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Division of Finance and Business Operations
	
	Procurement Department & Strategic Sourcing  

5700 Cass Avenue, suite 4200

Detroit, Michigan   48202

(313) 577-3734 

FAX (313) 577-3747


Dear Vendor:

On an ongoing basis the University seeks vendors who can provide full service catering services and/or volume food deliveries.   This helps us in our effort to compile a “list of preferred catering vendors” for usage by various University Departments that host University events on a regular basis.  
Therefore, WSU invites you to submit your qualifications for providing “full service” Catering Services for University Events, both on and off the main campus.  In order to do so, complete the Schedules A, B, and C at the bottom of this page.
Please submit your response online as follows:   
Preferred Catering Vendor Information 
Robert Kuhn, Sr. Buyer

Online Link for Submission
https://forms.wayne.edu/6143a62e89cf0/ 

Thank you for your interest in doing business with Wayne State University.

Sincerely,

Robert Kuhn 

Sr. Buyer
Information Requested

Wayne State University, founded in 1868, is committed to preparing its students to excel in a fast-paced and interconnected global society. It combines the academic excellence of a major research university with the practical experiences of an institution whose history, location and diversity make it a microcosm of the world students will enter when they graduate.  The University is classified by the Carnegie Foundation for the Advancement of Teaching as RU/VH (Research University, Very High research activity), a distinction held by only 2.3 percent of institutions of higher education in the United States. It has 13 colleges and schools and offers more than 370 academic programs including bachelor’s, master’s and doctoral degrees; post-baccalaureate, graduate and specialist certificates; and three professional programs (http://wayne.edu/about/facts/).
Requirements: Catering Services
Wayne State University (WSU) is seeking qualified vendors to submit information for catering services for various university schools, colleges and departments.  The purpose of this request is to establish a pre-approved pool of catering service providers available to manage the needs of the university community. It is our intent to contract with more than one catering service provider, in order to provide sufficient coverage for concurrent events, as well as satisfy a variety of event sizes, culinary choices, and budget parameters.  
Historically, the University spends around $150k per year across a multitude of external caterers on an annual basis. Demand and frequency is fairly high year over year, with an average of 1 event per week or 50 per year. With a recent change in university policies and requirements related to the university’s current food service provider, the University expects external caterers to obtain a larger number of events with a greater value than our historical average.
The selected service providers shall provide a full range of catering services. Qualifications should include a broad range of catering styles. Vendors should have at least three years of experience working as a professional catering company. Experience may include, but may not be limited to the following:
· Social events such as conferences, speaking engagements, etc.

· Fund raising events 

· Events intended for Alumni, Faculty and Staff
· Departmental meetings and events
· Events geared towards Student Events

· Occasional special events such as weddings, concerts, and Black-Tie events

In addition to food items, Full Service Catering shall include the ability to provide:  Linen, Utensils and Cutlery, Glassware, Plates and Service-ware, delivery and serving of food (Wait Staff), and Busing of Tables and removal of items after Service.  Additional service may include serving water, coffee, and other accoutrements.

Vendor to provide standard menu selections for review by the evaluation team.  2021-2022 current sample pricing should be included in the menu, to assist us in understanding the Vendor’s pricing model(s).
Vendors must have an acceptable means to maintain hot food and cold food to their desired temperature consistent with licensing and food safety requirements
When requested, Vendors must have staff to fully cater and service the entire event to ensure that the food, beverages and dessert areas are well maintained and kept clean and orderly

Vendors shall maintain the appropriate commercial liability insurance and licenses/certifications and must indicate all therein with their response.  

