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Statement of Work 

Food Service Agreement 

U.S. Embassy - Malabo 

 

U.S. Embassy Malabo is seeking to make an agreement with a restaurant or caterer (hereafter 

referred to as “the vendor”) to prepare and serve food out of a food trailer on the Embassy 

premises. The requirements are: 

 

1. The vendor will send a cook to the Embassy Monday through Thursday to prepare food 

to be served from 8am to 2pm (except on local and U.S. holidays for which the Embassy 

is closed). The vendor will service breakfast on Fridays from 8am to 10am. The cook 

may enter the Embassy compound as early as 7:30am to begin preparing the food and 

must leave by 5pm after cleaning. Breakfast should be served by 8:30am and lunch 

should be ready for serving by 12pm. 

2. The food trailer has a refrigerator, sink, and griddle. The cook can store food and 

cooking and serving items in the trailer. 

3. The cook will be responsible for preparing breakfast and lunch, serving the food, 

accepting payment for the food, following safety and hygiene guidelines set forth by the 

Embassy, and cleaning the food trailer as per Embassy guidelines. 

4. The vendor will vary the food available for lunch each day and will adjust the menu as 

needed based on feedback from the customers through the suggestion box. 

5. The number of customers is not guaranteed nor pre-set. It is expected that at least 20 

customers will purchase a meal daily. 

6. The standard meal will consist of a main course including a protein, plus either rice or 

plantains, and will cost no more than 2,000 XAF. The vendor may also offer an 

executive meal option to be offered at a reasonable market price. If the vendor wishes to 

make any cost increase to the standard meal during the one-year period of the agreement, 

it must submit the request to the Embassy for approval and then must notify customers 

that the price increase will occur in 30 days. 

7. In addition to the standard meal, the vendor should offer a small selection of à la carte 

items which may include sandwiches, hamburgers, cheeseburgers, hot dogs, grilled ham 

and cheese, grilled cheese, as available locally and at market prices. 

8. Breakfast items should include items such as bread, cheese, sausage, pancakes, hot 

chocolate, tea, and coffee to be sold at market prices. 

9. The vendor may also offer fresh fruits, salads, desserts, ice cream, yogurt, snacks and a 

variety of drinks throughout the day at market prices. 

10. Each customer will be responsible for making payment to the cook in cash at the time of 

the purchase. The Embassy will make no payments to the cook for food or any other 

expenses. The cook will not extend credit to any customer. The cook will only serve 

food to a customer after the cook receives payment from the customer. 

11. The cook will follow the safety and cleaning instructions found in Attachment 1. The 

cook will clean the trailer daily after the food service ends according to the directions 

found in Attachment 1. The cook will bring his/her own cleaning supplies and trash 

bags. The trash bag must be tightly closed at the end of the day and must be dropped off 

at the front of the Embassy in the designated trash area. 

 

https://gq.usembassy.gov/embassy/malabo/contract-positions/ 
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12. The cook will follow hygiene instructions to be provided by the Embassy. The Embassy 

will do an inspection of the restaurant or caterer's kitchen for the purposes of inspecting 

proper food handling procedures and hygiene prior to signing the service agreement. As 

well, the cook will be shown property food safety and handling procedures and hygiene 

procedures by an Embassy staff member prior to the first day of providing food service. 

13. The cook’s kitchen, food trailer, and food service will be subject to inspection at any time 

by the Embassy. 

14. The Embassy will perform a taste test of the planned meals prior to signing the service 

agreement. 

15. The cook must fill out security forms and provide necessary documentation to obtain a 

security clearance to enter the Embassy premises. 

16. The license agreement will be in effect for one year from the day of signing by both 

parties and will be renewable for 4 - one-year terms. If the cook does not adhere to the 

guidelines set out in this agreement, it may result in termination of the agreement. The 

cook may terminate the agreement with at least 30 days’ notice. 

17. The signer representing the restaurant or caterer will be responsible for ensuring that the 

cook follows the guidelines set out in the agreement and will be the main point of contact 

for the Embassy. 

 
 

There will be a mandatory site visit on Thursday, August 16, 2019 by 10:00 am. No vendor 

proposal will be accepted from vendors who do not attend the site visit and question and answer 

session. 

 

Interested parties should deliver a written proposal to the U.S. Embassy Malabo on or before 

5pm on Thursday, August 22, 2019. No proposals will be accepted after this date. Your 

proposal must be submitted in a sealed envelope marked "Food Service Proposal" to the General 

Services Officer, U.S. Embassy Malabo, Malabo II Highway (beside Sonagas), Malabo, 

Equatorial Guinea. 

 

Proposals must include: 

• The vendor’s proposed menu, including meals and other food and beverages which the 

vendor plans to offer and the price of each item/meal. 

• name of the restaurant or caterer and contact information, including address, phone 

number, and email address. 

