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APPENDIX B: FOOD PRODUCT ANALYSIS
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APPENDIX C: SAMPLE LETTER TO VENDOR

Following is an example letter your company could send to a vendor. Please copy and paste the 
text below into your own document and print on your letterhead. Fill in the vendor information and 
replace the underlined text with your company information. 

VENDOR NAME
VENDOR ADDRESS

Dear Vendor, 

Smith Enterprise has recently engaged in a project with the South Dakota Department of Health to create a healthier 
work environment at our downtown Pierre location. Our efforts focus specifically on improving the nutrition environment 
by increasing the availability of healthy food and drink items in our vending machines/snack bars. We will be 
incorporating a Healthy Vending and Snack Bar Policy at Smith Enterprise to ensure healthy food and drink options 
are made a priority and remain a priority. Attached is a copy of the policy and the Policy Implementation Guide 
which provides the guidelines for what constitutes a healthier product. Please review and become familiar with the 
attached documents to better understand our mission and the details of this project.

Our wellness committee will be leading this effort and we are very excited about the positive impact for our worksite. 
Participating in this project allows both of our companies the opportunity to be part of the new healthy vending 
movement that is happening across the state! Carrying healthy options can also appeal to a new customer base  
that may not normally utilize the vending machines. On average, 20% of items in a vending machine don’t hold their 
weight with sales. Replacing these items with some popular healthy items could actually increase sales and overall 
profitability. Smith Enterprise is making the commitment to promote these new, healthy food and drink options and 
market specifically to engage a new customer base as well as the current consumers.

In the next 3-6 months our wellness committee will be gaining input from staff and evaluating the current items offered 
in the vending machines/snack bars. We would like to work with you to determine which products would meet the 
guidelines and therefore what to include, remove, and/or replace. Can we obtain a list of all the products 
your company offers to guide this process? Inclusion of the nutrition fact information and ingredient list for 
each product would be very helpful as well. Please send to the email address listed below.

We look forward to working with you on this project. We would like to meet with representatives from your company 
in the future to determine which products meet the guidelines, set up a taste testing for new products to ensure 
popularity with staff and therefore keep sales consistent, and make any necessary adjustments to our contract to 
support the Healthy Vending and Snack Bar Policy. Our goal is to have healthy food and drink options available  
to our employees by _________. 

Sincerely,

Name
Business Name
Telephone Number
Email Address
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APPENDIX D: SAMPLE STAFF SURVEY 

Please copy and paste the text below into your own document. If possible, use your vendor’s 
product list and the green and yellow foods from the Master Food & Beverage List (Appendix F) to 
determine potential food items to include on this survey. Your business can include brand specific 
products or keep it more general. Tailor to what will be most helpful to your committee. 

Smith Enterprise has made a commitment to provide a healthier work environment that encourages healthy eating habits 
among its employees. We are partnering with the South Dakota Department of Health to offer healthier food and drink 
options in the vending machine/snack bar. 

We want your input to determine what types of healthy food and drinks you want added or kept in the vending 
machine/snack bar! Not all of the following products are guaranteed to be available by our vendor, but we hope to 
incorporate as many popular items as possible.

Please mark the following foods as either:    LIKE 
A LOT

NOT SO 
MUCH

LIKE A 
LITTLE

Sample Staff Survey:

FOODS COMMENTS

1. Raisins
 

2. Fruit Snacks with 100% Fruit
 

3. Fruit Cups in 100% Juice/ 
Unsweetened Applesauce Cups  

4. Whole or Cut-up Fresh Fruit 
Type: _____________________________________________  

5. Whole or Cut-up Fresh Vegetables 
Type: _____________________________________________  

6. Hummus
 

7. Peanut Butter
 

8. Nutri-Grain Bars
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FOODS COMMENTS
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APPENDIX E: SAMPLE TASTE TEST

Work with your vendor to conduct a taste test with the staff or your wellness team. Work together 
to determine which products you want to include and the potential price for each item. Discuss the 
importance of competitive pricing for healthier items at or below the price of similar red products  
to increase sales. Please copy and paste the text below into your own document.

Smith Enterprise has made a commitment to provide a healthier work environment that encourages healthy eating habits 
among its employees. We are partnering with the South Dakota Department of Health to offer healthier food and drink 
options in the vending machine/snack bar. 

And we want your input!

TEST FOOD ITEM
DO YOU LIKE OR DISLIKE THE ITEM?

(circle one)
WOULD YOU PAY___ FOR THE ITEM?

(circle one)

Nature Valley Crunchy Granola Bar 
– Oats ‘n Honey

Yes No Yes No

Sun Maid Natural California Raisins Yes No Yes No

Dole Diced Peach Fruit Bowl Yes No Yes No

Baked Sour Cream & Onion Chips Yes No Yes No

TEST DRINK ITEM
DO YOU LIKE OR DISLIKE THE ITEM?

