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Section 2. Time of Performance 

2.1 Meal Distribution 

The Contractor shall begin work upon the City’s Manager’s declaration of an emergency and after issuance 
of work order request issued by the Project Manager for the City to the Project Manager for the Contractor.  
Contractor’s work shall be completed within time as designated by the Project Manager.  All meals must be ready 

for consumption at least one (1) hour prior to serving.  Commencement of the Contract Work by the Contractor shall 
be deemed a waiver of the NTP and shall constitute the date of commencement for purposes of the completion 
deadline.   

Meal servicing shall be as follows: 

 Breakfast from 6:00 AM - 8:00 AM  
 
 Lunch from 11:00 AM - 2:00 PM 
 
 Dinner from 5:00 PM -  8:00 PM 
 
 Evening Snacks from 8:00 PM - 9:00 PM.  Snacks can be provided to the City Project Manager 

or designee for distribution. 

The work shall be conducted in such a manner and with sufficient labor, materials, tools, and equipment 
necessary to complete the work within the time limit set forth in the Agreement.  Should the organization of the 
Contractor, or its management, or the manner of carrying on the work be inadequate to do the work specified 
within the stated time as determined in the sole discretion of the City, then the City shall have the right to take 
charge of the work and finish it and provide the labor, materials and equipment necessary to complete the work 
as planned within the required time and to charge the cost of all such work against the Contractor and the 
Contractor and the Surety and shall be held responsible therefore;  or secondary awarded Contractor will be 
contacted to complete the services. The Contractor fully understands and agrees that the City shall not pay for 
any obligation or expenditure made by the Contractor prior to the effective date of this Agreement unless the 
City authorizes such payment in writing. 

2.2 Hurricane Projections  
 

Hurricane Alert: City makes contact with Caterer and provides update of City’s intentions  
 
Hurricane Watch – 48 hours:  Caterer is contacted to verify that the City has been put under a Hurricane 

Watch and Hurricane force winds are expected with 48 hours.   The City will contact the caterer to place them 
on stand-by at 36 hours.  

 
Hurricane Warning   36 hours:  Caterer is contacted with request to be on stand-by for providing meal 

services for a designated amount of employees per day if additional days are needed.  Menu items and number 
of meals per day is determined.   Phone contact/project personnel information is reviewed and updated.  Plan is 
identified how contact will be made after the storm if phone service is not available. 

 
Hurricane Warning - 24 hours:  Caterer is contacted with any updated information.  City will make 

determination if meals need to be ordered for evening meal for staff staying during the night at the Employee 
Shelter.  Head count can range from 25 – 150.   
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Hurricane Warning 10 – 24 hours:  Contact caterer with any updated information and determination of 
meal to be served after the storm has cleared.  If storm has been determined not to be a threat to the area, 
catering requirements will be cancelled.   

 
Hurricane Recovery - After Storm – all clear given:  Contact caterer (if phones are accessible) and meal 

time(s) are verified. If meal services are required for a period of time, each morning as designated above,  the 
number of meals required for that day (lunch, dinner and next day’s breakfast) will be communicated to the 
Caterer.  City radio may be available if phone / cell lines are inoperable.  Number of to go meals will also be 
identified. 
 
Section 3. Compensation and Method of Payment 
 
3.1  Fee Schedule 

 CITY will compensate Contractor for these Employee Shelter Food Services in accordance with 
Contractor's pricing schedule formalized in “Exhibit A-Price Proposal Form” to this Contract. Contractor's 
pricing schedule shall include a total firm cost to the City itemized as follows: Group selection, quantity, unit price, a 
brief description of the work, location of work, and projected completion time.  Contractor’s pricing may be updated 
annually prior to each optional renewal period with submission of justification for any increases in pricing and 
prior written approval by the appropriate City officials. 

3.2  Invoices 

 Billing will be accepted only for items received and verified by the Daily Tracking Log.  Contractor shall 
submit invoices to the City Representative weekly for processing for payment. The invoice must itemize the actual 
meal count and reflect the firm fixed contract price per meal for work accomplished and accepted by the City under 
this Contract. Each invoice shall be detailed and include, but not be limited to, a legible copy of the Daily Tracking 
Log approved by the City Representative, address/location, type of work, and date of service, and purchase order 
number, date work was completed and accepted by the City. 

3.3  Payment 

 Payment for service will be made on a weekly basis after order is completed and invoice is accepted by the City.  
Invoice must reflect purchase order number. Interim payment of approved invoice may be made using a City Purchasing 
Card. 

Section 4. Guarantee 

 The Contractor shall guarantee workmanship for the duration of the contract period.  Contractor 
shall ensure successful performance of the work for the service intended.  All purchased items shall 
include a satisfaction guarantee.  Caterer shall ensure successful performance of the work for the service 
intended and assure all meals are in accordance with the Food Standards Agency (FSA) and generally 
acceptable catering standards. If any meal is not sufficient, it will be the Caterer’s responsibility to correct 
and replace at no cost to the City of Stuart or deduct cost from invoice.    

Section 5. Audit 
 
 The Contractor agrees that the City or any of its duly authorized representatives shall, until the 
expiration of three years after expenditure of funds under this Agreement, have access to and the right to 
examine any directly pertinent books, documents, papers, and records of the Contractor involving transactions 
related to this Agreement.  The Contractor agrees that payment(s) made under this Agreement shall be subject 
to reduction for amounts charged thereto which are found on the basis of audit examination not to constitute 
allowable costs under this Agreement.  The Contractor shall refund by check payable to the City the amount of 
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such reduction of payments.  All required records shall be maintained until an audit is completed and all 
questions arising therefrom are resolved, or three years after completion of the project and issuance of the final 
certificate, whichever is sooner. 
 
Section 6. Contractor Responsibility 
 
6.1  Independent Contractor  

 
The Contractor is an independent contractor and is not an employee or agent of the City. Nothing in this 

Agreement shall be interpreted to establish any relationship other than that of an independent contractor, 
between the City and the Contractor, its employees, agents, subcontractors, or assigns, during or after the 
performance of this Agreement.  

 
CONTRACTOR agrees and understands that the contract shall not be construed as an exclusive 

arrangement and further agrees that the City may, at any time, secure similar or identical services at its sole option. 
 
6.2 Responsibility for Work 

 
The Contractor shall take the whole responsibility of the Agreement Work and shall bear all losses 

resulting to him because of bad weather, or because of errors or omissions in his or its bid on the Agreement 
price, or except as otherwise provided in the Agreement Documents because of any other causes whatsoever. 
 

It is the Contractor’s responsibility to become fully informed as to the nature and extent of the work 
required and its relation to any other work in the area, including possible interference from other site activities 

 

The Contractor shall assign a Supervisor that will be onsite during each meal service period.  This lead 
person shall speak fluent English and have the ability to make decisions and corrective actions on their own.  Supervisor 
is responsible to keep the City informed of the contractor's activities and have in place a dispatch method 
available at all times who can be contacted by the City by radio, beepers, cellular phones etc.  This assigned 
Supervisor will be responsible for overseeing all work performed.  If at any time the supervisor is replaced 
during the term of this contract, the Contractor must provide all updated information and details as requested 
and must be approved by the City.   

 
Contractor shall; 

 provide boxed lunch meals no more than six (6) hours prior to supplying to the City. 

 be capable of mobilizing their staff to the designated servicing site. 

 store all food and food products at the recommended temperature. 

 be self-sufficient with backup generator. Caterer shall be responsible for providing their own fuel source 
to run their generators. 

 provide containers (single serve containers, catering pan with lids and utensils for all meals, cups, 
condiments, plates and napkins). 

 use restaurant grade chafing dishes with sterno for serving hot food.   

 promptly dispose of all refuse and waste material created by the Caterer’s operation after each meal.   

 not serve leftovers from the previous day. 

 provide an adequate number of employees to operate the serving line and be courteous and follow safe 
food handling requirements. 

 be responsible for the cleanliness of the concession service area(s). Caterer shall keep all work areas in a 
clean, sanitary, and orderly condition at all times.  
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 ensure all owner cooking utensils and accessories are washed appropriately.   

 provide TO GO meals for offsite City locations and will be prepared in disposable catering pans and/or 
individual TO GO meals, box lunch type prepared in Styrofoam, plastic, or box containers for quantity of 
persons specified and will be distributed from a designated area for City staff to pick up. 

 ensure all employees are clean, neat and appropriately dressed, including proper footwear at all times 
during the performance of the services.  All of the employees shall wear a form of identification 
indicating the company represented.  The City will not be responsible for any costs for uniforms or 
identification for Caterer’s staff. 
 

 be solely and completely responsible for conditions of the job site, including safety of Caterers employees 
and property during performance of the work.   
 

 conduct operations to offer professional first-class businesslike manner at all times and provide optimum 
customer service to staff. Caterer shall supply sufficient attendants to provide outstanding service. Caterer 
shall conduct operations in an orderly manner, without unnecessary disruption to City staff.  

 
 at all times, guard against damage or loss to the property of the City and shall be held responsible for 

replacing or repairing any such loss or damage. 
 

6.3 Contractor’s Records  

As a condition precedent to Contractor filing any claim against City, Contractor shall make available to 
City all of Contractor’s books and records (directly or indirectly related to the claim of Contractor’s business) 
requested by City.  Refusal to do so shall constitute a material breach of this contract and cause for dismissal of 
any litigation. 

Section 7. Termination 

7.1  Termination for Convenience 

 Either party upon a seven (7) day written notice to the other party may terminate this Contract. In the 
event of any termination, Contractor shall be paid for all services rendered to the date of termination including 
all authorized reimbursable expenses. 

7.2  Termination for Cause 

 The performance of the Contract may be terminated by the City of Stuart in accordance with this clause, 
in whole or in part, in writing, whenever the City shall determine that the contractor has failed to meet 
performance requirement(s) of the Contract.  If the successful bidder should be adjudged bankrupt, or if he 
should make a general assignment for the benefit of his creditors, or if a receiver should be appointed on 
account of his insolvency, or if he should fail to provide properly skilled personnel or proper service in the sole 
discretion of the City, then the City can, after giving the successful bidder seven (7) days written notice, and 
without prejudice to any other right or remedy, terminate this Contract. 
 
7.3 Cancellation of Services 

Should a storm’s projected path abruptly change course, the City will notify Caterer to cancel their 
services no later than twelve (12) hours from anticipated arrival of the storm at no cost to the City.   
 

The Primary caterer will be used in every instance of ordering as long as their firm is capable of delivering 
the product/material in question within the time specified.  If the Primary caterer is not able to deliver the product 
in question within the specified time, the City reserves the right to contact the secondary awardee.   
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Section 8. ClTY's Obligations 

8.1  Project Manager 

 The Project Manager for the City with the authority to act on the City's behalf with respect to all aspects 
of the Project is the Community Services Supervisor or her designee.   

Lauren B. Leandre 
Community Services Supervisor 
Telephone: (772) 288-5334 
Cell: (772) 678-2982 
Fax: (772) 463-5822 
Email: lleandre@ci.stuart.fl.us  

 
 The Project Manager for the Contractor with authority to act on the Contractor's behalf with respect to 
all aspects of the Project is: 

 Patti Kupczyk 
 Director/Owner 
 Email:  chantalsparavion@bellsouth.net   
 Telephone:  (772) 283-4466 
 Cell No.  (772) 215-3936 or (772) 215-3934 

Section 9. Persons Bound by Contract 

9.1  Parties to the Contract 

 The persons bound by this Contract are the Contractor and the City and their respective partners, 
successors, heirs, executors, administrators, assigns and other legal representative. 