• The vendor’s references with contact information, showing where they have performed 

food service in the past 

 

Questions may be directed by email to MalaboP@state.gov. 

mailto:MalaboP@state.gov
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Appendix 1 

 

Operating and Safety Procedures 
 

DO NOT store or use gasoline or other flammable vapors or liquids inside side or near the Food 

Trailer. No smoking is allowed inside or near the food trailer. 

 
 

A. Electricity 

If you experience or see any problem with electricity, STOP and call the maintenance staff. 

 
The Electricity is supplied from a generator that is routed across the top of the food truck. The 

main cable comes into the truck to the left of the entrance door. Under no circumstances should 

that cable plugged ever be touched. Touching this cable could lead to serious injury and even 

death. 

 

The main breakers are located to the right just inside the entrance. After the main service 

breakers, the electricity is distributed to power these items. 

a. Lights 

b. Air Conditioning 

c. Fridge 

d. Freezer 

e. Exhaust Fan 

f. Water pump for the sink 

g. Gas pilots for starting the flame on the cooking equipment. 
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B. LP Gas 

The cooking equipment is fueled by LP Gas which is very explosive and dangerous. 

If you the gas smells strong or you think that the system is not working correctly, STOP, walk 

outside, and call the maintenance staff immediately. 

The propane piping must be periodically tested for gas leaks by spraying soaping water on each 

joint. Do not use an open flame to test for propane gas leaks. 

a. There is a manual shut off valve for the unit to the right of the Deep Fat Fryer on 

the ground. 

 

 

 

b. The deep fat fryer has an automatic shut off valve that will automatic close if the 

oil temperature reaches a limit. If this valve shuts off, STOP and call the 

maintenance staff to reset the device. 

c. There is a shut off valve outside the trailer at the propane tank. 

C. Potable water 

Potable water is clean and is tested every 3 months. It is safe for drinking, cleaning, and 

cooking. 

Do not touch the discontinued potable water valve below the food truck. If the water 

pressure is low or not working call the maintenance staff. 
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a. Do not dump oil or grease down the sinks. 

b. Turn the faucet water off when not using the water. 

D. Grey water 

a. DO NOT dump grease, oil, or food down the drains. 

b. Ensure the grey water flows smoothly but if there’s any blockage contact the 

maintenance staff immediately. 
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E. Exhaust fan and grease pans 

The exhaust fan is located on top of the trailer and is used to ventilate while cooking. This must 

be in operation while the LP gas is turned on at the propane tank. The exhaust air from cooking 

will be saturated with cooking oil which will collect on the grates and then drip into the 2 drip 

pans. 
 

Start of day and operation. 

1. Ensure that the grates are in place. 

 

2. Start the exhaust fan and listen for the motor. If the fan doesn’t seems to be on then 

contact the maintenance staff immediately. 

 

End of day and clean up 

1. Turn off the exhaust fan. 

2. Remove the grates and clean them thoroughly with a hot soapy water solution. 
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3. Use a hot soapy water solution to wipe the interior and exterior surface of the hood. 

4. Dump the 2 drain pans and wash. 
 

5. Reinstall the drain pans and the grates. 

 
F. Range 

The Range has 4 burners and is controlled in the front by the outer knobs. The middle knob is for 

the oven. There are pilots to start the flames. 

Start of day and operation. 

 
1. Ensure that the exhaust fan is on and operating correctly. 

2. The maintenance staff will turn on the pilot. 

3. Check the pilot first before using the range. If the pilots are not working, STOP and 

contact the maintenance staff. 

4. DO NOT leave the range unattended while the range has flames on a burner. 

5. If there is a problem or a fire: 

a. Don’t panic 

b. Leave the food truck 

c. Turn off the gas 

d. Contact the Embassy staff. 
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End of day and clean up 

1. Lift all the open grates 

2. Lift off the burner heads and venturies by raising the head slightly, sliding to the rear of 

the range and lifting upwards. 

3. Slide out the drip pan. 

4. Wash all of the above in hot, soapy water. 

5. Reinstallation of the top burners is the reverse of removal. 

G. Griddle 

The griddle is gas heated and provides a flat and smooth surface for cooking. Liquids will 

drain into a drain pan. This surface must be protected and cleaned thoroughly with 

approved cleaning tools. 
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Start of day and operation. 

 

1. Ensure that the exhaust fan is on and operating correctly. 

2. Do not put anything on the griddle that is not going to be cooked. 

3. The maintenance staff will turn on the pilot. 

4. Check the pilot first before using the range. If the pilots are not working, STOP and 

contact the maintenance staff. 

 

5. DO NOT leave the griddle unattended while the griddle is hot burner. 

6. If there is a problem or a fire: 

a. Don’t panic 

b. Leave the food truck 

c. Turn off the gas 

d. Contact the Embassy staff 
 

End of day and clean up. 

