
CITY OF FEDERAL WAY

REQUEST FOR PROPOSAL

CATERING AND CONCESSION SERVICE
I. PURPOSE OF REQUEST.

The City of Federal Way (“City”) is requesting proposals for the purpose of providing exclusive catering and concessions (“Concessionaire”) for the Federal Way Performing Arts and Event Center (“PAEC”). The City’s needs are outlined in the following Request for Proposal (“RFP”).

II. TIME SCHEDULE.
The City will follow the following timetable, which should result in a selection of a firm by March 17, 2017.

Issue RFP





February 10, 2017
Pre Proposal Tour of Facility (Optional)*

February 16, 2017, 2:00 pm
Deadline for Submittal of Proposals

March 3, 2017, 4:00 pm
Interviews, if conducted



March 7-10, 2017
Notify Firm Chosen




March 17, 2017


*please email Marlette.Buchanan@cityoffederalway.com to register for the tour
III. INSTRUCTIONS TO PROPOSERS.

A. All proposals should be sent to:

Marlette Buchanan
Operations Manager

City of Federal Way

33325 8th Ave S

Federal Way, WA 98003-6325
(253) 835-7014
B. All proposals must be in a sealed envelope and clearly marked in the lower left-hand corner: “RFP” Catering and Concessions.
C. All proposals must be received by March 3, 2017, 4:00 pm, at which time they will be opened. Five (5) copies of the proposal must be presented. No faxed, emailed, or telephone proposals will be accepted.

D. Proposals should be prepared simply and economically, providing a straight forward, concise description of provider capabilities to satisfy the requirements of the request. Emphasis should be on completeness and clarity of content. Use of recycled paper for requests and any printed or photocopied material created pursuant to a contract with the City is desirable whenever practicable. Use of both sides of paper sheets for any submittals to the City is desirable whenever practicable.

E. Marlette Buchanan, Operations Manager or representative will notify the firm selected by March 17, 2017.

F. All proposals must include the following information:

· The names of individuals from those firms who will be working on the project and their areas of responsibility. 
· Specific experience of individuals relative to the proposed project.
· A proposed outline of tasks, products and project schedule, including the number of hours required to complete each task or product.

· A proposed budget based on the above outline of tasks, products and schedules.

· A summary of your proposed business model (s) and related fees or payments to the PAEC (commission based, management fees, or other options). Include discount pricing for internal catering.
· A two year operating revenue and expense pro-forma including all assumptions regarding number of events, per-capita expenditures, cost of goods sold, staffing, overhead, small wares, and payments to the PAEC etc.

· A sample priced internal catering menu for a buffet lunch for 25 inclusive of internal catering discount. 
· A sample priced intermission bar menu.  
· Provide three (3) levels of Patron level service menus and specify minimums if any.  
· Provide sample priced external catering menus for a cocktail reception for 100 and a seated dinner for 200.

· A copy of your quality plan, statement or policy.

· References for 3-5 similar accounts.
IV. SELECTION CRITERIA.


Factor






Weight Given


1. Responsiveness of the written proposal 


to the purpose and scope of service.

40%

2. Price (includes revenue to


PAEC and costs to patrons).


30% 

3. Ability and history of successfully




completing contracts of this type,




meeting projected deadlines and 




experience in similar work.


30%
                          


Total Criteria Weight  
100%

Each proposal will be independently evaluated on factors one through three.

V. GENERAL INFORMATION
Federal Way is a vibrant and dynamic part of the Puget Sound region. It is the 11th largest city in the state with a population of 100,000 in a region of 3 million. Federal Way is home to nearly 5,000 licensed businesses. It is ranked as one of the fastest growing cities (WalletHub 2014).

Federal Way Performing Arts & Event Center: 

The City of Federal Way hosted the ground breaking for the Performing Arts & Event Center (PAEC) in October 2015 and will celebrate its grand opening summer 2017. The 46,000 sq. foot center is currently under construction at the corner of S. 316th St & Pete von Reichbauer Way S in downtown Federal Way.