9.2  Assignment of Interest in Contract 

 This Contract and any interest or services associated with this Contract may not be assigned, sublet or 
transferred to another by either party without the prior written consent of the other party. Contractor will not be 
permitted to subcontract any of the work requirements to be performed of the services hereunder, with the 
exception of crew type laborers. 

9.3  Other Entity Use 

 The successful Contractor may be requested to convey its proposal prices, contract terms and conditions, 
to municipalities or other governmental agencies.  

9.4  Rights and Benefits 
 
 Nothing herein shall be construed to give any rights or benefits arising from this Contract to anyone 
other than Contractor and the City. 
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Section 10. Indemnification of City 
 
 Contractor assumes the entire responsibility and liability for all damages or injury to all persons, and to all 
property, caused by the Contractor or Contractor’s employees, agents, consultants or sub-contractors, and 
Contractor shall to the fullest extent allowed by law, indemnify and hold harmless the CITY, and its officers and 
employees, from liabilities, damages, losses, and costs, including, but not limited to, reasonable attorneys' fees, to 
the extent caused by the negligence, omission, or intentional conduct of the Contractor and other persons employed 
or utilized by the Contractor in the performance of the contract.  Specific consideration for this indemnity is $10.00, 
the receipt and sufficiency of which are hereby acknowledged by Contractor. 
     
 Contractor shall obtain, maintain and pay for general liability insurance coverage to insure the provisions of 
this paragraph. 
 
Section 11. Insurance. 

11.1. Requirements 

 Contractor shall procure and maintain insurance, in the amounts noted in Item 6.2 of the Request for 
Proposal and included in “Exhibit C” of this Contract, which names the Contractor, its officers, board 
members, employees and agents as additional insured on General Liability and Automobile Liability insurance 
policies. Such certificate must contain a provision for notification of the City 30 days in advance of any material 
change or cancellation. The City by and through its Risk Manager, reserves the right to review, modify, reject or 
accept any required policies of insurance, including limits coverages or endorsements, herein from time to time 
throughout the term of this contract. All insurance carriers must have an A.M. Best Rating of at least A:VII or 
better. When a self insured retention or deductible exceeds $5,000, the City reserves the right, but not the 
obligation, to review and request a copy of contractor’s most recent annual report or audited financial statement. 
All contractors, including any independent contractors and subcontractors utilized, must comply with the 
insurance requirements as set forth in the documents identified and listed in “Exhibit C” attached hereto. 

 
11.2  Certificate of Insurance 
 

Certificates of all insurance required from the Contractor shall be attached to this agreement and shall be 
subject to the City's approval for adequacy. 

Section 12.   Professional Standards 

 All work performed by Contractor will be in accordance with the highest professional standards and in 
accordance with all applicable governmental regulations.  
 
Section 13.   Non-Appropriation 

 This Contract is deemed effective only to the extent of the annual appropriations available. 

Section 14.  General Conditions 

14.1 Venue in Martin County 

 Jurisdiction and venue for any lawsuit to enforce the terms and obligations of this Contract shall lie 
exclusively in the County Court or the Circuit Court in and for Martin County, Florida. 
 
 



Contract # 2014-001 Employee Shelter Food Services	 Page	8	

 
 
14.2 Laws of Florida 
 
 The validity, interpretation, construction, and effect of this Contract shall be in accordance with and 
governed by the laws of the State of Florida.   
 
14.3 Attorney’s Fees and Costs 

 In the event the Contractor breaches or defaults in the performance of any of the terms, covenants and 
conditions of this Contract, the Contractor agrees to pay all damages and costs incurred by the CITY in the 
enforcement of this Contract, including reasonable attorney's fees, court costs and all expenses, even if not 
taxable as court costs, including, without limitation, all such fees, costs and expenses incident to appeals 
incurred in such action or proceeding.  
 
14.4 Mediation as Condition Precedent to Litigation 
 
 Prior to the initiation of any litigation by the parties concerning this Contract, and as a condition 
precedent to initiating any litigation, the parties agree to first seek resolution of the dispute through non-binding 
mediation.   Mediation shall be initiated by any party by serving a written request for same on the other party.  
The parties shall, by mutual agreement, select a mediator within 15 days of the date of the request for 
mediation.  If the parties cannot agree on the selection of a mediator then the CITY shall select the mediator 
who, if selected solely by the CITY, shall be a mediator certified by the Supreme Court of Florida.  The 
mediator’s fee shall be paid in equal shares by each party to the mediation. 
 
14.5 Contract Amendment 

 The City may require additional items of a similar nature, but not specifically identified in the contract. 
The Caterer agrees to provide such items, and shall provide the City prices on such additional items based upon 
a formula or method which is the same or similar to that used in establishing the prices in this bid.  If the 
price(s) offered are not acceptable to the City, and the situation cannot be resolved to the satisfaction of the 
City, the City reserves the right to procure those items/services from other vendors or to cancel the contract.  
Furthermore, the City reserves the right to delete or revise items under this bid at any time during the contract 
period when and where deemed necessary.  Deletions may be made at the sole discretion of the City at any time 
during the contract period.  Items revised must be mutually agreed upon in writing by the Caterer. 
 
 No modification, amendment or alteration in the terms or conditions contained in this Contract shall be 
effective unless contained in a written documents executed with the same formality and of equal dignity 
herewith.  This Contract constitutes the entire agreement between the parties, and no prior, or contemporaneous 
oral agreement shall be binding on either party.  If either party fails to enforce a portion or all of this Contract, it 
shall not constitute a waiver of the same. 

14.6 Contractual Authority 

By signing this Contract the Contractor swears or affirms, under penalty of perjury, that this is a 
valid act of the Contractor, and that no later claim shall be made by the CONTRACTOR that the Contract is 
invalid or an ultra vires act, by reason of a failure to have the proper authority to execute the Contract.  In the 
event that a court of competent jurisdiction later determines that the Contract is or would be null and void for 
failure of the signatory to have proper or complete authority, this Contract shall nonetheless be deemed valid 
under the theory of “apparent authority,” or in the sole alternative of the City, shall be deemed to be the act of 
the signatory, as an individual, who shall be fully responsible for its complete performance.    
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14.7 Sovereign Immunity 

 
Nothing contained herein shall be construed or interpreted as a waiver of the sovereign immunity 

liability limits established under chapter 768.20 Florida Statutes as amended. 

Section 15.   Public Records 

In compliance with F.S. 119.0701 the Contractor shall: 

Keep and maintain public records that would ordinarily and necessarily be required by the public agency 
in order to perform the service. This includes, without limitation, any and all financial, accounting, operational 
or service records or reports kept, generated or issued as a normal part of the services provided.  

Provide the public with access to these public records on the same terms and conditions that the public 
agency would provide the records and at a cost that does not exceed the cost provided in Chapter 119 or as 
otherwise provided by law. 

Ensure that public records that are considered exempt or confidential, and therefore exempt from public 
records disclosure requirements, are not disclosed except as  authorized by law.  

Meet all requirements for retaining public records and transfer, at no cost, to the public agency all public 
records in possession of the contractor upon termination of the contract and destroy any duplicate public records 
that are exempt or confidential and exempt from public records disclosure requirements.  

All records stored electronically must be provided to the public agency in a format that is compatible 
with the information technology systems of the public agency."  

If the Contractor does not comply with a public records request, the public agency shall enforce the 
contract provisions in accordance with the Contract. 

Section 16.   Exhibits 
 
 The following Exhibits are attached to and made a part of this Contract: 
 
“Exhibit A” - "Quote as Submitted by Bidder and Accepted by City" 
 
“Exhibit B” - “Original Request for Quote as Issued by City, including all Addenda” 
 
“Exhibit C” - "Insurance and Indemnification." 
 
 
 

[REMAINDER OF PAGE INTENTIONALLY LEFT BLANK] 
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EXHIBIT A 

 

QUOTE AS SUBMITTED BY RESPONDENT AND ACCEPTED BY THE CITY OF STUART” 
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EXHIBIT B 

 

“ORIGINAL REQUEST FOR QUOTE AS ISSUED BY CITY” 
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City of Stuart 

 121 S. W. Flagler Avenue    Stuart    Florida 34994                       Dept of Financial Services 
   Telephone (772) 288-5308        Fax:  (772) 600-0134  Procurement Division 

 
 

REQUEST FOR QUOTE NO. 2014-001 
 

EMPLOYEE SHELTER FOOD SERVICES 
                

GENERAL TERMS AND CONDITIONS 
 
These instructions are standard for all contracts for commodities or services issued through the City of Stuart 
Procurement Division (hereafter referred to as “City”).  The City may delete, supersede, or modify any of these 
standard instructions for a particular contract by indicating such change in any document related to the Request for 
Quote (RFQTS).   
 
A INSTRUCTION TO BIDERS AND BID SIGNATURE SECTION 
 
A1. This sheet must be signed by a person authorized to sign for your firm and returned with your bid.  Failure 

to comply will result in disqualification of submittal. 
 
A2. Delivery shall be a factor in award.  Failure to perform within delivery deadline(s) set forth in the 

specifications or any other contract document shall constitute default. 
 
A3. The City reserves the right to reject any or all bids, without recourse, to waive technicalities or to accept the 

bid which in its sole judgment best serves the interest of the City.  Cost of submittal of this bid is 
considered an operational cost of the bidder and shall not be passed on to or be borne by the City. 

 
A4. Goods, services, supplies or equipment covered in the specifications shall be delivered F.O.B. Destination. 
 
A5. It is the bidder’s responsibility to assure that Bids are received in the City of Stuart Procurement & 

Contracting Services Office, 121 SW Flagler Avenue, Stuart, Florida 34994, not later than 4:00 p.m., on 
July 23, 2014 by hand delivery, facsimile at 772 600-0134 or by e-mail to ldarden@ci.stuart.fl.us.   Any 
received after this date and time may not be accepted or considered.  

 
A6. The City may accept any item or group of items on any bid unless the offeror qualifies his bid by specific 

limitations. 
 
A7. Questions relative to interpretation of specifications or the solicitation process shall be addressed to the 

Buyer, in writing, in ample time before the period set for the receipt of bids.  Any interpretations, 
clarifications or changes made will be in the form of written addenda issued by the Procurement Office.  
Oral answers will not be authoritative. 

 
A8. Bidders are requested not to contact the City Commission, requesting/evaluating Departments or Divisions 

during or after bids are opened.  Any questions from bidders or evaluating Departments or Divisions will 
be answered through the Procurement Division. 

 
A9. If not bidding any or all items, please so state. 
 
A10. Unit prices will govern in the event both unit and total prices are requested in the solicitation and the unit 

price carried forward does not mathematically result in the total price for that item. 
 

 



RFQts #2014-001: Employee Shelter Food Service Page 2 

A11. It will be the responsibility of the bidder to contact the Procurement Office prior to submitting a bid to 
ascertain if any addenda have been issued, to obtain all such addenda, and to return executed addenda with 
their bid.  The Procurement & Contracting Services Division is located at 121 SW Flagler Avenue, 
Stuart, Florida 34994, telephone # (772) 288-5308, Fax (772) 600-0134, and email 
ldarden@ci.stuart.fl.us. 

