
 
  

Long Island School Nutrition Director’s Association Coop 
2026-2027 Bid Submission Instructions 

 
The Long Island School Nutrition Director’s Association is requesting bids and proposals from responsive 
and responsible vendors to provide items to our districts for the 2026-2027 school year, which runs 7/1/2026-
6/30/2027. Bid submission will be online through our Vendor Portal at https://www.lifoodcoop.org/.  
 

Online Submission Instruction using the Vendor Portal 
 

1. Navigate to the LISNDA website at https://www.lifoodcoop.org/ and select Login: 
 

 
 
If you already have a Vendor login, enter your email and password to access the Portal. If you need to 
register as a Vendor, click Sign Up: 
 

 
 

https://www.lifoodcoop.org/
https://www.lifoodcoop.org/


 
Enter your First Name, Last Name, email address and password, then confirm the password. You will most 
likely select Distributor and then enter your Company and click Submit. You will receive an email 
confirmation once your login is approved. You can then return to the site and login. 
 

 
2. Once logged in, you will be on the main page of the Vendor Portal. If there are any open bids, you will 
see that indicated at the top of the screen. To see the Open Bids, click on the Open Bids link: 
 

 
 

 
 
 
 
 
 



 
3. You will see a grid with any Open Bids listed, including the Bid Number, important dates, and 
information about any addenda. To see the details of the bid and access the documents, click VIEW for the 
bid you are interested in: 
 

 
 
4. On the Bid Details page, you will find all the associated documents and details of the bid. The items that 
need to be completed and returned are the Vendor Price Sheet and the Required Forms.  Please note that 
for the Equipment Repair RFP ONLY, vendors should upload their completed Equipment Repair 
Response Form PDF under Price Sheet. These items need to be downloaded to your computer, completed, 
and then included as a part of your bid submission. All the other files are for your information only and are 
not to be included with your submission: 
 

 
 
 
 
 
 
 
 
 
 
 



 
 
5. Return to the Vendor Portal main page and select My Bid Workspace: 
 

 
6. At the top of My Bid Workspace, you will see Vendor Details. Please ensure this information is correct 
and current. If you need to edit any of the information, select Update Vendor Information. Please make sure 
your current W9 is in the system as the districts will need this after any awards. Additionally, please add or 
edit any Vendor Reps. This information will be made available to the districts: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
7. Below the Vendor Information you will find your Bid Submissions. To create your first submission, click 
Add Bid Submission: 
 

 
 
 
 
8. To add a submission, verify your Company, select the bid, and enter the Submitter’s Name, Title, Email 
and Phone, and click Submit. You may have different submitters for different bids within the company. 
 

 
 

You will see confirmation that the submission has been created. You can now work with the submission 
from your In Process Submissions. The submitter will also receive an email notification. 
 

 
You need to create a separate submission for each bid you are responding to; however you may use the 
same Required Forms for each bid.  Anyone with a Vendor login associated with the company may access 
the submission. 
 



 
9. At the bottom of the page, you will see all your In Process submissions, including the status, due date, 
days until due, submitter, and the last edited user and date. To work on the submission, click View: 

 
 

 
10. The Submission details page is where you will upload your completed Price Sheet (Excel only), as well 
as your completed and signed Required Documents (PDF only), to include any initialed addenda.  All 
required documents and addenda are to be contained in a single PDF. You may also upload a Misc. 
document, such as company information, etc. You may edit the submitter information at the bottom of the 
page if needed. The Price Sheet and Documents may be replaced by clicking Add or Edit at any time until 
the submission is due if errors are noticed, or changes are needed. 
 

 
11. If you are submitting a proposed alternate item for consideration, you need to create a Submission 
Attachment for each item. This is done at the bottom of the page by clicking Add Attachment. No 
attachment is needed for Distributor’s Choice items or lines with no approved example items listed: 
 

 
 
 
 
 
 
 
 
 



 
12. For each attachment, the LISNDA code, LISNDA Bid Item name, Requested Alternate Brand and Code, 
Case Size and Spec Sheet are required. You may include a CN\PFS and Buy American Exception form, as 
well as any brief comments, then click submit.  Please note all alternates need prior bid chair approval.  See 
the Terms and Conditions for detailed information on this. 
 

 
 
You will see all your attachments listed at the bottom of the page, with a link to edit or delete if necessary. 
 
13. Once your submission is complete, which means you have attached your completed Price Sheet, all 
Required Documents and Attachments, set the Submission Status to Complete. This is our indication that 
your submission is ready to be considered. Submissions will automatically be visible to the group ONLY 
AFTER the opening date and time has occurred: 
 

 
 
 
14. Once the Bid Opening date and time occurs, you will still be able to see your submission, but no further 
editing is permitted: 
 



 

 
 
 
 
Notes: 
 
For 72 hours after the bid opening time, all submitted price sheets from all vendors will be available for 
review on the bottom of the Open Bids page from the Vendor Portal. 
 
Bid Submitters will receive email notifications of any addenda, as well as reminders as the bid due date 
approaches. 
 


