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Our ref: (2) XXX 1/1/20XX
(Day/Month/20XX)

XXX School
School Lunch Supply for the 20XX-XX School Year(s)
Invitation for Submission of Tender (Template)
Regarding school lunch supply for staff and students for the 20XX-XX school year(s), we hereby invite submission of tender from lunch suppliers holding valid permits of “Food Factory Licence Approved to Supply Lunch Boxes” issued by the Food and Environmental Hygiene Department. Tenderers please note the following requirements: -
I. Service Requirements (applicable to lunch box mode of provision)
1. Target groups: students, teachers and staff

2. All lunch sets should comply with the requirements laid down in the Department of Health’s “Nutritional Guidelines on Lunch for Students” (latest version)
3. Provision of grains, with at least 10% of whole grains or added vegetables (e.g. red rice, brown rice, rice with added leafy vegetables or corn and wholemeal bread): at least one type per day
4. Provision of vegetables: provide at least one serving of vegetables in all lunch sets; provide extra vegetables when requested.
5. Provision of fruit: whole fruit shall be provided three times a week (on Monday, Wednesday and Friday, with the exception of school holidays)
6. Mode of serving: serving lunch boxes in classrooms
7. Lunch containers and cutlery: Arrangements regarding the use of reusable lunch containers and cutlery (Schools are encouraged to adopt green lunch practices using a gradual approach, with a view to making a full-scale use of reusable lunch containers and cutlery for school lunches as soon as possibleby the 2023/24 school year. For details, please refer to EDB Circular on "Arrangements for Green Lunch and Reduction of Food Waste in School”.)
8. Available meal choices: two only per day
9. Number of lunch boxes: “estimated at 300 for P.4 - P.6 and 200 for P.1 - P.3 for the next school year” (example from a primary school), with the notion that such estimation was worked out with reference to the situation of the current school year, and that there may be a discrepancy between actual and estimated numbers, to facilitate the bidders’ compilation of quotations. 
10. Duration of contract: two years (20XX-XX and 20 XX-XX school year(s))
*** OR ***

I. Service Requirements (applicable to on-site meal portioning (OSMP) mode)
1. Target groups: school students, teachers and staff

2. All lunch sets shall comply with the nutritional requirements laid down in the Department of Health’s “Nutritional Guidelines on Lunch for Students” (latest version)
3. Provision of grains, with at least 10% of whole grains or added vegetables (e.g. red rice, brown rice, rice with added leafy vegetables or corn and wholemeal bread): twice per week (every Tuesday and Thursday, except school holidays)

4. Provision of vegetables: provide at least one serving of vegetables in all lunch sets; provide extra vegetables when requested.
5. Provision of fruit: whole fruit shall be provided three times a week (on Monday, Wednesday and Friday, except school holidays)
6. Mode of serving: on-site meal portioning (i.e. with rice and vegetables cooked in the school kitchen, served with two other dishes (delivered in thermal containers from the supplier’s plant and reheated and portioned on-site))
7. Lunch containers and cutlery: Arrangements regarding the use of reusable lunch containers and cutlery (Schools are encouraged to adopt green lunch practices using a gradual approach, with a view to making a full-scale use of reusable lunch containers and cutlery for school lunches as soon as possibleby the 2023/24 school year. For details, please refer to EDB Circular on "Arrangements for Green Lunch and Reduction of Food Waste in School”.)
8. Available meal choices: one only, which consists of two dishes
9. Number of meal sets needed: “estimated at 300 for P.4 - P.6 and 200 for P.1 - P.3 for the next school year” (example from a primary school), with the notion that such estimation was worked out with reference to the situation of the current school year, and that there may be a discrepancy between actual and estimated numbers, to facilitate the bidders’ compilation of quotations.
10. Duration of contract: two years (20XX-XX and 20XX-XX school year(s))
11. A school canteen is expected to be commissioned by early 20 XX-XX school year; it is believed that by then there will be adequate facilities to meet the demand of OSMP. Bidders are thus advised to refer to the list of facilities and their specifications. (Please see appendix to this document.) Please be aware that a briefing session will be held at this school at X p.m. on (date) and interested lunch suppliers are welcome to attend the briefing and conduct a site visit to our canteen.
12. The appointed lunch supplier has the responsibility to work closely with the school when there is a need to change course from routine lunch procedures. The appointee has to arrange for an adequate number of staff in a timely manner to help set tables and chairs in the canteen, prepare and perform OSMP, and deliver the meals. After the lunch hour, the supplier should also arrange for his/her staff to tidy up the canteen, clean and store away all utensils and equipment, and take care of the kitchen waste properly.
13. Trained and experienced staff shall be deployed to operate all school canteen equipment and ancillary facilities in a careful and proper manner. In case of any damage to the above facilities caused by negligence of the supplier’s staff, the supplier has to bear all cost of repair and compensation where applicable. Under such circumstances, the supplier shall make contingency arrangements to ensure that the supply of school lunch will not be affected.
14. In case of construction delay and other unforeseen circumstances which make OSMP implausible, the lunch supplier will be expected to serve lunch boxes (with two meal choices) until the school canteen is suitable for OSMP again. Other terms listed above prevail in this situation. 
15. If the lunch supplier intends to change the subcontractor(s) after the appointment, the lunch supplier must ensure that the subcontractor(s) in question is/are holder(s) of the valid relevant permits, and that copies of the latter’s permits will be submitted to the school for record purposes.

