
PROCUREMENT PLAN
WHERE ARE YOU GOING?
HOW WILL YOU GET THERE?
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Quanna Keyser

Presenter Notes
Presentation Notes

Welcome
Recorded
Use the Chat Box
Evaluation
https://forms.office.com/Pages/ResponsePage.aspx?id=fFSvcKtpbUG0plQ7XOUrmX0m3-SQysRGkQ9pqUYlfwxUMU9GTVVKSVNJQVBMQTRUUkg4OFUzM0wxRiQlQCN0PWcu

Today we’d like to talk about the Procurement Plan
	
	What is its purpose –  Handy TOOL
	When and how it can be modified to make sure it still matches your agency’s needs		
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§ 200.318 - General procurement standards. 
(a) The non-Federal entity must have and use documented procurement 

procedures, consistent with State, local, and tribal laws and regulations 
and the standards of this section, for the acquisition of property or 
services required under a Federal award or subaward. The non-Federal 
entity's documented procurement procedures must conform to the 
procurement standards identified in §§ 200.317 through 200.327. 

(b) Non-Federal entities must maintain oversight to ensure that 
contractors perform in accordance with the terms, conditions, and 
specifications of their contracts or purchase orders. 
(c)(1) The non-Federal entity must maintain written standards of conduct 
covering conflicts of interest and governing the actions of its employees 
engaged in the selection, award and administration of contracts. 

Presenter Notes
Presentation Notes
Why you create and update one
Besides being a handy tool to use, regulations require it.

Regulation 2CFR 200.318 General procurement standards  says:
  (a) Agencies are required to have documented procedures and to follow them.
  (b)  Agencies are required to monitor the contract, agreement, or single transaction
  (c) Agencies must have a standard of conduct for the actions of its employees.





Who is required to follow the Procurement 
Regulation to create and update a Procurement 
Plan? 

Overheard…3
My school is very small…

My school uses a management 
company…

I can only get one vendor to service my 
school…

Presenter Notes
Presentation Notes
You heard me say - Agencies are required - and - Agencies must have

All of them?
These statements are heard about procurement rules.

To answer that, let’s start at the very beginning. Procurement refers to the purchasing of goods and services. The Procurement Plan is part of the purchasing processs.
So
Who must follow procurement rules?



Procurement Regulations apply 
to

ALL Agencies 
operating the National School 
Lunch Program, or any other 

Child Nutrition Program
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Presenter Notes
Presentation Notes
Procurement rules apply to all Schools and Agencies operating any Child Nutrition Program. 
Any Agency that receives federal reimbursement from CANS must follow the procurement rules.
And create and update a Procurement Plan
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Ensure full and open competition.

Costs for every threshold will be:
Necessary and Reasonably Priced
Allocable to federal awards
Authorized and not prohibited under state 
and local law.

Presenter Notes
Presentation Notes
Why? The school nutrition fund is spending public money.  Tax dollars

So regardless of the dollar amount, or how many purchases per year are made, each purchase is required to
	Ensure full and open competition
           Costs for every threshold will be:
	Necessary and reasonably priced – reasonable today may not have been reasonable last year that’s one area to describe in the Procurement Plan
	Allocable to federal awards
	and authorized and not prohibited under state and local law.

To the extent practicable the agency will ensure Federal dollars will  be spent in the most reasonably priced way 





PROCUREMENT PLAN
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Quanna Keyser

HAVE A PLAN. FOLLOW THE PLAN.

Presenter Notes
Presentation Notes
What does this have to do with the Procurement Plan?
***
Your completed Procurement Plan is this documentation of procedures. By following the plan, you can be certain of compliance to the regulations.

The advertisements, bid sheets, contracts, vendor paid list will record that the agency has followed the plan. 
This is looked at during a Procurement Review – if the agency has a plan and how the procurement documents show the plan was followed.
***
A functional tool.
It maps your spending for the year.
It is informative to the administration.
It might also serve as a work guide to a co-worker filling in for you.
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Formal
RFP

Informal
Line Item Bid

You Are Here

Emergency
Purchase

Informal
Micro PurchaseFormal

IFB

Formal RFP

A. Regardless of procurement method, the following factors will be determined regarding 
the allowability of costs:
I. Be necessary and reasonable for proper and efficient administration of the

program(s)
II. Be allocable to federal awards applicable lo the administration of the program(s)
III. Be authorized and not prohibited under state and local law. 