(circle one)
WOULD YOU PAY___ FOR THE ITEM?

(circle one)

Unsweetened Ice Tea Yes No Yes No

Skim Milk Yes No Yes No
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APPENDIX F: MASTER FOOD AND BEVERAGE LISTS

These list were developed in the summer of 2014 and include product and nutrition information 
available for purchase at that time. It includes a wide variety of products that could be utilized in 
vending machines and snack bars, but does not contain all available products.

The product lists were developed to provide worksites with a basic list of food and drink options that are currently on the market. 
Below are some possible ways to utilize the lists:

• Search for the name of your favorite food or drink to quickly determine GREEN, YELLOW, or RED status. 
• Use to determine the color status of the products your vendor currently offers if a vendor product list is available.
• Search for additional GREEN and YELLOW options to offer or to negotiate with your vendor to make available.
• Utilize during your initial Vending Machine and Snack Bar Analysis (Appendix B). If the products currently in the vending 

machine or snack bar are in these Master Lists it will be a fast way to determine the color status. 

To search product options, use the following Excel files:
• AppendixF-MasterBeverageList.xlsx
• AppendixF-MasterFoodList.xlsx

http://munchcode.org/files/AppendixF-MasterBeverageList.xlsx
http://munchcode.org/files/AppendixF-MasterFoodList.xlsx


26 GRANT PERIOD: JULY 1, 2015-JUNE 30, 2016

APPENDIX G: SAMPLE CONTRACT LANGUAGE FOR VENDORS

Please copy and paste the text below into your own document. Insert the appropriate information 
for your company and vendor at each underlined section. 

Below is suggested contract language that can be included in whole or part based on your 
worksite’s preference and current relationship with vendor. The strength of the contract language 
is an important aspect of policy implementation and may determine overall success. The following 
policy examples exhibit solid language that ensures healthy items are a priority to both your 
company and the vendor. If there are concerns by the vendor on certain items, the language can 
be diluted to state that your company “suggests,” “highly encourages,” or “asks to take into 
consideration” with the understanding that the vendor is not required to comply. The more specific 
the contract, the more success in gaining healthy alternatives! 

Sample introduction:
Vendor will work with Smith Enterprise to provide healthy food and drinks options in all vending machines/snack bars  
as defined by Smith Enterprise’s Healthy Vending & Snack Bar Policy in accordance with the South Dakota Department 
of Health’s Policy Implementation Guide. Through implementation of this policy, Smith Enterprise has made a commitment 
to the health of its employees and clientele. Smith Enterprise will work closely with Vendor to ensure the healthy offerings 
remain a priority. 

Sample points to include in body of contract:

• Smith Enterprise will identify each product item as GREEN, YELLOW, or RED and make the calorie content  
of ALL items visible at the point of purchase. Product identification, calorie content, and promotional materials will  
be posted on or close to the vending machine/snack bar. Smith Enterprise will promote green and yellow products 
and retains the right to prohibit advertising by the Vendor of any red items.

• Smith Enterprise retains the right to determine the types of products to sell and not to sell. 
• Vendor will keep green and yellow products stocked as continuously as non-nutritious red products.
• Pricing strategies are critical to ensure purchase. Vendor will work with Smith Enterprise to ensure competitive  

pricing of green and yellow products at or below similar red products. Smith Enterprise and Vendor will work 
collaboratively to determine the least popular red products that can be replaced with green and yellow products  
to ensure maximum profitability for the vendor.

• To encourage purchase of healthier alternatives and ensure optimum visibility, green and yellow products will 
consistently be placed at eye level and along the right hand column of the vending machine. Or you can be 
more specific such as “green and yellow products will be placed on the second and third rows and along the 
farthest right column of the vending machine.”

• Vendor will comply with all guidelines outlined in this agreement and any renegotiations agreed upon by both 
parties. The South Dakota Department of Health will periodically update the guidelines and specifications and  
Smith Enterprise will communicate these changes to Vendor within 30 days and work with Vendor to gain 
compliance within 60 days.

 Information included in this document was adopted from a variety of credible sources including:

1. Healthy Nutrition Guidelines. Implementation Guide for Agencies, Sites, and Vendors. Washington State Department of Health  
and Healthy Communities Washington. 

