
STEPS IN PROCURING A 
FOOD SERVICE  

 MANAGEMENT COMPANY 

Step 1 : 
Deciding on a type of 
Request for Proposal 

(RFP) 

There are 2 RFPs your district can select from: 
1. Fixed Price RFP
2. Cost Reimbursable RFP

Once the district selects the type of contract, complete all 
sections in RED. This will be pages 1-12 in the Fixed Price 
RFP and pages 1-13 in the Cost Reimbursable RFP.  

After the SFA sections are completed by the district, 
submit the entire RFP to the Child Nutrition Unit staff 
member Mary Lee Dennis at 
mary.lee.dennis@ade.arkansas.gov

The approval process can take up to several weeks 
depending on the amount of changes that are needed so 
allot for this timeframe.  

The SFA completed RFP must be reviewed and approved 
by the Child Nutrition Unit prior to proceeding to Step 2. 

Step 2: 

Start the advertisement 
process 

Once the district receives the CNU approval email with the 
approved RFP, the advertisement process can begin.  

Publicly advertise or email approved RFP to all registered 
Arkansas companies (a list will be provided in the approval 
email).  

The district must allow 60 days for the companies to 
complete and return the RFP back to the district for 
evaluation.  

The submitted RFPs must be opened at the time and place 
described in the original RFP.  

Evaluate all RFPs, complete score sheets, and select the 
most advantageous bid.  

Proceed to Step 3. 
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Step 3: 

Documentation 
submission to 

CNU 

Once the district makes a selection, CNU must receive the 
SFA’s contract award recommendation with all supporting 
documentation (listed below), in time for review and final 
approval prior to the effective contract date listed on page 
3 of the initial approved RFP. 

 Gather the following supporting documents and submit to 
the Child Nutrition Unit staff member Mary Lee Dennis at 
mary.lee.dennis@ade.arkansas.gov : 

1. Documentation showing all applicable offerors
solicited (for example: email to all registered
companies or advertisement in statewide
newspaper)

2. List of offerors that submitted a bid

3. Score sheets

4. Copy of completed RFP from selected offeror

5. Copy of signed board minutes accepting the
selected offeror

6. Signature page

7. Letter from district stating offeror selected

CNU must provide a final approval letter before the 
contract may begin.  After the above documents are 
received, the approval process can take up to several weeks 
so be sure to account for this in the timeframe to ensure 
approval is granted prior to the contract begin date.  

The RFP is renewable for up to 4 years, with an annual 
renewal process each school year.  

Step 4: 

Contract amendments 

If any changes are made whatsoever to the final CNU 
approved district and FSMC contract submitted in step 3, 
contract amendments are required.  

CNU must be notified in writing prior to any changes to 
the RFP and written approval from CNU is required before 
such changes can be made to the contract.  

mailto:mary.lee.dennis@arkansas.gov

