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  SECTION I - PROGRAM DESIGN 

DFSS proposes to designate one provider for Home Delivered Meals in the City of Chicago. The city is 
divided into four geographic areas for the purposes of demonstrating the current distribution of home 
delivered meal clients; see Attachment #1. Respondents must be able to: provide services to all four 
areas of the city of Chicago; provide all meal types as specified; and meet all other requirements as set 
forth in this RFP. The provider is responsible for delivering the meals to any client regardless of the 
address, location or neighborhood within the city of Chicago.  The preparation and delivery of the meals 
to clients’ homes in the city and the associated equipment and supplies will be the responsibility of the 
awarded respondent. 

The provider will be required to prepare and deliver complete, freshly prepared meals, ready to eat, or 
frozen prepackaged meals to be reheated to each approved individual client’s home.  Each meal 
provided must follow the meal pattern developed by the Illinois Department on Aging and must 
conform to the current Dietary Guidelines for Americans found in Attachment #2. 

A. Meal Units, Holiday Meals, Shelf Stable Meals, Meal Requirements, & Menu Cycle 

1. MEAL UNIT DETAILS 

 A meal is an individual hot, frozen, or cold food serving prepared in accordance with the 
approved menus. All “frozen meals” are actually prepackaged hot meals which are in a frozen 
state and will be delivered frozen to be reheated by the client in the client’s home. A unit is one 
hot meal plus one cold meal or, one frozen meal plus one cold meal.  Two meals delivered 
together are considered as one unit. 

The meals are delivered to individual homes. The delivery patterns and the meal combinations 
vary in accordance with the client’s needs, as determined by an assessment completed by the 
Care Coordination Units (CCU) or Managed Care Organization (MCO).  

There are four main meal program types to accommodate the needs of seniors enrolled in the 
program:   

The weekday 5 day frozen program is a weekly delivery of five units. Five frozen (to be 
defrosted and re-heated for a hot meal) and five cold (ready to eat refrigerated) meals are 
delivered on one day. The delivery days may be decided by the provider. 

The weekday 3 day frozen program is a weekly delivery of three units. Three frozen (to be 
defrosted and re-heated for a hot meal) and three cold meals are delivered on one day. The 
delivery days may be decided by the provider. 

The weekday hot program is a five day delivery of one unit per day. These meals are delivered 
every Monday through Friday and consist of one hot meal and one cold meal.   

The weekend frozen program is a once a week delivery of a unit consisting of one frozen meal 
and one cold meal. These meals are typically delivered on Friday.   

• Clients in the weekday meal programs will receive the weekday meal delivery along with 
the weekend meals. If the clients are only enrolled in the weekend program, they will 
receive a separate weekend program delivery. 

Clients enrolled in the short term programs are those individuals referred from hospitals, visiting 
nurses, nursing homes, and rehabilitation centers or other emergency situations, who are 
recuperating from an illness and are expected to be able to prepare their meals within six 
weeks. Clients enrolled in the long term programs need more than six weeks of meals based on 
information received at initial referral (i.e. clients in hospice or who have severe chronic 
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illnesses). 

The designated meal programs and number of meals provided within each program type are as 
follows: 
• Preferred Meal Program - Frozen - (3 days/6 meals) 
• Standard Meal Program - Hot - (5 days/10 meals) 
• Standard Meal Program - Hot - (5 days/10 Meals) - Short Term 
• Standard Meal Program - Frozen - (5 days/10 Meals) - Short Term 
• Standard Meal Program - Frozen - (5 days/10 meals) 
• Standard + Supplemental Meal Program - Hot - (7 days/12 meals) 
• Standard + Supplemental Meal Program - Frozen - (7 days/12 meals) 
• Supplemental Meal Program - Weekend Only - Frozen - (2 days/2 meals) 

 
2.  HOLIDAY MEALS 

To ensure clients receive meals for the holidays, the successful respondent will enter into a 
separate agreement with Meals on Wheels Chicago to prepare and deliver holiday meals. Meals 
on Wheels Chicago is a separate, private organization; not a department of the City of Chicago. 
Meals on Wheels Chicago sponsors holiday meals, with menus that follow a holiday theme, and 
are delivered to the same individual homes as delivered for DFSS. 

Meals on Wheels Chicago will utilize the selected respondent for the preparation and delivery of 
six special holiday meals to be delivered to the DFSS client base. The holiday meals will follow 
the DFSS approved menus and unit rates. Any additional meal components and related costs per 
meal unit may be negotiated between Meals on Wheels Chicago and the HDM provider.  