 
A12. Failure to comply with these instructions may result in disqualification of your bid. 
 
 
B. GENERAL PROVISIONS 
 
B1.  Payment/Invoicing: No payment will be made for materials ordered without proper purchase order 

authorization.  Payment cannot be made until materials, goods or services have been received and accepted 
by the City in the quality and quantity ordered. Payment will be accomplished by submission of invoice, in 
duplicate, with Purchase Order Number referenced thereon and mailed to: Financial Services Department, 
121 S.W. Flagler Avenue, Stuart, FL  34994.  Payment in advance of receipt of goods or services by the 
City of Stuart cannot be made.    

 
B2. Purchasing Card Program:   
 

A. Preferred method of payment is by means of the City of Stuart Purchasing Card (VISA).  The 
selected Bidder(s) can take advantage of this program and in consideration receive payment within 
several days, instead of the City’s policy of Net 30 Days After Receipt of Invoice (ARI).   

 
B. Bidders are requested to acknowledge acceptance of purchasing VISA card on the Bid Schedule.  

In the event of failure on the part of the Bidder to make this statement, the City shall assume the 
purchase or Contract price shall be governed by the Net 30 ARI. 

 
C. The City of Stuart offers bidders who commit to accepting the Purchasing Card as payment a one 

percent (1%) reduction in their bid price for evaluation purposes only.   When evaluating prices 
submitted by bidders in response to this solicitation, the total offered price of a bidder committed to 
accepting the Purchasing Card will be reduced by one percent, the resulting number is then 
compared to the other bidders’ offered price.  If the committed bidder is awarded the contract, the 
award will be at the originally bid price. 

 
B3.  Fund Availability: Any contract resulting from this solicitation is deemed effective only to the extent of 

appropriations available. 
 
B4.  Permits/Licenses/Fees: Any permits, licenses or fees required will be the responsibility of the 

successful bidder, no separate payment will be made.  Adherence to all applicable code regulations 
(Federal, State, County, City), are the responsibility of the successful bidder.   

 
B5.  Taxes: The City of Stuart does not pay Federal excise or State sales taxes.  Our tax exemption number is 

85-8012740159C-6. 
 
B6. Warranty: The bidder shall state the warranty offered against defective workmanship and material as 

specified in Section C-Special Provisions. 
 
B7.  Independent Pricing: By submission of this bid, the bidder certifies, and in the case of a joint bid each 

party thereto certifies as to its own organization, that in connection with this procurement prices in this 
quote have been arrived at independently. 
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B8. Inspection/Acceptance Title: Inspection and acceptance will be at the City of Stuart’s ordering 

department/division unless otherwise stipulated.  Title and risk of loss or damage to all items shall be the 
responsibility of the vendor until accepted by the using department of the City, unless loss or damage 
results from negligence by the City or it’s using Department. 

 
B9.  Changes: the City of Stuart reserves the right to order, in writing, changes in the work within the scope of 

the contract such as change in quantity or delivery schedule.   
 
B11. Conflict of Interest: All offerors must disclose with their offer the name of any officer, director, or agent 

who is also an officer or employee of the City of Stuart.  
 
B12. Termination:  The City of Stuart reserves the right to terminate the Agreement in whole or part by giving 

the vendor written notice at least seven (7) days prior to the effective date of the termination.   
 
B16. The Contract:  Notice of award by the City of Stuart will constitute acceptance of the quote. A purchase 

order or other award document will be issued by the city when appropriate to do so. 
 
B17 Force Majeure:  Neither party to this agreement shall be liable to the other for any cost or damages if the 

failure to perform the agreement arises out of causes beyond the control of the parties.   
 
B18. Quote as Public Domain:  The quote will become part of the public domain upon opening.  Vendors shall 

not submit pages marked “proprietary” or otherwise restricted” per FSS 119. 
 
B19. Equal Opportunity:  The City of Stuart encourages participation by minority and women owned business 

enterprises.   
 
B20. Assignment & Subcontracting:  The successful bidder will not be permitted to assign its contract or 

subcontract any work with the City.  
 
B21. Insurance:  Awarded bidder shall, during the entire period of performance of any contract resulting from 

this solicitation, submit proof of insurance.  Coverages and amounts are subject to City approval. 
 
B22. Additional Terms and Conditions:  No additional terms and conditions included with the bid response 

shall be evaluated or considered. 
 
B23. Safety Standards:  All caterers shall adhere to all Federal, State, County and City safety regulations and 

requirements.  The City of Stuart safety manual is available for use by any vendor contracted to provide 
services, supplies and/or equipment to the City of Stuart.   

 
 
C. SPECIAL PROVISIONS 
 
C1. Qualification of Bidders:  This bid shall be awarded only to a responsive and responsible bidder, qualified to 

provide the items specified.  The bidder should submit the following information with their bid package to be 
considered responsive in order for the City to fully evaluate the firm’s qualifications.  Failure to fully submit 
the requested information may result in the RFQTS being considered non-responsive. 

 
A. Bidder must provide proof of catering license by the Florida Department of Business Profession 

Regulations, and shall submit a minimum of one (1) “Food Safety Inspection Report” or any report 
written by the Department of Business and Professional Regulation for food service establishment 
operated by the Bidder within the last year as part of the submittal. 
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B. Bidder shall provide an assigned Supervisor (to the City account) with a minimum of three (3) years’ 
experience in similar work.  This assigned Supervisor will be responsible for overseeing all work 
performed.  

 
C. Bidders are to provide a minimum of three (3) satisfactory references within the past five (5) years 

of similar accounts and size on the City provided form.  Bidder is responsible for verifying correct 
phone numbers and contact information. Failure to provide accurate data may result in the 
reference not being obtained or considered. 

 
D. Completion and submission of Questionnaire of Bidders Information attached herein.   

 
C2. Inspection of Facilities:  It is the bidder’s responsibility to become fully informed as to the nature and extent 

of the work required.  Arrangements for bidder’s inspection of facility may be secured from the Community 
Services Division at (772) 288-5340. 

 
C3. F.O.B. Point:  All prices quoted shall be F.O.B. destination, freight prepaid (Bidder pays and bears freight 

charges, Bidder owns goods in transit and files any claims).  The successful bidder shall be fully 
responsible for any and all travel expenses and/or delivery/transport charges to and from destination.  Exact 
delivery point will be indicated on the purchase. 

 
C4. Distribution:  All meals must be ready for consumption at least one (1) hour prior to serving.  Meal servicing 

shall be as follows: 
 

 Breakfast from 6:00 AM - 8:00 AM  
 
 Lunch from 11:00 AM - 2:00 PM 
 
 Dinner from 5:00 PM -  8:00 PM 
 
 Evening Snacks from 8:00 PM - 9:00 PM.  Snacks can be provided to the City Project Manager or 

designee for distribution. 
 
C5. Payment:  Billing will be accepted only for items received and verified by the Daily Tracking Log.  The 

successful caterer shall submit an invoice to the City Representative weekly for processing for payment. The 
invoice must itemize the actual meal count and reflect the firm fixed contract price per meal.  Payment for 
service will be made after order is completed and invoice is accepted by the City.  Invoice must reflect 
purchase order number. Interim payment of approved invoice may be made using a City Purchasing Card. 

 
C6. Contract Terms:  At all times during the term of the contract, the successful Bidder shall act as an 

independent Contractor and at no time shall be considered an agent or partner of the City. 
 

A. Contract Period: This contract shall be awarded for an initial term of one (1) year subsequent to 
approval by the Procurement Manager. The contract may be renewed for two (2) additional one 
year periods provided both the successful bidder and the City agree and all terms and conditions 
remain the same. Any contract or amendment resulting from this solicitation shall be subject to 
fund availability and mutual written agreement between the City and the successful bidder.  
Extension of the contract for additional thirty (30) day periods for the convenience of either party 
shall be permissible at the mutual consent of both parties.  

 
B. Option to Extend: The performance period of any contract resulting from this solicitation may be 

extended upon mutual agreement between the contractor and the City of Stuart with no change in 
terms or conditions. Any extension of performance period under this provision shall be in one-year 
increments. The contract may be renewed for two (2) additional one-year periods, provided both 
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parties are in agreement. Total contract length, including individual one-year extensions, shall not 
exceed three (3) years. Consideration of price increases at each renewal period will be given 
provided such escalations are reasonable and acceptable to the City. Any price increases must be 
justified, documented and approved by the City of Stuart. It is also expected that de-escalation of 
prices will be extended to the City if the market so reflects. 

 
C. Additional Services for Emergency:  The City may require additional items of a similar nature, 

but not specifically identified in the contract. The Caterer agrees to provide such items, and shall 
provide the City prices on such additional items based upon a formula or method which is the same 
or similar to that used in establishing the prices in this bid.  If the price(s) offered are not 
acceptable to the City, and the situation cannot be resolved to the satisfaction of the City, the City 
reserves the right to procure those items/services from other vendors or to cancel the contract.  
Furthermore, the City reserves the right to delete or revise items under this bid at any time during 
the contract period when and where deemed necessary.  Deletions may be made at the sole 
discretion of the City at any time during the contract period.  Items revised must be mutually 
agreed upon in writing by the Caterer. 

 
C7. Guarantee: The bidder shall guarantee workmanship for the duration of the contract period.  All 

purchased items shall include a satisfaction guarantee, which will be designated in the submitted 
bid.  Caterer shall ensure successful performance of the work for the service intended and 
assure all meals are in accordance with the Food Standards Agency (FSA) and generally 
acceptable catering standards. If any meal is not sufficient, it will be the Caterer’s responsibility 
to correct and replace at no cost to the City of Stuart or deduct cost from invoice.    

 
C8. Method of Ordering:  A blanket purchase order shall be issued for the term of the award. Community 

Service Department may order requirement(s); as specified in the specifications, on an “as needed” basis. 
All terms, conditions and prices of this quote are applicable.  Only awarded bid items may be purchased on 
the blanket purchase order.  Vendor is to take all necessary steps to insure this requirement.  Invoices must 
reference purchase order number.  

 
Time will be of the essence for any orders placed as a result of this RFQts.  The City reserves the 
right to cancel any orders, or part thereof, without obligation, if delivery is not made in accordance 
with the schedule as specified or as otherwise accepted by the City.  Quantity to be determined by the 
City at the time of order placement, and will depend upon the City’s need at the time of request. 

 
C9. Quantities:  The quantities specified are an estimation based on the unit price of 100 meals per type per 

day (breakfast, lunch, dinner, and snack).  The City of Stuart makes no guarantee regarding the quantity to 
be purchased and reserves the right to increase or decrease the total quantities, as necessary, to meet actual 
requirements in accordance with the prices quoted. 

 
C10. Performance:  The City heavily monitors the quality and performance of work performed and/or supplies 

furnished by the awarded vendor for future consideration and/or reference purposes.  The City may return, for 
full credit, any item(s) received which fail to meet the City's performance standards. 

 
 
D. AWARD OR REJECTION OF BIDS 
 
D1. Award of Contract: The City of Stuart intends to award to a Primary and Secondary bidder most 

responsive and responsible to the solicitation with the lowest bid.  The Purchase Order will serve as the 
contract. 
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D2. Method of Award:  The City reserves the right to award group by group or on an all or none basis to 
a Primary and Secondary bidder.  The lowest responsive, responsible bidder for the entire bid shall 
be determined as the Primary Vendor.  The second lowest responsive responsible bidder for the 
entire bid shall be determined as the secondary.  The City reserves the right to pick and choose any 
combination or order of project award.     

