7.0 Site Services
ITEMS IN YELLOW ARE FOR FURTHER DISCUSSION
7.1 Cafeteria, Vending, and Catering
7.1.1 Cafeteria
Provider shall achieve the following Cafeteria Services Outcomes: 
	· Operate cafeterias and dining areas according to Client specifications


Supplier shall:

·  Provide all necessary Supplier personnel, including supervisors and managers, required to perform cafeteria services.

· Purchase all food, beverages, and supplies necessary to provide cafeteria services.

· Prepare and serve all food and beverages provided by Supplier at the cafeteria services locations.

· Provide cafeteria services during the hours designated by Client, which may be changed by mutual agreement.

· Clean and sanitize kitchen and serving area, including floors, walls up to six feet, shelving, exhaust hoods, work surfaces, serving counters, and display cases on a daily basis, clean dining tables as needed and furnish all cleaning supplies.

· Clean and sanitize the kitchen, serving area and dishwashing area floors of any spills/rubbish that may occur and rectify any unsafe condition that could result in any accident.  During serving periods, supplier shall monitor the serving and dining areas as required to maintain sanitary and safe conditions.

· Clean and sanitize all food service equipment and the area from the serving line into the kitchen.

· Inventory all equipment on a semi-annual basis and provide to Client contact.

· Provide and maintain menu boards, which shall include menu selections and pricing.

· Provide financial and operating reports each month within 15 business days after the accounting period’s end.  Reports shall include, but not be limited to:

· Replacement costs for small wares and flatware, food cost 

· Supplier personnel cost 

· Supplies related to cafeteria and catering services

· Laundry and uniforms related to cafeteria and catering services

· License, tax, permits, equipment related to cafeteria and catering services

· Miscellaneous pre-approved operating expenses, applicable operating statistics including customer headcounts and participation.  The operating statement shall include previous accounting period and year-to-date totals for each line item.

· Comply with all applicable laws and regulations.

· Within 24 hours after governmental inspection of food services facility, Supplier shall provide a copy of inspection report to Client.

· Recommend and maintain the appropriate level of inventory for small wares.

· Provide caloric and carbohydrate information upon request.

· Comply with trash sorting and recycling procedures specified by Client.

· Provide pest control, facility maintenance and repair, and equipment maintenance and repair in cafeteria areas.
7.1.2 Vending

Provider shall achieve the following Vending Services Outcomes: 
	· Manage the vending program within specifications and ensure operation of vending equipment


Supplier shall:

· Provide vending services at Client designated locations to achieve the following goals:  (1) Attain highest possible commission while retaining a high level of customer satisfaction, (2) Maintain high level of service, and (3) Offer the lowest possible retail cost to customers.

· Furnish and maintain all vending machines

· Remove all expired vending products, prior to expiration date, and properly dispose of.

· Maintain all vending machines in new or like new condition, and equip with dollar bill acceptors and bill validators.

· Clean and service all vending machines.

· Stock vending machines with no less than approved standard quality products.  Chewing gum shall not be stocked and vended anywhere IS THIS A REQUIREMENT??
· Approve products and prices.

· Pay for all vending license and/or installation fees, and provide insurance on vending machines in amounts approved by Client.

· Respond to all requests for vending machine repairs within 4 hours of notification.

· Pay Client a negotiated commission on net sales from all vending machines.

· Provide financial and operating reports each month within 15 business days after the accounting period’s end.  Reports shall include, but not be limited to, vending sales by product category, vending sales by SKU, vending sales by machine location, and commission by product category.  The operating statement shall include previous accounting period and year-to-date totals for each line item.

· Collect, record and deposit cash sales.  Supplier shall be solely responsible for the security of monies and personnel during the collection, holding and transport of monies.  Losses due to theft or misappropriation of any nature shall be the sole responsibility of the Supplier.

7.1.3 Catering

Provider shall achieve the following Catering Services Outcomes: 
	· Provide catering services according to Client specifications


Supplier shall:

· Provide catering services at Client designated locations, including all personnel necessary to provide such services, during hours designated by Client.

· Receive and process requests for catering services.  Supplier shall confirm acceptance or rejection of a catering request with the Client requestor within the following time frames:

· For same day catering requests, respond within 2 hours of receipt

· For next day catering requests, respond with 4 hours of receipt

· All other catering requests, respond within 48 hours of receipt

· Coordinate with and support all ancillary services (e.g. conference center services, audio visual service) in conjunction with providing catering services.

