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Joliet Junior College 
Request for Proposal 

 
Professional Services:  

Renaissance Center Banquet Operation  
Comprehensive Business Plan 

 
 

Issue Date: March 10, 2014 
 

RFP Submission Address: 
 

Director of Business & Auxiliary Services 
Joliet Junior College 
1215 Houbolt Road 

Joliet, IL 60431 
 
 
Three (3) complete hard copies (bound) of the proposal and one (1) complete electronic copy 
(via CD/DVD or other data storage device) must be received by: 
 

4:00 pm CST on March 26, 2014 
 
 

Late proposals and proposals and proposals sent by facsimile will not be 
accepted. 
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Background 
Joliet Junior College is a comprehensive community college. The college offers pre-
baccalaureate programs for students planning to transfer to a four-year university, occupational 
education leading directly to employment, adult education and literacy programs, work force and 
workplace development services, and support services to help students succeed. The College has 
a combined total of 17,706 full time and part time students enrolled in Spring 2013 classes on its 
main campus located within the city of Joliet, and its five extension campuses located in 
Romeoville, Morris, Frankfort, Weitendorf, and City Center in downtown Joliet. 
 
Vision Statement 
Joliet Junior College, the nation's first public community college, will be a leader in teaching and 
learning, and the first choice for post-secondary education.  
 
Mission Statement 
Joliet Junior College enriches people's lives through affordable, accessible, and quality programs 
and services. The college provides transfer and career preparation, training and workforce 
development, and a lifetime of learning to the diverse community it serves. 
 
Project Background  
The Renaissance Center is located in downtown Joliet.  In its current state, it functions as a 
learning lab for Joliet Junior College’s Culinary Arts program. Students prepare fare for weekly 
a la carte/ buffets and Friday Night Out Dinners.  These events are open to the public.  
 
The Renaissance Center also operates as a banquet facility for large social events and meetings.  
 
Joliet Junior College’s food service staff provide front and back of the house support inclusive of 
food preparation for the banquet events.  
 
JJC foodservice staff   manages all social and Culinary Arts events.   
Specifically, the staff is tasked with the following: 
• Generating business for the banquet facility and operational support for  the Culinary Arts 

program   
• Procuring food, beverages, and, and supplies. 
• Providing production space and equipment for Culinary Arts program 
• Maintaining  the facility and equipment 
• Marketing Culinary Arts events  
•  Providing service, set-up and clean-up for all events 
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The Renaissance Center will undergo major renovations in the coming months. This renovation 
coincides with the construction of Joliet Junior College’s new City Center Campus which will 
house our signature culinary arts program (learning labs and restaurant) , and other key programs  
such as adult education, workforce development, and of course, our signature culinary arts 
program. The tentative scheduled completion date is Fall of 2016. 
 
 
Effective July 1, 2014, the Renaissance Center will remain open to support the Culinary Arts 
students but will stop hosting large-scale social events.  
 
Front and back of house staff will provide front and back of the house support for Culinary Arts’ 
weekly events and production classes. 
 
For large social events, the Renaissance Center will fulfill its obligations for those social events 
currently booked through December 2014, but not accept reservations for any new events until 
construction is complete.  
 
Once construction is complete, the Renaissance Center will operate as an events venue for large 
social events (weddings, proms, reunions, etc.) with event hosts to bringing in their own caterers.  

A critical component of the new banquet operation is the integration of the Culinary Arts 
and Hospitality academic programs into the Renaissance Center facility. 

 
Additional Relevant Information  
 
Staffing, meeting room specifications/ rates, financial statements, and event booking information 
can be found in the attachments. 
Attachment A:  Banquet and meeting room specifications and rates 
Attachment B:  Current and proposed staffing 
Attachment C:  Financial Statements 
Attachment D:  Event Bookings 
 
Information regarding menus and special events can be found on the JJC website at: 
http://www.jjc.edu/about/community-interests/renaissance-center/Pages/about-us.aspx 
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Scope of Services 
 
Joliet Junior College is seeking proposals for the development of a comprehensive business plan 
for the future Renaissance Center banquet operation.  

