc507991466]
Computrition Electronic Data Interchange (EDI) Data Formats

[bookmark: _Toc507991467]EDI 850 – Purchase Order

	[bookmark: _Toc507991468]ISA – Interchange Control Header
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	Segment Identifier
	yes
	Alpha
	3
	"ISA"
	Same

	Field 1
	yes
	Alpha
	2
	spaces
	Same

	Field 2
	yes
	Alpha
	10
	spaces
	Same

	Field 3
	yes
	Alpha
	2
	spaces
	Same

	Field 4
	yes
	Alpha
	10
	spaces
	Same

	Field 5
	yes
	Alpha
	2
	spaces
	Same

	Field 6
	yes
	Alpha
	15
	spaces
	Same

	Field 7
	yes
	Alpha
	15
	spaces
	Same

	Field 8
	yes
	Numeric
	6
	zeroes
	000000

	Field 9
	yes
	Numeric
	4
	zeroes
	0000

	Field 10
	yes
	Alpha
	1
	spaces
	Same

	Field 11
	yes
	Alpha
	5
	spaces
	Same

	Interchange Cntl No.
	yes
	Alpha
	9
	User defined control number for the file
	Filled with 9 digits.  Positions 0-5 contain the number of days since 01/01/80.
Positions 6-9 contain HHMM.
All data is right justified, 0 filled on the left.

	Field 13
	yes
	Alpha
	1
	spaces
	Same

	Field 14
	yes
	Alpha
	1
	spaces
	Same

	Field 15
	yes
	Alpha
	1
	spaces
	Same

	Sub Element Separator
	yes
	Alpha
	1
	~
Same as the user defined Field Separator
	~

	Segment Terminator (ST)
	yes
	Alpha
	1
	Segment Terminator 
	HEX(0A)

	[bookmark: _Toc507991469]ST - Order Header Information
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	Segment Identifier
	yes
	Alpha
	2
	"ST"
	Same

	TRANSACTION SET ID
	yes
	Alpha
	3
	"850" - purchase order
	Same

	Transaction Control No.
	yes
	Alpha
	9
	Unique user defined control number for PO
	0-4 Transaction number
5-8 Number of days since 1/01/90.

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991470]BEG - Beginning of the Purchase Order Transaction Set
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"BEG"
	Same

	TRANS. SET PURPOSE
	yes
	Alpha
	2
	"00"
	Same

	PURCHASE ORDER TYPE
	yes
	Alpha
	2
	"SA"
	Same

	PURCHASE ORDER NO.
	yes
	Alpha
	50
	User Defined Purchase Order Number
	Purchase order as entered in Computrition.

	VERSION NUMBER
	yes
	Alpha
	7
	 
	"VER.001"

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991471]N1 – Name Information
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	2
	"N1"
	Same

	ORGANIZATION ID
	yes
	Alpha
	2
	
	"BY"

	Filler
	yes
	Alpha
	2
	~'s
	Same

	ID CODE QUALIFIER
	yes
	Alpha
	2
	
	"91"

	ID CODE
Customer Number
	yes
	Numeric
	30
	Customer Number
	First eight characters of the vendor account number as assigned in Computrition.

	ID CODE
Department Number
	yes
	Numeric
	2
	Department Number
	Last two characters of the vendor account number as assigned in Computrition.

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991472]DTM – Date/Time References
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"DTM"
	Same

	DATE/TIME QUAL.
	yes
	Numeric
	3
	"002" - delivery requested on this date
	Same

	REQUESTED DATE
	yes
	Numeric
	6
	Delivery Date
	Delivery date as input in Computrition in MMDDYY format.

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991473]PO1 – Order Data
	Purchase Order (850)

	Field

	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"PO1"
	Same

	Filler
	yes
	Alpha
	2
	~'s
	"~~"

	QUANTITY ORDERED
	yes
	Numeric
	4
	Quantity Ordered
	Amount ordered as entered in Computrition.

