
RFP Package- Document Checklist (For School Food Authority Use and submission to NDE) 
The following information must be completed, compiled and inserted into the PDF for each Exhibit (A, B, C, D) 

RFP Template 

Exhibit A: Site Information 
□ SFA Site/Building Listing-General Data Chart
□ SFA Site/Building Listing-Services to Be Provided Chart
□ Additional Information About Foodservice Programs
□ Insert a PDF copy of Meal Service Agreements with other SFAs/Organizations
□ Insert a PDF copy of Sponsor and Site Application(s) for all programs the SFA participates in (Print/Save 

from the Nutrition Services CNP website)
o School Meals Application Packet which includes:

 Site Summary Page
 Sponsor Application and Site Application(s) for all sites

o Summer Food Service Program
 Sponsor Application and Site Application(s) including the Integrity Plan for RNC for all sites

o Child and Adult Care Food Program

 Sponsor Application and Site Application(s) all sites

Exhibit B: Menus - 21 days of menus for all programs the SFA participates in.
Check all programs of Exhibit B and insert PDF copies of the following menus as applicable: 
□ School Breakfast Program/SY 26-27. Include menus for each grade level, if different
□ School Lunch Program/SY 26-27 for each grade level, if different
□ Preschool Breakfast and Lunch if served in classroom/separate are a (CACFP meal pattern)
□ A La Carte Program (list items/selling prices for all items sold)
□ Afterschool Snack Program
□ Fresh Fruit and Vegeta ble Program
□ Summer Food Service Program (Include breakfast, lunch, supper, and snack)
□ Child and Adult Care Food Progra m (Include At-risk snack, At-risk supper)
□ Vended Meals – ident ify for which school/organization on menus (Include breakfast, lunch, supper, and snack)
□ Non-Reimbursable Snack with portion sizes.

Exhibit C: Food Service Financial Information 
□ Food Service Financial Information for current School Year (July-Dec)
□ Insert the Budget Statement and Certification of Tax for the School Nutrition Fund (SY 25-26 and 26-27)
□ Insert a PDF copy of SFA vendor paid list for purchases paid from the Non-profit food service account for

previous school year (no student names-black out if necessary)

Exhibit D: List of SFA Charts and Attachments 

□ Chart 1A: Labor Work sheet-SFA
o Provide Union Contracts for SFA Employees and for current FSMC Employees, as applicable.

□ Chart 1B: Fringe Benefit Cost Work Sheet-SFA
□ Chart 2A: Vended Contract Meals Sold to Other Schools or Programs
□ Chart 2B: Insert a PDF copy of Point of Service Sales Summary Reports for each feeding site (SY 25-26

SY26-27 Aug-Dec.)
□ Chart 3: Current and Projected SY27-28 Prices for student and adult meals
□ Chart 4: SFA Charge Policy. Complete chart and insert a PDF copy of the SFA’s Meal Charge Policy
□ Chart 5: Copies of Reimbursement Claims – summary view for all programs for the current School Year

(Aug-Dec) and SFSP claims for Summer 2026
□ Chart 6: USDA Foods Entitlement Allocation and Usage SY 25-26 and 26-27
□ Chart 7: School Calendar for SY 27-28
□ Chart 8: Com plete Designation of Program Expenses/Duties
□ Chart 9: Equipment by Feeding Site
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Exhibit A: SITE INFORMATION 

Feeding site name/indicate if food is prepared on site or is a satellite of another site/grades/current enrollment/anticipated enrollment. 

SFA SITE/BUILDING LISTING – GENERAL DATA
(To be completed by the SFA)

FEEDING SITE OR SCHOOL 
1
 ENROLLMENT2 FREE2 REDUCED2 PAID2

GRADES 

SERVED

FOOD PREPARED ON-
SITE; FOOD 

TRANSPORTED TO 
SITE IN BULK 3 

# OF 

SERVING 

PERIODS 

(LUNCH) 

BEGINNING AND ENDING TIMES OF 
MEAL SERVICE 

NO. OF

SERVING

DAYS BREAKFAST LUNCH SNACK 

Additional Information

List all feeding locations where food is prepared or delivered. Include alternative feeding sites and contracted/vended locations.
Obtain enrollment, free, reduced, and paid data from the current school year’s October claim data.
Indicate if site or school prepares meals on site or if meals are satellite if they are sent in bulk or pre-plated.
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Exhibit A: Additional Information About Foodservice Programs 

Provide a response for the questions below. Indicate N/A in box, if not applicable. 