II. Documents to be Submitted by Bidders
1. “Invitation for Submission of Tender”, with details of services provided in accordance with the terms and conditions listed above
2. “Lunch Supplier’s Pledge”, completed
3. “Assessment Checklist of School Lunch Supplier”, completed
4. All documents of proof, which must include:
i. Meal list for one month’s school lunch
ii. Duplicate of a valid “Food Factory Licence Approved to Supply Lunch Boxes” issued by the FEHD (applicable to sub-contractors, if any)
iii. Copies of inspection records by Health Inspector of the FEHD in the past 12 months (with copies of notices of exemption from inspection, if applicable)
iv. Other documents specified by the school
5. Price information
· Unless otherwise stated by the tenderer, the tenderer’s quotations will become the only valid quotations for the duration of the contract. Unless the tenderer submit a conditional offer which contains a price variation clause, request for price variation will not be considered thereafter.
· The school will only accept tenders which cover all the above-stated service requirements.
III. Other Arrangements
1. All tenderers shall seal the service information (in triplicates) in an envelope labelled “service information”, and seal the price information (in triplicates also) in another envelope labelled “price information”. The two sealed envelopes are in turn to be sealed inside another large envelope. Tenderers shall not disclose their price in the service information or indicate their identity on any of the sealed envelopes; otherwise, the tender will not be considered.
2. Tenderers who fail to provide all the above-said documents/information on or before the deadline will not be considered.
3. Until otherwise specified, the tenders and quotations submitted will be considered for 90 days from the deadline of submission. If a tenderer does not receive appointment notice within the 90 days, he/she may consider that his/her tender is not successful.
IV. Assessment Process
1. For a better understanding of our school’s arrangements for tender assessment, interested tenderers are invited to visit our homepage (http://www.xxx.edu.hk) or the module entitled “Selects Lunch Suppliers” at the Department of Health’s “EatSmart@school.hk” Campaign website (http://school.eatsmart.gov.hk/en/template/index.asp? pid=2009&id=3042).
2. Each tenderer will be assessed by the contents of all submitted tender documents, the “Lunch Supplier’s Pledge” (the “Pledge”), the “Assessment Checklist of School Lunch Supplier” (the “Checklist”), all documents of proof and price quotations. Before the school assesses the tenderers’ price quotations, it will invite the three highest-scoring tenderers from the first round of assessment to take part in the healthy lunch tasting session (“tasting session”).
3. Tenderers should note that the Pledge will become the basis of the contract signed with the successful tenderer in the future. Once the contract is signed, the school can monitor the lunch supplier’s services in accordance with the clauses of the Pledge. Such monitoring aims at assessing the supplier’s performance standard and provides rationale for premature termination of contract.
4. Our school treasures very much the endeavour made by all lunch suppliers to promote healthy eating habit. Therefore, the final score is to be worked out with the following weighting:
service assessment scores: pricing scores = 80 : 20

(Message to Schools: Scores for service and price assessment should add up to 100. Service assessment score include scores for assessment of the documents listed in part II above, and also scores for assessment of the tasting session (if applicable) and the factory visit (if applicable
V. Prevention of Bribery Ordinance

1. It is an offence under the Prevention of Bribery Ordinance for school staff/MCCA members to accept advantages from lunch suppliers and contractors, or for lunch suppliers and contractors to provide advantages to school staff/MCCA members In any case, schools shall not allow the choices of suppliers and contractors to be in any way influenced by any form of advantages, including donations.
2. Breach of the abovementioned Ordinance by school staff, the supplier/contractor or both parties will render the tender null and void. The school may on this basis rescind the contract awarded.

VI. Anti-collusion

1.  The tenderer is prohibited from colluding with other bidders in this tendering exercise in whatever forms (e.g. price rigging). Any breach of or non-compliance with these clauses by the tenderer shall, without affecting the tenderer’s liability for such breach or non-compliance, invalidate his/her tender.
VII. Submission of Tender Documents
1. Interested lunch suppliers should drop the tender documents (in the form of confidential documents) into the tender collection box in our school office in fulfilment of the requirements listed in Part II above by X a.m./p.m. on Date Month 20XX.  The envelope shall be addressed to “Chairman of the Monitoring Committee on Catering Affairs of XXX School” with “Tender Documents for Lunch Supply” clearly marked on the cover. Late submissions will not be considered.
2. Address for submission of tender documents
To:
Chairman of the Monitoring Committee on Catering Affairs
XXX School
XXX Road, Hong Kong / Kowloon / New Territories
(“Tender Documents for Lunch Supply”)
VIII. Appeal Mechanism
The tendering exercise and the assessment process described above follow the prevailing guidelines issued by the Education Bureau, and are monitored by the Monitoring Committee on Catering Affairs of the school to ensure that tenderers are assessed and awarded tender in a fair and proper manner. In case any tenderers believe that their tender applications are treated unfairly, they are advised to report so to the Committee or the Regional Education Office of the Education Bureau (http://www.edb.gov.hk/index.aspx?nodeID=234&langno=1).
IX. Suggestion and Enquiry
To make suggestion or enquiry, lunch suppliers are welcome to contact Mr./Ms. XXX (teaching staff member) at 1234 xxxx.
Headmaster/Headmistress/Principal of XXX School 

(                    )
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