BID SPECIFICATIONS

For The

Boston Consortium
Boston Senior Home Care

Central Boston Elder Services

Ethos

Massachusetts Executive Office of Elder Affairs 


NOTICE TO BIDDERS
On behalf of the Boston Consortium
SEALED PROPOSALS ARE HEREBY SOLICITED FOR THE PREPARATION OF MEALS TITLE III-C NUTRITION PROGRAM, IN ACCORDANCE WITH SPECIFICATIONS.

PROPOSALS MUST BE SUBMITTED IN TRIPLICATE, INCLUDE ONE ELECTRONIC VERSION AND ENCLOSED IN A SEALED ENVELOPE MARKED “SEALED BID” AND ADDRESSED TO:

NUTRITION DEPARTMENT
Ethos

555 Amory St.

Jamaica Plain, MA 02130
A Bidders conference will be held on May 23, 2018 at the offices of Ethos, 555 Amory St, Jamaica Plain, MA 02130 at 1:00 PM.
The purpose of this conference is to give equal opportunity for clarification of specifications to all potential bidders.   If you have any questions regarding these specifications, reserve them for that occasion.

Sealed bids will be accepted up to June 29, 2018 at noon. Bids that are mailed must be postmarked no later than June 29, 2018. Bids received after that date endorsed or signed will be rejected.

FACTORS IN SELECTING THE PROVIDER

a) Ability to perform according to the requirements set forth.
b) Type of service offered.

c) Experience and reputation of bidder.

d) Contract history for the past 10 years (e.g. termination, cancelation)

e) Financial stability of bidder.

f) Degree of staff supervision.

g) Location and Food Production Facility.

h) Meal Cost Analysis
i) Ability to use USDA Commodity Foods.
j) Office of Supplier Diversity registration
THE BOSTON CONSORTIUM RESERVES THE RIGHT TO REJECT ANY AND ALL PROPOSALS IF IN THE PUBLIC INTEREST TO DO SO.

SPECIFICATION FOR THE NUTRITION PROGRAM

In accordance with the goals and purposes of the Title III-c Elderly Nutrition Program established under the Comprehensive Older Americans Act Amendments of   1992,     The Boston Consortium has been established to meet the needs of Older Americans within its service areas.   The Nutrition Program’s chief responsibility is to provide nutritionally sound meals to those in the greatest economic and social need.  These meals are served in strategically located centers, such as community centers, senior centers, churches, etc.  They are also served to homebound elders within the service area.  In addition to nutrition, the program aims at reducing the isolation of older Americans by providing these meals in a congregate setting whenever possible.

SPECIFIC INFORMATION


All bids shall be subject to review and acceptance by the Boston Consortium.  The Executive Office of Elder Affairs, Commonwealth of Massachusetts (Elder Affairs) shall have the rights to review and comment upon all bids received and the agency’s evaluation of the bids before a final recommendation is presented to the agency’s board for a decision.   The detailed evaluation must include the reason for the caterer’s selection as well as scoring criteria and 3 and 5 year budget forecasts.  The Boston Consortium reserves all rights and, in particular, the right to reject any and all bids where there are sound business reasons in the best interest of the Nutrition Project for such rejection. Awards shall be made to the bidder whose bid or offer is responsive to the solicitation and is most advantageous to the nutrition project, meal cost, and other factors set forth on the previous page considered.  Contracts shall be made only with responsible contractors who possess the potential ability to perform successfully under the terms and conditions of the procurement.  A low bid will not necessarily be the deciding factor.


Each nutrition project contract with a provider for the preparation of meals for elders under Title III-C of the Older American Act shall include or incorporate by reference the following bid specifications:


All bids shall include evidence of ability and qualifications to deliver both bulk and pre-packed hot, chilled and/or weekend frozen meals in adequate quantity on a regular basis.    This evidence includes prior and/or existing similar contracts as well as a copy of the bidder’s most recent financial statement that reflects the capability of maintaining satisfactory operations for the contract period.  A copy of the bidder’s most recent annual report may also be included as documentation.

Performance Bond

Within thirty (30) calendar days of the effective date of the contract, the provider shall procure, submit to the nutrition project and maintain a performance bond in the amount of one hundred thousand ($100,000) for the three year contract life.  If the contract is renewed, such bond shall be extended for the appropriate time period.   If the contract amount is for less than $150,000 for the three year period, the minimum face amount of the performance bond shall be ten percent (10%) of the contract price rounded to the nearest thousand dollars.  This bond shall be payable to compensate the nutrition project for its costs in selecting another provider if and when the provider terminates this agreement for any reason, other than the projects substantial failure to comply with the agreement with at least forty five (45) days advance written notice given, within the three year contract period, and any extensions.

TIMETABLE AND BASIS FOR CONTRACT AWARD

Due to the existence of potential contract termination provisions that may adversely affect the delivery of meals to elders, no caterer contract shall be awarded to a winning bidder prior to sixty (60) calendar days before October 1st, the beginning of the Federal Fiscal Year.  Unless a more specific provision is set forth herein, any contract entered into between a Nutrition Project and a Caterer shall be consistent with and subject to the Commonwealth Terms and Conditions for Contracts.    
Contract Duration and Termination


Subject to Federal and/or State regulations, the contract shall not be canceled by either party for the first thirty days, and may be canceled after that time by either party, with material cause, at the end of the calendar month by a notice in writing not less that thirty days prior to the termination date.


If the project determines that any non-compliance with the terms of this Agreement on the part of the provider endangers the life, health and safety of any recipients of services under this Agreement, it shall terminate this Agreement by orally notifying the provider of termination followed by the making of written notification, return receipt requested, setting forth the following the oral notification.  Termination Pursuant to this subsection shall take effect upon the furnishing of the oral notification.


The project may terminate this Agreement, for reasons other than those constituting a non-compliance that endangers the life, health, and safety of recipients of service, if the provider has failed to comply with the provisions of the Agreement in whole or in part.   However, prior to terminating this Agreement pursuant to this subsection, the project shall notify the provider in writing, of the specific area of non-compliance.  The provider shall restore compliance within thirty (30) days of the date of the notice.  If the Provider has not restored compliance within the thirty (30) day period, the project may terminate this Agreement by furnishing the provider with written notice at least thirty (30) days prior to the effective date of termination.