Who operates the Point-of Service?  FSMC employee(s) or SFA employee(s)? If SFA employee(s), are they
paid from the Non-Profit School Food Service Account or the General Fund?

How are meals delivered to satellite locations/other buildings? Are SFA staff or FSMC staff responsible for
the delivery of food and/or pick up of any used serving items?  Is a SFA owned vehicle or FSMC owned
vehicle used for delivery?  Are there any special delivery instructions?

If meals are served to preschoolers, what meals do the preschoolers have access to?  Do they eat in the
cafeteria or in the classroom?  Do they go through the serving line as a separate class, co-mingled with other
students, or do they eat family-style?

Are alternative service-styles of breakfast and lunch meals offered such as grab and go, breakfast in the
classroom, breakfast after the bell, school stores, or alternative feeding areas available at any of the sites?  If so,
please describe below.
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Does the SFA currently provide contract/vended meals or have plans to contract/vend meals to other
organizations in the future?  If so, please describe. Who is responsible for the delivery of food and/or pick up of
any used serving items? Are there any special delivery instructions?

Are Non-Reimbursable Snacks or Milk Breaks provided?  If so, include grades, times, items provided and
how the milk/snack is paid for (paid by families, general fund, etc.)

Are there any grade re-configurations, remodeling of existing sites, or new school buildings in the next 5 years?

Does the school currently have, or will the school be adding daycare in the next 5 years? If so, please describe.
Are meals provided to the daycare on non-school days?

Does the SFA currently operate the Summer Food Service Program (SFSP)?  If so, describe when and how
the SFSP program typically operates
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Does the SFA currently participate in the Fresh Fruit and Vegetable Program?  If so, describe the SFAs
expectation for the FFVP program.  Include how many days FFVP is to be offered, FSMC responsibilities for
nutrition education, etc.

Does the SFA currently participate in the After School Snack program?  If so, please describe.
Who is responsible for training the After chool Snack Program staff on program requirements, food
safety,  etc.?

Does the SFA currently participate in the Special Milk program?  If so, please describe.

Does the SFA currently participate in CACFP At-Risk afterschool snack, At-Risk Supper?  If so,
please describe.

Describe the SFA's policy for snow days; late start days; early release days; in school suspension meals;
meal period length; open or closed campus/lunch periods; field trips/field days; special meals for Lent or
other holidays; and any other policies that could impact the food service operation.
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Does the SFA currently participate or would like to participate in Farm to School activities, such as
Harvest of Month, Nebraska Thursdays, or other?  If so, please describe.

Does the school food service currently participate in any other grant funded programs
?  If so, please describe.
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Exhibit A: SITE INFORMATION 

Attach a copy of Vended Meal Agreements with other SFAs/Organizations 

Attach sponsor and site application(s) for all programs the SFA participates in 
from Nutrition Services CNP website. 

This list could include: 

Programs
School Meals Application Packet which includes:

Sponsor Application
Site Summary Page
Site Application(s) for each site

Summer Food Service Program 
Sponsor Application
Site Application(s) for each site

Child and Adult Care Food Program 
Sponsor Application
Site Application(s) for each site
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Exhibit B: MENUS 

School Breakfast Program/SY 2  Menu for each grade level, if different 

National School Lunch Program/SY  Menu for each grade level, if different 

Pre-school Breakfast and/or Lunch served in the classroom/separate area (CACFP meal pattern) 

A La Carte Program (list items and current selling prices for all items sold a la carte) 

After chool Snack Program 

Fresh Fruit and Vegetable Program

Summer Food Service Program 

Child and Adult Care Food Program 

Vended Meals- Identify for which school/organization on menus (Include breakfast, lunch, and snack)

 

***The FSMC is required to submit a 21-day menu for 

1
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Exhibit C: FOOD SERVICE FINANCIAL INFORMATION 

SFA School Year 2 : 

Revenues 

Cash Sales 

Total Cash 

State and Federal Reimbursement/Funding 

Total Reimbursement 

1
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Expenses 

Food Costs 

Total Food Costs 

Indirect Costs

 Total Indirect Costs 

 Labor

District SALARIED EMPLOYEES: Full-time Employees Part-time Employees 
(Completed by the SFA)

