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Port of Seattle 
Seattle-Tacoma International Airport 

Airport Dining and Retail  
Competitive Evaluation Process (CEP) 

Submittal Checklist 
Please complete this checklist and insert it as page one of your submittal.  Please ensure that you 
have reviewed and submitted all of the necessary information in your proposal as indicated in the 
checklist below.  Please refer to the Submittal Instructions section of the CEP document for specific 
instructions for the documents that must be submitted.   

Check CEP Documentation Proposer Action 

CEP Document Reviewed 

Cover Letter Submitted 

Submittal for Sections One through Seven Reviewed and Submitted with Proposal 

Exhibit 1 – Passenger Airlines Operating at Sea-Tac Reviewed 

Exhibit 2 – Passenger Traffic Summary Reviewed 

Exhibit 3 – ADR Historical Sales Performance Reviewed 

Exhibit 4 – Draft Lease and Concession Agreement Reviewed 

Exhibit 5 – Lease Outline Drawing(s) Reviewed 

Exhibit 6 – Capital Investment Form Reviewed and Submitted with Proposal 

Exhibit 7 – Financial Offer Form Reviewed and Submitted with Proposal 

Exhibit 8 – Proforma Statement Reviewed and Submitted with Proposal 
in pdf and Excel formats 

Exhibit 9 – Operating a Concession Business at Sea-Tac Reviewed 

Exhibit 10 – Submittal Checklist Reviewed and Submitted with Proposal 
Port of Seattle’s Airport Dining and Retail Design 
Guidelines Reviewed 

Port of Seattle Tenant Design and Construction Process 
Manual Reviewed 

Tariff Utility Rates Reviewed 

X
X
X
X
X
X
X
X
X
X
X
X
X
X

X
X


	Port of Seattle
	Seattle-Tacoma International Airport
	Airport Dining and Retail
	Competitive Evaluation Process (CEP)
	Food Service - Single Unit 2
	About this CEP
	This process is one of two ways to compete for leasing opportunities at Sea-Tac Airport.  While it is tailored to the resource capabilities of small, local and/or disadvantaged businesses, any company – large or small – may compete for an opportunity ...
	The CEP is designed to be quicker and less prescriptive and costly for respondents.  In the interest of protecting the integrity of the process from competitive challenge, neither process provides unfettered transparency in all stages of the process. ...
	Airport Overview
	Airport Customer Overview
	Airport Vision and Objectives

	Airport Concession Disadvantaged Business Enterprise (ACDBE) Program
	Submittal Schedule
	Leasing Opportunities and Build-Out Requirements
	Summary of Business Terms
	Minimum Requirements
	Competitive Integrity
	Submittal Instructions
	Exh 4 - Lease with all.pdf
	Exh 4 - Lease final.pdf
	KEY LEASE TERMS
	TABLE OF CONTENTS
	SECTION 1 : DEFINITIONS
	SECTION 2 : LEASED PREMISES
	SECTION 3 : TERM
	SECTION 4 : RENT
	SECTION 5 : SECURITY
	SECTION 6 : USE OF PREMISES
	SECTION 7 : IMPROVEMENTS
	SECTION 8 : MAINTENANCE AND REPAIR
	SECTION 9 : UTILITIES
	SECTION 10 : TAXES
	SECTION 11 : MARKETING PROGRAM
	SECTION 12 : COMMON AREAS
	SECTION 13 : INSURANCE AND INDEMNITY
	SECTION 14 : DAMAGE OR DESTRUCTION
	SECTION 15 : ASSIGNMENT AND SUBLEASE
	SECTION 16 : DEFAULT
	SECTION 17 : RELOCATION OR TERMINATION OTHER THAN FOR DEFAULT
	SECTION 18 : ACCESS; EASEMENTS
	SECTION 19 : NONWAIVER; RIGHT TO PERFORM
	SECTION 20 : SURRENDER AND HOLDING OVER
	SECTION 21 : ENVIRONMENTAL STANDARDS
	SECTION 22 : ACDBE REQUIREMENTS; NON-DISCRIMINATION
	SECTION 23 : MISCELLANEOUS
	SECTION 24 : SIGNATURES
	SECTION 25 : ACKNOWLEDGMENTS