The PAEC is a year round conference and meeting facility conveniently located just 20 minutes from SeaTac airport. This south King County location is perfect for business, educational, cultural and private events. 
The PAEC will include a 716 seat theater and 8,000 square feet of meeting room space. The kitchen has been designed as a culinary kitchen to support events in the theater as well as special events and rentals of either the facility open space (lobby, classrooms, Patrons lounge, etc.) or the theater itself. The space contains dedicated service entrances as well as access to the loading docks.   After opening, it is anticipated that the PAEC will host 48 performances and 60 events annually.   
Primary Functions:

•
Performances

•
Events (weddings, conferences, meetings, conventions, etc.)

•
Trade shows

•
Cultural Festivals
•
Facility rentals

VI. TERMS AND CONDITIONS.


A. The City reserves the right to reject any and all proposals, and to waive minor irregularities in any proposal.

B. The City reserves the right to request clarification of information submitted, and to request additional information from any proposer.

C. The City reserves the right to award any contract to the next most qualified contractor, if the successful contractor does not execute a contract within thirty (30) days after the award of the proposal.

D. Any proposal may be withdrawn up until the date and time set above for opening of the proposals. Any proposal not so timely withdrawn shall constitute an irrevocable offer, for a period of ninety (90) days to sell to the City, the services described in the attached specifications, or until one or more of the proposals have been approved by the City administration, whichever occurs first.

E. The contract resulting from acceptance of a proposal by the City shall be in a form supplied or approved by the City, and shall reflect the specifications in this RFP. A copy of the contract is available for review and shall include requirements to comply with ADA, Civil Rights Act, and EEO requirements. The City reserves the right to reject any proposed agreement or contract that does not conform to the specifications contained in this RFP, and which is not approved by the City Attorney’s office.

F. The Recipient, in accordance with Title VI of the Civil Rights Act of 1964, 78 Stat. 252, 42 U.S.C. 2000d to 2000d-4 and Title 49, Code of Federal Regulations, Department of Transportation, Subtitle A, Office of the Secretary, Part 21, Nondiscrimination in Federally-Assisted Programs of the Department of Transportation issued pursuant to such Act, hereby notifies all bidders that it will affirmatively ensure that in any contract entered into pursuant to this advertisement, disadvantaged business enterprises as defined at 49 CFR Part 26 will be afforded full opportunity to submit bids in response to this invitation and will not be discriminated against on the grounds of race, color, national origin, or sex in consideration for an award.

G. The City shall not be responsible for any costs incurred by the firm in preparing, submitting or presenting its response to the RFP.

H. A change may be made by the City if, in the sole judgment of the City, the change will not compromise the City’s objectives in this acquisition.  A change to this RFP will be made by written addendum issued by the RFP coordinator listed above and shall become part of this RFP.  It is the responsibility of the interested proposer to assure they have received Addenda if any are issued.

VII. SCOPE OF SERVICES AND SPECIFICATIONS
A. Provide catering and concessions services as are reasonably requested by the client or the Director; and make Concessionaire’s best possible effort to provide quality service to the PAEC patrons and maximize gross receipts.

B. Develop a standard agreement to be used for all events for which the Concessionaire shall exercise its concession rights.  Unless the client authorizes otherwise, the agreement shall be between the Concessionaire and the client and must be signed by those parties prior to Concessionaire beginning work on that event.  The form of the standard agreement must be approved by the Director, and any event-specific changes to the standard agreement must be approved by the Director prior to its execution.  Fully executed copies of the agreement must be delivered to the Department prior to the event.  The agreement must include the details on payment.

C. Ensure that all requests for services between or among Concessionaire or its employees, agents, and subcontractors and any client desiring any program and novelty sales services are coordinated through a PAEC representative.

D. Deal courteously and professionally with all clients.

E. Designate a manager for program and sales who shall be responsible, at a minimum, for the following activities:
1. Supervise all Concessionaires’ on-site employees, agents and/or subcontractors who are working at the event.