2. A Blueprint for Healthier Vending. Healthy Places: An Initiative of Healthy Chicago. Chicago Department of Public Health.
3. Nutritional Environment Measures Survey – Vending. www.nems-v.com

http://www.nems-v.com
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APPENDIX H: SAMPLE SIGN 1

SLOT 
#

ITEM
CALORIES 

PER 
PACKAGE

SLOT 
#

ITEM
CALORIES 

PER 
PACKAGE

A1
Ruffles Cheddar & Sour 
Cream Chips (Oven Baked)

100 C3
Dole Diced Peaches –  
Fruit Bowl

80

A2 Nilla Mini Wafers 130 C4
Dole Mixed Fruit –  
Fruit Bowl

80

A3
Baked Lay’s Original  
Potato Chips

120 C5
Sun-Maid Natural 
California Raisins

90

A4
Honey Maid Mini  
Graham Crackers

120 D1
Quaker Instant Oatmeal – 
Apples and Cinnamon

160

A5
Sun Chips –  
Harvest Cheddar

140 D2 Pop-Tarts (2 Pastries) 400

B1
Chewy Granola Bar – 
Chocolate Chunk

90 D3
Nabisco Oreo Chocolate 
Mini Bite Size 

170

B2
Nutri-Grain Cereal Bar – 
Strawberry

120 D4
Chips Ahoy Chocolate 
Chip Cookies

190

B3
Nutri-Grain Cereal Bar – 
Cherry

120 D5 Skittles 250

B4
Nature Valley Oatmeal 
Squares – Blueberry

150 E1 Reese’s 210

B5
Nature Valley Oats ‘N 
Honey Granola Bar

190 E2 Snickers 250

C1
Blue Diamond Almonds – 
Lightly Salted

100 E3 M & M’s Peanut 250

C2
Planters Trail Mix –  
Energy Mix

250 E4 M & M’s Plain 240

Disclaimer: The number of total calories to consume in a day is based on multiple factors including gender, weight, height, activity level, and medical needs.  
To determine your specific calorie needs speak to your doctor or a registered dietitian. Categorizing products as GREEN, YELLOW, or RED is based on  
nutrient content relevant for a healthy individual and is not labeled specific to certain health conditions or chronic illnesses.

MUNCH 
CODE!
Colors to live by.



OUR VENDING MACHINE GUIDE

SLOT 
#

ITEM
CALORIES 

PER 
PACKAGE

SLOT 
#

ITEM
CALORIES 

PER 
PACKAGE

Disclaimer: The number of total calories to consume in a day is based on multiple factors including gender, weight, height, activity level, and medical needs.  
To determine your specific calorie needs speak to your doctor or a registered dietitian. Categorizing products as GREEN, YELLOW, or RED is based on  
nutrient content relevant for a healthy individual and is not labeled specific to certain health conditions or chronic illnesses.

MUNCH 
CODE!
Colors to live by.
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APPENDIX H: SAMPLE SIGN 2

 SLOT # FOOD PRODUCTS CALORIES PER PKG

 A1 Ruffles Cheddar & Sour Cream Chips (Oven Baked) 100

 A2 Nilla Mini Wafers 130 

 A3 Baked Lay’s Original Potato Chips 120

 A4 Honey Maid Mini Graham Crackers 120

 A5 Sun Chips – Harvest Cheddar 140

 B1 Chewy Granola Bar – Chocolate Chunk 90

 B2 Nutri-Grain Cereal Bar – Strawberry 120

 B3 Nutri-Grain Cereal Bar – Cherry 120

 B4 Nature Valley Oatmeal Squares – Blueberry 150

 B5 Nature Valley Oats ‘N Honey Granola Bar 190

 C1 Blue Diamond Almonds – Lightly Salted 100

 C2 Planters Trail Mix – Energy Mix 250

 C3 Dole Diced Peaches – Fruit Bowl 80

 C4 Dole Mixed Fruit – Fruit Bowl 80

 C5 Sun-Maid Natural California Raisins 90

 D1 Quaker Instant Oatmeal – Apples and Cinnamon 160 

 D2 Pop-Tarts (2 Pastries) 400

 D3 Nabisco Oreo Chocolate Mini Bite Size 170

 D4 Chips Ahoy Chocolate Chip Cookies 190

 D5 Skittles 250

 E1 Reese’s 210

 E2 Snickers 250

 E3 M & M’s Peanut 250

 E4 M & M’s Plain 240

Disclaimer: The number of total calories to consume in a day is based on multiple factors including gender, weight, height, activity level, and medical needs.  
To determine your specific calorie needs speak to your doctor or a registered dietitian. Categorizing products as GREEN, YELLOW, or RED is based on  
nutrient content relevant for a healthy individual and is not labeled specific to certain health conditions or chronic illnesses.

MUNCH 
CODE!
Colors to live by.



OUR VENDING MACHINE GUIDE

 SLOT # FOOD PRODUCTS CALORIES PER PKG

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

Disclaimer: The number of total calories to consume in a day is based on multiple factors including gender, weight, height, activity level, and medical needs.  
To determine your specific calorie needs speak to your doctor or a registered dietitian. Categorizing products as GREEN, YELLOW, or RED is based on  
nutrient content relevant for a healthy individual and is not labeled specific to certain health conditions or chronic illnesses.