The six designated major holidays are: New Year’s Day, Memorial Day, Independence Day, Labor 
Day, Thanksgiving Day, and Christmas Day. The delegate agency will deliver one hot or frozen 
and one cold prepackaged meal to the clients for these holidays. 

The HDM provider will submit the invoice(s) directly to Meals on Wheels Chicago, not DFSS. 
Invoices for meals delivered through Meals on Wheels Chicago must be addressed to: 

Meals on Wheels Chicago 
1111 N Wells Street, Suite 307 
Chicago, IL 60610 
773.661.4550, x3  

The City of Chicago will not be responsible for any obligations of Meals on Wheels Chicago. 

3. SHELF STABLE MEALS 

In preparation for weather emergencies and clients missing scheduled meal deliveries because of 
medical appointments or other unavoidable situations, shelf stable meals will be delivered to all active 
clients during designated periods throughout the year. The shelf stable option will provide seniors the 
nutritional meals needed during a time when the deliveries cannot be made or the senior is unable to 
receive their regular delivery.  

Shelf stable meals will consist of two complete meals for each day that follow the meal pattern 
developed by the Illinois Department on Aging. The meals must conform to the current Dietary 
Guidelines for Americans.  

4.  MEAL REQUIREMENTS 

In addition to following the meal pattern developed by the Illinois Department on Aging, the 
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provider must follow the minimum serving sizes and other specifications as set forth in the Food 
Specifications for Cycle Menus; see Attachment #3. 

The frozen or hot meal will consist of three food items (usually entrée, starch and vegetable) in a 
three-compartment tray. The meal must be produced in an inspected facility. To control costs 
and facilitate production and delivery, it is DFSS’s intent to use the same cycle menu for both 
the Frozen Meal Program and the Hot Meal Program with only a few differences. The second 
daily meal which is the Cold Meal, will be provided to all clients in both programs. There may be 
occasional differences in the Frozen Meal Program menu and the daily Hot Meal Program menu 
to accommodate differences in packaging, handling, and heating. 

5. MENU CYCLES 

The provider must prepare each meal in accordance with the approved menus. There are four 
seasonal cycle menus per calendar year as follows: Fall, Winter, Spring and Summer. Each 
seasonal cycle menu consists of four weeks of daily food items. The daily food items repeat 
three times with one cycle menu; see Attachment #4. The provider must submit the proposed 
menus at least six weeks prior to the beginning of a seasonal cycle menu directly to DFSS and/or 
DFSS’s Registered Dietician. For example, the “Fall Menu Cycle” which begins October 1st, must 
be submitted in mid-August. The HDM Provider must work with the Registered Dietician to 
ensure that the menu is consistent with the nutritional guidelines.   

All menus submitted by the provider must be approved by a Registered Dietician and all 
program clients must be served the approved menu.  There may be no substitution of the menu 
at any time unless first authorized by DFSS.   

In the event certain menu items prove to be unpopular with clients, requests from DFSS for 
substitutions of comparable, nutritional and price value must be honored. DFSS reserves the 
right to add or change diets as deemed appropriate, such as modified consistency or pureed 
diet.  

The HDM provider is responsible for the distribution of the final approved cycle menus to all 
HDM clients.   

B.       Food Specifications for Frozen Meals  

In addition to the requirements listed in the Food Specifications for Cycle Menus (FSCM) 
(Attachment #3) the following will also apply for frozen meals:  

1. BLAST-FREEZERS  

Any food item that is cooked by the provider must be individually portioned and quickly frozen 
in a blast-freezer that is specifically designed for this purpose. The individually portioned food 
item must be brought from 140° F to 1O°F in two (2) hours or less, and must achieve 0°F within 
one additional hour for a good quality-frozen product. All meals must be blast-frozen before 
being placed into storage freezers. The meals must be loaded into ventilated containers to allow 
proper airflow and quick, even freezing while in the blast-freezer. All frozen meals must be 
stored at 0°F or below. Strict quality control standards must be followed, as described in Section 
II Requirements and Standards for Quality Control.  