2. Serve as Concessionaire’s representative and have the authority necessary to work with PAEC management and clients for event coordination, staffing requirements and stand placement

3. Be on site during events for which program and novelty sales services are provided, and be available by phone at other times for event planning and coordination.
F. Ensure that competent, courteous, well trained, appropriately-attired, and efficient employees, agents, or subcontractors appear at the event or performance sales location reasonably prior to the date and time of public door openings as specified by the event agreement, together with all equipment, security service, merchandise and supplies needed to fully perform the program and vending desired by PAEC or the client.  Following each event or performance for which Concessionaire provides services, ensure that equipment, merchandise and supplies are removed from Concessionaire's authorized sales locations to an appropriate, mutually agreed upon storage area, and that all unsold merchandise is disposed of in a manner that is separately agreed upon by Concessionaire and the client. Upon receipt of notice from the City of any reasonable and significant objection to any of Concessionaire’s employees, including Concessionaire’s representative, the use of such employee in connection with this Agreement shall be discontinued and a suitable person shall be promptly substituted; provided however, that the City's right to require replacement of any Concessionaire employee, and Concessionaire’s obligation to comply with any such request, shall be subject to restrictions imposed upon Concessionaire by any federal, state or local statute, law, code, regulation or ordinance or by any collective bargaining agreement or other contract affecting such employee. 
G. Prior to each performance or event, provide  the PAEC representative assigned to the event with the names of the on-site managers and of all employees, agents and approved subcontractors performing program and novelty selling services in connection with a client’s event or performance.

H. Coordinate with the PAEC representative assigned to be liaison with any client regarding the exact location at which each program and concession stand is to be installed in connection with such event, and install the number of such stands at the locations authorized by the Director in the Premises.

I. Use display equipment and program stands provided by the City for the display and sale of program and novelty items.  If additional equipment, including but not limited to cash registers and credit card terminals, is required or desired by the Concessionaire, Concessionaire shall provide this equipment at no additional cost to the City. 

J. Ensure that Concessionaire, and its representatives, sell only those products or services authorized by the event client at the event.  

K. Ensure that the portion of all adjusted gross receipts from program and sales agreed upon by PAEC are remitted to the City in the designated time frame.
L. Should the City offer a general or specific training in guest services during the term of this contract, Concessionaire agrees to require participation in that training by all representatives of the Concessionaire who provide concession services at the facility. The cost of attendance at any such training will be the sole responsibility of the Concessionaire.  Any such training will not be offered, nor will attendance be required, any more frequently than one time per year.

M. Internal catering (catering paid for by City) shall be provided at discounted prices. The Concessionaire will suggest a discount level. Costs specifically excluded are any allocations for administrative and general overhead or for corporate-level supervision. Internal events that are discounted are not commissionable.  Discounted staffing rates for internal catering shall be provided as part of the proposal.

N. All marketing and public relations materials must be reviewed and approved by the PAEC.  

O. It is requested that the Concessionaire provide adequate start-up small wares for 410 guests.

Financial Terms
A.
Contract Period and Financial Proposal
The PAEC prefers that the contract be structured as a commission agreement, whereby the Concessionaire pays a percentage of adjusted gross receipts to the City with the percentage varying based on the percentage of adjusted gross receipts being returned to the merchandiser on a per event basis.  Adjusted gross receipts means the total amount of revenue generated by the Concessionaire at the event, less taxes and credit card fees. The Concessionaire’s proposal should include, at minimum, a commission structure. The PAEC will entertain other compensation arrangements or proposed combinations of compensation arrangements. 
Contract Term:  The PAEC prefers a contract term of two years, with three one-year extensions allowed at the option of the City.  The PAEC will consider contract periods of from two (2) to five (5) years, but would expect that longer terms would result in escalating returns to the City.  PAEC will not consider an agreement term in excess of five (5) years.  
VIII. COMPENSATION.


A.
Please present detailed information on the firm’s proposed fee schedule for the specifications proposed and for any variation for non-routine services, inclusive of Washington state sales tax and any other applicable governmental charges. Please provide specifics as to definitions of routine versus non-routines tasks, what is fixed as opposed to variable, and how costs are adjusted according to that classification.


B.
Payment by the City for the services will only be made after the services have been performed, an itemized billing statement is submitted in the form specified by the City and approved by the appropriate City representative, which shall specifically set forth the services performed, the name of the person performing such services, and the hourly labor charge rate for such person. Payment shall be made on a monthly basis, thirty (30) days after receipt of such billing statement.

IX. PUBLICATION.


Name of Publication:




Dates:

Federal Way Mirror




February 10, 17, 2017 
                  Puget Sound Business Journal 

February 10, 17, 2017 
                  City of Federal Way Website

February 10, 2017 thru

                  www.cityoffederalway.com 

March 3, 2017
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