 
Award of the primary and secondary bidder will also be determined in order of responsiveness, 
delivery, stocking capability, acceptance of purchasing card program, materials and service 
proposed, along with bidder’s qualifications, adequate organization, and personnel to ensure prompt 
and efficient performance of work to the City.   

 
After the bid has been awarded, the Primary bidder will be used in every instance of ordering as long 
as their firm is capable of delivering the product/material in question within the time specified.  If 
the Primary bidder is not able to deliver the product in question within the specified time, the City 
reserves the right to contact the secondary awardee.  Bidders are required to bid all items requested. 
Failure to identify a monetary amount for each line item may cause bidder’s bid response to be considered 
non-responsive and rejected. 

 
D4. Rejection of Bids: The City of Stuart reserves the right to reject any or all bids with or without cause when 

such rejection is in the best interests of the City, at the City’s sole determination.  The City also reserves the 
right to reject the bid of a bidder who has previously failed to perform properly or complete on time 
contracts of a similar nature, or whom investigation shows is not in a position to perform the contract. 

 
D5. Determining Responsibility: In determining responsibility, the following qualifications will be considered 

by the Procurement & Contracting Services Manager: 
 

 The bidder's ability, capacity and skill to perform the contract or provide the service within the time 
specified. 

 
 The reputation, judgment and experience of the bidder. 
 
 The quality of performance of previous contracts or services including previous performance with 

the City. 
 
 Previous and existing compliance by the bidder with laws and ordinances relating to the contract or 

service. 
 
 Financial resources of the bidder to perform the contract or provide the service. 
 
 Ability to provide future maintenance and service for the use of the subject of the contract. 
 
 Whether the bidder is in arrears to the City on a debt or contract or is a defaulter on surety to the 

City, or whether the bidder's taxes or assessments are delinquent. 
 
 

E. SCOPE OF SERVICE   
 

  
E1. Work Objective:  The City of Stuart is requesting quotations from qualified Caterers to provide catering 

services for emergency operations, including but not limited to; furnishing two (2) hot (one breakfast and 
one dinner) and one (1) cold sandwich (lunch) meal to employees and their families at the City’s 
Employee Shelter. 
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A. Caterer to furnish, prepare, deliver, and serve meals to employees and their families at the 

City’s Employee Shelter located at the 10th Street Community Center, before, during, 
and after an emergency and/or disaster event.  Meals shall be available to a limited number 
of staff with a four (4) hour notice at the Employee Shelter, and at designated times twenty-four 
(24) hours per day, seven (7) days a week until the City declares otherwise in writing. Special 
arrangements may be required during curfew times. Meals may be prepared at Caterer’s location 
or onsite at the Community Center as follows: 

 

1. In the event that a major storm is predicted and is so severe that a caterer would not be able 
to drive to the City’s facility, the City would like to have meals prepared at the Community 
Center.  The Center has a kitchen with refrigerators, freezers, and ovens with stove tops 
available for the preparation of meals on site. The Caterer shall be available within a 
twenty-four (24) hour notice to cook meals at the Employee Shelter site.  The vendor 
shall be prepared to provide meals from vendor stock.   An al location of twenty 
percent  (20 %) shall be provided to caterer for meal preparation at facility.  This facility 
does have generator power.   

2. Caterer shall provide “To Go” containers for pick up by City staff to feed additional off site 
employees when necessary.  These off-site locations will not require the Caterer to deliver or 
serve the food.   

 
B. The City requires a firm that can offer a level of commitment to servicing the City’s account during an 

emergency event.  The City requests that the City be the sole account that emergency catering services 
are being provided or can substantiate that firm has adequate staff, management and supplies to handle 
another multiple emergency response accounts. Failure to substantiate the above will result in the City 
not accepting your submittal response.  Only firms that can demonstrate their capability to provide 
catering services for a minimum of 100 people on short notice, able to maintain services during an 
emergency event and that have generator(s) in place to power their kitchen facility will be considered.   
 

C. Beverages shall be provided in cans or recyclable plastic bottles. Beverages are to be nationally 
recognized brands, for example manufactured by Pepsi cola, Coca-Cola, Welch’s, Ocean Spray and 
Gatorade. Caterers should provide a list of proposed product selections with their submittal.  

 
D. Snacks offerings shall provide a variety of pre-packaged products. They should be nationally 

recognized brands, for example manufactured by Frito-Lay, Lance, Nestles, Hershey, Lance & 
Mars; regular, sugar-free and sugar-substitute products.  Offerings can consist of candy, nuts, chips, 
crackers cookies, etc.  Caterers should provide a list of proposed products selection with their 
submittal. 

 
E. All cups, plates, napkins, utensils, salt, pepper, sugar, creamers, condiments and all other necessary 

side items must be provided by the vendor.  

 
F. Any expired dated product and any product showing  visibly damaged packaging  or container,  

shall be immediately removed.  The City shall not be liable for the cost of any surplus, waste, 
or expired snack and/or beverage provided under this contract. 
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G. Should a storm’s projected path abruptly change course, the City will notify Caterer to cancel their 
services no later than twelve (12) hours from anticipated arrival of the storm at no cost to the City.  
Bidder to include your cancellation policy with your submittal.  

 
H. The City Project Manager or designee will provide the awarded vendor with an estimated number 

of meals needed initially and for each day, as necessary. 
 
E2. Meals: 
 

A. Breakfast:  Breakfast meals shall contain a main course (e.g. eggs, French toast, pancakes, 
omelets, and cereal), choice of 2 meats, fresh fruit or a fruit cup, pastries, juice and coffee. 

 
B. Lunch:  Lunch meals shall contain a sandwich (white, Italian or whole wheat bread), chips, desert 

(e.g. cookie, cake, brownie) and a beverage.  Fresh fruit or a fruit cup may be substituted for chips.  
Sandwich shall be quality cold cut meats and cheeses or salad type (tuna, egg, chicken).  Lettuce, 
tomato, onion, and pickles should be available when possible.  There shall be a variety of sandwich 
types available daily. 

 
C. Dinner:  Dinner meals shall contain a choice of two (2) main courses (e.g. lasagna, roast beef, 

turkey, chicken, meatloaf, etc.) and a choice of two (2) vegetables, a side dish (e.g. potatoes, rice, 
pasta), dinner roll (bread), desert (e.g. cookie, cake, brownie), and a beverage (soda, water, coffee, 
juice, tea).  Salad will also be offered, as available. 

 
D. Evening Snack:  Evening snack shall contain a choice of four (4) snack items individually wrapped 

(e.g. chips, pretzels, crackers, and snack cakes/cookies) and a drink (soda, water, coffee, juice, tea). 
 
E3. Hurricane Projections:   
 

A. HURRICANE ALERT 

 City makes contact with Caterer and provides update of City’s intentions  
 
B. HURRICANE WATCH – 48 hours 

Caterer is contacted to verify that the City has been put under a Hurricane Watch and Hurricane 
force winds are expected with 48 hours.   The City will contact the caterer to place them on stand-
by at 36 hours.  

 
C. HURRICANE WARNING   36 hours 

 Caterer is contacted with request to be on stand-by for providing meal services for a designated 
amount of employees per day if additional days are needed.  Menu items and number of meals per 
day is determined.   Phone contact/project personnel information is reviewed and updated.  Plan is 
identified how contact will be made after the storm if phone service is not available. 

 
D. HURRICANE WARNING - 24 hours 
 
 Caterer is contacted with any updated information 
 
 City will make determination if meals need to be ordered for evening meal for staff staying during 

the night at the Employee Shelter.  Head count can range from 25 – 150.   
 
E. HURRICANE WARNING 10 – 24 hours 
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 Contact caterer with any updated information and determination of meal to be served after the 
storm has cleared.  If storm has been determined not to be a threat to the area, catering 
requirements will be cancelled.   

 
6. HURRICANE RECOVERY - After Storm – all clear given 
 
 Contact caterer (if phones are accessible) and meal time(s) are verified.  
 
 If meal services are required for a period of time, each morning as designated above,  the number 

of meals required for that day (lunch, dinner and next day’s breakfast) will be communicated to the 
Caterer.  City radio may be available if phone / cell lines are inoperable.  Number of to go meals 
will also be identified. 

 
E4. Description of Applicable Standards:  All meals shall be prepared under national, state and local 

health safety and sanitary conditions.  The Caterer shall be in compliance with Federal, State and 
Local guidelines governing health and food service sanitation, for example, Occupational 
Environmental Safety and Health; and Food Service Agency. 
 

E5. Caterer’s Responsibilities:  

 Boxed meals shall be prepared no more than six (6) hours prior to supplying to the City. 

 The Caterer shall be capable of mobilizing their staff to the designated servicing site. 

 All food and food products shall be stored at the recommended temperature. 

 The Caterer’s location for preparing food shall be self-sufficient with backup generator. Caterer 
shall be responsible for providing their own fuel source to run their generators. 

 The Caterer shall provide containers (single serve containers, catering pan with lids and utensils for 
all meals, cups, condiments, plates and napkins). 

 Caterer shall use restaurant grade chafing dishes with sterno for serving hot food.  Once, owner 
cooking utensils and accessories are washed appropriately, chafing dishes may be left on site each 
day.   

 All refuse and waste material created by the Caterer’s operation shall be promptly disposed of after 
each meal.  Caterer is requested to provide their plan with their proposal for handling gray water, 
cooking oils and other by-products if a mobile food kitchen is being brought to the site. 

 The Caterer shall not serve leftovers from the previous day. 

 Caterer shall provide an adequate number of employees to operate the serving line.  Caterer will 
provide their staff to serve and replenish food supply as needed.  All employees shall be courteous 
and follow safe food handling requirements. 

 Caterer shall be responsible for the cleanliness of the concession service area(s). Caterer shall keep 
all work areas in a clean, sanitary, and orderly conditions at all times. The City will provide 
employees to assist with clean-up of the room used to serve the food.  However, it is the Caterer’s 
responsibility to ensure all owner cooking utensils and accessories are washed appropriately.   

 Bulk TO GO meals for offsite City locations will be prepared in disposable catering pans for 
quantity of persons specified and will be distributed from a designated area for City staff to pick 
up. 

 Individual TO GO meals, box lunch type will be prepared in Styrofoam, plastic, or box containers. 

 Caterer shall provide a daily supply of containers with partitions to the City, as City staff will 
prepare individual to go meals from the serving line for those employees that need to take their 
meal with them. 
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 Caterer shall  appoint a Supervisor that will be onsite during each meal service period.  This lead 
person shall speak fluent English and have the ability to make decisions and corrective actions on 
their own, as phone communication may be limited.  Caterers staff must wear appropriate clothing 

 Caterer shall be solely and completely responsible for conditions of the job site, including safety of 
Caterers employees and property during performance of the work.   
 

 Caterer shall conduct operations to offer professional first-class businesslike manner at all times and 
provide optimum customer service to staff. Caterer shall supply sufficient attendants to provide 
outstanding service. Caterer shall conduct operations in an orderly manner, without unnecessary 
disruption to City staff.  

 
 Caterer shall ensure all employees are clean, neat and appropriately dressed, including proper 

footwear at all times during the performance of the services.  All of the employees shall wear a 
form of identification indicating the company represented.  The City will not be responsible for any 
costs for uniforms or identification for Caterer’s staff. 