The provider may terminate this Agreement prior to its expiration date, if the project fails to comply with a material provision of this Agreement.   The provider shall furnish the project with written notice of termination at least forty five (45) days prior to the effective date of termination.


Upon termination, with at least forty five (45) days notice, the provider shall be entitled to compensation for services rendered in the satisfactory performance of this Agreement: provided that the provider shall submit properly completed invoices to the project covering services rendered not later than sixty (60) days after the date of termination.


If the provider shall terminate this Agreement with less than forty five (45) days notice or with no notice to the project, the project reserves the right to retain as a penalty an amount otherwise payable to the provider as compensation for services rendered.  Such amount shall be that owed to the provider by the project for the calendar month, which preceded the effective date of the provider’s termination.  Elder Affairs shall approve the use of these funds by the project to offset the costs incurred by the project in the transition to a new provider on short notice.


Termination Without Cause.  Either party may terminate the Contract without cause upon provision of written notice to the other at least sixty (60) calendar days before its effective date.  Whether or not cause to terminate exists under any other provision, a party may elect to terminate without cause.

The term of this contract is for a period of three years.  It is renewable with the agreement of both parties for two additional one year periods. There must be adequate provision, however, for cancellation of the contract in the absence of an appropriation of adequate federal funds or for other material cause.  The area agency and/or the nutrition project must inform Elder Affairs of the details of the annual or other period contract amendments or modifications that occur during the life of the contract prior to the approval of these changes by the area agency.


The project may reclaim, upon the expiration of termination of this Agreement, all equipment, the cost of which is fully reimbursed by funds provided pursuant to this Agreement and which has a useful life of more that one (1) year and a cost in excess of one hundred ($100.00) dollars.

Non-Discrimination In Service Delivery


The provider shall not deny any services to or otherwise discriminate in the delivery of services against any person who otherwise meets the eligibility criteria for the program as determined by the project on the basis of race, color, religion, sex, age, national origin, ancestry, physical or mental disable or because such person is a recipient of Federal, State or local public assistance or housing subsidies.


The provider shall comply with all applicable provisions of:

a) Title VI of the Civil Rights Act of 1964 (42 USC 2000d et seq.) - prohibits discrimination on the basis of race, color, or national origin, in programs receiving Federal financial assistance: and

b) Section 504 of the Rehabilitation Act of 1973, (29 USC 794) and the regulations promulgated thereunder, (45 CFR Part 84) - prohibits discrimination against qualified disabled individuals on the basis of disability in any program or activity receiving or benefiting  from Federal Financial assistance and requires programs and activities, when viewed in their entirety, to be readily accessible to disabled persons; and

c) G.L. c.151B sec. 4(10) - prohibits discrimination in furnishing services on grounds that an individual is a recipient of Federal, State of local public assistance or housing subsidies.

d) The provider shall comply with all applicable provisions of the Americans With Disabilities Act. 

Non-Discrimination In Employment

The provider shall not discriminate against any qualified employee or applicant for employment because of race, color, national origin, ancestry, age, sex, religion or physical or mental disable.  The provider shall comply with all applicable provisions of:

a) Title VII of the Civil Rights Act of 1964 (42 USC 2000e et seq.) - prohibits discrimination in employment on the basis of race, color, religion, sex or national origin; and

b) M.G.L. c.151B, S4(1) - prohibits discrimination in employment on the basis of race, color, religious creed, national origin, sex, gender identity, sexual orientation.
c) The Elder Affairs’ Regulation 651 CMR 8.00: Discrimination Based On Age In Agencies And Organization In Receipt of Funds From The Department of Elder Affairs.

d) Section 504 of the Rehabilitation Act of 1973 (29 USC 794) and the regulations promulgated pursuant thereto (45 CFR Part 84) - prohibits discrimination against qualified disabled individuals on the basis of disability and requires employers to make reasonable accommodations to known physical or mental limitations or otherwise qualifies disabled applicants and employees.

e) The provider shall give written notice of its commitments under this Article to any labor union, association or brotherhood with which it has a collective bargaining or other agreement.

f) The provider shall notify minority, disabled, and women contractors, and associations of such contractors, that it is the policy of the Commonwealth to prohibit discrimination in employment practices by providers, subcontractors, and suppliers of goods and services as set forth in Executive Order 11246.

g) The provider shall comply with all applicable provisions of the Americans With Disabilities Act.

Affirmative Action
1. The provider shall develop and adhere to a policy of affirmative action in all aspects of employment under this Agreement.  In addition, if the maximum compensation paid to the term of this Agreement, from agencies acting pursuant to contracts with the Elder Affairs, is fifty thousand dollars ($50,000) or more, the provider shall develop and maintain an affirmative action plan in accordance with the applicable requirements of Executive Order 116 and transmit a copy to the project.

2. The provider as an organization receiving federal funding shall take all necessary affirmative steps to assure that minority firms, women’s business enterprise, and labor surplus area firms are utilized in the subcontracts in accordance with 45 CFR Part 92.36 (e). Affirmative steps shall include: 

a. placing qualified small and minority businesses and women’s business enterprises on solicitation lists; and assuring that small and minority businesses, and 


b. women’s business enterprises are solicited whenever they are appropriate for the type of goods or services contracted for.

Accountability


The provider shall comply with all applicable Federal, State, and local government laws and regulations pertaining to wages and hours employment.  Particular reference is made to Title 45 Code of Federal Regulations Part 74 Administration of Grants Subpart P Procurements by Grantees and Subgrantees appendix h Paragraph 4 which is applicable to all providers and specifies particular provisions that must be included in the prospective contract.  Particular attention is drawn to sub paragraph 4(I) which requires that all provider contracts contain a provision allowing the nutrition project, the Area Agency on Aging, the State Elder Affairs, the Administration on Aging or any of their duly authorized representatives to have access to any books, documents, papers and records of the contractor which are directly pertinent to the specific program for the purpose of making audits, examinations, excerpts and transcriptions.  The provider shall retain all such books, records, documents, and property for six years after final payment hereunder.


The provider shall carry and furnish evidence of public liability insurance including bodily injury and property damage coverage, as well as product liability insurance. Certificates of insurance are to be provided.