Vendors shall maintain the appropriate Industry Safety, Hygiene, and Sanitary Practices and must describe your Processes/Programs and Training to maintain a safe and sanitary facility and service.
Vendors able to meet specialty needs should include this information as well.  Such specialties may include:

· Kosher Food Service

· Halal Food Service

· Gluten-Free Service

· Vegetarian or Vegan Service
Attachment: 
· Schedule A – Qualification Schedule
· Schedule B – Summary Questionnaire

· Schedule C – Insurance Requirements

· Appendix 1 – Vendor Set Up Forms

SCHEDULE A - QUALIFICATION SCHEDULE

STRATEGIC SOURCING OF FULL-SERVICE CATERERS AND/OR VOLUME FOOD DROP OFFS FOR UNIVERSITY SPONSORED EVENTS, TO BE HELD ON OR OFF OF THE UNIVERSITY CAMPUS OF WAYNE STATE.
Please provide some form of menu with baseline pricing.  If you have sample menus, that will be satisfactory.  If you have separate menus for corporate events (lunch, etc.) and celebration events (parties), provide both.
Company Name: 











Print Name:












Date: 













Signature: 







/















Date
Title: 













Phone 


 (
)


fax:
(
)




eMail 


 










Commissary/Food Preparation Address




 




State or County Catering License Number



 





Please indicate the jurisdiction that inspects your Commissary/Food Preparation location
Does your company provide full service catering?  
Yes_______   No________

Does your company provide volume food drop offs?
Yes_______   No ________

SCHEDULE B – Summary Questionnaire
Does your company provide full service catering?  
Yes_______   No________

Does your company provide volume food drop offs?
Yes_______   No ________

Are you or any Officer, Owner or Partner in this company an employee of Wayne State University, or have you been an employee within the past 24 months?  If Yes, explain:_________________________
______________________________________________________________________________________

Are any family members of any Officer, Owner or Partner in this company employees of Wayne State University?  If Yes, explain:______________________________________________________________
_____________________________________________________________________________________
1 Is your place of business a commercial building or residence?
2 Please state your address:

3 Can you meet the Insurance Requirements stated in the documents

4 Please list any licenses and permits and include a copy

5 How many years has your company been in business?

6 Please identify the average number and composition of your catering crew.

7 Number of Full Time Employees?

8 Number of Independent contractors?

9 Number of company vehicles?

10 List the # of past or pending suits where your company is a defendant?

11 Please provide certificate of your last Health Department Inspection.

12 What types of catering do you provide? Example: hot drinks and snacks, full service meals, sandwiches, pick up and drop off, serving and servers provided

13 Can you provide experienced wait staff and full dinner service (utensils, plates, glassware, napkins, carts etc.)?

14 Can you clear/bus tables, remove all food items and packaging after the event.   Please identify how you serve and bus sittings during a dining event?

15 Do you have a broad selection of menu items to provide the University Campus?

16 Do you have any unique offerings, skills that make your company unique in its industry?

17 Does your company specialize in what might be called ethnic food.  If so, descirbe.

18 Please describe your order taking process and order fulfilment process and ideal time frame?

19 Describe your sanitation and health practices.

20 Please identify the average number and composition of your catering crew.

21 What are your catering / delivery days and hours

22 Do you offer breakfast, lunch, dinner and snack/appetizer menus

23 Do you provide a “boxed” food option

24 Length of time for clean-up of food and services

25 What jurisdiction that inspects your Commissary/Food Preparation location
Insurance Requirements (Rev 8-2023)

For this project, Insurance is (Insurance_Required)
____________________________________________, at its sole expense, shall cause to be issued and maintained in full effect for the term of this agreement, insurance as set forth hereunder:

General Requirements

	

Type of Insurance
	
Minimum Requirement



	1.
Commercial General Liability (CGL) 
CGL insurance should be written on ISO 
form CG 00 01 (or equivalent substitute)


	$1,000,000 combined single limit

$2,000,000 annual aggregate



	2.
Professional Liability



	$2,000,000 combined single limit

$2,000,000 annual aggregate



	3.
Excess Liability (Umbrella)


	$5,000,000 per occurrence 



	4.
Commercial Automobile Liability 
(including hired and non-owned vehicles)
	$1,000,000 combined single limit per accident for bodily injury and property damage, without annual aggregate.