 
 Caterer  shall, at all times, guard against damage or loss to the property of the City and shall be held 

responsible for replacing or repairing any such loss or damage. 

E6. City’s Responsibility: 
 

 Provide a secure site for set up and operation, including set up of the room. 

 Provide a dumpster at the site. 

 Provide electrical power at the site if the normal power is not operational. 

 Storage area for soda,  water and paper goods (City will not be responsibility for security of the 
items stored) 

 Provide an estimated count for all meals to be provided at the site each day at 9:00 a.m.    Count to 
include meals for take-out and type of meal, lunch, dinner, breakfast is for following day. 

 Provide a written twenty-four (24) hour notice to caterer to shut down operations. 

 The City may provide City staff to assist in the serving line. 

 The City will monitor and perform a count of the amount of staff actually fed each day and share 
the figure with the Caterer. 
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INSURANCE REQUIREMENTS 

 
The following insurance provisions are hereby established for professionals who will provide services to the City. 
 
1. The successful proposer shall not commence any work in connection with the contract for services until the 
professional has obtained all of the following types of insurance and the City has approved such insurance.  Nor 
shall the successful proposer allow any subcontractor to commence work on its subcontract until all similar 
insurance required of the subcontractor has been so obtained and approved.  All insurance policies shall be with 
insurers licensed and authorized to do business in the State of Florida. All carriers shall carry an AM Best Rating of 
at least A:VII. A Waiver of Subrogation is required under each of the required insurance policies. All policies 
should respond as primary. Each policy shall include Contractual Liability 
 
2. Loss Deductible Clause:  The City shall be exempt from, and in no way liable for, any sums of money which 
may represent a deductible in any insurance policy.  The payment of such deductible shall be the sole responsibility 
of the Professional and/or subcontractor providing such insurance. 
 
3. Worker's Compensation Insurance:  The Professional shall take out and maintain during the life of this Contract, 
Worker's Compensation Insurance for all of its employees furnished to the City pursuant to this contract.  In case 
any work is sublet, the Professional shall require the subcontractor similarly to provide Worker's Compensation 
Insurance for all of the latter's employees unless such employees are covered by the protection afforded by the 
Professional.  Such insurance shall comply fully with the Florida Worker's Compensation Law.  This coverage shall 
include Employer’s Liability for limits of not less than $100,000 Each Accident, $100,000 Each Disease/Employee 
and $100,000 Each Disease/Maximum. 
 
4. Commercial General Liability:  The Professional shall, during the life of this Contract take out and maintain 
broad form Commercial General Liability including premises and operations; products and completed operations; 
personal and advertising injury; and fire damage for limits of not less than $500,000.00 per occurrence and 
$1,000,000.00 aggregate.  There shall be no exclusion for Fellow Employees, Cross Liability or Insured vs. Insured. 
This insurance shall also insure the City to the same limits. 
 
5. Business Automobile:  The Professional shall during the life of this Contract take out and maintain Business 
Automobile Liability form with a combined Single Limit of not less than $500,000.00 including Owned, Hired, and 
Non-Owned.  This insurance shall also insure the City to the same limits. 

 
6. Certificates of Insurance:  the Professional upon notice of award will furnish Certificate of Insurance Forms.  
These shall be completed by the authorized Resident Agent and returned to the Purchasing Office.  This certificate 
shall be dated and show: 
 

(1) The name of the insured Professional, the specified job by name and job number, the name of insurer, the 
number of the policy, its effective date, and its termination date. 
(2) Statement that the Insurer will mail notice to the City at least thirty (30) days prior to any material changes 
in provisions or cancellation of the policy. 
(3) City shall be listed as Additional Insured on Commercial General Liability Insurance, Automobile Liability 
Insurance. 
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QUESTIONNAIRE OF BIDDERS INFORMATION 
 

FILLABLE FORM AVAILABLE 
 
PART A - QUALIFICATIONS QUESTIONNAIRE 
 
Information provided shall fully explain the firm’s qualifications and experience of their Organization to 
provide catering services as stated below:  (Bidders may attach additional sheets, if necessary).   
 

1. Bidder is licensed in the State of Florida to provide services as described herein Yes    No   Is 
supporting documentation included?  Yes    No   
 

2. Caterer shall provide an assigned Supervisor (to the City account) with a minimum of three (3) years’ 
experience in similar work and provide details of their qualifications.  This assigned Supervisor will be 
responsible for overseeing all work performed.   

Full Time Supervisor assigned to this project: 

Name:                                Title                                

Day Telephone Number                /Cellular/Pager Number                 

Fax:                       Email:                       Co. Website:                 

     Number of Years with Firm       Years of Technical Experience 

     Number of Years of Management Experience in overseeing staff 

 

PART B – OTHER REQUESTED INFORMATION 
 
1. Number of year’s organization has been in business:        

 
2. Identify any training provided to your employees, i.e. safe food handling, etc:       

 
3. Please provide details or method of confirmation for meals served:       

 
4. The successful contractor must provide emergency contact phone numbers that will allow twenty-four (24) 

hour seven (7) day a week contact.  Provide a list of contact person(s) name, telephone, fax and a email 
address (if applicable) for order placement, coordination of services, customer satisfaction, and days of 
operation and office hours; Monday to Friday and holidays and weekends:       

 
5. Contractor to provide details of uniform and identification worn by employees: 

                          

6. Approximately how many miles is your location from the City of Stuart?       
 
7. Identify generator system you have in place, model and KW:                                 
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Provide three (3) satisfactory references within the past five (5) years of similar complexity, nature, and 
size of this project. 
 

#1 Reference   

Company/Entity Name:      

Address       

City         State     Zip Code       

Contact Name:        Title:      

Phone No:(       )      -       Fax:(       )      -      Email:       

Date of Service:            Location                 

Amount of Meals/Service                                          

Governmental or Private            Dollar Value of Contract $           

 

#2 References  

Company/Entity Name:      

Address       

City         State     Zip Code       

Contact Name:        Title:      

Phone No:(       )      -       Fax:(       )      -      Email:       

Date of Service:            Location                 

Amount of Meals/Service                                          

Governmental or Private            Dollar Value of Contract $           

 

#3 References  

Company/Entity Name:      

Address       

City         State     Zip Code       

Contact Name:        Title:      

Phone No:(       )      -       Fax:(       )      -      Email:       

Date of Service:            Location                 

Amount of Meals/Service                                          

Governmental or Private            Dollar Value of Contract $           
 

Company Name                                                
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REQUEST FOR QUOTATION 

BID FORM 

RFQts Date: 

7/17/14 

RFQts No:  

2014-001 

Reply By:   July 23, 2014 by 4:00 PM 

(Late Submittals May be Rejected) 

Dept./Div. 

Community Services 

Contact: Lenora Darden 

Ldarden@ci.stuart.fl.us 

Purpose: The City of Stuart, Florida is requesting quotations from a Caterer to furnish meals for emergency and disaster 
events, including all labor, materials and services, for employees and their families at the City’s Employee Shelter in 
accordance with the Scope of Work. Please quote on this form your best price, terms and delivery on the items specified 
herein based on the terms and conditions specified below.  Pricing must be inclusive of all costs as described herein. 

QTY DESCRIPTION UOM UNIT PRICE TOTAL PRICE 

GROUP A 

50 Breakfast as described herein EA 
$      $      

50 Lunch meals as described herein EA  
$      $      

50 Dinner as described herein EA 
$      $      

50 Snack as described herein EA  
$      $      

GROUP A - GRAND TOTAL $      

GROUP B  

100 Breakfast as described herein EA $      $      

100 Lunch as described herein EA  $      $      

100 Dinner as described herein EA $      $      

100 Snack as described herein EA  $      $      

GROUP B - GRAND TOTAL $      

GROUP C 

150 Breakfast as described herein EA $      $      

150 Lunch as described herein  EA  $      $      

150 Dinner as described herein EA $      $      

150 Snack as described herein EA  $      $      

GROUP C - GRAND TOTAL $      

OVERALL TOTAL FOR GROUPS A - C $      

NOTE:  20 % ALLOCATION FOR MEAL PREPARATION AND SERVICE ON SITE  
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Preferred method of payment is by the City Purchasing Card (VISA).  DO YOU ACCEPT THE PURCHASING 
CARD (VISA)? Yes    No   

If you are not the successful bidder awarded as primary provider, would you accept serving as the secondary 
(backup) provider, with the same terms as conditions herein?           Yes        No   

Quotes may be faxed, e-mailed or mailed as specified above 

 
All Prices will remain firm for a period of forty-five (45) days from the date of Bid opening. 
 
The City of Stuart offers bidders who commit to accepting the Purchasing Card, noted above in the Bid 
Schedule as payment method, a one percent (1%) reduction in their bid price for evaluation purposes 
only.   When evaluating prices submitted by bidders in response to this solicitation, the total offered price 
of a bidder committed to accepting the Purchasing Card will be reduced by one percent, the resulting 
number is then compared to the other bidders’ offered price.  If the committed bidder is awarded the 
contract, the award will be at the originally bid price. 
 
The undersigned bidder hereby certifies that the invitation to bid has not been altered in any manner; and 
that bidder has received all the Addenda listed below and has incorporated them into his Bid listed herein. 
Failure to acknowledge the above requirements will render the bid non-responsive and no further 
evaluation of the bid will occur.   
 
ACKNOWLEDGEMENT IS HEREBY MADE OF RECEIPT OF ADDENDA ISSUED DURING THE 
SOLICITATION PERIOD: 
 
ADDENDUM #      THROUGH ADDENDUM #      
 

Federal ID #                                    

 
Company Name:                                           Date:       
 
Name & Title of individual submitting Bid:                           
 
Email address:                           Ph:                 
 
AUTHORIZED SIGNATURE:         
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City of Stuart 

 121 S. W. Flagler Avenue    Stuart    Florida 34994                       Dept of Financial Services 
   Telephone (772) 288-5308        Fax:  (772) 600-0134  Procurement Division 

 
 

REQUEST FOR QUOTE NO. 2014-001 
 

EMPLOYEE SHELTER FOOD SERVICES 
                

GENERAL TERMS AND CONDITIONS 
 
These instructions are standard for all contracts for commodities or services issued through the City of Stuart 
Procurement Division (hereafter referred to as “City”).  The City may delete, supersede, or modify any of these 
standard instructions for a particular contract by indicating such change in any document related to the Request for 
Quote (RFQTS).   
 
A INSTRUCTION TO BIDERS AND BID SIGNATURE SECTION 
 
A1. This sheet must be signed by a person authorized to sign for your firm and returned with your bid.  Failure 

to comply will result in disqualification of submittal. 
 
A2. Delivery shall be a factor in award.  Failure to perform within delivery deadline(s) set forth in the 

specifications or any other contract document shall constitute default. 
 
A3. The City reserves the right to reject any or all bids, without recourse, to waive technicalities or to accept the 

bid which in its sole judgment best serves the interest of the City.  Cost of submittal of this bid is 
considered an operational cost of the bidder and shall not be passed on to or be borne by the City. 

 
A4. Goods, services, supplies or equipment covered in the specifications shall be delivered F.O.B. Destination. 
 