The provider shall indemnify the project against any loss and/or damage (including attorneys fee and other costs of litigation) caused by negligence or omission, theft by their employees, or the negligence acts or omissions of the provider’s agents or employees.


The provider shall defend any suit against the project alleging personal injury or property damage out of the consumption of the meals prepared by the provider and served by the project.

Confidentiality


With regard to personal data maintained pursuant to this Agreement, the provider is a holder of personal data as that term is used in MGL c. 66A, the Fair Information Practices Act, and in the regulations of the Executive Office of Elder Affairs, governing the safeguarding, use of, and access to personal data, 651 CMR 2.00 et seq.

Method OF PAYMENT, payment Schedule


The provider will furnish the project a monthly invoice and copies of detailed statement of operation no later than the twelfth (12 th) of the month following each month of service.  Accounting periods are to relate to the project year.   Monthly statements are to include the total costs of the operation with a breakout of raw food cost and other meal related costs.


Billing statements will calculate cost for all meals served on an individual day by day basis for all days in the calendar month, including weekdays and holidays.


Payment by the project shall be due for each calendar month upon the expiration of 30 days after the receipt the project of a proper invoice from the provider.  If payment is not made in or within the due  date, the provider may, so long as such non-payment shall continue, terminate this agreement as to the further providing of meals herein only by the giving of 30 days period, terminate, otherwise it shall continue in full force and effect.

Sanitation and Food Handling Requirements


The provider shall comply with all Federal, State, and local laws and regulations governing the preparation, handling, and transporting of food, shall procure and keep, in effect, all necessary licenses, permits and food handler’s cards as are required by law, and shall post such licenses, permits and cards in a prominent place within the meal preparation area, as required.


The provider shall maintain all food preparation and delivery facilities over which it has control in clean and sanitary conditions.   All kitchen storage and delivery facilities, including equipment, utensils, ventilating equipment (including filters), door cabinets, counters, and the like, shall be clean and sanitary.


The provider shall, as part of its bid proposal, provide the project with a written kitchen audit by an independent qualified sanitarian, validating the safe maximum meal production load for the provider’s kitchen facility (ies).   No provider receiving payment under this Agreement shall enter into any Title III-C nutrition contract in which it exceeds the safe maximum meal production load for its kitchen facility (ies).


The provider shall maintain a written documented formal sanitation program which meets or exceeds the minimum requirements of State, Federal, municipal or other agencies authorized to inspect or accredit the food of the project at the latter’s discretion.  The provider shall provide regular, documented in-services regarding sanitation and food handling to its employees involved in the preparation, handling and storage of food.  Additionally, the provider shall present no fewer than two trainings per year for project staff or volunteers, as designated by the project, trainings on sanitation and food handling issues.


The provider will report the location in or adjacent to Massachusetts of its current food preparation sites and submit a copy of the most recent inspection report by State or local health departments of the preparation sites to be utilized under the proposed contract.


Cook/Chill or Cook/Chill/ Rethermalization systems may only be used if the kitchen location is within Massachusetts.

Each meal served must contain required one-third of the current Recommended Dietary Allowances as established by the Food and Nutrition Board, Commission on Life Sciences, National Research Council and must meet the STANDARDS AND POLICIES FOR THE MASSACHUSETTS ELDERLY NUTRITION PROGRAM outlined by the Elder Affairs.


The project shall have the right and authority:


1. To develop and supply to the provider, prior to the beginning of operations, under this agreement, specifications for the food, which the provider is to use in the meals, and other food prepared for the project.

2. To inspect such food to determine compliance with the specifications for the food, which the provider is to use in the meals, and other food prepared for the project.

3. To have access to the provider’s purchase records, bearing upon the food purchased for the project, for review and audit, as necessary.

4. To supply and approve the menus and recipes for meals and other food to be delivered so as to ensure compliance with the Elder Affairs; to inspect the meals delivered to determine compliance with the Elder Affairs’ meal type requirements; and to withhold payment for meals not meeting prescribed requirements.

5. To inspect, at any time, the provider’s food preparation, packaging and storage area to determine the adequacy of the cleaning, sanitation, and maintenance practices.

6. To determine the adequacy of the providers’ storage and record keeping practices so as to ensure the safekeeping of all food, including the food denoted for the use of the project as USDA commodity food, and in connection therewith to have ready access to the related food inventory control records of the provider.

a. Temperatures must be taken before food leaves the kitchen and documented.  Temperatures and provider vehicle condition will be subject to daily checks by the project’s staff or personnel and the provider’s failure to comply with these requirements will result in returned food.


The following temperature requirements must be maintained:

· Hot foods shall be cooked to and packed at a temperature of at least 165 F and delivered in temperature-retaining containers, serving temperature to be at least 140 F.   Potentially hazardous foods that are to be served hot and have been previously cooked and then refrigerated shall be reheated rapidly to an internal temperature of 165 F or higher.

· Cold foods shall be kept at 41 F or below during transportation, storage and serving.     Potentially hazardous foods that are to be served cold must be transported pre-chilled and held at a temperature of 41 F or below.

· Frozen foods shall be kept frozen and held at air temperatures of 0 F or below during packing, transportation and storage except for defrost cycles and brief periods of loading or unloading.

· Raw fruits and vegetables may be held at room temperature.

USDA COMMODITY Foods


The provider shall utilize all USDA Commodity Foods made available and to credit the nutrition project at full commodity value.  Appropriate records commodity credits and cash must be maintained.


The provider shall allow to the project a credit equal to the value of the USDA commodities for those commodities that are furnished to the provider for use in the program.

Group Purchasing Program

(PLEASE NOTE THIS IMPORTANT REQUIREMENT THAT MAY AFFECT YOUR STATUS AS A MEAL PROVIDER).


The provider must agree to utilize the Elder Affairs Group Purchasing Agreement Program.   This means that the provider will utilize the Group Purchasing Agreement Program’s foods. to the extent and frequency set forth in the Elder Affairs’ STANDARDS AND POLICIES FOR THE MASSACHUSETTS ELDERLY NUTRITION PROGRAM which are incorporated herein by reference.