	5.
Workers' Compensation 
(Employers' Liability)
	Required by the State of Michigan and Employer’s Liability in the amount of 

$1,000,000 per accident for bodily injury or disease.


Maximum Acceptable Deductibles

Type of Insurance


Deductible

Commercial General Liability


$5,000


Commercial Automobile Liability


 0


Workers' Compensation 


 0


Property - All Risk 


$1,000

Coverage

1.
All liability policies must be written on an occurrence form of coverage.

2.
Commercial General Liability (CGL) includes, but is not limited to: consumption or use of products, existence of equipment or machines on location, and contractual obligations to customers.

3.
The Board of Governors of Wayne State University shall be named as an additional insured, but only with respect to accidents arising out of said contract.

4. 
The additional insured provision shall contain a cross liability clause as follows: “The insurance afforded applies separately to each insured against whose claim is made or suit is brought, except with respects to the limits of the company’s liability.” 

5.
The insurance company for each line of insurance coverage will be reviewed and checked per the A.M. Best’s Key Rating Guide.  A rating of not less than “A-” is required
Certificates of Insurance

1.
Certificates of Insurance naming Wayne State University / Office of Risk Management as the certificate holder and stating the minimum required coverage must be forwarded to the Office of Risk Management to be verified and authenticated with the agent and/or insurance company.

2.
Certificates shall contain a statement from the insurer that, for this contract, the care, and custody or control exclusion is waived.

3.
Certificates shall be issued on a ACORD form or one containing the equivalent wording, and require giving WSU a thirty (30) day written notice of cancellation or material change prior to the normal expiration of coverage.

4.
Revised certificates must be forwarded to the Office of Risk Management thirty (30) days prior to the expiration of any insurance coverage listed on the original certificate, as follows:

Wayne State University

Office of Risk Management

5700 Cass Avenue, Suite 4622 AAB

Detroit, MI 48202

Specific Requirements- Individual contracts may require coverage in addition to the minimum general requirement such as, business interruption, higher limits and or blanket fidelity insurance.

Exception to the insurance requirements is to be approved, in writing, by the Office of Risk Management. Exceptions are determined by the type and nature of the contract and the individual contractor.
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Appendix 1

New Vendor Set-Up Requirements

If you are a potential new supplier to the University, thank you for your interest in doing business with the Wayne State. The first step will be for you to register on the Wayne State University Supplier/Vendor Registration portal for Businesses and Non-Employee Individual Payees.


The supplier database is used for all external payments and to qualify potential U.S. Based suppliers, so these suppliers may be invited to participate in Wayne State University future sourcing/bid selection processes for various products and services. The process should take 15 minutes or less to complete. Before beginning, please have handy a PDF copy of your current W9, insurance certificate (if applicable), and any certifications, such as supplier diversity certifications.


The process is a two-step process.  At step one, you'll be asked for your name, company name, and email address.  Our system will validate the email domain, and upon validation, will return an email with a separate link to complete the process.  

You'll navigate through 9 separate screens

1. Welcome

2. Company or Individual Overview 

3. Addresses

4. Contacts

5. Insurance (if applicable)

6. Payment Information

7. Tax Information

8. Conflict of Interest information

9. Certify & Submit

The link for Domestic (U.S. Based) vendors to self-register via our new supplier portal found at

https://solutions.sciquest.com/apps/Router/SupplierLogin?CustOrg=WayneState

** Foreign Vendors: Please complete the PDF writable vendor registration form New Vendor Request - Businesses and email it to purchasingdocs@wayne.edu for registration. Be sure to include the appropriate IRS W-8 **


Suppliers with a Disability If you need accessibility assistance or to request our Procurement Personnel to register your company, please contact the Procurement Team at purchasingdocs@wayne.edu
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