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SECTION I:​ GENERAL INFORMATION 
 
The Emma S. Clark Memorial Library (“Library”) solicits proposals for a suitable party 
(“Operator”) to operate a contract food service within the Library.   
 
Proposals must be received by November 15th, 2026. Proposals may be mailed or hand 
delivered in a sealed envelope to: 

Emma S. Clark Memorial Library​
120 Main St.​
Setauket, NY 11733 

ATTN: Library Café Vendor Search Committee 
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SECTION II:​ BACKGROUND 
 
The Emma S. Clark Memorial Library is a thriving, popular library serving the Three Village 
area in Suffolk County, New York.  The original library building, which is extant, dates 
back to 1892.  The Library has had major additions in the 1960s, 1980s, 2000, and in 2023 
added a cafe; a beautiful outdoor terrace with seating available to the public; an 
indoor seating area suitable for 8-10 seats.   
 
The Library has a 127 square foot café space, with a dedicated storage closet, and an 
additional 87 square foot storage closet, for the Operator’s use.  The café space and its 
adjacent areas have been carefully designed with custom, high-quality stained solid 
oak furnishings and granite work counter surfaces to match the historic nature of the 
Library.   
 
The Library has allocated very desirable, well-lighted space for the café on the main 
level, directly adjacent to the spacious main entrance lobby.  The area is convenient 
and highly visible to those using the library for browsing or research purposes, as well as 
those heading toward the outdoor terrace, the Library’s community room, the beautiful 
historic 1892 reading room, or the technology lab on the lower level. 
 
The Library—located across from the historic Setauket Green--attracts users of all ages 
from the surrounding local area, as well as students and staff from nearby Stony Brook 
University and the Setauket Elementary School located next door.  The Library is 
considered a treasured jewel in the community. 
 
 
Library Hours and Usage Patterns 
The Emma S. Clark Memorial Library prides itself on being open more hours than other 
libraries in our area—year round.  Current normal hours of operation for our Library are: 
 
​ Mon. – Fri.​ 9:30 a.m. – 9:00 p.m. 
​ Sat.​ ​ 9:00 a.m. – 5:00 p.m. 
​ Sun. ​ ​ 10:00 a.m. – 5:00 p.m. 
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The Library is normally open every day of the year with the following exceptions: 
​ New Year’s Day 
​ Martin Luther King, Jr. Day 
​ President’s Day​  
​ Easter Sunday 
​ Memorial Day 
​ Juneteenth 
​ Independence Day 
​ Labor Day 
​ Veterans Day 
​ Thanksgiving Day 
​ Christmas Day 
The Library closes at 3:00 p.m. on Thanksgiving Eve, Christmas Eve and New Year’s Eve. 
 
In 2025, there were 173,439 visitors to the Library building including over 31,000 in 
attendance at our library programs.   
 
Food/beverage concessions have become common in libraries throughout the 
country, and indeed, throughout Suffolk County.  Most of these are operated by 
private-sector vendors, who have found that libraries offer desirable demographics, 
strong customer loyalty, and high traffic in a unique and distinctive environment.  For 
example: many of our users come to use the Library’s free Wi-Fi network, often spending 
many hours inside the Library.   
 
SECTION III: SCOPE 
 
The scope of the required services consists of operating a café located within the 
library, with a selection of food cooked and/or prepared offsite.  The café will operate 
on days/hours that the Library is open.  Aside from the offerings detailed below, other 
offerings may be proposed, but are subject to Library approval. 
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Location Highly visible, adjacent to the lobby with 
access to the outdoor terrace, seating 
area, reference desk and main reading 
room.   

Size 128 square feet 

Seating ●​ Outdoor terrace: 16 chairs 
●​ Indoor seating: 8-10 seats. 
●​ Additional seating throughout the 

Library at tables, chairs, and study 
carrels. 

Storage Cabinets above and below the counter, 
under-counter air curtain merchandiser 
for grab-and-go items.  There is a storage 
closet integrated into the café space, 
with a lockable 87 square foot storage 
closet adjacent.  

Menu Profile The Library desires varied and appealing 
healthy offerings such as: 

●​ Coffee, tea 
●​ Cold beverages such as: bottled 

water; juices; carbonated and 
non-carbonated drinks 

●​ Fresh pastries, muffins, yogurt, 
sealed/packaged snacks 

●​ All items must be cooked and/or 
prepared off-site  

Hours of Operation Mon. – Fri.       9:30 a.m. – 8:30 p.m. 
Sat.                  9:00 a.m. – 4:30 p.m. 
Sun.                 10:00 a.m. – 4:30 p.m. 
Service will terminate 30 minutes prior to 
Library closing to allow clean-up.  The 
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operator will accommodate the Library 
in addressing special circumstances such 
as early closing/delayed opening due to 
adverse weather conditions, or other 
unexpected emergencies that may 
arise. 