A5. It is the bidder’s responsibility to assure that Bids are received in the City of Stuart Procurement & 

Contracting Services Office, 121 SW Flagler Avenue, Stuart, Florida 34994, not later than 4:00 p.m., on 
July 23, 2014 by hand delivery, facsimile at 772 600-0134 or by e-mail to ldarden@ci.stuart.fl.us.   Any 
received after this date and time may not be accepted or considered.  

 
A6. The City may accept any item or group of items on any bid unless the offeror qualifies his bid by specific 

limitations. 
 
A7. Questions relative to interpretation of specifications or the solicitation process shall be addressed to the 

Buyer, in writing, in ample time before the period set for the receipt of bids.  Any interpretations, 
clarifications or changes made will be in the form of written addenda issued by the Procurement Office.  
Oral answers will not be authoritative. 

 
A8. Bidders are requested not to contact the City Commission, requesting/evaluating Departments or Divisions 

during or after bids are opened.  Any questions from bidders or evaluating Departments or Divisions will 
be answered through the Procurement Division. 

 
A9. If not bidding any or all items, please so state. 
 
A10. Unit prices will govern in the event both unit and total prices are requested in the solicitation and the unit 

price carried forward does not mathematically result in the total price for that item. 
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A11. It will be the responsibility of the bidder to contact the Procurement Office prior to submitting a bid to 
ascertain if any addenda have been issued, to obtain all such addenda, and to return executed addenda with 
their bid.  The Procurement & Contracting Services Division is located at 121 SW Flagler Avenue, 
Stuart, Florida 34994, telephone # (772) 288-5308, Fax (772) 600-0134, and email 
ldarden@ci.stuart.fl.us. 

 
A12. Failure to comply with these instructions may result in disqualification of your bid. 
 
 
B. GENERAL PROVISIONS 
 
B1.  Payment/Invoicing: No payment will be made for materials ordered without proper purchase order 

authorization.  Payment cannot be made until materials, goods or services have been received and accepted 
by the City in the quality and quantity ordered. Payment will be accomplished by submission of invoice, in 
duplicate, with Purchase Order Number referenced thereon and mailed to: Financial Services Department, 
121 S.W. Flagler Avenue, Stuart, FL  34994.  Payment in advance of receipt of goods or services by the 
City of Stuart cannot be made.    

 
B2. Purchasing Card Program:   
 

A. Preferred method of payment is by means of the City of Stuart Purchasing Card (VISA).  The 
selected Bidder(s) can take advantage of this program and in consideration receive payment within 
several days, instead of the City’s policy of Net 30 Days After Receipt of Invoice (ARI).   

 
B. Bidders are requested to acknowledge acceptance of purchasing VISA card on the Bid Schedule.  

In the event of failure on the part of the Bidder to make this statement, the City shall assume the 
purchase or Contract price shall be governed by the Net 30 ARI. 

 
C. The City of Stuart offers bidders who commit to accepting the Purchasing Card as payment a one 

percent (1%) reduction in their bid price for evaluation purposes only.   When evaluating prices 
submitted by bidders in response to this solicitation, the total offered price of a bidder committed to 
accepting the Purchasing Card will be reduced by one percent, the resulting number is then 
compared to the other bidders’ offered price.  If the committed bidder is awarded the contract, the 
award will be at the originally bid price. 

 
B3.  Fund Availability: Any contract resulting from this solicitation is deemed effective only to the extent of 

appropriations available. 
 
B4.  Permits/Licenses/Fees: Any permits, licenses or fees required will be the responsibility of the 

successful bidder, no separate payment will be made.  Adherence to all applicable code regulations 
(Federal, State, County, City), are the responsibility of the successful bidder.   

 
B5.  Taxes: The City of Stuart does not pay Federal excise or State sales taxes.  Our tax exemption number is 

85-8012740159C-6. 
 
B6. Warranty: The bidder shall state the warranty offered against defective workmanship and material as 

specified in Section C-Special Provisions. 
 
B7.  Independent Pricing: By submission of this bid, the bidder certifies, and in the case of a joint bid each 

party thereto certifies as to its own organization, that in connection with this procurement prices in this 
quote have been arrived at independently. 
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B8. Inspection/Acceptance Title: Inspection and acceptance will be at the City of Stuart’s ordering 

department/division unless otherwise stipulated.  Title and risk of loss or damage to all items shall be the 
responsibility of the vendor until accepted by the using department of the City, unless loss or damage 
results from negligence by the City or it’s using Department. 

 
B9.  Changes: the City of Stuart reserves the right to order, in writing, changes in the work within the scope of 

the contract such as change in quantity or delivery schedule.   
 
B11. Conflict of Interest: All offerors must disclose with their offer the name of any officer, director, or agent 

who is also an officer or employee of the City of Stuart.  
 
B12. Termination:  The City of Stuart reserves the right to terminate the Agreement in whole or part by giving 

the vendor written notice at least seven (7) days prior to the effective date of the termination.   
 
B16. The Contract:  Notice of award by the City of Stuart will constitute acceptance of the quote. A purchase 

order or other award document will be issued by the city when appropriate to do so. 
 
B17 Force Majeure:  Neither party to this agreement shall be liable to the other for any cost or damages if the 

failure to perform the agreement arises out of causes beyond the control of the parties.   
 
B18. Quote as Public Domain:  The quote will become part of the public domain upon opening.  Vendors shall 

not submit pages marked “proprietary” or otherwise restricted” per FSS 119. 
 
B19. Equal Opportunity:  The City of Stuart encourages participation by minority and women owned business 

enterprises.   
 
B20. Assignment & Subcontracting:  The successful bidder will not be permitted to assign its contract or 

subcontract any work with the City.  
 
B21. Insurance:  Awarded bidder shall, during the entire period of performance of any contract resulting from 

this solicitation, submit proof of insurance.  Coverages and amounts are subject to City approval. 
 
B22. Additional Terms and Conditions:  No additional terms and conditions included with the bid response 

shall be evaluated or considered. 
 
B23. Safety Standards:  All caterers shall adhere to all Federal, State, County and City safety regulations and 

requirements.  The City of Stuart safety manual is available for use by any vendor contracted to provide 
services, supplies and/or equipment to the City of Stuart.   

 
 
C. SPECIAL PROVISIONS 
 
C1. Qualification of Bidders:  This bid shall be awarded only to a responsive and responsible bidder, qualified to 

provide the items specified.  The bidder should submit the following information with their bid package to be 
considered responsive in order for the City to fully evaluate the firm’s qualifications.  Failure to fully submit 
the requested information may result in the RFQTS being considered non-responsive. 

 
A. Bidder must provide proof of catering license by the Florida Department of Business Profession 

Regulations, and shall submit a minimum of one (1) “Food Safety Inspection Report” or any report 
written by the Department of Business and Professional Regulation for food service establishment 
operated by the Bidder within the last year as part of the submittal. 
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B. Bidder shall provide an assigned Supervisor (to the City account) with a minimum of three (3) years’ 
experience in similar work.  This assigned Supervisor will be responsible for overseeing all work 
performed.  

 
C. Bidders are to provide a minimum of three (3) satisfactory references within the past five (5) years 

of similar accounts and size on the City provided form.  Bidder is responsible for verifying correct 
phone numbers and contact information. Failure to provide accurate data may result in the 
reference not being obtained or considered. 

 
D. Completion and submission of Questionnaire of Bidders Information attached herein.   

 
C2. Inspection of Facilities:  It is the bidder’s responsibility to become fully informed as to the nature and extent 

of the work required.  Arrangements for bidder’s inspection of facility may be secured from the Community 
Services Division at (772) 288-5340. 

 
C3. F.O.B. Point:  All prices quoted shall be F.O.B. destination, freight prepaid (Bidder pays and bears freight 

charges, Bidder owns goods in transit and files any claims).  The successful bidder shall be fully 
responsible for any and all travel expenses and/or delivery/transport charges to and from destination.  Exact 
delivery point will be indicated on the purchase. 

 
C4. Distribution:  All meals must be ready for consumption at least one (1) hour prior to serving.  Meal servicing 

shall be as follows: 
 

 Breakfast from 6:00 AM - 8:00 AM  
 
 Lunch from 11:00 AM - 2:00 PM 
 
 Dinner from 5:00 PM -  8:00 PM 
 
 Evening Snacks from 8:00 PM - 9:00 PM.  Snacks can be provided to the City Project Manager or 

designee for distribution. 
 
C5. Payment:  Billing will be accepted only for items received and verified by the Daily Tracking Log.  The 

successful caterer shall submit an invoice to the City Representative weekly for processing for payment. The 
invoice must itemize the actual meal count and reflect the firm fixed contract price per meal.  Payment for 
service will be made after order is completed and invoice is accepted by the City.  Invoice must reflect 
purchase order number. Interim payment of approved invoice may be made using a City Purchasing Card. 

 
C6. Contract Terms:  At all times during the term of the contract, the successful Bidder shall act as an 

independent Contractor and at no time shall be considered an agent or partner of the City. 
 

A. Contract Period: This contract shall be awarded for an initial term of one (1) year subsequent to 
approval by the Procurement Manager. The contract may be renewed for two (2) additional one 
year periods provided both the successful bidder and the City agree and all terms and conditions 
remain the same. Any contract or amendment resulting from this solicitation shall be subject to 
fund availability and mutual written agreement between the City and the successful bidder.  
Extension of the contract for additional thirty (30) day periods for the convenience of either party 
shall be permissible at the mutual consent of both parties.  

 
B. Option to Extend: The performance period of any contract resulting from this solicitation may be 

extended upon mutual agreement between the contractor and the City of Stuart with no change in 
terms or conditions. Any extension of performance period under this provision shall be in one-year 
increments. The contract may be renewed for two (2) additional one-year periods, provided both 
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parties are in agreement. Total contract length, including individual one-year extensions, shall not 
exceed three (3) years. Consideration of price increases at each renewal period will be given 
provided such escalations are reasonable and acceptable to the City. Any price increases must be 
justified, documented and approved by the City of Stuart. It is also expected that de-escalation of 
prices will be extended to the City if the market so reflects. 

 
C. Additional Services for Emergency:  The City may require additional items of a similar nature, 

but not specifically identified in the contract. The Caterer agrees to provide such items, and shall 
provide the City prices on such additional items based upon a formula or method which is the same 
or similar to that used in establishing the prices in this bid.  If the price(s) offered are not 
acceptable to the City, and the situation cannot be resolved to the satisfaction of the City, the City 
reserves the right to procure those items/services from other vendors or to cancel the contract.  
Furthermore, the City reserves the right to delete or revise items under this bid at any time during 
the contract period when and where deemed necessary.  Deletions may be made at the sole 
discretion of the City at any time during the contract period.  Items revised must be mutually 
agreed upon in writing by the Caterer. 

 
C7. Guarantee: The bidder shall guarantee workmanship for the duration of the contract period.  All 

purchased items shall include a satisfaction guarantee, which will be designated in the submitted 
bid.  Caterer shall ensure successful performance of the work for the service intended and 
assure all meals are in accordance with the Food Standards Agency (FSA) and generally 
acceptable catering standards. If any meal is not sufficient, it will be the Caterer’s responsibility 
to correct and replace at no cost to the City of Stuart or deduct cost from invoice.    

 
C8. Method of Ordering:  A blanket purchase order shall be issued for the term of the award. Community 

Service Department may order requirement(s); as specified in the specifications, on an “as needed” basis. 
All terms, conditions and prices of this quote are applicable.  Only awarded bid items may be purchased on 
the blanket purchase order.  Vendor is to take all necessary steps to insure this requirement.  Invoices must 
reference purchase order number.  