The provider shall make payment directly to the commercial distributor designed by Elder Affairs under the Group Purchasing Agreement Program within (30) days of receiving shipment.  In the event that the Provider cannot or does not make payment within thirty (30) days of receiving shipment, either the Commercial Distributor or the provider shall notify the Nutrition Project and Elder Affairs of this fact as soon as possible.

Personnel

1. Food Service Manager - The provider shall maintain a competent, full time food service manager/supervisor whose responsibility is the execution of the meal service program.  The manager must be free to visit meal sites frequently and be daily available and responsive to monitor food service related problems and concerns.

2. Nutritionist - The provider shall maintain on its staff a qualified nutritionist.  The nutritionist may be shared with other provider food service programs, but must be available for menu development, nutritional analysis of menus or food products used within meals and any other related matters i.e., sanitation training.

3. The Provider must maintain an adequate amount of personnel in order to meet all of the specifications and responsibilities of the submitted bid in an orderly, punctual and reliable manner.

4. Provider personnel shall always present themselves in a clean and professional appearance.  The utilization of uniforms is encouraged.

5. All management-level employees shall be employed by the provider, who shall specify the number of such employees and their titles. The provider’s organizational chart shall accompany a bid for food service catering.

6. The project shall provide other employees and personnel as it may deem necessary for the on-site service of the meals and maintenance.

7. The project shall furnish the provider with a list of all sites with addresses and the following: number of serving days, number of congregate meals and number of home delivered meals.

LOCATION OF FOOD PREPARATION KITCHEN(S)


In addition to evaluating all other criteria, the Nutrition Project shall review whether or not the bidder’s kitchen(s) for preparing food under this agreement is/are located within sixty (60) miles of the furthest location at which such foods shall be served to program participants in each particular project area.  If such kitchen(s) are beyond sixty (60) mile distance and that bidder is selected to receive the contract, the Nutrition Project must be prepared to justify to EOEA the reasons for selection of such bidder.

Transportation of Food


Bidders shall submit with their bid, information concerning the type, number, model, year and condition of the vehicles to be used in the nutrition program.  The information should also indicate whether these vehicles are capable of transporting all equipment owned by the project.


At the beginning of the contract year the project and the provider will set up a definite delivery schedule.  It is the provider’s responsibility to assure that home delivered meals arrive at the drop off locations at the temperatures specified within this Agreement.


The provider should take all necessary measures for the protection of the cold packs i.e., by use of heat seal packaging and/or wax lunch bags, etc.  The project will assume responsibility for maintaining the temperature of home delivered meals on route to the homes.


The project will be responsible for the purchase of all food delivery containers/carriers.

1. Congregate Meals: Food shall be delivered for use at congregate sites in bulk.  It shall be packaged so that there will be a minimum of spills in the carrier.   The provider shall take any necessary measures including, but not limited to, reducing fill level, and covering pans 
with stretch plastic, aluminum foil and/or metal lids.

The provider shall deliver all foods in supplied appropriate containers to specified locations in such a manner that the food may in clean and sanitary conditions.  Temperatures must be taken 
before food leaves the kitchen and at arrival to sites and documented.

2. Home Delivered Meals: It is the caterer’s responsibility to assure the meals arrive at the central pick-up point at the appropriate temperatures.  The Project will be responsible to maintain the temperatures of the home delivered meals on route to the homes.

Equipment and Supplies


Adequate hot and clod food delivery equipment shall be purchased, owned and supplied to the provider by the project.  Only the project will purchase any additional or replacement equipment.  An inventory of existing equipment will be taken and verified jointly by the project and the provider at the commencement of operations.  At the termination of operations, all equipment owned by the project shall be returned in acceptable condition.


Closed insulated carriers only may be used, none with an open flame or sterno.  These must maintain a temperature of over 140 degrees for at least three hours.

Reservation System

The caterer shall accept meal count changes up to 24 hours prior to meal service. All Projects shall have a minimum 24-hour documented reservation system in place.


Meals ordered should match the number of meals expected to be served as closely as possible under the 24-hour reservations system.  If extra meals should be available because of the absence of scheduled participants, seconds may be served to be eaten at the site.  Hot cooked or other prepared food must not be taken from the site by participants, and if not eaten at the site must be discarded.

Emergency Procedures


The provider shall provide immediate reimbursement for any out-of-pocket expenses incurred by the Project when replacing part or all of a meal that is not delivered or is not wholesome.   The project shall pay the provider for the meals provided and shall bill the provider for expenses incurred for replacement food.


It is the responsibility of the Provider and the Project to notify each other prior to 6:30 a.m. of a site closing due to hazardous weather.   Any food already prepared will be promptly refrigerated, and if appropriate, that day’s menu will be substituted for the following day’s menu.  If food is lost due to closings the financial burden lies primarily with the provider.   However, the provider may negotiate with the project to help pay some of these costs.

Miscellaneous


The provider shall not disseminate, reproduce or publish any report, information, data, or other documents produced in whole or part pursuant to the terms of this Agreement without the prior written consent of the project nor shall any such report, information, data or other document be the subject of an application for copyright by or on behalf of the provider without the prior written consent of the project.


The provider will submit a copy of the most recent financial statements to reflect its capabilities to maintain operators satisfactory for the contract period.


The provider shall not assign or subcontract any interest in this Agreement without the prior written consent of the project, provided that, claims for money due or to become due to the provider from the project under this Agreement may be assigned to a bank, trust company or other financial institution without such promptly to the project.


The provider shall not knowingly employ, compensate, or arrange to compensate any employee of the project during the term of this Agreement without the prior written approval of the project.



This Agreement may be amended only by written document signed by persons authorized to bind in contract the project and the provider.  All amendments must be attached to this Agreement.


Unless otherwise specified herein, any notice, approval, request or demand thereunder from either party to the other shall be in writing and all bee deemed to have been given when either delivered personally or deposited in a United States mail box in a postage prepaid envelope addressed to the other.


The provider shall procure and keep current any license, certification, permit or accreditation required by local, State or Federal statute or regulations and shall, upon the request of the project, submit to the project proof of any such license, certification, permit or accreditation.


All attachments to this Agreement are deemed to be part of this agreement.  The entire Agreement of the parties is contained herein and this Agreement supersedes all oral agreements and negotiations between the parties relating to the subject matter contained herein.

MEAL COST ANALYSIS

Number of Meals


The bid must submit a range of meals per day utilizing the attached Meals Cost Analysis form provided within this document.