· Perform all set up activities associated with conducting a catered event, including reserving the rooms or areas at which the function is to be held.

· Clean up after catered functions, including but not limited to, removal of containers, cleaning of tables, cleaning of spills, and removal of trash within one hour of function ending time.

· Invoice Client for catering services on an individual customer basis and within 15 days of catered event.

7.1.4 Holiday Luncheon

Provider shall achieve the following Holiday Luncheon Outcomes: 
	· Support holiday luncheon functions according to Client specifications


Supplier shall:

· Provide services required to support Holiday Luncheon (and other similar) functions, including all personnel necessary to provide such services, during hours designated by Client.
· Provide services including, but not limited to:

· Event setup and coordination

· Catering for event

· Cleanup after event
7.2 Meetings/Mail/AV

7.2.1 Meetings
Provider shall achieve the following Meeting Services Outcomes: 
	· Events that are compliant with Client policies, Environmental Health and Safety, Risk Management, Legal, Facilities, and Security guidelines

	· Communicate event details to correct internal Client audience and external audience when appropriate

	· Meeting and event setups and tear downs are performed accurately and per schedule

	· Meeting and event locations are cleaned and restored to pre-event condition in a timely manner


Room setups will include, but not be limited to, chairs, tables, portable stages, flip charts, waste receptacles, signs, banners, TVs, projectors, room dividers, dry erase boards and markers, wall partitions, and miscellaneous supplies.
7.2.1.1 Meeting Setups and Tear Downs

Supplier shall:
· Be knowledgeable of all setup procedures and safety requirements for the following room types: classroom, theater, block, u-shape, executive, round table, and others as may exist in Client facilities, and any combination thereof. 

· Be familiar with specific conference room and café setups by location and educate internal customers on limitations and capabilities of each.

· Follow detailed instructions and diagrams, including table and room dimensions in order to calculate room occupancy.  Supplier or on-site Suppliers will be required to move, lift, and adjust tables and chairs.

· Have proper subject matter expertise on audio/visual aspects of events and be prepared to coordinate with on-site Suppliers or outside vendors

· Be familiar with fire code and egress designations to ensure setups do not exceed room occupancy limits or block emergency egress.

· Check portable equipment before and after each meeting to ensure it is working properly. Upon discovery of equipment failure, ensure that substitute equipment is delivered to the room and IT personnel are contacted for repair.

· Coordinate with other on-site Suppliers or outside vendors

· Ensure that meeting and event locations are cleaned and restored to pre-event condition in a timely manner

7.2.2 Mailroom Services   
Provider shall achieve the following Mailroom Services Outcomes: 
Mail/package pick-up and delivery is reliable, safe, and cost effective

Mail/packages are picked up and delivered according to agreed-upon Service Metrics

7.2.2.1 Mail Services Functions

As mail is received, supplier will process in accordance with Client's requirements.

7.2.2.2 Mail Delivery/Management Services

Services include but are not limited to the following activities: 

· Sort and stage by priority and location

· Deliver all material

· Pick up all material

· All postage applications, including purchase, weighing, and application  

· Sort and stage for shipping

7.2.2.3 Lab Mail Services

· Manage movement of all materials, special packages and USPS mail among buildings, labs and offices. Materials include, but are not limited to – lab samples, records management, chemicals, solvents, glassware, packages, copy paper, miscellaneous office material, regulated items, temperature sensitive chemicals and biologics: 

· As mail and packages are received, supplier will process in accordance with Client's requirements.  

· Lab sample shipments are to be packaged to comply with all DOT rules and condition requirements (dry ice, hazard notification, etc).

7.2.2.4 Postage

· Replenish postage meters as needed. 

7.2.2.5 Maintain Postal Equipment

Maintain Postal Equipment, including:

· Postage machines and meters

· Scales

· Material handling equipment

7.2.2.6 Other Portering Services

Provider will provide all other portering services as required on site.
7.2.3 Audio Visual Operations and Equipment

Provider shall achieve the following A/V Operations and Equipment Outcomes: 
	· Develop, implement and maintain AV standards and programs for Client

	· Operate the AV program according to Client specifications and program requirements


7.2.3.1 Supplier shall:

· Develop, implement and manage audio visual (AV) standards for Client
· Maintain AV equipment.