Rent $100 per month 

 

SECTION IV: ADMINISTRATIVE REQUIREMENTS 

A.​ Minimum Requirements: 
It is the Library’s intent that the café vendor will have had: 

●​ Two or more years of experience in current ownership, management, or 
operation of a café, restaurant, or food service facility.   

●​ Experience operating a café in a public library is desirable. 
 

B.​ Site Provisions: 

●​ The Library will provide: 
o​ Commercial-grade, professional brewing, heating, and storage 

equipment necessary to produce the beverages and food, 
including supplying a cold storage refrigeration unit (see attached 
equipment specifications). 

o​ Two (2) digital menu board displays. 
o​ Floor space measuring approximately 128 square feet.  
o​ Tables and chairs for seating. 
o​ Sinks, covered lighting, hot and cold water as required by Suffolk 

County Department of Health code, including grease trap system. 
o​ Finished walls, cabinets, countertops. 
o​ 36 ¼” depth under-counter air curtain merchandiser integrated 

into the café service counter for grab-and-go items. 
o​ Electrical outlets along walls. 
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o​ Plumbing and electric work conform to building codes and health 
department regulations. 

o​ Locked storage including closet integrated into café area, and an 
area located adjacent for additional storage. 

o​ Utilities.  The Library will make available to the Operator the 
necessary electrical current and water to operate the café. The 
Library will provide secure wireless access for Cafe terminals that 
are not part of a public network.  

o​ Access to the Library’s public restrooms for café staff and 
customers. 

o​ Promotion and marketing.  The Library will utilize its website, social 
media, email blasts, newsletter and other means to advertise the 
café.  At a minimum, the Library will regularly promote the cafe in 
our printed newsletter, mailed every two months to over 16,000 
postal patrons in our Three Village area. 

●​ Operator will provide: 
o​ Shelving, carts, hand trucks, etc. for transporting materials for use in 

the café and in designated storage areas. 
o​ All supplies necessary to operate the café including cups, lids, 

stirrers, napkins, plates, etc.   
o​ All food and beverage products. 
o​ Point of sale (POS) system.  The operator is fully responsible for 

maintaining PCI compliance. 

The Library reserves the right to approve any and all café furniture, equipment, 
decoration, displays, signage, and promotion of café service. 

In addition, the Operator must adhere to these guidelines: 

●​ The furnishings and equipment,and its placement are important visual 
elements of the overall design and appearance of the café.  Careful 
attention is to be given to each piece of equipment.  All equipment is 
subject to approval by the Library. 
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●​ The café area is located in the same general area as the Library’s 
reference desk and catalog search computers.  As such, the Operator 
must select furnishings, decorations, displays, signage, and equipment 
with a special emphasis on maintaining a library environment. 

●​ Signage and menu boards are subject to Library approval. 
●​ The Operator staff area of the café space will be entered through a 

lockable door.  It is the Operator’s responsibility for café personnel to lock 
the café entrance door and storage closets, and secure all items and 
equipment at the end of each working day.   

C.​ Business Terms: 
a.​ Independent Contractor.   

The operator shall be considered an independent contractor and nothing 
contained herein shall be construed to imply the existence of a 
partnership, joint venture, principal and agent, or employer and 
employee relationship between the parties.  Neither party shall have the 
right, power, or authority to create any obligations, express or implied, on 
behalf of the other, except as expressly provided herein.  The successful 
candidate will be required to enter into a written agreement with the 
Library.  The contract should be renewed in writing 90 days prior to each 
renewal year upon satisfactory performance by the Operator.  If, in the 
Library’s sole discretion, the selected candidate has not executed the 
contract document(s) within a reasonable time after selection, the Library 
reserves the right to rescind the award and select another candidate. 

b.​ Rent. The selected Operator shall pay $100.00 per month for the duration 
of the lease.  Rent begins on the first full month that the café is open to 
the public and operated by the Operator.  The Operator is to make rent 
payment within 30 days of the last day of the preceding month. 

c.​ Statistics. The Operator must provide, at the end of each month, monthly 
reports to the Library on its sales.  