	UNIT OF MEASURE
	yes
	Alpha
	2
	"CA" or "EA"
	Same

	Filler
	yes
	Alpha
	3
	~'s
	Same

	PRODUCT ID QUALIF.
	yes
	Alpha
	2
	"VN" - Vendor Number
	Same

	PRODUCT ID
	no
	Numeric
	20
	Product Number
	First seven characters of the product code as entered in Computrition.

	PRODUCT ID QUALIF.
	yes
	Alpha
	2
	"IN" 
	Same

	PRODUCT ID
	no
	Alpha
	10
	Customer Product Number 
	Computrition Item ID

	PRODUCT ID QUALIF.
	yes
	Alpha
	2
	"PD" - Product Description
	Same

	PRODUCT ID
	no
	Alpha
	50
	Customer Product Description
	First 50 characters of the product description as entered in Computrition.

	PRODUCT ID QUALIF.
	yes
	Alpha
	2
	"BL"
	Same

	PRODUCT ID
	no
	Alpha
	10
	
	Spaces

	Filler
	yes
	Alpha
	12
	~'s
	Same

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991474]SLN – Item Detail
	Purchase Order (850)

	NOTE:	This segment is optional, and is used only if ordering packs and units.  In that case, this segment will contain the units portion of the order.  I ordering ONLY units, only the PO1 segment is used.  "Partial Quantity Ordered" is filled with the number of units (i.e. partial packs) being ordered.

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"SLN"
	Same

	SUBLINE NUMBER
	yes
	Numeric
	1
	1
	Same

	Filler
	yes
	Alpha
	2
	~'s
	Same

	CONFIG. CODE
	yes
	Alpha
	1
	"A"
	Same

	QUANTITY
	yes
	Numeric
	3
	Partial Quantity Ordered
	Units ordered as entered in Computrition.

	UNIT OF MEASURE
	yes
	Alpha
	2
	"EA"
	Same

	Filler
	yes
	Alpha
	23
	~'s
	Same

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991475]PO4 – Pack Size
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"PO4"
	Same

	Filler
	yes
	Alpha
	4
	~s
	Same

	DESCRIPTION
	yes
	Alpha
	12
	Customer Pack Size
	Filled with a string made up of "units per pack"/"size of units"" "measure abbreviation" as entered in Computrition.

	Filler
	yes
	Alpha
	12
	~'s
	Same

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991476]CTT – Order Trailer Information
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"CTT"
	Same

	NO. OF LINE ITEMS
	yes
	Numeric
	4
	Number of lines in the PO1 segment
	Calculated, right justified, 0 filled.

	Filler
	yes
	Alpha
	6
	~'s
	Same

	DESCRIPTION
TOTAL FULL QTY
	yes
	Numeric
	7
	Total Full Qty Ordered
	Calculated, right justified, 0 filled.

	DESCRIPTION
TOTAL PART QTY
	yes
	Numeric
	5
	Total Part Qty Ordered
	Calculated, right justified, 0 filled.

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991477]SE – Transaction Set Trailer
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	2
	"SE"
	Same

	NO. OF INCLUDE SEG
	yes
	Numeric
	6
	Total number of segments in PO including ST and SE segments
	Calculated, right justified, 0 filled.

	TRANS. SET CNTL NO.
	yes
	Alpha
	9
	Unique user defined control number for PO - matches ST segment
	Same

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	[bookmark: _Toc507991478]IEA – Interchange Control Trailer
	Purchase Order (850)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"IEA"
	Same

	NO. OF INCL. GROUPS
	yes
	Numeric
	5
	Total number of purchase orders
	Calculated, right justified, 0 filled.

	INTERCHANGE CNTL NO.
	yes
	Numeric
	9
	User defined control number for the file. Must be the same in the ISA segment.
	Calculated

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0A)

	FILE TERMINATOR
	yes
	Alpha
	1
	HEX(1A)
	HEX(1A)


[bookmark: _Toc507991479]
EDI 855 – Purchase Order Acknowledgement

	[bookmark: _Toc507991480]ISA – Interchange Control Header
	Purchase Order Acknowledgement (855)

	Note:	This segment is required, but the data is ignored.
	