	Ops Standards 12-14-15 FINAL.pdf
	1. DEFINITIONS & ACRONYMS
	2. GENERAL OVERVIEW
	3. FIRST CLASS STANDARDS
	3.1 On-Site Manager
	3.2 Cleanliness
	3.3 Condition
	3.4 Functionality
	3.5 Products

	4. CUSTOMER SERVICE STANDARDS
	4.1 Employee Customer Service Standards
	4.2 Customer Service Training
	4.3 Lost and Found

	5. QUALITY ASSURANCE PROGRAM
	5.1 Reports and Rating System
	5.2 Comments and Complaints

	6. HOURS OF OPERATION
	6.1 Hours of Operation
	6.2 Holiday Reduced Hours

	7. DELIVERIES AND DISTRIBUTION
	7.1 Delivery Schedule
	7.2 Delivery Standards

	8. STORAGE
	9. SIGNAGE
	9.1 Unit Signage
	9.2 Advertising and Promotional Signage

	10. PROMOTIONAL EVENTS AND PROHIBITED ACTIVITIES
	11. USE OF STANCHIONS
	12. ENVIRONMENTAL AND WASTE REMOVAL
	12.1 Trash
	12.2 Recycling
	12.3 Composting
	12.4 Used Cooking Oil (UCO)
	12.5 Hazardous Materials/Waste
	12.6 Training
	12.7 Environmental Programs

	13. REPAIRS AND MAINTENANCE
	14. PEST CONTROL
	15. SAFETY AND SECURITY
	15.1 Secured Units
	15.2 Prohibited Items Log
	15.3 Construction/Repairs
	15.3.1 Construction/Repairs Safety
	15.3.2 Construction/Repairs Security

	16. INFORMATION SYSTEMS AND TELECOMUNICATIONS
	17. EMPLOYEE SERVICES
	17.1 ID Badges
	17.2 Parking


	Pricing Policy FINAL.pdf
	1. STREET PRICING
	1.1 Definition Generally
	1.2 Equivalent Items
	1.3 Comparable Business Locations

	2. POLICY ADMINISTRATION
	3. ESTABLISHMENT OF STREET PRICES
	3.1 Baseline Pricing
	3.2 Pricing Adjustments
	3.3 Annual Reporting
	3.4 Pricing Review

	4. ADDITIONAL PRICING GUIDELINES
	4.1 Branded Goods.
	4.2 Pre-Priced Books and Periodicals.
	4.3 Auctions, bankruptcy, close out, distress, liquidation, or going-out-of-business sales.

	5. PRICING PROMOTIONS
	6. POSTING PRICES
	7. POLICY COMPLIANCE


	Exhibit 8 - Sea-Tac Proforma final.pdf
	Unit
	Package

	Exhibit 10 -ADR CEP Checklist.pdf
	Port of Seattle
	Seattle-Tacoma International Airport
	Airport Dining and Retail
	Competitive Evaluation Process (CEP)
	Submittal Checklist

	Exhibit 10 -ADR CEP Checklist.pdf
	Port of Seattle
	Seattle-Tacoma International Airport
	Airport Dining and Retail
	Competitive Evaluation Process (CEP)
	Submittal Checklist

	Exhibit 9 - Operating a Business 12-14-15 FINAL.pdf
	INTRODUCTION
	FOOD SERVICE AND RETAIL OPERATIONS
	Customer Service
	Hours of Operation
	Business Fluctuations in the Airport Environment
	Concessionaires may need to adjust their operations to accommodate construction projects, security directives, overall airport efficiency, etc.  For example, a portion of a concession space may be reclaimed for a security or airline use.  In such inst...
	Managers Meeting

	Pricing Policies and Enforcement
	Product Delivery and Storage
	Control of Knives and Sharp Objects
	Trash and Recycling
	Sustainable Practices
	Maintenance
	Employee Parking

	Employee Badging Requirements and Process
	Penalties for Non-Compliance
	The airport’s Security Department has created a handbook regarding security violations at Sea-Tac that provides detailed information regarding what constitutes a violation along with the penalties that may be assessed.  This handbook may be found at h...
	TSA Directives

	LEASE AGREEMENT
	Rent
	12.84% (LET)   $898.80
	Marketing Fund
	Insurance Requirements

	Letter of Credit or Other Security
	Reporting
	Net Book Value/Depreciation


	DESIGN AND CONSTRUCTION
	Design Submittal
	Permitting Requirements
	Capital Investment
	Construction Process Requirements
	Timelines