District HOURLY EMPLOYEES: Full-time Employees _____Part-time Employees ______
(Completed by the SFA)

Total Labor 

FSMC Contract Expenses

Total FSMC Contract Expenses 

2
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SFA Direct Expenses

 

Total SFA Direct Expenses 

School District Employee Responsible for submission of this budget data

3
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Exhibit C: FOOD SERVICE FINANCIAL INFORMATION

NOT 

4
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Exhibit D: LIST OF SFA CHARTS AND ATTACHMENTS 

[SFA must complete/compile all the following] 

Chart 1 (A-B): Food Service Staffing for all sites: 
Identify each SFA food service staff/position that will be retained/paid by the SFA for 
the duration of the contract/renewals. 
Attach Union Contracts for SFA Employees and for current FSMC Employees, as 
applicable

Chart 2A Vended Contract Meals Sold to Other Schools or Programs 
Chart 2B Attach 

Participation Data: Copies of each feeding site’s point of service reports (student meal 
counts, a la carte sales, and adult meal counts) for SY 2 -2 , and SY 2 -2  (Aug-Dec). 

Chart 3 Prices for student and adult meals (Include projected meal price increases) 

Chart 4 Attach 
SFA Meal Charge Policy 

Chart 5 Attach 
Copies of Reimbursement Claims for SFSP 202  and SY 
2 -2  (Aug-Dec.) (Summary View which shows site meal details)

Chart 6 Attach 
USDA Foods Entitlement Allocations and Usage for SY 2 -2  and SY 2 -2  

Chart 7 Attach 
School Calendar for 202 -2  
If SFA does not have an approved school calendar, submit the projected school calendar. 

Chart 8 Designation of Program Expenses -
The column selected by the SFA for each expense represents whether the SFA or FSMC 
is responsible for that cost. 

Chart 9 Attach For All Feeding Sites 
Equipment by feeding site

1
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Chart 1 A: LABOR WORK SHEET – SFA
To be completed by the SFA for District Food Service Employees

and District Employees with Food Service Responsibilities (POS, Bookkeeping)
Pay rate for current school year

SITE OR SCHOOL JOB TITLE

INDICATE IF 
EMPLOYEE WILL

BE RETAINED/ 
PAID BY THE SFA 

DURING THE
CONTRACT

TERM 

 

INDICATE IF 
PAID BY 

GENERAL 
FUND OR 
*NPSFSA 

HOURLY 
RATE ($) 

DAILY 
HOURS 

NUMBER 
OF DAYS 

PAID 

TOTAL 
ANNUAL 
WAGE 

($) 
UNEMPLOYMENT 
COMPENSATION 

UNION 
CONTRACT* 

Total Labor  
Substitute Pay  

Additional Information  

*NPSFSA means Non-Profit School Food Service Account

NOTE: Use actual rates for SFA; do not use a prorated statewide average benefit rate
*Provide Union Contracts for SFA Employees and for current FSMC Employees, as applicable
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Chart 1 B: FRINGE BENEFIT COST WORK SHEET – SFA 
To be completed by the SFA for District Food Service Employees

and District Employees with Food Service Responsibilities (POS, Bookkeeping)
List Annual Cost for the School Year

MEDICAL 
 

DENTAL VISION 
LONGEVITY 
OR ANNUITY LIFE 

 
RETIREMENT 

 
OTHER1

TOTAL COSTS

Additional Information

1 Include Paid Time Off (PTO), Holiday pay and Sick pay
If Workers’ Compensation cost is charged to food service, what is percentage % 
NOTE: Use actual rates for SFA; do not use a prorated statewide average benefit rate.
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Chart 2 A: Vended Contract Meals Sold to Other Schools or Programs 

SY 2 -2 Average Number 
Daily (including adults) 

SCHOOL OR PROGRAM BREAKFAST LUNCH SNACK MILK

*Do not include Special Functions
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Chart 2 B: ATTACH POINT OF SERVICE SALES SUMMARY REPORTS

(Include-Student Meal Counts, a la Carte Sales, and Adult Meal Counts) 

SY 2 -2

SY 2 -2  Total Year-to-Date Summary Report (Aug-Dec)
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Chart 3: Prices for student and adult meals