	[bookmark: _Toc507991481]ST – Purchase Order Header Information
	Purchase Order Acknowledgement (855)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	Segment Identifier
	yes
	Alpha
	2
	"ST"
	Same

	TRANSACTION SET ID
	yes
	Alpha
	3
	"855" - purchase order
	Same

	Transaction Control No.
	yes
	Alpha
	9
	Unique user defined control number for PO
	Must match Transaction Control Number transmitted in ST segment of the Purchase Order (850).

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0D)

	[bookmark: _Toc507991482]BAK – Beginning of Purchase Order Acknowledgement
	Purchase Order Acknowledgement (855)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"BAK"
	Same

	TRANS. SET PURPOSE
	yes
	Alpha
	2
	"06"
	Same

	PURCHASE ORDER TYPE
	yes
	Alpha
	2
	"AC"
	Same

	PURCHASE ORDER NO.
	yes
	Alpha
	50
	User Defined Purchase Order Number
	Must match purchase order transmitted.

	Filler
	yes
	Alpha
	6
	~'s
	"~~~~~~"

	VENDORS ORDER NUMBER
	yes
	Numeric
	6
	
	Ignored

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0D)


	[bookmark: _Toc507991483]N1 – Name Information
	Purchase Order Acknowledgement (855)

	Field

	Mandatory
	Data Type
	Length
	Value
	Computrition
Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	2
	"N1"
	Same

	ORGANIZATION ID
	yes
	Alpha
	2
	
	"BY"

	Filler
	yes
	Alpha
	2
	~'s
	"~~"

	ID CODE QUALIFIER
	yes
	Alpha
	2
	
	"91"

	ID CODE
Customer Number
	yes
	Numeric
	30
	Customer Number
	Must match customer number transmitted.

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0D)

	[bookmark: _Toc507991484]DTM – Date/Time References
	Purchase Order Acknowledgement (855)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"DTM"
	Same

	DATE/TIME QUAL.
	yes
	Numeric
	3
	"017" - delivery date code
	Same

	REQUESTED DATE
	yes
	Numeric
	6
	Delivery Date
	Actual date of delivery in MMDDYY format.  Can be changed by the vendor.

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0D)

	[bookmark: _Toc507991485]PO1 – Purchase Order Data
	Purchase Order Acknowledgement (855)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"PO1"
	Same

	Filler
	yes
	Alpha
	2
	~'s
	"~~"

	QUANTITY ORDERED
	yes
	Numeric
	4
	Quantity Ordered
	Must match quantity ordered.

	UNIT OF MEASURE
	yes
	Alpha
	2
	"CA" or "EA"
	Same

	UNIT PRICE
	yes
	Numeric, two decimal positions
	5
	Unit Price
	Same

	Filler
	yes
	Alpha
	2
	~'s
	"~~"

	PRODUCT ID QUALIF.
	yes
	Alpha
	2
	"VN" - Vendor Number
	Same

	PRODUCT ID
	
	Alpha
	20
	Product Number
	Must match product number transmitted.

	PRODUCT ID QUALIF.
	yes
	Alpha
	2
	"IN" 
	Same

	PRODUCT ID
	
	Alpha
	20
	Customer Product Number 
	First 20 characters of the product code as entered in Computrition.  May be a substitute of the original Item.  If not a substitution, must match the PRODUCT ID transmitted.

	PRODUCT ID QUALIF.
	
	Alpha
	2
	"PD" - Product Description
	Same

	PRODUCT ID
	
	Alpha
	50
	Customer Product Description
	First 50 characters of the product description as entered in Computrition.