The number of meals category will range from approximately 100 meals below the project’s current rate to 100 meals above the current rate.  The number of daily meals, which a project anticipates over the duration of the contract, should take into account possible fluctuations in funding levels from state and other sources.


The project may issue either a single bid or a consortium bid with another project(s) or both.  However, a project may not issue a bid request which allows bidders to elect the type of bid (i.e., joint or single) they shall respond to.  This stipulation is intended to avoid circumstances wherein a project can not properly compare submitted bid proposals due to varying assumptions on the number of meals to be provided and other requirements which would differ between joint and single bids.


Unanticipated expansion of meal sites or other factors which may increase the number of meals, or events which cause the unanticipated decrease in the number of meals, shall be accommodated by the provider and the price per meal shall be adjusted, by negotiation with the project, to take these changes into account.

Determining Base Cost


The following factors must be taken into account in determining the base cost:

1. Raw Food Cost - All menu specifications as listed, including condiments.

2. Labor Cost - Production, Preparation, Service, Packaging, Food Service Management, Transportation Labor (drivers), and Nutritionist.

3. Administration - Administrative Salaries, Travel, Fees, Insurance, Office Supplies, Postage, Printing, Misc., Rent, Utilities, Telephone, Maintenance, Equipment Repairs, Small Equipment, Garbage Collection, Extermination, Trainings.

4. Transportation - Gas, Oil, Van Maintenance, Depreciation, Insurance (van).

5. Disposable Cost - Disposables, Napkins, Wrap, Site Supplies, Misc. Includes storage and handling of disposables unless project picks-up and stores own disposables.

Disposables


If disposables are included in the meal cost a separate cost sheet should be attached with the samples of the products.  The sheet should show the cost per unit for the item (divide the number of items in the case by the cost per case).  The provider should also list his percentage cost for the handling and distribution of disposables.

Nutrition Program’s Right to Self-Purchase


The project reserves the right to self-purchase individual meal products, such as hot beverages, disposables and site supplies directly from the purveyor instead of from the caterer.  If the purchase is from the purveyor or the caterer, the caterer will be responsible for receiving, storing, securing and distributing products to meal sites.  Storage and distribution cost is separates from the Base Cost.   (Enter percentage for this service in the disposables line on meal cost analysis sheet).

Neighborhoods served by each member of the consortium:

Ethos: Jamaica Plain, Roslindale, Hyde Park, Mattapan, West Roxbury, Allston, Brighton

Boston Senior Home Care: Charlestown, Downtown, Beacon Hill, Chinatown, Dorchester, East Boston, Mattapan, North End, South Boston (all meals are delivered to individual client homes)

Central Boston Elder Services: Dorchester, Jamaica Plain, Roxbury, Mission Hill, Back Bay/Fenway, Allston, Brighton (all meals are delivered to individual client homes)

Meal Types Purchased Annually

	Meal type 
	Bulk 
	door to door

	congregate generic
	25975
	0

	congregate breakfast*
	21070
	0

	congregate caribbean
	13140
	0

	 
	 
	 

	Chinese
	1025
	668666

	Vietnamese
	0
	31039

	Vegetarian
	2985
	4680

	Caribbean
	20132
	30944

	Kosher Hot
	5900
	85445

	Kosher Frozen
	855
	TBD

	Kosher stormpack
	85
	2588

	Southern Traditional
	18825
	196426

	Italian 
	0
	76685

	Italian hot weekend
	0
	17850

	Home Delivered Generic
	96045
	272569

	Frozen meals
	36800^
	120020

	Cold packs (lunch or dinner  style)
	36800
	

	emergency meals
	3990
	20540

	cold supper
	24935
	27600

	dairy free lunch
	 
	15377

	supplements
	0
	varies

	consistency modification or frozen renal#
	3250
	4411


*includes cold pack and handling
#frozen meals

^frozen meals not handled by caterer

	ETHOS TITLE IIIC PROGRAM - COMMUNITY CAFÉ LOCATIONS 

	SITE NAME & ADDRESS
	HOURS OF OPERATION

	BACK BAY
	 

	Emmanuel Church-LGBT
	Thursday

	15 Newbury St
	10:00-2:00

	BRIGHTON
	 

	Veronica Smith
	Mon-Fri

	20 Chestnut Hill Ave.
	10:00-1:00

	Covenant House
	Every Tuesday (Russian style)

	30 Washington St.
	4:45-6:15

	BROOKLINE
	 

	Goddard House-LGBT
	3rd Sat of the Month

	165 Chestnut St.
	11:00-2:00 (brunch)

	HYDE PARK
	 

	Blake Estates
	Tues and Thurs

	1344 Hyde Park Ave. 
	9:00 - 2:00

	JAMAICA PLAIN
	 

	Amory St.
	Mon-Fri

	125 Amory St. 
	9:00-1:00

	Back of the Hill
	Mon-Fri

	100 S. Huntington Avenue
	10:00-1:00

	Crossroads Café 
	Saturday

	633 Centre Street
	12:30 - 2:00

	Julia Martin House
	Wed

	90 Bickford Street
	10:00-1:00

	Nate Smith House
	Wed and Fri

	155 Lamartine Street
	9:00-1:00

	Out4Supper-LGBT
	1st Tuesday of the Month

	301 S. Huntington Ave
	6:00-8:00

	Woodbourne
	Mon-Fri

	6 Southbourne Rd
	10:00-1:00

	
	

	
	

	MATTAPAN
	 

	Church of the Holy Spirit
	Mon-Fri

	525 River St.
	9:00-1:00 (Caribbean meals)

	ROSLINDALE
	 

	Out To Brunch - LGBT
	1st Sat of the Month

	Roslindale House 125 Poplar St.
	11:00 - 2:00 (brunch)

	ROXBURY
	 

	Café Pride-LGBT
	2nd Wednesday of the Month

	Whittier St. Health Center, 1290 Tremont St.
	4:00-7:00

	WEST ROXBURY
	 

	AgeWell Café
	3rd Tues of the Month

	23 Spring Street
	10:00 - 1:00

	Cheriton Heights
	3rd Wed. of the Month

	18 Cheriton Road
	12:00 - 2:00

	Ohrenberger Cafe
	                               Mon & Tues (Closed during summer)

	175 West Boundary Rd.
	11:00-1:00

	Roche Center
	Friday 

	1716 Centre St.
	10:00-2:00

	
	

	
	


ADMINISTRATIVE OVERVIEW

I.
KEY FACTS

1. Provider Agency:(Name, Address, Telephone Number, Fax Number, website)

2. Agency Contact Person and Title: (Person completing this tool)

3. Federal Identification Number:

4. State in which incorporated:

5. Date of incorporation:

6. Type of corporation:

7. Please check all that would apply to your firm
:

Minority owned_____


Women owned_____

Small Business______


Non-profit _______

(Include copy of appropriate state certification.)