MUNCH 
CODE!
Colors to live by.
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APPENDIX I: SAMPLE EMAIL OR LETTER TO EMPLOYEES

Please copy and paste the text below into your own document. Insert the appropriate information 
for your company and vendor. Tailor this message to match the language most appropriate for  
your worksite.

Have you noticed some changes to the vending machines and snack bar at Smith Enterprise?!
Your wellness team at Smith Enterprise has heard from many employees here and is working hard to increase the 
availability of healthy food and drink options in our vending machines and snack bar. 

Why?
We care about your health and well-being and want to create a supportive environment for overall healthy living in 
our company. To show our commitment, Smith Enterprise has adopted a Healthy Vending & Snack Bar Policy to ensure 
healthy food and drink options are available for all employees.

The effort is designed to make healthy choices more accessible, more appealing, and more affordable. The changes 
are designed to increase your choices, not restrict them. 

Employers all across the country are working to create healthy work environments and Smith Enterprise is no exception. 
We have the opportunity to support healthy eating habits and help prevent health problems such as diabetes, 
depression, stroke, cancer, and heart disease. More and more of our employees are interested in healthy eating as  
part of an overall healthy lifestyle and we want to support that interest any way we can!

What kinds of changes have been made?
There are healthier options to choose from in the vending machines and at the snack bar! The first thing to notice is the 
Munch Code. All items are labeled with a GREEN, YELLOW, or RED dot. This traffic light approach is designed  
to be an easy and quick way to see what products are the most nutritious. 

GREEN foods/drinks can be enjoyed often. 
YELLOW foods/drinks should be eaten occasionally. 
RED foods/drinks should be eaten sparingly.

Second, you will notice the calorie content for each product is also shown. Determining if a food or drink is healthy 
is not solely based on the calorie content, but this is an important aspect of healthy, balanced eating. The guidelines 
for what constitutes GREEN, YELLOW, and RED foods are based on trans fat, sodium, calories, calories from 
saturated fat, and sugar content. Guidelines for drinks are based on calories per serving, fat content, addition of  
caloric sweeteners, and sodium content. 

Disclaimer: The number of total calories to consume in a day is based on multiple factors including gender, weight, height, activity level, and medical 
needs. To determine your specific calorie needs speak to your doctor or a registered dietitian. Categorizing products as GREEN, YELLOW, or RED  
is based on nutrient content relevant for a healthy individual and is not labeled specific to certain health conditions or chronic illnesses. 

We want your input!
Please give us your feedback and let us know if there are other healthy foods and drinks you would like to see made 
available. Feel free to contact anyone on the wellness team (contact information below). Tell us what you need –  
we are here for you!

Your Dedicated Wellness Team…
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APPENDIX J: FINAL PROGRESS REPORT

The final progress report will be due June 30, 2016. 
Send progress report and required attachments to: Megan.Hlavacek@state.sd.us

Organization Information

Organization: 

Mailing Address: 

Main Contact Name & Title: 

Main Contact Email & Phone: 

Names & Titles of All Team Members: 

# Full Time Employees*:              # Part Time Employees*:  

Estimated # of customers, patients, members, or anyone from the public with access to the vending machines and snack bars: 

Outcomes
List any challenges or barriers you encountered during this project and how you addressed them.

List any successes from the project 
(i.e. Introduction of healthier products, replacement of unhealthy items, pricing changes and product placement to promote green 
and yellow items, positive feedback from co-workers, increased sales of healthy items, etc.)

mailto:Megan.Hlavacek%40state.sd.us?subject=Healthy%20Vending%20and%20Snack%20Bar%20%E2%80%93%20Final%20Progress%20Report
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Did your worksite implement a Healthy Vending and Snack Bar Policy?   

 YES       NO
If no – please provide reason why

Future Plans
What are your future plans to sustain or improve upon the work you have accomplished?

Feedback
List any additional feedback, concerns, employee testimonials, or worksite success here. 

Required Attachments – Attach the following when submitting your progress report:

• Project Plan (Appendix A)
• Vending Machine and Snack Bar Analysis (Appendix B)
• Before and After pictures of vending machine(s) and snack bar(s) with stickers and Munch Code promotional signage
• A copy of the Healthy Vending and Snack Bar Policy implemented at your worksite

*If you have a business with multiple locations throughout the state or multiple buildings on site, only include the number of full and part time employees that work or 
frequently visit the building where the healthy vending and snack bar changes were made. For example, if you have three buildings on site and you made changes 
to the vending machines in one of the buildings, only include the employees that work in or frequently visit that building. We want to capture an accurate number of 
employees impacted by the vending and snack bar changes. 



MUNCH 
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