 
Time will be of the essence for any orders placed as a result of this RFQts.  The City reserves the 
right to cancel any orders, or part thereof, without obligation, if delivery is not made in accordance 
with the schedule as specified or as otherwise accepted by the City.  Quantity to be determined by the 
City at the time of order placement, and will depend upon the City’s need at the time of request. 

 
C9. Quantities:  The quantities specified are an estimation based on the unit price of 100 meals per type per 

day (breakfast, lunch, dinner, and snack).  The City of Stuart makes no guarantee regarding the quantity to 
be purchased and reserves the right to increase or decrease the total quantities, as necessary, to meet actual 
requirements in accordance with the prices quoted. 

 
C10. Performance:  The City heavily monitors the quality and performance of work performed and/or supplies 

furnished by the awarded vendor for future consideration and/or reference purposes.  The City may return, for 
full credit, any item(s) received which fail to meet the City's performance standards. 

 
 
D. AWARD OR REJECTION OF BIDS 
 
D1. Award of Contract: The City of Stuart intends to award to a Primary and Secondary bidder most 

responsive and responsible to the solicitation with the lowest bid.  The Purchase Order will serve as the 
contract. 
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D2. Method of Award:  The City reserves the right to award group by group or on an all or none basis to 
a Primary and Secondary bidder.  The lowest responsive, responsible bidder for the entire bid shall 
be determined as the Primary Vendor.  The second lowest responsive responsible bidder for the 
entire bid shall be determined as the secondary.  The City reserves the right to pick and choose any 
combination or order of project award.     

 
Award of the primary and secondary bidder will also be determined in order of responsiveness, 
delivery, stocking capability, acceptance of purchasing card program, materials and service 
proposed, along with bidder’s qualifications, adequate organization, and personnel to ensure prompt 
and efficient performance of work to the City.   

 
After the bid has been awarded, the Primary bidder will be used in every instance of ordering as long 
as their firm is capable of delivering the product/material in question within the time specified.  If 
the Primary bidder is not able to deliver the product in question within the specified time, the City 
reserves the right to contact the secondary awardee.  Bidders are required to bid all items requested. 
Failure to identify a monetary amount for each line item may cause bidder’s bid response to be considered 
non-responsive and rejected. 

 
D4. Rejection of Bids: The City of Stuart reserves the right to reject any or all bids with or without cause when 

such rejection is in the best interests of the City, at the City’s sole determination.  The City also reserves the 
right to reject the bid of a bidder who has previously failed to perform properly or complete on time 
contracts of a similar nature, or whom investigation shows is not in a position to perform the contract. 

 
D5. Determining Responsibility: In determining responsibility, the following qualifications will be considered 

by the Procurement & Contracting Services Manager: 
 

 The bidder's ability, capacity and skill to perform the contract or provide the service within the time 
specified. 

 
 The reputation, judgment and experience of the bidder. 
 
 The quality of performance of previous contracts or services including previous performance with 

the City. 
 
 Previous and existing compliance by the bidder with laws and ordinances relating to the contract or 

service. 
 
 Financial resources of the bidder to perform the contract or provide the service. 
 
 Ability to provide future maintenance and service for the use of the subject of the contract. 
 
 Whether the bidder is in arrears to the City on a debt or contract or is a defaulter on surety to the 

City, or whether the bidder's taxes or assessments are delinquent. 
 
 

E. SCOPE OF SERVICE   
 

  
E1. Work Objective:  The City of Stuart is requesting quotations from qualified Caterers to provide catering 

services for emergency operations, including but not limited to; furnishing two (2) hot (one breakfast and 
one dinner) and one (1) cold sandwich (lunch) meal to employees and their families at the City’s 
Employee Shelter. 
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A. Caterer to furnish, prepare, deliver, and serve meals to employees and their families at the 

City’s Employee Shelter located at the 10th Street Community Center, before, during, 
and after an emergency and/or disaster event.  Meals shall be available to a limited number 
of staff with a four (4) hour notice at the Employee Shelter, and at designated times twenty-four 
(24) hours per day, seven (7) days a week until the City declares otherwise in writing. Special 
arrangements may be required during curfew times. Meals may be prepared at Caterer’s location 
or onsite at the Community Center as follows: 

 

1. In the event that a major storm is predicted and is so severe that a caterer would not be able 
to drive to the City’s facility, the City would like to have meals prepared at the Community 
Center.  The Center has a kitchen with refrigerators, freezers, and ovens with stove tops 
available for the preparation of meals on site. The Caterer shall be available within a 
twenty-four (24) hour notice to cook meals at the Employee Shelter site.  The vendor 
shall be prepared to provide meals from vendor stock.   An al location of twenty 
percent  (20 %) shall be provided to caterer for meal preparation at facility.  This facility 
does have generator power.   

2. Caterer shall provide “To Go” containers for pick up by City staff to feed additional off site 
employees when necessary.  These off-site locations will not require the Caterer to deliver or 
serve the food.   

 
B. The City requires a firm that can offer a level of commitment to servicing the City’s account during an 

emergency event.  The City requests that the City be the sole account that emergency catering services 
are being provided or can substantiate that firm has adequate staff, management and supplies to handle 
another multiple emergency response accounts. Failure to substantiate the above will result in the City 
not accepting your submittal response.  Only firms that can demonstrate their capability to provide 
catering services for a minimum of 100 people on short notice, able to maintain services during an 
emergency event and that have generator(s) in place to power their kitchen facility will be considered.   
 

C. Beverages shall be provided in cans or recyclable plastic bottles. Beverages are to be nationally 
recognized brands, for example manufactured by Pepsi cola, Coca-Cola, Welch’s, Ocean Spray and 
Gatorade. Caterers should provide a list of proposed product selections with their submittal.  

 
D. Snacks offerings shall provide a variety of pre-packaged products. They should be nationally 

recognized brands, for example manufactured by Frito-Lay, Lance, Nestles, Hershey, Lance & 
Mars; regular, sugar-free and sugar-substitute products.  Offerings can consist of candy, nuts, chips, 
crackers cookies, etc.  Caterers should provide a list of proposed products selection with their 
submittal. 

 
E. All cups, plates, napkins, utensils, salt, pepper, sugar, creamers, condiments and all other necessary 

side items must be provided by the vendor.  

 
F. Any expired dated product and any product showing  visibly damaged packaging  or container,  

shall be immediately removed.  The City shall not be liable for the cost of any surplus, waste, 
or expired snack and/or beverage provided under this contract. 
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G. Should a storm’s projected path abruptly change course, the City will notify Caterer to cancel their 
services no later than twelve (12) hours from anticipated arrival of the storm at no cost to the City.  
Bidder to include your cancellation policy with your submittal.  

 
H. The City Project Manager or designee will provide the awarded vendor with an estimated number 

of meals needed initially and for each day, as necessary. 
 
E2. Meals: 
 

A. Breakfast:  Breakfast meals shall contain a main course (e.g. eggs, French toast, pancakes, 
omelets, and cereal), choice of 2 meats, fresh fruit or a fruit cup, pastries, juice and coffee. 

 
B. Lunch:  Lunch meals shall contain a sandwich (white, Italian or whole wheat bread), chips, desert 

(e.g. cookie, cake, brownie) and a beverage.  Fresh fruit or a fruit cup may be substituted for chips.  
Sandwich shall be quality cold cut meats and cheeses or salad type (tuna, egg, chicken).  Lettuce, 
tomato, onion, and pickles should be available when possible.  There shall be a variety of sandwich 
types available daily. 

 
C. Dinner:  Dinner meals shall contain a choice of two (2) main courses (e.g. lasagna, roast beef, 

turkey, chicken, meatloaf, etc.) and a choice of two (2) vegetables, a side dish (e.g. potatoes, rice, 
pasta), dinner roll (bread), desert (e.g. cookie, cake, brownie), and a beverage (soda, water, coffee, 
juice, tea).  Salad will also be offered, as available. 

 
D. Evening Snack:  Evening snack shall contain a choice of four (4) snack items individually wrapped 

(e.g. chips, pretzels, crackers, and snack cakes/cookies) and a drink (soda, water, coffee, juice, tea). 
 
E3. Hurricane Projections:   
 

A. HURRICANE ALERT 

 City makes contact with Caterer and provides update of City’s intentions  
 
B. HURRICANE WATCH – 48 hours 

Caterer is contacted to verify that the City has been put under a Hurricane Watch and Hurricane 
force winds are expected with 48 hours.   The City will contact the caterer to place them on stand-
by at 36 hours.  

 
C. HURRICANE WARNING   36 hours 

 Caterer is contacted with request to be on stand-by for providing meal services for a designated 
amount of employees per day if additional days are needed.  Menu items and number of meals per 
day is determined.   Phone contact/project personnel information is reviewed and updated.  Plan is 
identified how contact will be made after the storm if phone service is not available. 

 
D. HURRICANE WARNING - 24 hours 
 
 Caterer is contacted with any updated information 
 
 City will make determination if meals need to be ordered for evening meal for staff staying during 

the night at the Employee Shelter.  Head count can range from 25 – 150.   
 
E. HURRICANE WARNING 10 – 24 hours 
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 Contact caterer with any updated information and determination of meal to be served after the 
storm has cleared.  If storm has been determined not to be a threat to the area, catering 
requirements will be cancelled.   

 
6. HURRICANE RECOVERY - After Storm – all clear given 
 
 Contact caterer (if phones are accessible) and meal time(s) are verified.  
 
 If meal services are required for a period of time, each morning as designated above,  the number 

of meals required for that day (lunch, dinner and next day’s breakfast) will be communicated to the 
Caterer.  City radio may be available if phone / cell lines are inoperable.  Number of to go meals 
will also be identified. 

 
E4. Description of Applicable Standards:  All meals shall be prepared under national, state and local 

health safety and sanitary conditions.  The Caterer shall be in compliance with Federal, State and 
Local guidelines governing health and food service sanitation, for example, Occupational 
Environmental Safety and Health; and Food Service Agency. 
 

E5. Caterer’s Responsibilities:  

 Boxed meals shall be prepared no more than six (6) hours prior to supplying to the City. 

 The Caterer shall be capable of mobilizing their staff to the designated servicing site. 

 All food and food products shall be stored at the recommended temperature. 

 The Caterer’s location for preparing food shall be self-sufficient with backup generator. Caterer 
shall be responsible for providing their own fuel source to run their generators. 

 The Caterer shall provide containers (single serve containers, catering pan with lids and utensils for 
all meals, cups, condiments, plates and napkins). 

 Caterer shall use restaurant grade chafing dishes with sterno for serving hot food.  Once, owner 
cooking utensils and accessories are washed appropriately, chafing dishes may be left on site each 
day.   

 All refuse and waste material created by the Caterer’s operation shall be promptly disposed of after 
each meal.  Caterer is requested to provide their plan with their proposal for handling gray water, 
cooking oils and other by-products if a mobile food kitchen is being brought to the site. 

 The Caterer shall not serve leftovers from the previous day. 

 Caterer shall provide an adequate number of employees to operate the serving line.  Caterer will 
provide their staff to serve and replenish food supply as needed.  All employees shall be courteous 
and follow safe food handling requirements. 