d.​ Term and Termination.  The contract shall commence on the first day of 
service to the public.  The contract shall continue in force and effect for a 
period of one (1) year, subject to the right of either party to terminate this 
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Agreement for a material breach of the agreement to be executed 
hereunder at any time during the term of this agreement on 30 days 
written notice to the other party specifying the date upon which such 
termination is to become effective and the grounds for termination.  The 
Agreement to be executed hereunder shall provide for a right to cure a 
material breach within fifteen (15) days notice of termination.  Upon 
termination of this agreement for any reason, Operator will be responsible 
for the removal of all of Operator’s equipment, furnishings, and materials 
located in the Library, and  shall restore the café to the condition existing 
upon commencement of the contract. 

e.​ Permits, Licensing, Taxes. The Operator is responsible for obtaining and 
paying for all required employee training, certifications, permits and 
licensing including, but not limited to Suffolk County Board of Health 
permit.  The Operator shall comply with all applicable federal, state, and 
local laws governing the operation of the services performed.  Violation of 
any federal, state, or local law may be considered as a cause for 
termination of the contract.  The Operator shall be responsible and pay 
for all taxes relating to its operation, including sales, property, 
employment, and any other taxes assessed. 

f.​ Utilities. All utilities are paid for by the Library and are included in the rent 
charged to the Operator. 

g.​ Insurance. During the term of the lease, the Operator shall maintain 
general liability insurance with minimum liability limits of $1,000,000.  A 
certificate of insurance shall be furnished to the Library.  The certificate 
must provide that 1) thirty (30) day prior notice be given to the Library in 
event of cancellation of, or reduction of insurance and should 2) identify 
the Library as an additional insured.  The Operator of the café shall be 
solely responsible for any health-related claims brought by consumers of 
the Operator’s products. 

h.​ Workers Compensation. The Operator shall maintain Workers 
Compensation Insurance for all the Operator’s employees in strict 
compliance with state laws. 
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i.​ Employees. The Operator is responsible for the hiring, training, and 
supervision of all café personnel.  The Library reserves the right to require 
background checks for all vendor employees; The Library reserves the 
right to require that the Operator remove any personnel assigned to the 
Library café when in the opinion of the Library Director such is necessary 
to assure that the terms of the Agreement are observed.  All café 
personnel must adhere to all relevant Library’s policies, including but not 
limited to the Library’s Sexual Harassment Prevention Policy.  All café 
personnel are the employees of the café service operator.  As such, the 
Operator is responsible for payment of their salaries, withholding taxes, 
required insurance, and any benefits required by law.   

j.​ Indemnification.  The Operator shall indemnify and hold the Library 
harmless from and against any loss, liability, damage, cost or expense 
(including and without limitation, legal and other costs and expenses in 
connection with any action, suit or proceeding brought by or against the 
Library relating to the enforcement of this indemnification) paid, incurred 
or suffered by the Library as a result of any act, omission, or neglect of the 
Operator, or of its agent or employees, in connection with conduct of any 
activity, work or endeavor undertaken in connection with the lease. 

k.​ Lease Terms.  The business terms set forth generally herein, shall be set 
forth more fully in a formal lease agreement. 

D.​ Operating Standards   
a.​ Maintenance. Operator is responsible for keeping the café area neat, 

clean, and in good repair.  The library's custodians will clean and empty 
trash in the browsing area.  Café personnel are responsible for emptying 
the trash receptacles in the café on a daily and as-needed basis.   
Operator is responsible for maintaining a clean area, washing floors 
regularly, and maintaining clean surface, workspace, and storage areas. 
Operator must immediately clean up all spills and messes in the café area.  
Cleaning solutions shall be preapproved by the Library Director or Library 
Building Manager.  The Operator will not allow boxes, cartons, barrels, or 
other similar items to remain in public view.  The Operator is responsible for 
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maintenance and expenses related to the grease trap system.  The 
Operator is responsible for maintenance related to Library-owned 
furnishings and equipment which includes routine maintenance, cleaning 
and small parts replacement under $200. The Library is responsible for 
capital failures, compressors, heating elements, and repairs of 
Library-owned equipment above $200.. 

b.​ Refuse removal. Trash from normal café operations may be deposited in 
the Library’s dumpster.   

c.​ Employee standards.  Service should be timely, attentive, and friendly.  
Food and beverage orders will be taken promptly and in a friendly and 
courteous manner.  Operator shall recruit, train, supervise, direct, and 
deploy the optimum number of employees to match the work 
requirements.  Each employee should be 1) be clean, neat, and 
well-groomed; and 2) be professional, courteous, and friendly to the 
public.  Each employee must know and adhere to all public health 
standards and procedures.  Successful bidder shall consult with the Library 
to determine appropriate employee uniforms.  It is the Operator’s 
responsibility to establish and oversee procedures for the Operator’s staff 
in safely receiving, handling, storage, and transport of all cash earned by 
the Operator at the Library café. 