· Establish processes to meet customer specifications in new AV projects.

· Coordinate with and support all ancillary services (e.g. conference center services, catering) in conjunction with providing direct AV programs and services.

· Participate in and support appropriate AV technology evaluations for Client.

· Develop and implement AV system and equipment preventative maintenance program in accordance with manufacturers’ recommendations, including but not limited to, LCD projector lamp replacement program.

· Provide AV support for VTC rooms, auditoriums, and other events as required.
· Complete assigned CMMS work order requests within established KPIs.

7.3 Printing/Reprographics/MFDs

7.3.1 Printing/Reprographic Services


Provider shall achieve the following Reprographics Outcomes: 
Provide cost-effective, high-quality reproduction and reprographic services and the highest level of customer service.
7.3.1.1 Deliver Printing/Reprographic Services

Provide high-quality and cost-effective reprographics solutions and the highest level of customer service. Services include, but are not limited to:

· Design assistance

· Printing and copying 

· Binding

· Presentation support

· Poster creation
· PURCHASE/STOCK/DISPENSE OFFICE SUPPLIES (PER COS)

7.3.2 MFD Program

Provider shall achieve the following MFD Program Outcomes: 
Provide cost-effective tracking, repair, and maintenance for all MFD’s and the highest level customer service.
Manage MFD program per Client’s specifications.  Services include, but are not limited to:
· Tracking of MFD devices throughout facilities
· Coordination with prescribed vendor for repairs and maintenance

· Deliver copier paper to each device location (where appropriate)
7.4 Shipping and Receiving

Provider shall achieve the following Shipping and Receiving Outcomes: 
Provide timely, efficient, and safe shipping and receiving services.
7.4.1 International and domestic shipping/receiving functions
7.4.1.1 Shipping includes but is not limited to the following activities:

· Verify memo data

· Sort and Stage shipments for processing

· Submit international paperwork (export compliance)

· Identify packaging, labeling, and routing requirements

· Stage shipments

· Company service (Q&A, tracking,  problem resolution)

· Provide crating and rigging services
· Ship animals (per customer specifications/requirements)
7.4.1.2 Receiving includes but is not limited to the following activities:

· Validate number of pieces, resolve damage issues with carrier
· Bar code materials upon receipt
· Expedite delivery of items as requested by customer

· Perform receipt transactions

· Route items for distribution
· Distribute solvents to appropriate purchaser
7.5 Laundry/Uniform Services

Provider shall achieve the following Laundry Services Outcomes:



Garments and towels are clean and delivered on time and in accordance with Client's requirements
Inventory levels are properly managed to ensure that a sufficient supply is always available

7.5.1 Uniform Inventory Management

· Administer uniform inventory management 

· In GMP areas, follow written and approved laundry procedures and reporting policies. All inspections in GMP areas to be suitably documented.

7.5.2 Uniform Cleaning Service

Administer cleaning program for aseptic and industrial garments, including gowning for manufacturing space, etc.

7.5.3 Safety Shoe Program

Administer safety shoe program.

7.5.4 Prescription Safety Glass Program

Administer prescription safety glass program.
7.5.5 Laundry Services

Provide laundry services and negotiate contract costs (when applicable) for the regular change out of:

· Lab coats and smocks

· Production personnel uniforms

· Provider uniforms
· Entry and lobby walk off mats

· Foodservice linens
7.5.6 Locker Program

Administer locker program.

· Assign lockers and track usage

· Maintain lockers
7.6 Document Storage and Shredding

Provider shall achieve the following Laundry Services Outcomes:



Administer document and information protection program to ensure security of proprietary information. Is this accurate or is the program more around records retention (and is there a notable difference between the programs?)
Effectively manage document destruction program , ensuring security of proprietary information.
7.6.1 Proprietary Information Protection

Administer the Proprietary Information Protection program per Client specifications.  Services include, but are not limited to:

· 
Document storage

· 
Program coordination

· 
Program training

7.6.2 Shredding Program

Manage the document destruction program per Client specifications.  Program requirements include, but are not limited to:

· 
Provide containers where required per Client procedures

· 
Collect contents of containers

· 
Stage materials for destruction

· 
Dispose of destructed materials