1. Ensure that the griddle is turned off. 

2. Shut the gas valves to the appliances and turn off the Propane tank shutoff valve. 

3. Scrape with a nylon griddle scraper to remove cooked on spills. Use a fine grained stone 

only when absolutely necessary. 

4. Wipe away any griddle stone dust and food particles with burlap. 
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5. Wash with hot, soapy water, then rinse with vinegar and water. 

6. Rinse again with clean water. 

7. Re-oil with shortening or liquid frying compound. 

8. DO NOT FLOOD THE HOT GRIDDLE WITH COLD WATER! This will cause the 

griddle to warp and crack. 

H. Oven 

The oven is gas fueled and the pilot will be lit by the maintenance staff. 

Start of day and operation. 

1. Ensure that the exhaust fan is on and operating correctly. 

2. The maintenance staff will turn on the pilot. 

3. Check the pilot first before using the range. If the pilots are not working, STOP and 

contact the maintenance staff. 

4. DO NOT leave the oven unattended while something is inside the oven. Even after the 

flame is turned off, the oven is still hot and cooking. 

5. If there is a problem or a fire: 

a. Don’t panic 

b. Leave the food truck 

c. Turn off the gas 

d. Contact the Embassy staff 
 

End of day and clean up. 

1. Ensure that the griddle is turned off. 

2. Shut the gas valves to the appliances and turn off the Propane tank shutoff valve Remove 

all grates. 

3. Remove all food remains and carefully scrape spillovers from the drip tray below the 

cooking surface. 

4. Wash all exterior and interior surfaces with a hot soapy water solution. 

5. DO NOT use harsh abrasives on any portion of the stainless or painted surfaces. 

6. Cast iron grates should be scraped with a wire brush frequently and periodically soaked 

in a hot water solution to remove excess grease. 

I. Deep Fat Fryer 

Start of day and operation. 

1. Ensure that the exhaust fan is on and operating correctly. 

2. The maintenance staff will turn on the pilot. 

3. Check the pilot first before using the range. If the pilots are not working, STOP and 

contact the maintenance staff. 

4. Fill the vessel with liquid shortening or oil up to the “oil level” marking. 
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5. DO NOT melt a block of solid shortening by setting it on top of the tubes. This will 

damage the vessel and scorch the fat. Melt solids first on a different appliance then pour 

the liquid into the vessel. 

 
6. DO NOT overfill the vessel. 

7. DO NOT leave the Fryer unattended while the unit is “On”. DO NOT leave anything in 

the baskets while the oil is hot, it will continue to cook. 

8. If there is a problem or a fire: 

e. Don’t panic 

f. Leave the food truck 

g. Turn off the gas 

h. Contact the Embassy staff 

End of day and clean up. 

1. Ensure that the Fryer is turned “Off” 

2. Shut the gas valves to the appliances and turn off the Propane tank shutoff 

valve Remove all grates. 

3. Filter the oil in all fryers. 

4. Remove and thoroughly wash all loose or removable parts, basket hanger, 

baskets, crumb screens, etc. 
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5. Wash all exterior and interior surfaces and parts. 

6. DO NOT use harsh abrasives on any portion of the stainless or painted 

surfaces. 

7. Filter the liquid oil/ shortening, replace if necessary. 

Weekly Cleaning 

1. Ensure that the Fryer is turned “Off” 

2. Drain the Fryer in a filter pan or steel container. 

 

3. Flush out sediments at the bottom of the vessel with liquid oil. 

 
4. Close the drain valve and fill the vessel with a mixture of boil-out solution and 

water. 

5. Ask the maintenance staff to relight the pilot and turn on the burners. 

6. When the solution starts to boil, turn off the thermostat and let the vessel soak 

to soften deposits and carbon spots. (This takes approximately one hour) 

7. Drain off solution, scrub the insides with brush and rinse thoroughly. 

8. Repeat the cleaning procedure, if needed. 

9. Wipe dry with soft towels and refill with clean oil/ shortening. 

 

J. Air Conditioning 
 

Please turn off the air conditioning at the end of the day. 
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K. Fridge and Freezer 
 

 

 

 

 

 

L. Floor drain 

There is a floor drain located between the range and the sink. DO NOT use it until the 

maintenance staff allows the use of it. This empties to the stones under the trailer. 

M. Fire Extinguishing 

There is a “K” type fire extinguisher that is located on the floor inside the entrance to the right. 

In case of a fire: 

1. Stand outside of the trailer. 

2. Place the extinguisher on a horizontal surface. 

3. Pull the pin. 

4. Hold the nozzle away from people and toward the ground then depress the handle with a 

short burst to test for agent. If there the test passes then proceed. If the extinguisher is not 

working then DO NOT USE this extinguisher, do not continue, make sure that help is 

coming. 

5. Point the nozzle at the base of the fire while extinguishing the fire. If the bottle becomes 

empty then do not continue, make sure that help is coming. 
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