2.   COMMERCIALLY FROZEN MEALS 

The provider may plan to purchase commercially frozen meals from a USDA inspected plant. 
There are some vendors that currently produce meals, which generally meet the menu 
requirements, are USDA inspected, and currently provide frozen meals for other HDM programs 
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in other areas of the country. If the provider proposes to purchase commercially frozen meals, 
DFSS must approve the vendor and the products, which must meet all applicable requirements 
set forth in this document, including all meal and meal packaging requirements. 

3.  COMMERCIALLY FROZEN FOOD ITEMS  

The provider may plan to purchase frozen precooked food items, such as frozen meatballs or 
Salisbury steak, to be used in the frozen meals. These items must be remain frozen during 
preparation and handling while packaging into the three-compartment tray. Precooked frozen 
foods may not be thawed or heated during preparation and handling by the provider.   

4. VEGETABLES 

Vegetables used in the frozen meal must be frozen, with blanching times appropriate for a 
tender end-product. This is especially critical in some vegetables such as green beans or sliced 
carrots. Vegetables may not be precooked by the provider in an attempt to achieve the 
appropriate tenderness, since this would result in excess nutrient loss.  

5. GRAVY/SAUCES  

Gravies and sauces must be made with reduced sodium and reduced fat base, as in the Food 
Specifications document. For the frozen meals, any of these products must also be made with 
freeze-stable modified food starches to prevent curdled or lumpy products when frozen and 
reheated.  

6. MILK  

Expiration dates on milk cartons must be at least one day past the last menu day to be delivered 
to the client.  

7. MENU BALANCE  

Meal composition must be evaluated for compatibility to ensure proper reheating of all three 
frozen meal components in the same time frame. Food items must also be evaluated for 
adjustment or revision needed to accommodate the freezing process.  DFSS will work closely 
with the provider. DFSS must approve any changes in the menus.  

8. NUTRIENT CONTENT  

Each frozen meal must have a detailed nutrient analysis of each food item on the menu to 
include the calories, fat, sodium and fiber content.  Approximate nutrient values from accepted 
professional sources may be used as appropriate sources for this reporting, as are analyses 
performed by certified labs. All nutrient analyses must be certified by the provider's Registered 
Dietitian or by the Registered Dietitian of the approved frozen meal vendor.  

C.  Equipment Requirements for Vehicles 

The hot and frozen meals, and the accompanying cold meals, must be delivered to the clients’ 
homes in oven, freezer and refrigerator-equipped vehicles. There must be adequate oven space 
to hold all hot meals at 140°F or above.  There must be adequate refrigerator space to hold the 
cold meals at 40°F or below.  There must be adequate freezer space to hold the frozen meals at 
00 or below.  The oven, freezer and refrigerator units must have continuous temperature 
monitoring in view of the drivers to assure proper temperatures throughout delivery.  

The vehicles must be kept clean at all times. The food storage areas of the vehicles must be 
cleaned and sanitized daily. The vehicles must display an acknowledgement that the program is 
supported by funds from the City of Chicago such as a logo associated with this program, phone 
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number and artwork on the exterior of the vehicle which will be provided at no additional 
charge to the City. 

D. Days of Operation 

The Respondent must agree to provide service each day of the year (Monday through Friday), 
including New Year’s Day, Labor Day, Thanksgiving Day, Memorial Day, Christmas Day, 
Independence Day. The holiday meals will be delivered and billed through the Holiday Meals 
Program, referenced above, and is subject to the availability of funding. 

E.   Meal Packaging 

All food must be prepackaged according to regulations approved by the Chicago Department of 
Public Health. All packaging and labeling must be approved by DFSS before use. All equipment 
and supplies are subject to DFSS approval prior to the start date of the contract. Any proposal 
must meet the same standards established in these specifications for food safety, food quality 
and client satisfaction, as determined by DFSS. 

 The Hot Meal packaging must satisfy the following specifications: 

• Must be firm and sectioned so that food items do not mix.  
• Must be capable of being tightly closed to retain heat.   
• Must be non-porous so that there is no seepage.   
• Must be disposable.   
• Must be built to be stacked for transporting, and capable of holding   
 the specified amount of product in each tray compartment.  
• Must be labeled with preprinted label that states food items, date   
 produced, and handling instructions. 

The Frozen Meal must satisfy the following specifications: 

• The entree tray must be labeled with preprinted labels that state the food items, the 
date produced, and instructions. The instructions should specify to keep meals 
refrigerated, and to eat within six (6) days of delivery. 