Presenter Notes
Presentation Notes
Completing the Procurement Plan is not the beginning of the procurement process – 
In order for a map to be useful at all, you have to know where you are going so you can see how to get there.

Same with Procurement
Work needs to be done.
1. Make a list of what we need.
2. Note what business sell what we need.
3. Compare prices.
4. What can be purchased in the time we can use it.

One way to update a new year’s plan is to:
Get a copy of the previous year’s Vendor Paid List
 and project increases to change the model of last year’s plan.



LOOKING AT THE BIG 
PICTURE

Cycle menu

Production Records

Recipes

Advisory Committee

Estimating Quantities

Expected Participation

Specification List

USDA Foods impact

Presenter Notes
Presentation Notes
Forecasting the needs for the next year will give you a broad idea of what and how much you need before you can choose how to purchase it.
for instance if micro purchases will be used, likely vendors for three bids and a buy, or whether a formal purchasing procedure will be necessary.

Let's assume you have already done forecasting for next year – you have taken into consideration the Big Picture Items and are ready to make changes to the Plan



PROCUREMENT  TEMPLATE

SECTION I – Procurement Plan Requirements

SECTION II – Micro Purchasing

SECTION III – Small Purchase Procurement

SECTION IV – Formal Procurement

SECTION V – Non-Competitive Negotiation

Appendix A and B for SECTION III

Appendix A, B, C, and D for SECTION IV 9

Presenter Notes
Presentation Notes
The template is divided into five Sections with appendices for Sections three and four.
An Agency may choose the sections that meet their particular needs.

After the initial creation, unless there are big changes in your agency, Section I will need no changes.
***
After forecasting, you will be able to determine what changes are necessary in Sections 2,3,& 4

Remember, if your agency does not use one or more of these methods, you will not need to update the Section



PROCUREMENT  TEMPLATE
SECTION I – PROCUREMENT PLAN REQUIREMENTS
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SECTION I- Procurement Plan Requirements 

The plan for (SFA/LEA) is to procure items for use in the Child Nutrition 
Programs and is as follows:

(SFA/LEA) procedures seek to avoid acquisition of unnecessary or duplicative 
items. Consideration is given to consolidating or breaking out procurements to 
obtain a more economical purchase. Where appropriate, an analysis will be 
made to determine the most economical approach.

The procurement plan provides for free and open competition, transparency 
in transactions, comparability, and documentation of all procurement
activities.

Presenter Notes
Presentation Notes
The Plan is not an instruction for the agency. Rather it is the agency describing how they will purchase.



PROCUREMENT  TEMPLATE
SECTION I – PROCUREMENT PLAN REQUIREMENTS

A. Ensure full and open competition.
Costs for every threshold will be:

Necessary and Reasonable
Allocable to federal awards
Authorized and not prohibited under state and local law.

B. Purchasing will be conducted at the most restrictive procurement threshold.
C. Purchasing Equipment - Pre-Approved equipment list
D. Training
E. Document Retention
F. Buy American Provision – SNP only. CACFP and SFSP are not bound by this 

provision. 11

Presenter Notes
Presentation Notes
Section I includes required items for all methods of Procurement.
To Ensure full and open competition.
and
Regardless of the procurement method, the following factors will be determined regarding the allowability of costs:
They will be necessary and reasonable for proper and efficient administration of the program(s)
Allocable to federal awards applicable lo the administration of the program(s)
And authorized and not prohibited under state and local law.

****B.   The template describes the Federal Procurement Threshold amounts and allows the  to enter a lower threshold if they choose, and a field for Capital Equipment purchases.****

C.   When purchasing equipment remember – if the Cost of the item is greater than $5,000 (or your SFAs lower threshold) or if the item is not on the pre-approved equipment list, then pre-approval to purchase the item must be obtained from the CANS office. Some schools have a spend down plan approved by CANS, which depends on the standard procurement procedures being followed.