	PRODUCT ID QUALIF.
	yes
	Alpha
	2
	"BL"
	Same

	PRODUCT ID
	
	Alpha
	10
	
	Spaces

	Filler
	yes
	Alpha
	12
	~'s
	Same

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0D)

	[bookmark: _Toc507991486]SLN – Sub-line Item Detail
	Purchase Order Acknowledgement (855)

	NOTE:	This segment is optional, and is used only if ordering packs and units.  In that case, this segment will contain the units portion of the order.  I ordering ONLY units, only the PO1 segment is used.  "Partial Quantity Ordered" is filled with the number of units (i.e. partial packs) being ordered.

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"SLN"
	Same

	SUBLINE NUMBER
	yes
	Numeric
	1
	1
	Same

	Filler
	yes
	Alpha
	2
	~'s
	Same

	CONFIG. CODE
	yes
	Alpha
	1
	"A"
	Same

	QUANTITY
	yes
	Numeric
	3
	Partial Quantity Ordered
	Should match units as transferred.

	UNIT OF MEASURE
	yes
	Alpha
	2
	"EA"
	Same

	Filler
	yes
	Alpha
	23
	~'s
	Same

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0D)

	[bookmark: _Toc507991487]PO4 – Pack Size
	Purchase Order Acknowledgement (855)

	Note:	This segment is required, but the data is ignored.

	[bookmark: _Toc507991488]ITA – Allowance, Charge or Service
	Purchase Order Acknowledgement (855)

	Note:	This segment is not required, and the data is ignored.

	[bookmark: _Toc507991489]ACK – Line Item Acknowledgement
	Purchase Order Acknowledgement (855)

	Field
	Mandatory
	Data Type
	Length
	Value
	Computrition Usage

	SEGMENT IDENTIFIER
	yes
	Alpha
	3
	"ACK"
	Same

	LINE ITEM STATUS CODE
	yes
	Alpha
	2
	"AR" or "IR" or "IB"
	"AR"-	Accepted
"IR"-	Rejected by vendor
"IB"-	Backordered by vendor

	QUANTITY
	yes
	Numeric
	4
	QTY RESERVED
	Amount to be received.

	UNIT OF MEASURE
	no
	Alpha
	2
	"CA" or "EA"
	Same

	Filler
	yes
	Alpha
	4
	~
	Same

	AVAILABILITY DATE
	no
	Numeric
	6
	yymmdd
	Represents the date available.  This field is meaningful only if the LINE ITEM STATUS CODE is "IB".  If blank, availability date is unknown.

	Filler
	yes
	Alpha
	13
	~
	Same

	ST
	yes
	Alpha
	1
	Segment Terminator
	HEX(0D)

	[bookmark: _Toc507991490]CTT – Order Trailer Information
	Purchase Order Acknowledgement (855)

	Note:	This segment is required, but the data is ignored.

	[bookmark: _Toc507991491]SE – Transaction Set Trailer
	Purchase Order Acknowledgement (855)

	Note:	This segment is required, but the data is ignored.

	[bookmark: _Toc507991492]IEA – Interchange Control Trailer
	Purchase Order Acknowledgement (855)

	Note:	This segment is required but the data is ignored.



[bookmark: _Toc507991493]EDI Sequencing Rules
It is essential that the data transmitted follow strict sequencing requirements.  The order of segments is as follows:
	
1. An ISA segment is always the first segment in the file.  It must be followed by an ST.

2. The ST must be followed by a BAK segment.

3. The BAK segment must be followed by an N1 segment.

4. The N1 segment must be followed by a DTM segment.

5. The DTM segment must be followed by PO1 segment.

6. The PO1 segment must be followed by either an SLN or a PO4.

7. The SLN segment must be followed by a PO4.

8. The PO4 segment must be followed by a PO1, ITA, ACK, or CTT.

9. The ITA must be followed by an ACK.

10. The ACK must be followed by a PO1, ACK, or CTT.

11. The CTT must be followed by a SE.

12. The SE must be followed by an ST or an IEA.

13. The IEA must be the last segment in the file.
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