d.​ Food quality.  Operator will provide reasonably priced, high-quality, freshly 
made, healthy food selections as well as coffee and other non-alcoholic 
beverages with sensitivity to potential food allergies.   

i.​ All items should be fresh.   
ii.​ All prepared food items must be prepared offsite, pre-wrapped, 

and delivered fresh daily.  Hot food items must be cooked offsite, 
only heating/reheating (e.g., microwave oven) of pre-prepared 
items is allowed on Library premises. 

iii.​ Operator shall comply with all generally accepted standards in the 
food service business as well as all applicable laws, ordinances, 
rules and regulations imposed by federal, state, and local laws 
relating to food service.  
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e.​ Menu and pricing.  The Library reserves the right to review, and approve or 
reject the menu items and prices.  If Operator also currently operates a 
retail business elsewhere, prices for items on the Library menu may not 
exceed prices for the same items on  operators other retail establishment 
menus.  A sample Library menu with pricing shall be provided by the 
Operator with the proposal.   

f.​ Advertising and promotion.  All advertising and promotion by Operator in 
relation to Library café is subject to review, modification, rejection or 
acceptance by the Library.  This will be defined more fully in a formal 
lease agreement. 

g.​ Deliveries.  It is exclusively the responsibility of the Operator to schedule 
and accept all of the Operator’s deliveries, and must conform with the 
requirements of the Library in maintaining a safe and efficient operation.  
The deliveries must be carried or hand-trucked in the café and accepted 
by the café staff.  Library personnel will neither accept or transport café 
deliveries. 

 

SECTION V: PROPOSAL CONTENT AND EVALUATION CRITERIA 

The proposal must be divided into two sections: Administration and Program.  Proposals 
should address each of the points listed below.  Proposals will be evaluated on the basis 
of: 

●​ Demonstrated experience in similar endeavors. 
●​ Meeting specifications. 
●​ Financial stability of the applicant. 
●​ Viability of the applicant as a long-term business. 
●​ Operational philosophy that complements the Library’s mission and operating 

philosophy. 
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The evaluation process includes two steps: 

1.​ Proposers are to answer each item.  The written proposal will be evaluated by a 
Café Vendor Search Committee . 

2.​ Proposers may be required to present to the full Library Board of Trustees at a 
public meeting regarding their proposed operations.  The Library reserves the 
right to validate information provided, obtain and contact references, and/or 
make unannounced visits to the Operator’s other operations.  The Library may 
contact proposers for clarification of proposals during the evaluation process. 

A.​ Administration 
a.​ Describe your experience and background in operating a restaurant, 

café, or similar food-service concession-type retail establishment. 
b.​ Explain the standard you use to ensure a quality-run operation.  Please 

indicate such things as quality and freshness standards for coffee, pastries, 
grab-and-go items, and other food and beverage products. 

c.​ Do your financial assets allow you to undertake this project?  Please 
provide:  

i.​ A detailed financial plan and budget for the first year of operation 
of the café. 

ii.​ Names, addresses, telephone numbers, email addresses of at least 
three (3) credit references, including at least one bank reference. 

iii.​ Type of business formation (e.g., C Corporation, LLC, Partnership, 
Sole Proprietor, etc.) 

B.​ Program 
a.​ Provide a description of: 

i.​ Additional equipment and any furnishings being proposed. 
ii.​ Sample menu items and pricing; include the name of providers of 

prepared food products or indicate if they will be made/produced 
by Operator. 

iii.​ Proposed staffing plan. 
iv.​ Have there been any health code violations with respect to current 

operations within the last 12 months?   

12 



 

b.​ Samples of reports used to produce sales data and a proposed reporting 
process. 

c.​ What is your management philosophy and how does it ensure that the 
Library café will be staffed with qualified, customer-oriented employees? 

d.​ What uniquely qualifies you to provide the café concession service to the 
Library?   

C.​ Site Evaluation 

The Library Café Vendor Search Committee or their designees will visit the two or 
three top scoring proposers’ retail operations if currently in business.  During these 
unannounced site visits your operations will be evaluated on the following 
factors: 

●​ Quality of product (taste, freshness, temperature) 
●​ Customer Service (friendliness, attentiveness, timeliness of service, 

knowledge of staff with regard to items on offer) 
●​ Presentation (cleanliness/appearance of service area/packaging) 
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SECTION VI: ATTACHMENTS 
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