D.   The template provides an area to explain how all staff will be trained on proper procurement procedures

E.   Retention of documents isn’t just for the Food Service Director – procurement records are maintained for three years plus the current year too. This includes the Procurement Plan itself. Though this is a living document and subject to change through the year – prepare a new one each school year.

F.   Buy American is the only point that does not hold true for all Child Nutrition Programs. CACFP and SFSP are not required to purchase items with at least 51% produced in America.




PROCUREMENT  TEMPLATE
SECTION I – PROCUREMENT PLAN REQUIREMENTS

G. Minority and Women’s Business

H. Code of Conduct/Conflict of Interest

I. Taste testing, samples procedures

J. Emergency Planning

K. Geographic Preference

L. Protest Procedures

M. Monitor Monitor Monitor
12

Presenter Notes
Presentation Notes

Affirmative action language in the plan does not mean the SFA must purchase from a minority or woman owned business, but rather the opportunity for those business to respond to a bid or provide goods or services is clearly advertised.
***

H.   The template now provides for the SFA to describe their Code of Conduct and the required disciplinary actions.

I.   This item allows the SFA to describe conditions of how products are to be provided to the schools for preference taste testing and how the results of the test are used in determining a product selection.

J.  Because the real world doesn’t always follow what is expected, a good plan should have a back up of what to do when unexpected situations occur. Documenting the out of ordinary purchase will protect the integrity of your plan. For instance a micro purchase from a vendor not normally used will be an allowable purchase because your emergency plan covered it.

K.   To avoid the potential of a bid protest, this section describes how a preferred geographical area for items is determined.

When Federal money is used, there is the possibility for a bidder, entity, or person from the general public to protest the way you have chosen to spend those dollars. A response plan is required, and this area provides the SFA an opportunity to structure the protest and response procedures.

M.   Not a typo – this bears repeating. Even the process of Micro Purchases should be monitored to confirm the purchases are being distributed as intended. Explain in your plan the steps to be taken to ensure the basics of the contract / agreement are being maintained. And the steps to take if they are not.  Else why have a contract?  A few items to monitor could be: delivery times, product quality, expiration dates, that substitutions are appropriate and don’t occur too often, and that prices remain fixed.




PROCUREMENT  TEMPLATE
SECTION II  - MICRO PURCHASE
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*Name and Title of those responsible for Micro-Purchase Procedures: (list the names and titles of all 
those who are responsible for Micro-purchases at the SFA.)
If the amount of purchases for items is less than $10,000 or less than the LEA’s micro-purchase 
threshold, the following procedure will be used.  
Select one:
☐ Purchases below $10,000
☐ Purchases below $__________ (LEA threshold if it is below $10,000, must use most 
restrictive)
•The aggregate dollar value of each transaction shall be less than the micro-purchase threshold above. 
Purchases will not be separated into 2 or more purchases to meet or be below the threshold. 
•Purchase prices shall be reasonable. 
•Micro-purchases shall be spread equitably among qualified suppliers to the extent practicable. If the 
SFA is unable to spread purchases equitably, it shall document the reason why (example: the next 
grocery store is located 50 miles away from the school LEA). 

Presenter Notes
Presentation Notes
Section II will describe how your SFA intends to use the Micro Purchase Method.
This is a non-competitive method; however the cost must be reasonable, and the SFA can choose to do a periodic price comparison. There is also a requirement to spread purchases equitably among qualified suppliers when possible.
The Micro Purchase Method is useful to purchase particular items that may not be included in a Group Purchase agreement, or purchase items added to a cycle menu after a contract is bid. It may also be used to ensure fresh items are available if they can’t be provided timely in a vendor’s delivery schedule. A Micro Purchase may not result in the best price per item compared to a competitive purchase so care should be used when choosing this method. The SFA should always try to obtain the best value for the School Nutrition Program.
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Procurement Methods
2 CFR 200.320

Micro-Purchases - Informal method (Purchases between $0 -
$10,000) 

•
Small Purchase  - Informal method (Purchase between 

$10,000 - $250,000) [3 bids or quotes & a buy]
•

Competitive Sealed Bids – Formal method (over $250,000) 
Check for your own agency threshold requirements

•
South Dakota small purchases limit for supplies & services is 

$25,000 which has not changed.

