CITY OF AUSTIN

PURCHASING OFFICE

PROPOSAL PREPARATION INSTRUCTIONS AND EVALUATION FACTORS

SOLICITATION NUMBER: PAX0105


1. PROPOSAL FORMAT


1.   PROPOSAL ORGANIZATION: The proposal shall be organized in the following format and 
sequence:

A. Cover Letter
A letter on your company letterhead signed by a senior officer authorized to legally bind your company formally offering the terms specified in the Proposal, and committing to enter into a concession agreement subject to the terms, conditions and provisions of this RFP, if its Proposal is accepted.    

B. Executive Summary
Provide an Executive Summary of three (3) pages or less, which gives in brief, concise terms, a summation of the proposal.

C. Exhibits

Complete and return the following exhibits with your proposal:


1) Exhibit A Financial Proposal:  Indicate the amount of proposed compensation to your company broken down by the dollar amount of the Periodic Fixed Fee and the percentage amount of the Annual Productivity Reward, including the Gross Receipts Threshold for calculating that part of the Reward that is based on increasing Gross Receipts.  Fifty percent of the Annual Productivity Reward will be based on increasing Gross Receipts above the proposed threshold as indicated on Exhibit A and fifty percent will be earned on maintaining an 80% favorable customer rating.    Enter the dollar amount of your proposed Annual Productivity Reward that will be based on customer rating.  Also indicate the amount of your proposed Capital Investment.  Exhibit A must be signed by a representative of your company that is authorized to negotiate contract terms.  Include name, address and telephone number of the authorized negotiator.

2) Exhibit B Projected Sales and Attendance: Enter your projected sales by category, booking type and building.  Sales can be calculated by entering your projected per cap by category and multiplying by the projected attendance to calculate the sales.  The sales projections should be carried over to Exhibit D.

3) Exhibit C Capital Investment:  Enter your capital investment budget by building for all recommended capital improvements.

4) Exhibit D Operating Performa: Enter your projected sales and costs by building to calculate Net Profit to City for three years as indicated.
5) Exhibit E Management Staffing: Indicate the proposed salary structure for all management staff.

6) Exhibit F Historic Sales and Attendance:  Provided for informational purposes only and does not need to be returned.

7) Exhibits G & H Historical P&L’s:  Provided for informational purposes only and do not need to be returned.

8) Exhibit I Current Menu Pricing: Proposer can find information at http://austinconventioncentercatering.com/ for all current menus.
9) Exhibit J Equipment List:  Provided for informational purposes only and does not need to be returned.

10) Exhibit K Smallwares Inventory:  Provided for informational purposes only and does not need to be returned.
D. Experience Requirements

Submit the following documentation to document your experience:
1) Demonstrate and document your compliance with the minimum experience and qualifications as set forth in Section 0500, Scope of Work. Provide all necessary or appropriate supporting details that are included, but not limited to Section 5.1.

E. Reference Requirements
Submit the following documentation to provide your references:

1) Document the references required in Section 0500, Scope of Work Section 5.2.

F. Legal Organization of Proposer
Submit the following documentation:

1) Demonstrate and document your compliance with the legal organization or Proposer as set forth in Section 0500, Scope of Work. Provide all necessary or appropriate supporting details that are included, but not limited to Section 5.3.

G. Financial Strength and General Reporting Requirements

Submit the following documentation to document your financial strength and stability:

1) Demonstrate and document the qualification as set forth in Section 0500, Scope of Work.  Provide all necessary or appropriate supporting details that include but not limited per Section 5.4.
2) Provide financial statements for the last three fiscal years.  If the financial statements are unaudited, include an explanation why audited financial statements are unavailable. Financial statements should include balance sheet, income statement, and cash flow statement and notes prepared by an independent Certified Public Accountant, in accordance with generally accepted accounting principles.  If proposing as a partnership or joint venture, provide the financial information described above for each general partner or joint venture.

3) Provide a statement as to whether the Proposer or its subcontractors has had a bond or surety cancelled or forfeited.  If so, state the name of the bonding company, date of cancellation or forfeiture, amount of bond, and the reason for the cancellation or forfeiture.

H. Business Organization

1) Describe your organization, i.e., state its full name, address, and identify parent company or other ownership interests.  Specify the affiliate, branch office or other subordinate element that will perform, or assist in performing work referenced herein.  Indicate whether you operate as a partnership, corporation, or individual.  Name the State in which your company is incorporated or organized.  Provide documentation that shows that your company is authorized to do business in the State of Texas. 

2) If your company is a franchisee or licensee of another company that is in the business of providing foodservices, please disclose this relationship to the fullest extent possible, subject to non-disclosure covenants, if any.  
I. Marketing and Sales Approach
1) Demonstrate and document your compliance with the minimum experience and qualifications as set forth in Section 0500, Scope of Work. Provide all necessary or appropriate supporting details that include but is not limited to 5.5.
J. Qualifications of General Manager, Executive Chef and Personnel
1) Demonstrate and document your compliance with the minimum experience qualifications as set forth in Section 0500, Scope of Work. Provide all necessary or appropriate supporting details that include but is not limited to 5.6.
2) Provide a list of all job titles, job descriptions and minimum wages for all proposed staff positions.  

