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COMMONWEALTH OF PENNSYLVANIA
DEPARTMENT OF GENERAL SERVICES




STATEMENT OF WORK




FOOD TRUCK EVENT ORGANIZER





INVITATION FOR BID (IFB) NO. 6100060631


I. [bookmark: _Hlk121236560]GENERAL REQUIREMENTS

A. Contract Scope. The Commonwealth of Pennsylvania, Department of General Services (DGS), is issuing this Invitation for Bid (IFB) to obtain the services of an experienced Food Truck Event Organizer. This Contract will offer Commonwealth employees, citizens of Harrisburg, and visitors the option to purchase food from these food trucks as a convenient and creative alternative to other lunch options. By offering state government property as the locations for the food truck events allows them to be held in convenient and local locations within walking distance to many businesses and Commonwealth office buildings. This Contract will also allow for the opportunity to engage local community organizations and use its public spaces in creative ways which are on par with changing trends. The Event Organizer will help facilitate this process. 

A. Method of Award. This will be a single award Contract to the responsive and responsible bidder offering the lowest Food Truck Event Organizer Commission Fee Percentage. This Contract will be at no cost to the Commonwealth and will have an initial term of five (5) years. See the Terms and Conditions for more information on the Contract term.

II. BIDDING REQUIREMENTS

A. Pricing. Bidders must provide in Exhibit A, Cost Submittal their bid price, in the form of a Commission Fee Percentage. This fee percentage will be used by the awarded Contractor to calculate the Food Truck Event Organizer’s Commission for each of the food truck events. This Commission will be the Contractor’s compensation for services performed under this Contract, and it will be the responsibility of the awarded Contractor to collect their Commission from the food truck vendors participating in the planned events. Failure by a bidder to submit a completed Cost Submittal (Exhibit A) will result in their bid being deemed non-responsive. 

B. Only DGS Self-Certified Small Businesses are Eligible for Award. The Department of General Services has set aside this contract as a Small Business Reserve (SBR) to provide DGS self-certified small businesses with opportunities to compete against other DGS self-certified small businesses for Commonwealth contracts.  Only DGS self-certified small businesses are eligible to submit a bid, and the selected small business must perform at least fifty percent (50%) of the total contract value.  The small business requirements and certification process can be found on the following site: www.smallbusiness.pa.gov.  Bidders must submit with their bid in the PA Supplier Portal a valid and current DGS issued Small Business Certificate.

C. Worker Protection and Investment Certification. Pursuant to Executive Order 2021-06, Worker Protection and Investment (October 21, 2021), the Commonwealth is responsible for ensuring that every Pennsylvania worker has a safe and healthy work environment, and the protections afforded them through labor laws.  To that end, contractors and grantees of the Commonwealth must certify that they are in compliance with all applicable Pennsylvania state labor and workforce safety laws. Such certification shall be made through the Worker Protection and Investment Certification Form (BOP-2201) (Exhibit B). The completed and signed Worker Protection Certification Form shall be submitted with the bid response.

D. Required Documents. See Exhibit C for a list of the documents referenced throughout this Statement of Work which are required to be completed and returned, or otherwise submitted with your bid in the PA Supplier Portal. Bids may be rejected for failure to return these required documents.

III. CONTRACT REQUIREMENTS

A. Point of Contact. The awarded Contractor will be required to identify a primary point of contact that will be responsible for communicating with the Commonwealth regarding the services to be provided under the Contract. This same person will be responsible for developing a schedule of events and contacting food truck vendors to solicit their interest in participating in the planned food truck events. Bidders shall enter the contact information for this designated Point of Contact in the appropriate location on Exhibit A, Cost Sheet.

B. Food Truck Event Schedule. The awarded Contractor will be required to plan and schedule food truck events throughout the year. At a minimum, events should be planned to occur monthly from April through October, which is defined as the Food Truck Season. These events will typically be held during the mid-day between the hours of 11:30 AM and 2:00 PM. The Contractor will be required to develop the schedule and present it to the Contracting Officer for review and approval a minimum of one (1) month prior to the start of the Food Truck Season each year, unless otherwise agreed to between the Contractor and DGS. The awarded Contractor shall also coordinate and monitor event timelines and ensure deadlines are met.

C. Event Locations. The Food Truck events will primarily be held in the Capitol Complex on Commonwealth Avenue (Harrisburg, PA) in Soldiers Grove. Events may also be held at other locations throughout the Capitol Complex, such as the DGS Annex Facility, other State Office Buildings, the Governor’s residence, and the overflow parking lot for the Governor’s residence located at 2100 North Second Street, Harrisburg, Pennsylvania. There may be other locations in the vicinity of the Capitol Complex and City of Harrisburg in which events could be held, any such locations will be mutually agreed upon by DGS and the Contractor prior to scheduling the event. 

D. Safety and Security. Should the Pennsylvania Capitol Police Department be required to provide traffic control, safety, and security services, fees may apply. Such services will be coordinated between DGS and the Contractor prior to the event occurring. In addition, the Contractor shall agree to adhere to the PA Capitol’s rules and regulations as identified in Chapter 86 of the PA Code.

E. Vending License and Insurance Certification. All food truck vendors participating in any of the scheduled food truck events are required to maintain current Health and Vending Licenses and Insurance Certificates required by the City of Harrisburg and the PA Department of Agriculture. The awarded Contractor is responsible for obtaining a copy of these current licenses and certificates from each food truck vendor at the beginning of each food truck season, and provide copies to the DGS Contracting Officer. 

F. Marketing and Public Relations. The awarded Contractor shall work with DGS to promote the events, and to provide required information which will allow for successful marketing and communications related to scheduled events.

G. Event Coordination. The awarded Contractor will work with DGS to coordinate the set up and dismantling of tables, chairs, trash receptacles and any other equipment, should it be needed for planned events. The Contractor will coordinate with the food truck vendors by handling inquiries and troubleshooting prior to and on the day of each event. 

H. Event Summary Report. The awarded Contractor will be required to provide to the DGS Contracting Officer a monthly post-event summary report. This report shall include date of events, list of the food truck vendors that participated in each event, and a breakdown per food truck of sales made and customers served per event. This report data will be used to determine the success of the events, identify opportunities for improvement, and may impact the scheduling of future food truck events. See Exhibit D, Event Summary Report Sample, this is the preferred report format, but others will be accepted as long as all required data elements are captured.

I. Addition of Services. In the event DGS determines additional service(s) should be added which are within the scope of service, the following procedures will be followed. DGS will contact the awarded Contractor and give them the opportunity to provide the service(s). The awarded Contractor will submit pricing for the new service(s), if applicable.  DGS will review the pricing and determine if it is fair and reasonable. If the pricing is deemed fair and reasonable, a change will be made to the Contract adding the service(s).  

J. Post Award Administration. The awarded Contractor’s performance shall be monitored and evaluated in accordance with the requirements outlined in the Contract. At a minimum, the awarded Contractor’s performance shall be evaluated on an annual basis. The awarded Contractor may be required to attend Contract Performance Review meetings. These meetings will be to provide the awarded Contractor with performance reviews, discussion of issues either party may have regarding the Contract, or to evaluate the overall progress of the Contract. The meetings may be held quarterly, semi-annually, or annually at the discretion of the Department of General Services.

K. Inquiries. All inquiries regarding this solicitation or the resulting Contracts should be referred to the DGS Contracting Officer identified in the solicitation and Contract.  
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