8. Other (please describe) ______

9. Is or has your agency been the subject of state or federal debarment, suspension, or investigation?

____Yes (If yes, please explain)

_____No
10. Communities serviced by Provider:  

11. Communities where services will NOT be provided in catchment area: 

12. List satellite office(s) where client and/or staff records are kept
:

13. Are any of your services subcontracted to other companies or individuals?

Yes _________
 
No ________
14. If yes, give details:

15. Describe how you monitor subcontractors for quality assurance:

16. List the days and hours of office operation of:

	
	Main
	Satellite
	Other

	A.M.
	
	
	

	P.M.
	
	
	

	Days
	
	
	


17. Describe which languages are available and the number of employee who speak them:

	
	Administrative Staff
	Direct Care Staff (e.g. drivers)
	Other Staff

	Office
	language/number
	language/number
	language/number

	Main


	
	
	

	Satellite


	
	
	

	Other


	
	
	


18. (For joint monitoring only) please list by ASAP  agency, the number of current clients by service type:

	Name of ASAP
	service type
	service type
	service type
	service  type
	service  type
	service type
	service type
	service type

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


II. Licenses, Certifications, Accreditations, Insurance

1. Please list and provide copies of all of the above that pertain to your provision of services to the ASAP. This would include local, state, county, and federal requirements, as well as association accreditations.

2. Before issuing any contract, the ASAP will require the provision of a Certificate of Insurance from insurance companies approved and licensed to do business in Massachusetts and evidencing:

Commercial General Liability and Professional Liability


Minimum Limits: $1,000,000 each occurrence and $3,000,000 general aggregate

Automobile Liability


Minimum Limits: $1,000,000 Combined single limit

Automobile Liability is required if your agency is providing Transportation services of any kind. 

The ASAP must be described as the Certificate Holder and be provided a minimum of 10 days written notice of cancellation.
III.
Written Policies and Procedures

1. Please indicate by an “X” that you have and are in compliance with the following written policies and procedures:

	
	Y
	N
	N/A
	Reviewed (ASAP use only)

	Affirmative Action Plan/Policy

	
	
	
	

	Personnel Policies

	
	
	
	

	Job Descriptions
 (all staff)
	
	
	
	

	Confidentiality Policy

	
	
	
	

	Infection Control Plan

	
	
	
	


2. Please indicate that you are in compliance with the following procedures:

	
	Y
	N
	N/A
	Reviewed (ASAP use only)

	Title VI, of the Civil Rights Act of 1964

	
	
	
	

	Section 504 of the Rehabilitation Act of 1973

	
	
	
	

	Americans with Disabilities Act

	
	
	
	

	Title II of Civil Rights Act of 1964

	
	
	
	

	EOEA regulation governing protection of clients who are in research project

	
	
	
	


3. Does your firm prepare an annual Uniform Financial Statement and Independent Auditors Report also known as a UFR?

______  Yes
______  No

Massachusetts requires some firms that provide services on behalf of Aging Services Access Points to file an annual UFR.

IV. 
Client Records:

1. Describe what specific information is included in client records:

2. Are client records kept in locked files?
  Yes ________  No ________

3. Is client data ever removed from office?
  Yes ________  No ________

4. If yes, describe under what circumstances: 

5. List staff member(s) who have access to client records
: 

6. Are client files kept the mandatory seven (7) years?
  Yes ______  No ______

V.
Confidentiality:

1. Describe your process to maintain confidentiality:


Pertaining to employees:


Pertaining to clients
: 

2. Describe your procedure to ensure information concerning a client's AIDS/HIV status is not apparent or accessible and is not released to anyone without specific written consent of client
:

VI.
Employee Records
:

1. Describe what specific information is included in employee records:

VII.
Hiring Practices
:

1. Describe your process for recruiting, screening, and hiring:
2. What is the basis of promotion and/or wage increase?
3. What employee benefits do you offer?

4. Describe your policy/procedure to ensure that an employee has a current driver’s license (if job requirement)
:  
VIII.
Employee Orientation/Training

1. These are the elements we look for in orientation/training.  Please attach your orientation checklist.

· Grievance procedure

· Disciplinary procedure

· Non-discrimination against individuals with AIDS and HIV

· Maintenance of client confidentiality

· Prohibition of fees or gratuities from clients
· Staff identification (badges and uniforms) if applicable

IX. 
Miscellaneous Employee Procedures

1. Describe policy and practices addressing the allegations of cases of theft, loss or damage to client property
:  

2. Describe the policy covering worker’s handling of client’s money:

3. Who is responsible in your agency to oversee these policies? 

4. How do employees acknowledge that they have been informed and will abide by these policies?
 

IX.
Billing Verification

1. Describe how you verify services delivered to services authorized
:  

X.
Quality Assurance

1. Describe the policy for handling client’s problems and/or complaints
:  

2. Who is responsible for this?  

3. What is the average time lapsed between referral and the start of service?
  

Name of Provider employee who completed this form:  

Signature:  __________________________________  Date:  ____________________

CONTINUE TO CONTACT INFORMATION ON NEXT PAGE.

Please fill out this form completely. Use as much space as necessary.

Provider Name:

President/Executive Director

Name and Title: 

Phone:

Fax:

Email: 

CFO

Name and Title:

Phone:

Fax:

Email:

Program Manager (Person in charge of service delivery)

Name and Title:

Phone:

Fax:

Email:

other Supervisor 

Name and Title:

Phone:

Fax:

Email:

Person in charge of Contracts

Name and Title:

Phone:

Fax:

Email:

Service Coordinator(s) (Please include back-up, and specify service area if needed.)