• All cold food items must be placed into a paperboard box that can be securely closed.   
• Multiple-days cold food items may be approved by DFSS to be placed in the same box if 

the provider proposes a system that will prevent crushing and jumbling of the packaged 
food items in transit.   

• The box must be printed with the DFSS name, DFSS logo, DFSS phone number, and brief 
instructions to refrigerate. Artwork will be provided by the provider, at no separate 
charge to the City.  

• Each box must be clearly labeled.  

F. Delivery Specifications 

Frozen and hot meal deliveries to clients' homes will be made between the hours of 8:00 A.M. 
and 3:30 P.M. Monday through Friday. All meals will be delivered into the client's home. No 
food is to be left outside the door. The provider is responsible for delivering meals to any client 
regardless of the address, location or neighborhood within the City of Chicago.   

The weekday frozen meals will be delivered to clients in one delivery per week. Each client will 
be assigned one delivery day per week and must remain on that delivery schedule for at least six 
months or longer. Since the delivery will include a large number of meals, the drivers must place 
the frozen meals into the client’s freezer and perishables into the client’s refrigerator, at the 



Home Delivered Meals Program Supplemental Information 
 

 
6 

client’s discretion. 

The weekday hot meals will be delivered to clients daily (Monday through Friday). The weekend 
frozen meals will be delivered one day a week. If a client also receives weekday frozen meals, 
the weekend meals will be delivered along with the weekday meals.  

The provider must submit a delivery plan for approval by DFSS for all meal program types within 
two weeks of notification of contract award.  

Often times news worthy or educational materials may need to be disseminated to Chicago area 
seniors. The provider will deliver the written materials, or flyers and the like to clients, at no 
additional cost to DFSS, upon request of DFSS.  

In the event that scheduled deliveries cannot be made, the provider must notify DFSS 48 hours 
in advance. The provider must submit a written notification to DFSS which will include the 
reason why the deliveries cannot be made and when the deliveries will be resumed.  

The providers must have a backup plan for emergencies and other conditions which may 
prevent the scheduled deliveries of meals. The plan must address potential problems within and 
beyond the control of the provider. Respondents must be able to demonstrate a backup plan in 
the event of equipment failure, weather emergencies or other types of emergencies. If 
equipment failures result in meals being unserved, the plan must include how meals will be 
replaced and delivered the same day. 

The providers must keep a moderate number of surplus, readily useable meal units to supply 
the Home Delivered Meals Program in the event the provider does not deliver the correct 
number of meals, or in the event that the backup plan is invoked. 

Drivers must make every possible effort to deliver meals. The provider must ensure that all 
drivers have communication devices such as two-way radios or cellular phones to allow for 
immediate communication between the driver, the provider and DFSS. The driver must call the 
provider immediately for any client non-response, any vehicle breakdown or any delivery delays.  

G.     Delivery Failures 

There may be multiple causes for delivery failures.  Two of the most common causes are listed 
below:   

1.  In the event of a delivery truck breakdown, the driver must immediately notify the 
provider. The provider will immediately dispatch another vehicle within one half hour of 
the notification.  The provider must notify DFSS immediately and provide the following 
information:  

a. Time vehicle went down 
b. Route number 
c. Boundaries of the route  
d. When the route will be resumed 

 With appropriate notification, DFSS may allow extra time for deliveries.  

2.  Clients should be allowed a reasonable period of time to answer the door. The drivers 
should ring the bell and knock loudly on the door for a minimum of five minutes. If the 
client does not respond, the driver must contact the provider, while still at the address 
of this client. The provider must then immediately contact the client. The provider must 
allow a minimum of 8 - 10 rings. If the client does not come to the door, the provider 
will still be reimbursed for the delivery. The provider must notify both DFSS and the Care 
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Coordination Unit (CCU) for follow up with the client. 

A daily report must be submitted to DFSS and CCU listing each client, the program they 
are enrolled in and the number of meals attempted to be delivered, along with the 
specific action taken to contact the client for the failed delivery.    

                       A re-delivery will not be required if it was determined that the client  was not at 
home at the time the delivery was attempted. If there is no answer at the door on two 
consecutive deliveries for clients in the weekday hot program and one consecutive 
delivery for clients in the weekday and weekend frozen programs, the provider must 
place the client on temporary hold or "skip" and notify both DFSS and CCU of the no 
answer.  