3) Describe in detail your employee benefits program.

4) Provide a general explanation and chart that specifies project leadership and reporting responsibilities.  If subcontractors are proposed, identify their placement in the primary management structure, and provide internal management descriptions for each subcontractor.  

5) Describe the management policies and practices to be used at the ACCD including supervision and surveillance or auditing to be rendered by the home office, if applicable.

6) Describe the training program for all positions you propose as well as recurring training to encourage and enhance job performance and advancement.

7) State whether or not drug testing is a prerequisite for employment.  If so, indicate job titles for which it is required.

K. Operational Approach

1) Provide all information as set forth in Section 0500, Scope of Work. Provide all necessary or appropriate supporting details that include but are not limited to 5.7, 5.8, 5.9, and 5.10.
2) Describe in detail your records retention policy and procedures as set forth in 6.8 of Section 0500, Scope of Work.

L. Financial Compensation
1) Demonstrate and document your compliance with the minimum requirements as set forth in Section 0500, Scope of Work. Provide all necessary or appropriate supporting details that include but is not limited to 5.11 and 5.13
2) The ACCD will consider a Management Fee contract proposal for the ACC and PEC based on IRS guidelines. Please provide an outline of the proposed compensation proposal that Proposer is willing to enter into if selected to provide concessions and catering for both facilities. Please identify the following in Exhibit A:
a)  The Proposed periodic fixed fee payable to Proposer after each accounting month if Prosper is selected as the Successful Proposer

b)   The proposed productive or incentive reward payable to Proposer. This specific productivity or incentive reward amount, if any, to the Proposer will be determined in accordance with Performance Measures and Performance Evaluation that will be outlined in the contract as well as exceeding Gross Receipts Threshold as identified in Exhibit A.  This reward may not exceed 20% of the total compensation to Proposer.
M. Capital Investment
1) Demonstrate and document your compliance with the minimum requirements as set forth in Section 0500, Scope of Work. Provide all necessary or appropriate supporting details that include but is not limited to 5.12.  Please show your proposed capital investment by building on Exhibit C.
N. Proposal Acceptance Period All proposals are valid for a period of one hundred and eighty (180) calendar days subsequent to the RFP closing date unless a longer acceptance period is offered in the proposal and accepted by the City.
O. Proprietary Information All material submitted to the City becomes public property and is subject to the Texas Open Records Act upon receipt. If a Proposer does not desire proprietary information in the proposal to be disclosed, each page must be identified and marked proprietary at time of submittal. The City will, to the extent allowed by law, endeavor to protect such information from disclosure. The final decision as to what information must be disclosed, however, lies with the Texas Attorney General. Failure to identify proprietary information will result in all unmarked sections being deemed non-proprietary and available upon request.
P. Exceptions State any objections or exceptions to the terms and conditions of this RFP including the draft concession agreement.  

2. PROPOSAL PREPARATION COSTS:
All costs directly or indirectly related to preparation of a response to the RFP or any oral presentation required to supplement and/or clarify a proposal which may be required by the City shall be the sole responsibility of the Proposer.

3. EVALUATION FACTORS AND AWARD:
A. Competitive Selection  
This procurement will comply with applicable City of Austin Policy.  The successful Proposer will be selected by the City on a rational basis.  Evaluation factors outlined in Paragraph B below shall be applied to all eligible, responsive Proposers in comparing proposals and selecting the Successful Proposer.  Award of a contract may be made without discussion with Proposers after proposals are received.  Proposals should, therefore, be submitted on the most favorable terms.

B. Evaluation Factors  
Evaluation of the proposal(s) shall be based on the following criteria, which are valued as indicated, per Section 0500 (Scope of Work).
Factor








Evaluation Points
1.
Experience Requirements - Section 5.1



            15
2.
Reference Requirements - Section 5.2 




2

3.
Legal Organization of Proposer - Section 5.3



5
4.
Financial Strength and General Reporting Requirements -
            15
Section 5.4 
5.
Marketing and Sales Program - Section 5.5


            15
6.
Personnel - Section 5.6






50
7.
Operational Approach - Section 5.7




20
8.
Concession Capability - Section 5.8




3
9.
Facility Transitional Plan - Section 5.9



            15
10.
Quality of Merchandise - Section 5.10




5
11.
Past Default - Section 5.11





5
12.
Capital Investment - Section 5.12




10
13.
Financial Compensation - Section 5.13




45
Total Points








205
THE CITY MAY, IN ITS SOLE DISCRETION, ELECT TO CONDUCT INTERVIEWS WITH ALL OR A SHORT LIST OF THE HIGHEST EVALUATED PROPOSERS TO FACILITATE SELECTING PROPOSAL(S) AND MAY AWARD UP TO A MAXIMUM OF 50 POINTS FOR THE INTERVIEW, THEREBY ESTABLISHING 255 AS THE MAXIMUM POINTS AVAILABLE FOR PROPOSALS.  (TOTAL MAXIMUM POINTS IS 205, IF NO INTERVIEWS ARE CONDUCTED.) 
C. Contract Preparation 
The contract shall be prepared under the direction of the City Purchasing Office, and shall incorporate all applicable provisions.
Section 0600 (RFP) Proposal Preparation Instructions     
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