List all planned student and adult meal prices for current school year and projected student and adult 
meal prices for next school year: 

MEAL PRICES 202 -2  Projected 202 -2  
BREAKFAST: 

Preschool Paid
Elementary Paid

Middle School Paid 
High School Paid
Adult Paid
Program Adult Meals 
(Paid from Non-Profit Food Service Acct)

Record # meals served daily Record # meals served daily 

Adult Meals 
(Paid from General Fund)

Record # meals served daily Record # meals served daily 

 
LUNCH: 

Preschool Paid
Elementary Paid
Middle School Paid 
High School Paid 
Adult Paid 
Program Adult Meals 
(Paid from Non-Profit Food Service Acct)

Record # meals served daily Record # meals served daily 

Adult Meals 
(Paid from General Fund)

Record # meals served daily Record # meals served daily 

 
AFTERSCHOOL SNACK 
(Non-Area Eligible) 
Paid 
SPECIAL MILK PROGRAM 
Paid
MILK BREAK
Non-reimbursable milk served to 
elementary grades in-between meals 
CONTRACT MEALS –sold to others Breakfast Lunch Breakfast Lunch

Preschool 
Elementary
Middle School 
High School
Adult 
Snacks 
Other: 
Non-Reimbursable Alternative 
Meal– meals provided for students 
with negative balances 

Additional Information: 
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Chart 4: SFA’s Charge Policy 

Attach the SFA’s Charge Policy, which would include, if applicable the availability of 
alternate meals. Indicate below how alternate meals are handled. 

The reimbursable meal is provided, account continues to be charged. 

No meal provided. 

A reimbursable alternate meal is provided; student’s account is charged. 
Food items offered: 

A reimbursable alternate meal is provided; students account is not charged. 
District pays for this meal with non-federal funds. 
Food items offered: 

A non-reimbursable meal is charged to student’s account. 
Food items offered: 

A non-reimbursable meal is not charged to student’s account. 
District pays for these meals with non-federal funds. 
Food items offered: 
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Chart 5: Copies of Reimbursement Claims 

Print copies of Reimbursement Claims from the Nutrition Services CNP website for all programs the SFA 
participates in for the current SY (August-Dec) and SFSP claims for summer 202  in the Summary View 
which shows site meal details. 

Breakfast, Lunch, Afterschool Snack, Special Milk 
Fresh Fruit and Vegetable Program 
Seamless Summer Option 
Summer Food Service Program 
Child and Adult Care Food Program 
Other: 
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Chart 6: USDA Foods Entitlement Allocations and Usage for SY 2 -2  and SY 2 -2  

Nebraska DHHS - Food Distribution/SDA CNPWeb, found at  
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Chart 7: School Calendar for 202 -202  

Insert the SFA School Calendar for next SY. Draft form is sufficient.
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FSMC RFP SharePoint Quick Guide   

You have received an email from Ali Lampman, NDE Nutrition Services Specialist, to 
access your school’s folder. Click the blue OPEN button. Only the recipient(s) of the 
message will have access to the site so if you need access for another staff, please 
contact your NDE Assigned Program Specialist. 

Next you will need to request a code to verify your identity. Click the blue SEND CODE 
button to receive the code.  

Copy the generated code and enter it on the next screen. 

Shawn Vondracek
Cross-Out
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We recommend that you also check the “Keep me signed in” box at the bottom. Enter 
code then select VERIFY in blue. 

You are now in SharePoint. The screen will look like this picture but will have your 
school’s name. You can bookmark this site or save the email link to access every time. 

As you prepare your RFP package for approval, we will be working in RFP Exhibit folders 
A-D and the RFP Template folder. The other folders will be used later in the process once
your RFP package is completed and approved.
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Select the folder to add your documents to the site. 

Always UPLOAD files to add into the folders. Select UPLOAD and then FILES from the 
drop-down menu. 

Select the file name from your computer file window. It may take a few seconds to 
upload. Once it is done you will see the file in the folder. The time/day/editor stamp 
feature is helpful to see who was in the folder last and when. 
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To open (view), delete or rename a file select the three dots by hovering over the folder 
name. A drop-down menu will appear. Select the action you want to take. You will not 
be able to edit the pdf/fillable pdf documents in SharePoint. If edits are needed, make 
them, and save on your copy then upload again to the site.  
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