  H. Program Operations  

1. NEW CLIENTS 

Referrals for new clients to be added to the Home Delivered Meals Program are made by 
the CCUs, MCOs and/or DFSS directly to the HDM provider daily (by or before Noon) for 
enrollment in the program the next day or next delivery day for the route assigned to the 
client. Client enrollment information and any changes in status must be entered and tracked 
in a client tracking system. 

All of the information submitted to the HDM provider through the client referral forms 
(including client demographic and assessment data) must also be entered into the National 
Aging Program Information (NAPIS) reporting system by the HDM provider. The HDM 
provider must follow-up directly with the CCUs and MCOs regarding any missing client 
demographic or assessment data. 

2. IMMEDIATE NEED MEALS 

Clients in need of immediate meals that must receive meals the next day (on occasion the same 
day) include clients being referred from a hospital, nursing home, community setting, CCU, MCO 
or DFSS. These clients are presumed eligible and referred for meals before an in-home assessment 
is conducted. The HDM provider must follow-up directly with the referring agency to ensure that 
the in-home assessment takes place and that a regular HDM referral is submitted that includes 
the client demographic and assessment data within four weeks of the referral. 

3. CHANGES IN CLIENTS STATUS/INFORMATION 

Requests for changes in client status (i.e., terminations of meals, temporary suspension of 
meals, restarting meals) or any changes in client information (i.e. address, phone number or 
other personal information), are submitted to the HDM provider by the CCUs, MCOs or DFSS 
daily before 3:00 P.M. and must take effect the next day, as requested. The HDM provider is 
also responsible for ensuring the proper notification of the changes in the status or 
continued eligibility of clients to the CCUs, MCOs and DFSS on a daily basis.  

The HDM Provider notifies the CCUs and MCOs (and DFSS) of the well-being and continued 
eligibility of any clients in the program through a daily report that is submitted to the CCUs 
and MCOs by the HDM provider. This includes, but is not limited to, any client that has been 
hospitalized, passed away, no longer interested in receiving meals, or client that appears to 
no longer need meals.   

The HDM provider works directly with the CCUs and MCOs to ensure that clients in the short 
term meal programs (6 week enrollment maximum) and clients on skip for more than 90 
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days are provided with an appropriate disposition. The HDM provider generates a quarterly 
report of clients whose enrollment in the programs has expired and forwards the report 
directly to the CCU/MCO assigned to the clients for follow-up and appropriate disposition 
which may include clients in the short term meal program transitioning into the long term 
meal programs or terminated if the meals are no longer needed.   

4. VOLUNTARY CONTRIBUTIONS 

Federal funding of Title IIIC and IIIE mandates clients have the opportunity to voluntarily 
contribute to the cost of their meal. The clients will be given an envelope for their 
contribution provided by the agency, at no separate charge to the City. The drivers will 
collect envelopes on a weekly basis.  It is expected only direct employees of the contractor 
e.g. the driver, not an assistant, will collect these envelopes.  Drivers are not to comment, 
question or otherwise engage the client in the kind of or amount of contribution if any 
given.  

The provider will ensure that the daily contributions are collected, counted, reconciled and 
reported to DFSS on a weekly basis.  The contributions are to be used toward the cost of the 
meals provided and deducted from each invoice submitted by the provider to DFSS.   

No less than on a quarterly basis, the HDM provider is responsible for the distribution of 
contribution notification letters to clients enrolled in the program reminding them of the 
option to make a contribution. 

5. DISTRIBUTION OF CLIENTS AND NUMBER OF MEALS TO BE SERVED 

Areas Meal Type 
Approximate # of 

Clients 
Per Day 

Approximate # of 
Meals  

(2 meals per client) 
per Day 

Approximate # of 
Meal Units per 

Year 

Northeast/ 
Northwest 

Hot/Frozen & Cold 
Meals; General Cuisine 

1,821 
 582,720 291,360 

Central West Hot/Frozen & Cold 
Meals; General Cuisine 831 265,920 132,960 

Southwest Hot/Frozen & Cold 
Meal; General Cuisine 4,521 1,446,720 723,360 

Southeast Hot/Frozen & Cold 
Meals; General Cuisine 

782 
 250,240 125,120 

TOTAL UNITS Projected: 1,272,800 

 
  SECTION II - ADDITIONAL INFORMATION AND REQUIREMENTS 

A.       Requirements & Standards for Quality Control 

As a designated awardee, the provider will be required to adhere to all standards and procedures 
as outlined by the City of Chicago’s Department of Family and Support Services, the Chicago 
Department of Public Health and the Illinois Department on Aging. 