The completed business plan should include the following: 
 

1) Description of the Business 
a) Service Offerings 
b) Methodology for integrating Culinary Arts and Hospitality Programs within the 

banquet operation 
c) Staffing  
d) Roles and responsibilities for: 

i. Joliet Junior College staff 
ii. Joliet Junior College Culinary Arts and Hospitality students (and faculty) 

iii. Hosts 
iv. Caterers 

e) Event booking process 
f) Procurement procedures   
g) Inventory control  
h) Menu planning/development 
i) Facilities procedures 
j) Financial management/cost control systems 

 

2) Marketing 
a) Analysis 
b) Segmentation 
c) Communication Plan 
d) Pricing 

3) Financial Modeling 
a) Profit and loss statement 
b) Breakeven Analysis 

4) Implementation Timeline with milestones 
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The selected firm/consultant will report directly to the Director of Business and Auxiliary 
services.  
 
Response Requirements:  

 
  1)  Cover Letter 

Proposals shall begin with a letter of introduction including the official name and 
address of the Vendor submitting the proposal, and the name, address and telephone 
number of the person(s) who will be assigned to this project.   
 

 2)  Narrative Response 
  a) Service Summary:  This should provide a description of the key points of your 

proposal, with examples of sample output or reports. 
  b) Qualifications:  Provide background information for selected consultant, 

including location of office. 
  c) Earliest date consultant is available. 

  d) Fees/Costs:  Provide information pertaining to fees or costs associated with your 
proposal; including, hourly rates, travel, and reimbursables. 

  e) Additional information that you believe pertinent to Joliet Junior College’s 
requirements. 

 
  3)  References: 

List names, titles, addresses, and phone numbers of key contacts for at least 5 
existing customers for which you conducted similar projects. 
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Questions and Clarification:  
 
Questions must be submitted in writing to purchasing@jjc.edu no later than 4:00pm on March 
17, 2014.  Questions will be addressed in an addendum which will be posted to the JJC website 
(http://www.jjc.edu/about/operational/business-auxiliary/purchasing/Pages/current-
solicitations.aspx).   
 
 
Delivery of Response:  
 
Please provide three (3) complete hard copies (bound) of the proposal and one (1) complete 
electronic copy (via CD/DVD or other data storage device). 
 
Deadline for receipt of response is 4:00 pm CST on March 26, 2014. 
 
Responses in a sealed box or envelope plainly marked with the notation: Renaissance Center 
Banquet Operation Comprehensive Business Plan should be directed to: 
 
Janice Reedus 
Director of Business and Auxiliary Services 
Joliet Junior College 
1215 Houbolt Road 
Joliet, IL 60431 
 

mailto:purchasing@jjc.edu
http://www.jjc.edu/about/operational/business-auxiliary/purchasing/Pages/current-solicitations.aspx
http://www.jjc.edu/about/operational/business-auxiliary/purchasing/Pages/current-solicitations.aspx
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RENAISSANCE CENTER OPERATIONS STAFF 

 

 

CURRENT  

 

 One (1) Full-Time Executive Chef  

 One (1) Full- Time Supervisor (responsible for sales, event execution, and front of house staff) 

Part-time Staff 

 One (1) Sous Chef 

 Six (6) Cooks 

 Five (5) Utility Workers 

 27 Banquet Staff 

 Six(6) Housemen 

 Two (2) Restaurant Staff 

 One (1) Administrative Assistant 

 One (1)  Bookkeeper 

 

 

 

BEGINNING JULY 1, 2014 

 One (1) Full –Time Supervisor 

 One (1) Part-Time Sous Chef 

 Part-time Front and Back of House Staff as needed for seven (7) scheduled social events and for , Culinary 

Arts Classes and Events 
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