Name(s) and Title(s):

Phone:

Fax:

Email:

Billing Coordinator

Name and Title:

Phone:

Fax:

Email:
Boston Consortium

BUSINESS REFERENCE FORM

PROVIDER NAME:

The bidder must provide 3 business references.

Reference name:


Contact:

Address:


Phone:

Fax/internet address:

Description and dates of commodities and services provided:

Reference name:


Contact:

Address:


Phone:

Fax/internet address:

Description and dates of commodities and services provided:

Reference name:


Contact:

Address:


Phone:

Fax/internet address:

Description and dates of commodities and services provided:

Regular, Hot Home Delivered Meal Cost Analysis

To individual home or bulk drop off, per day 

FY 2018
Consortium Member Name________________________________

	Total Number of Meals
	1-200
	201-400
	401-600
	601-800
	800+

	Raw Food


	
	
	
	
	

	Commissary Labor
	
	
	
	
	

	Administration


	
	
	
	
	

	Transportation (bulk) or
	
	
	
	
	

	Transportation to each home
	
	
	
	
	

	Profit


	
	
	
	
	

	Disposables


	
	
	
	
	

	Total


	
	
	
	
	


Please complete the above chart for each consortium member you are interested in serving.  If you are interested in serving all three consortium members, please indicate this. 

Ethnic, Hot Home Delivered Meal Cost Analysis

To individual home or bulk drop off, per day 

FY 2018
Meal style or styles_______________________________________

Consortium Member Name________________________________

	Total Number of Meals
	1-200
	201-400
	401-600
	601-800
	800+

	Raw Food


	
	
	
	
	

	Commissary Labor
	
	
	
	
	

	Administration


	
	
	
	
	

	Transportation (bulk) or
	
	
	
	
	

	Transportation to each home
	
	
	
	
	

	Profit


	
	
	
	
	

	Disposables


	
	
	
	
	

	Total


	
	
	
	
	


Please complete the above chart for each consortium member you are interested in serving.  If you are interested in serving all three consortium members, please indicate this. 

Generic Congregate Meal Cost Analysis

Bulk Drop Off

FY 2018
Consortium Member Name: ______________________________

	Total Number of Meals
	1-200
	201-400
	401-600
	601-800
	800+

	Raw Food


	
	
	
	
	

	Commissary Labor
	
	
	
	
	

	Administration


	
	
	
	
	

	Transportation (bulk) 
	
	
	
	
	

	
	
	
	
	
	

	Profit


	
	
	
	
	

	Disposables


	
	
	
	
	

	Total


	
	
	
	
	


Please complete the above chart for each consortium member you are interested in serving.  

Ethnic Congregate Meal Cost Analysis

Bulk Drop Off

FY 2018
Menu style or styles:_____________________________________

Consortium Member Name: ______________________________

	Total Number of Meals
	1-200
	201-400
	401-600
	601-800
	800+

	Raw Food


	
	
	
	
	

	Commissary Labor
	
	
	
	
	

	Administration


	
	
	
	
	

	Transportation (bulk) 
	
	
	
	
	

	Profit


	
	
	
	
	

	Disposables


	
	
	
	
	

	Total


	
	
	
	
	


Please complete the above chart for each consortium member you are interested in serving.  

Meals Cost Calculation

5 day menu, must meet the State Nutrition Program Menu Standards.  If you are providing Ethnic meals such as Chinese, please indicate changes that fit the cultural needs of the clients such as omitting the bread and giving more rice.

Monday

	Component
	Sample
	Food cost

	Protein
	
	

	Vegetable
	
	

	Starch
	
	

	Bread
	
	

	Margarine
	
	

	Dessert
	
	

	Milk
	
	


Tuesday

	Component
	Sample
	Food cost

	Protein
	
	

	Vegetable
	
	

	Starch
	
	

	Bread
	
	

	Margarine
	
	

	Dessert
	
	

	Milk
	
	


Wednesday

	Component
	Sample
	Food cost

	Protein
	
	

	Vegetable
	
	

	Starch
	
	

	Bread
	
	

	Margarine
	
	

	Dessert
	
	

	Milk
	
	


Thursday

	Component
	Sample
	Food cost

	Protein
	
	

	Vegetable
	
	

	Starch
	
	

	Bread
	
	

	Margarine
	
	

	Dessert
	
	

	Milk
	
	


Friday

	Component
	Sample
	Food cost

	Protein
	
	

	Vegetable
	
	

	Starch
	
	

	Bread
	
	

	Margarine
	
	

	Dessert
	
	

	Milk
	
	


Please attach a sample, month long menu for each type of meal that you are bidding on.  The month long menu does not need to be analyzed.

Home Delivered Meals Service Specific Survey
I. General Policies and Procedures

A.
Do you prepare the following meals?

	
	yes
	no
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri 
	Sat
	Holidays

	Hot
	
	
	
	
	
	
	
	
	
	

	Cold
	
	
	
	
	
	
	
	
	
	

	Frozen
	
	
	
	
	
	
	
	
	
	

	Holidays
	
	
	
	
	
	
	
	
	
	

	Emergency
	
	
	
	
	
	
	
	
	
	

	Ethnic/

Religious
	
	
	
	
	
	
	
	
	
	

	Special:

pureed
	
	
	
	
	
	
	
	
	
	

	diabetic
	
	
	
	
	
	
	
	
	
	

	renal
	
	
	
	
	
	
	
	
	
	

	vegetarian
	
	
	
	
	
	
	
	
	
	

	other:

(describe)


	
	
	
	
	
	
	
	
	
	


B.
During what hours are meals delivered?                                   
C.
If weekend and holiday meals are not delivered on the day they are to be eaten, state when and how these meals are delivered
:                                    
D.
Describe how you ensure your meals are kept at an adequate temperature from departure from your food preparation facility to arrival at client’s home
:                                          

E.
Describe your procedure for preparing and delivering meals during a snowstorm or other emergency:                                                        
F.
Do you have a procedure for providing emergency food supplies in advance of an emergency?
            Yes                 No               If yes, please describe procedure:

