Attachment C

PROCUREMENT PROCEDURE

Describe the procurement procedure used to purchase food, equipment, supplies and services by completing the statements below.  All procurement procedures must follow the provision of 7 CFR 3016 and Circular A-87.  

By following the points below, a procurement procedure can be developed which will meet the requirements of 7 CFR 3016 and Circular A-87 as well as state requirements.  If a current procurement procedure is in use and it meets all of the following points, attach a copy and return with the Policy Statement. If a current procurement procedure is not available, complete the following.

1. The authorized purchasing agent(s) for the child nutrition program is ______________ and/or ____________________.  (Complete with position title not individual’s name)

2. USDA regulations require formal bids or request for proposal (RFP) for purchases of $100,000 or more.  Describe the procedure that will be used for purchases of this threshold.

Example: The procurement of items that cost $100,000 or more will be purchased by a formal sealed bid process or a request for proposal (RFP).  

Formal Sealed Bid

 The invitation to bid will contain:

·  An adequate specification

·  The time and location for the opening of the bids,

·  Any bonding requirements, 

·  The criteria for awarding the bid 

In addition: 

·  The specifications for the item(s) or services to be purchased will be published in the 

·  local newspaper.

·  All companies known to supply the item(s) or service will be notified in writing.  

·  A vendor or potential vendor will be excluded from the process if the vendor writes or 

·  assists in writing the specifications. 

·  The district will not use cost plus a percentage of cost to purchase item(s).

Request for Proposal (RFP): 

The request for proposal will contain:

·  Adequate description of the services, equipment or supplies needed

·  The evaluation factors for the RFP

·  The time and location for the evaluation of the RFP

·  Any bonding requirements

·  The awarding procedures

In addition:

· The RFP will be announced publicly in the local newspaper

· All companies known to supply the item(s) or service will be notified in writing.  

· A vendor or potential vendor will be excluded from the process if the vendor writes or assists in writing the description for the services, equipment or supplies needed.

· The district will not use cost plus a percentage of cost to purchase item(s).

Please print or type your school’s plan for purchases of $100,000 or more. 

3. The State of Arkansas purchasing requirements provide for formal bids or RFP procedures for purchases of $10,000 or more.  Describe the procedure that will be used for purchases of $10,000 to $100,000.

Example: The procurement of items that cost  $10,000 to $100,000  will be purchased by a formal sealed bid process or a request for proposal (RFP).  See description above.

Please print or type your school’s plan for purchases of $10,000 to $100,000.

4. Local districts determine the threshold for formal and informal procurement to be used below the $10,000 level.  Describe the procedure that will be used for purchases with a threshold of $10,000 or less (open market purchases) for informal procurement methods.  

Example:  For all purchases of $5,000 or less, a description will be developed for all items to be purchased.  Price quotation (written, phone, e-mail or fax) will be taken monthly.  The purchasing agent will purchase items that best meet the need of the child nutrition program (quality of item, services provided, etc) with the lowest price available. All aggregate purchases of more than $5,000 will be made using a formal bid or RFP (see description above).  The purchasing agent will follow district procedures for making purchases (completing purchase orders, maintaining documentation, etc).

Please print or type your school’s plan for purchases of $10,000 or less.

5. Describe the code of conduct that will be followed by all personnel involved in the procurement process.

Example:  No one employed by the school district will accept any favors, gratitude or anything of monetary value from a vendor or a potential vendor.

Please print or type your district’s code of conduct.

6. Are any of the schools in the district involved in a pouring rights contract with a bottling company?  ___Yes  ___No

7. If yes, are the Child Nutrition programs included in the contract?  ___Yes  ___No

8. If yes, attach a copy of the bid or RFP developed to award the contract and a copy of the contract between the bottler and the school.
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