 Caterer shall be responsible for the cleanliness of the concession service area(s). Caterer shall keep 
all work areas in a clean, sanitary, and orderly conditions at all times. The City will provide 
employees to assist with clean-up of the room used to serve the food.  However, it is the Caterer’s 
responsibility to ensure all owner cooking utensils and accessories are washed appropriately.   

 Bulk TO GO meals for offsite City locations will be prepared in disposable catering pans for 
quantity of persons specified and will be distributed from a designated area for City staff to pick 
up. 

 Individual TO GO meals, box lunch type will be prepared in Styrofoam, plastic, or box containers. 

 Caterer shall provide a daily supply of containers with partitions to the City, as City staff will 
prepare individual to go meals from the serving line for those employees that need to take their 
meal with them. 
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 Caterer shall  appoint a Supervisor that will be onsite during each meal service period.  This lead 
person shall speak fluent English and have the ability to make decisions and corrective actions on 
their own, as phone communication may be limited.  Caterers staff must wear appropriate clothing 

 Caterer shall be solely and completely responsible for conditions of the job site, including safety of 
Caterers employees and property during performance of the work.   
 

 Caterer shall conduct operations to offer professional first-class businesslike manner at all times and 
provide optimum customer service to staff. Caterer shall supply sufficient attendants to provide 
outstanding service. Caterer shall conduct operations in an orderly manner, without unnecessary 
disruption to City staff.  

 
 Caterer shall ensure all employees are clean, neat and appropriately dressed, including proper 

footwear at all times during the performance of the services.  All of the employees shall wear a 
form of identification indicating the company represented.  The City will not be responsible for any 
costs for uniforms or identification for Caterer’s staff. 

 
 Caterer  shall, at all times, guard against damage or loss to the property of the City and shall be held 

responsible for replacing or repairing any such loss or damage. 

E6. City’s Responsibility: 
 

 Provide a secure site for set up and operation, including set up of the room. 

 Provide a dumpster at the site. 

 Provide electrical power at the site if the normal power is not operational. 

 Storage area for soda,  water and paper goods (City will not be responsibility for security of the 
items stored) 

 Provide an estimated count for all meals to be provided at the site each day at 9:00 a.m.    Count to 
include meals for take-out and type of meal, lunch, dinner, breakfast is for following day. 

 Provide a written twenty-four (24) hour notice to caterer to shut down operations. 

 The City may provide City staff to assist in the serving line. 

 The City will monitor and perform a count of the amount of staff actually fed each day and share 
the figure with the Caterer. 
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INSURANCE REQUIREMENTS 

 
The following insurance provisions are hereby established for professionals who will provide services to the City. 
 
1. The successful proposer shall not commence any work in connection with the contract for services until the 
professional has obtained all of the following types of insurance and the City has approved such insurance.  Nor 
shall the successful proposer allow any subcontractor to commence work on its subcontract until all similar 
insurance required of the subcontractor has been so obtained and approved.  All insurance policies shall be with 
insurers licensed and authorized to do business in the State of Florida. All carriers shall carry an AM Best Rating of 
at least A:VII. A Waiver of Subrogation is required under each of the required insurance policies. All policies 
should respond as primary. Each policy shall include Contractual Liability 
 
2. Loss Deductible Clause:  The City shall be exempt from, and in no way liable for, any sums of money which 
may represent a deductible in any insurance policy.  The payment of such deductible shall be the sole responsibility 
of the Professional and/or subcontractor providing such insurance. 
 
3. Worker's Compensation Insurance:  The Professional shall take out and maintain during the life of this Contract, 
Worker's Compensation Insurance for all of its employees furnished to the City pursuant to this contract.  In case 
any work is sublet, the Professional shall require the subcontractor similarly to provide Worker's Compensation 
Insurance for all of the latter's employees unless such employees are covered by the protection afforded by the 
Professional.  Such insurance shall comply fully with the Florida Worker's Compensation Law.  This coverage shall 
include Employer’s Liability for limits of not less than $100,000 Each Accident, $100,000 Each Disease/Employee 
and $100,000 Each Disease/Maximum. 
 
4. Commercial General Liability:  The Professional shall, during the life of this Contract take out and maintain 
broad form Commercial General Liability including premises and operations; products and completed operations; 
personal and advertising injury; and fire damage for limits of not less than $500,000.00 per occurrence and 
$1,000,000.00 aggregate.  There shall be no exclusion for Fellow Employees, Cross Liability or Insured vs. Insured. 
This insurance shall also insure the City to the same limits. 
 
5. Business Automobile:  The Professional shall during the life of this Contract take out and maintain Business 
Automobile Liability form with a combined Single Limit of not less than $500,000.00 including Owned, Hired, and 
Non-Owned.  This insurance shall also insure the City to the same limits. 

 
6. Certificates of Insurance:  the Professional upon notice of award will furnish Certificate of Insurance Forms.  
These shall be completed by the authorized Resident Agent and returned to the Purchasing Office.  This certificate 
shall be dated and show: 
 

(1) The name of the insured Professional, the specified job by name and job number, the name of insurer, the 
number of the policy, its effective date, and its termination date. 
(2) Statement that the Insurer will mail notice to the City at least thirty (30) days prior to any material changes 
in provisions or cancellation of the policy. 
(3) City shall be listed as Additional Insured on Commercial General Liability Insurance, Automobile Liability 
Insurance. 
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QUESTIONNAIRE OF BIDDERS INFORMATION 
 

FILLABLE FORM AVAILABLE 
 
PART A - QUALIFICATIONS QUESTIONNAIRE 
 
Information provided shall fully explain the firm’s qualifications and experience of their Organization to 
provide catering services as stated below:  (Bidders may attach additional sheets, if necessary).   
 

1. Bidder is licensed in the State of Florida to provide services as described herein Yes    No   Is 
supporting documentation included?  Yes    No   
 

2. Caterer shall provide an assigned Supervisor (to the City account) with a minimum of three (3) years’ 
experience in similar work and provide details of their qualifications.  This assigned Supervisor will be 
responsible for overseeing all work performed.   

Full Time Supervisor assigned to this project: 

Name:                                Title                                

Day Telephone Number                /Cellular/Pager Number                 

Fax:                       Email:                       Co. Website:                 

     Number of Years with Firm       Years of Technical Experience 

     Number of Years of Management Experience in overseeing staff 

 

PART B – OTHER REQUESTED INFORMATION 
 
1. Number of year’s organization has been in business:        

 
2. Identify any training provided to your employees, i.e. safe food handling, etc:       

 
3. Please provide details or method of confirmation for meals served:       

 
4. The successful contractor must provide emergency contact phone numbers that will allow twenty-four (24) 

hour seven (7) day a week contact.  Provide a list of contact person(s) name, telephone, fax and a email 
address (if applicable) for order placement, coordination of services, customer satisfaction, and days of 
operation and office hours; Monday to Friday and holidays and weekends:       

 
5. Contractor to provide details of uniform and identification worn by employees: 

                          

6. Approximately how many miles is your location from the City of Stuart?       
 
7. Identify generator system you have in place, model and KW:                                 
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Provide three (3) satisfactory references within the past five (5) years of similar complexity, nature, and 
size of this project. 
 

#1 Reference   

Company/Entity Name:      

Address       

City         State     Zip Code       

Contact Name:        Title:      

Phone No:(       )      -       Fax:(       )      -      Email:       

Date of Service:            Location                 

Amount of Meals/Service                                          

Governmental or Private            Dollar Value of Contract $           

 

#2 References  

Company/Entity Name:      

Address       

City         State     Zip Code       

Contact Name:        Title:      

Phone No:(       )      -       Fax:(       )      -      Email:       

Date of Service:            Location                 

Amount of Meals/Service                                          

Governmental or Private            Dollar Value of Contract $           

 

#3 References  

Company/Entity Name:      

Address       

City         State     Zip Code       

Contact Name:        Title:      

Phone No:(       )      -       Fax:(       )      -      Email:       

Date of Service:            Location                 

Amount of Meals/Service                                          

Governmental or Private            Dollar Value of Contract $           
 

Company Name                                                
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REQUEST FOR QUOTATION 

BID FORM 

RFQts Date: 

7/17/14 

RFQts No:  

2014-001 

Reply By:   July 23, 2014 by 4:00 PM 

(Late Submittals May be Rejected) 

Dept./Div. 

Community Services 

Contact: Lenora Darden 

Ldarden@ci.stuart.fl.us 

Purpose: The City of Stuart, Florida is requesting quotations from a Caterer to furnish meals for emergency and disaster 
events, including all labor, materials and services, for employees and their families at the City’s Employee Shelter in 
accordance with the Scope of Work. Please quote on this form your best price, terms and delivery on the items specified 
herein based on the terms and conditions specified below.  Pricing must be inclusive of all costs as described herein. 

QTY DESCRIPTION UOM UNIT PRICE TOTAL PRICE 

GROUP A 

50 Breakfast as described herein EA 
$      $      

50 Lunch meals as described herein EA  
$      $      

50 Dinner as described herein EA 
$      $      

50 Snack as described herein EA  
$      $      

GROUP A - GRAND TOTAL $      

GROUP B  

100 Breakfast as described herein EA $      $      

100 Lunch as described herein EA  $      $      

100 Dinner as described herein EA $      $      

100 Snack as described herein EA  $      $      

GROUP B - GRAND TOTAL $      

GROUP C 

150 Breakfast as described herein EA $      $      

150 Lunch as described herein  EA  $      $      

150 Dinner as described herein EA $      $      

150 Snack as described herein EA  $      $      

GROUP C - GRAND TOTAL $      

OVERALL TOTAL FOR GROUPS A - C $      

NOTE:  20 % ALLOCATION FOR MEAL PREPARATION AND SERVICE ON SITE  
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Preferred method of payment is by the City Purchasing Card (VISA).  DO YOU ACCEPT THE PURCHASING 
CARD (VISA)? Yes    No   

If you are not the successful bidder awarded as primary provider, would you accept serving as the secondary 
(backup) provider, with the same terms as conditions herein?           Yes        No   

Quotes may be faxed, e-mailed or mailed as specified above 

 
All Prices will remain firm for a period of forty-five (45) days from the date of Bid opening. 
 
The City of Stuart offers bidders who commit to accepting the Purchasing Card, noted above in the Bid 
Schedule as payment method, a one percent (1%) reduction in their bid price for evaluation purposes 
only.   When evaluating prices submitted by bidders in response to this solicitation, the total offered price 
of a bidder committed to accepting the Purchasing Card will be reduced by one percent, the resulting 
number is then compared to the other bidders’ offered price.  If the committed bidder is awarded the 
contract, the award will be at the originally bid price. 
 
The undersigned bidder hereby certifies that the invitation to bid has not been altered in any manner; and 
that bidder has received all the Addenda listed below and has incorporated them into his Bid listed herein. 
Failure to acknowledge the above requirements will render the bid non-responsive and no further 
evaluation of the bid will occur.   
 
ACKNOWLEDGEMENT IS HEREBY MADE OF RECEIPT OF ADDENDA ISSUED DURING THE 
SOLICITATION PERIOD: 
 
ADDENDUM #      THROUGH ADDENDUM #      
 

Federal ID #                                    

 
Company Name:                                           Date:       
 
Name & Title of individual submitting Bid:                           
 
Email address:                           Ph:                 
 
AUTHORIZED SIGNATURE:         
 
 

 