G.
Describe your procedure for sending ASAP agency the menu and informing the agency of any substantial changes to the menu
:                                
H.
Describe the procedures used by the meals program to accept a referral for home delivered meals:                                                           
I.
Please describe health inspections of your facility and forward copy(ies) of results of most recent inspection(s)
:                                                  
J.
Describe your policy to notify ASAP agency when service is altered from that which was authorized
:                                                                                                                           
K.
Describe procedures if client isn’t home at time of meal delivery
:               
II.
Personnel Procedures

A.
Describe criteria for selection of the following; not all titles may be applicable:

Site Manager:                                                             
Drivers:                                                                  
Coordinators:                                                             
B.
Describe procedure for orientation and training for personnel and by whom
:

Describe how you address sensitivity to elders to these employees
:

Describe training of drivers regarding role of daily check-in on client status, including handling client’s non-responsiveness, notifying staff supervisor and ASAP immediately of client absence from home, or non-responsiveness to driver contact
:                 
C.  
Describe procedure for supervision for personnel how often and by whom
:

D.
 Describe your policy in determining driver’s current status registry motor vehicle report
:          
2017 Revision








� For more information see the following link: http://www.somwba.state.ma.us/Content/certification/regulations.aspx


� EOEA PI-97-55, Client Privacy and Confidentiality


� See Assignment and Subcontract section of the Provider Agreement. Subcontracts require prior permission of the ASAP. ASAP Contract citations do not appear by number as the Homemaker and Non-Homemaker contracts have identical language but are numbered differently.


� EOEA PI-99-01, Vendor Monitoring Standards; EOEA PI-98-03, Vendor Monitoring, Obj. A.


� See EOEA PI-98-03, Performance Outcome Measures, Quality Assurance and Improvement, F. The ASAP is required to, “conduct [a] profile of linguistic and cultural community needs as part of each three-year RFP cycle.” This information should be used to match client needs with provider language capacity.


� See Licenses, Certifications, Accreditations, Permits section of the Provider Agreement.


� See the Liability Insurance section of the Provider Agreement.


� See Affirmative Action section of Provider Agreement.


� See Commonwealth Terms and Conditions for Human and Social Services, included in the Provider Agreement by reference. See �Outstanding Issues not Addressed Herein section of Provider Agreement.


� M.G.L. c 149 § 52C, 808 CMR 1.04.


� EOEA PI-97-55, Client Privacy and Confidentiality


� 29 CFR 1910.1030. 


� See Non-Discrimination in Employment section of the Provider Agreement.


� ibid.


� ibid.


� ibid.


� EOEA PI-03-17.


� For information on exemption from this requirement, download the UFR Audit and Preparation Manual from the following webpage: http://www.mass.gov/portal/index.jsp?pageID=agcc&agid=osd&agca=ss&agcc=ss_nonprofit&modetype=process&s=0&info=ss_ufrinfo


� EOEA PI-97-55


� ibid.


� EOEA PI-97-55


� 808 CMR 1.04 


� EOEA PI-97-55


� EOEA PI-92-14; M.G.L. c.111, § 70F.


�M.G.L.  c. 149, § 52C


� ASAP Vendor Monitoring Manual.


� Provider Agreement, Licenses, Certifications, Accreditation, Permits


� Commonwealth Terms and Conditions for Human and Social Services


� ibid.


� See Non-Discrimination in Service Delivery; Americans with Disabilities Act.


� EOEA PI-97-55


� ASAP Vendor Monitoring Manual


� See Minimum Public Health, Licensing, Registry and Patient Abuse Reporting Compliance section of the Provider Agreement.


� ASAP Vendor Monitoring Manual


� See Compensation and Services and Authorization of Services sections of the Provider Agreement.


� EOEA PI-98-03


� EOEA PI-98-03


� EOEA Kitchen Food Handling and Sanitation Standards, Section 5


� EOEA Nutrition Standards, Section 3


� EOEA Menu Policies, Section B 9


� EOEA Menu Policies, Sections 4 and 6


� EOEA Kitchen Food Handling and Sanitation Requirements, Non-Homemaker Provider Agreement, Section 1.1


� Non-Homemaker Provider Agreement, Section 6


� ASAP Vendor Monitoring Manual


� ASAP Vendor Monitoring Manual


� ibid.


� ibid. 


� ibid.


� Non-Homemaker Provider Agreement, Section 1.1




















Name of Provider employee who completed this form:                                   





Signature:                                              Date:                      









































Boston Consortium RFR 2018


Computer Hardware/Software Minimum Requirements Certification





System Requirements�
�
Operating System:�
Windows 7 / Windows 8.1 / Windows 10�
�
Browser:�
Certified: Internet Explorer 11


�
�
Processor:�
2.0 GHZ processor or better�
�
RAM:�
2 GB (minimum) 4 GB (recommended)�
�
Screen Resolution:�
Minimum: 1024x768 (1280x1024 is ideal)�
�
Internet Access:*�
40-45 Kbps (kilobytes per second) (recommended for each concurrent user)�
�
Maximum Latency:�
100ms or less�
�
Microsoft:�
Certified: Microsoft Office 2003, 2007, and 2013, InfoPath 2003 and 2007


Supported: Microsoft Office 2007, 2010, and 2013, InfoPath 2010


Note that Microsoft Office 2013 is supported only for Windows 10 at this time�
�



Other Important IT requirements:


Antivirus Software installed. (Symantec, TrendMicro, MacAfee, etc.)


Encryption software for email communication (Zixmail, Cisco, etc.)


Secure Backup system or software (Carbonite or HIPAA Compliant online backup software)


Please note:  Organizations awarded contracts through this procurement will be required to provide and maintain all necessary functionality, hardware and software to meet industry standards, as outlined above, including:


Standard office software (word processing, spreadsheets, databases, e-mail communication, etc.) and operating systems on desktop, and licensed for all staff users; and


Internet connectivity and the appropriate internet capacity to support the Contract. 





By signing this form, Provider is certifying that it meets the requirements outline above.  If the Provider is unable to attest to a particular requirement, the Provider shall submit an explanation and plan to comply with this requirement. 


Provider’s Authorized Signature	         	Printed Name		                		Date








Plan to Meet Requirements:       __________________________, does not currently meet the Computer/Software requirements outlined above.  Following is________________ plan to comply with this requirement: 


___________________________________________________________________________
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