The provider must have a written quality control system which assures that the highest possible 
standards of cleanliness will be maintained in compliance with the Chicago Department of Public 
Health codes relative to the premises and the handling, processing, packaging, sorting, and 
delivery of the food. The facility must meet health and safety regulations and have implemented 
safety and monitoring policies. The providers must have available for review current inspection 



Home Delivered Meals Program Supplemental Information 
 

 
9 

certificates. The quality control program must contain the following plans or methods: 

1.    Appropriate food items and condiments are packed according to the menu for each diet. 

2.  All meals are at the proper temperature before loading and during delivery; frozen 
meals at 0°F or less; cold meals at 40°F or less. Hot meals must be heated to at least 
165°F before loading. Hot meals must be maintained above 140°F during delivery.  

3.  The correct number of meals for each diet is loaded for each route.  

4. Freezer and refrigerator units/delivery’s vehicles for frozen meal service are pre-cooled 
to the proper temperatures before loading food into them.  Proper temperatures must 
be maintained throughout the delivery time. 

5. All units must be preheated and pre-cooled to the proper temperatures before loading 
food. Proper temperatures must be maintained throughout delivery time.  

6.  Food items are routinely tasted and evaluated for flavor, texture, and appearance with 
adjustments made as necessary to standardized recipes or food preparation and 
packaging procedures.  

7. Daily samples of all protein-based foods will be retained under refrigeration for 72 hours 
following the time of actual service. It will be properly labeled to show contents, time 
cooked, and time chilled in order to trace food-borne contaminants, or other food-
related problems, should a concern arise.  

To provide the best quality meals and assure that all food safety and sanitation standards are 
met, the provider must have and use clear sanitation, safety, and monitoring policies and 
procedures. All foods must be prepared, packaged, and frozen with methods that avoid growth 
of pathogenic organisms. All such policies and procedures must be submitted to DFSS upon 
request.  The provider must submit to DFSS the following information twice per year, or as 
otherwise requested by DFSS:  

• Proof of ongoing extermination services; 
• Laboratory analysis reports, as explained below;  
• Proof of in-house sanitation monitoring;  
• Proof of in-service training;  
• Four daily production sheets;  
• Copy of monthly refrigerator and freezer temperatures;  
• Copy of cleaning and sanitation schedule.  

The provider must secure the services of an independent licensed laboratory to perform 
pathogenic organism analyses on at least four  different frozen meals, two different cold meals 
and two different hot meals, on a quarterly basis,  or as requested by DFSS.  

These tests must include: aerobic plate count, Coliform, E-Coli, Staph Aureus (coag +), Shigella, 
Salmonella and Listeria. The food items in each three-compartment tray may be tested 
together. If organism levels are questionable, the individual food items must be retested 
immediately. All tests must be in accordance with current federal standards.  

If the provider purchases commercially frozen meals from an approved vendor, the provider 
must also secure all seven reports listed above from the vendor. All reports from the provider, 
and from any frozen meal vendor, must be submitted to DFSS by December 31st, March 31st, 
June 30th and September 30th of each year.    

If reasonable questions arise regarding the safety of a food item, the nutritional content, or 
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ingredients of a food item, DFSS will require the provider to have that food item analyzed at an 
independent licensed laboratory, at the provider’s expense. 

The provider must retain at least one of each finished frozen meal in frozen storage for at least 
thirty days from the production date. This storage "file" of at least the previous thirty days' 
finished frozen meals must be available for inspection or testing at any time.  

Standardized recipes or production procedures that show quantities of ingredients used and 
yields will be written for all food items that require any preparation by the provider.  These 
recipes and procedures will be available for review by DFSS for the purposes of nutritional 
analysis and contract compliance.  The provider must obtain any product information, including 
ingredients and nutrient content, of any commercially prepared product that is purchased for 
use in this program. This information must be submitted to the DFSS Registered Dietitian for 
review before each menu cycle or any time a different product is purchased.  

B.   Inspections and Compliance with Food-Handling Standards 

The City of Chicago, as well as the State and Federal Program Authorities, will randomly inspect 
the premises of the provider, the quality of food, related supplies, and compliance with OSHA 
regulations during the contract term. Such inspections will be made without prior notice by staff 
of the Chicago Department of Public Health, the Chicago Department of Family and Support 
Services, and the State of Illinois. 

C.   Client Tracking System, Reports and Invoices 

The provider must have and operate a client tracking system for all clients served through the 
home delivered meals program. The system must have the capacity to store client data, 
information on meal deliveries and generate reports related to the clients and the meal service 
provided to the clients.  The type of information to be entered and maintained by the provider 
in the client tracking system includes, but is not limited to, client demographic information, 
client assessment data, and client status in the program.  

The provider will submit weekly computer generated reports to DFSS as supporting 
documentation for the weekly billing. The reports will include: 

• Clients who received meals by Meal Program Code (or otherwise   
 requested) including number of meals and the amount of the   
 contributions;  
• Clients placed on "skip";  
•   Clients “terminated”  
•   Clients “canceled”; 
• Clients “resumed/reinstated”; 
• New clients added. 

The provider will submit weekly invoices, along with all required supporting documentation as 
stated above in the DFSS’s specified format (electronic  and/or hardcopy). The same weekly 
client reports listed above will also be forwarded to the appropriate CCUs and MCOs on a 
weekly basis by the provider.  The invoices will be sorted by meal program type (or as otherwise 
specified by DFSS), and indicate the total number of clients served and meals delivered during 
the period being billed.  

Additional reports generated from the client database will be provided by the awardee, as 
specified and as requested by DFSS.    
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D.       Technology Requirements 

The provider may be expected to interface with the City of Chicago’s Enterprise Case 
Management System - Client Activity Management System (ECM-CAMS). Requirements for 
operating this system are detailed below: 

Desktop computers must at minimum have internet access - dial up is acceptable but high-
speed/broadband is preferable, Window XP Professional (Service Pack 2) or higher, Internet 
Explorer v.7 or higher (no Netscape), a graphics card that can support 1024x768.  Security specs 
must include: a) automatic operating system upgrades, b) firewall protection, c) automatic virus 
upgrades and d) anti-spy-ware software; at this time there are no laptop specs but this may 
change. 

The provider must identify at least one staff who will be trained to work with the City of Chicago 
DFSS computer programs. 

E. Program Surveys  

The HDM provider is responsible for obtaining the views of participants regarding the service 
they receive through annual surveys. The surveys must be reviewed and approved by DFSS prior 
to distribution to the clients 

F.       Meetings 

Quarterly meetings will be held with the home delivered meal services provider to discuss 
program operations and progress. Attendance is mandatory and is not subject to 
reimbursement. 

G.       Insurance Requirements 

The successful Respondent will provide and maintain, at their expense, the insurance coverage 
and requirements specified by the City of Chicago in the "Contract Insurance Requirements" in 
Attachment #5. The Insurance Certificate of Coverage is only required for the awarded 
Respondent. This certificate does not have to be provided when responding to the RFP. 

H.       Personnel Requirements 

The provider must have a sufficient number of staff to prepare and deliver the food within the 
time specified by DFSS. Staff must have the appropriate Food Service Sanitation Manager 
Certificates in order to ensure that at least one individual is on site to provide adequate 
supervision during each shift of food production. All project staff must be familiar with Public 
Health Regulations. The provider must have a form of ongoing comprehensive in-service training 
for the drivers and other staff involved in the project.   

The provider must have a plan on how they will handle food service problems and food 
complaints. The provider must have a supervisory structure in place to oversee all aspects of the 
program. The provider must have available the services of a Registered Dietitian. The provider 
must have a plan outlining which staff will be assigned to work with DFSS’s Home Delivered 
Meals Program within the structure of their organization. The resumes, certifications and any 
special licenses for staff involved in the home delivered meals project must be submitted with 
the application.  

All drivers must have the appropriate driver license class and a clean driving record.  A 
background check must be performed by the provider on all staff who interact with clients of 
DFSS including drivers and drivers assistants, whether employed directly by the provider or 
subcontracted.  All staff interacting with clients must at all times have proper identification that 
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is clearly visible by the client.   

I. Anticipated Contract Term and Available Funding for Older Americans Act Funding 

Funding is subject to the availability of funds from the Illinois Department of Aging for the City 
of Chicago’s Home Delivered Meals Program. One delegate agency agreement award will be 
made for a three year period, October 1, 2016 through September 30, 2019 for the first budget 
year (October 1, 2016 through September 30 2019). DFSS reserves the right to extend the term 
of an agreement by up to two, one-year periods for a total of up to five years.   
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