Presenter Notes
Presentation Notes
Micro-Purchases - Informal method (Purchases between $0 - $10,000)
2 CFR 200.320(a)(1)(i)
The wording of the Micro Purchase has been changed.
to the extent practicable, Program operators must distribute micro-purchases equitably among qualified suppliers. 
This language has been changed to state that 
to the maximum extent practicable, Program operators should distribute micro-purchases equitably among qualified suppliers
    this is really how we have been addressing this
•It is intended for infrequent purchases, items that are difficult to include in a large order, or emergencies so, it does not require a price comparison, but the price must be reasonable and allowable. 
Each purchase is under $10,000, more than one qualified vendor will be selected, and purchases will alternate between these vendors to “spread the wealth”.​
Because it is the goal to receive the best value for dollars spent, even if each purchase is under $10,000 from a vendor, the micro purchase method should not be used if, over the year, the amount expected to be spent on those items could have been bid at a lower price.
Small Purchase  - Informal method (Purchase between $10,000 - $250,000) [3 bids or quotes & a buy]
•This is a competitive procurement in which identical written specifications are provided to at least two, but preferably three vendors for the return of the best possible bid.
This process allows for flexibility because you can contact vendors without having to formally advertise.  It’s still a very competitive process so the final result will be cost-effective prices.
Also described as “Three bids and a buy” this threshold is for total purchases less than $250,000 for food only. Because procurement must always follow the most restrictive method, in South Dakota the Small Purchase threshold for goods and services up to $25,000. Anything above this amount must use a formal method.
Competitive Sealed Bids – Formal method (over $250,000) Check for your own agency threshold requirements
•The RFP identifies the goods and services needed and all significant evaluation factors that will be used to evaluate all proposals.
The IFB is a sealed bid in which the total consideration is cost.

South Dakota small purchases limit for supplies & services is $25,000 which has not changed.
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Presenter Notes
Presentation Notes
Poll One

So, in these three shops all items are of equal quality and selection
    ***
In Micro Purchase the price must be reasonable, but spreading the wealth is most important since there is no opportunity to compete.




PROCUREMENT  TEMPLATE
SECTION II  - MICRO PURCHASE

16

Presenter Notes
Presentation Notes
The Micro Purchase Procedures Table is provided for the SFA to list the vendor, category of item, justification for using the vendor and how often the vendor is intended to be used. This is documentation that will help ensure the SFA is spreading the wealth - at least two, and preferably three vendors per item should be listed.



PROCUREMENT  TEMPLATE
SECTION III  - SMALL PURCHASING
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*Name and Title of those responsible for Small Purchase Procedures: (list the names and titles of all those 
who are responsible for Small Purchase at the SFA.)

If the amount of purchases for items less than $250,000 or the SFA’s small purchase threshold, Small Purchase 
Procedures must be followed. Quotes documented from an adequate number of qualified sources will be 
required.
Select one:
☐ Perishable purchases below $250,000, purchases below $25,000 for services or supplies.
☐ Purchases below ___________ (LEA threshold if it is below $250,000 for perishables, or $25,000 for 
services and supplies must use most restrictive)
Written specifications will be prepared and given to a minimum of two vendors.
is received at the documented price. 
Any time an accepted item is not available, the person stated in Section IV will select the acceptable 
alternate. Full documentation will be made available as to the selection of the acceptable item. Substituted 
items will not be made at the vendor’s discretion.
*See Appendix B for a Small Purchase Checklist and Appendix C for an Informal Purchasing Log. 

Presenter Notes
Presentation Notes
If the Small Purchase Method, also described as ‘Three Bids and a Buy”, is planned, Section III will describe how your school intends to use it.
This is a competitive procurement in which identical written specifications are provided to at least two, but preferably three potential vendors for the best possible bid return.
The bid with the lowest price will be awarded the fixed price agreement or contract.


All aspects of the resulting contract will be described in the solicitation such as length of contract, terms of cost increase, and potential piggybacking. A material change requires a new contract.




PROCUREMENT  TEMPLATE
SECTION III - SMALL PURCHASE

18

Category
(List what product, services 
or supplies will be 
purchased)

Vendors
(List vendors you 

are getting quotes 
from)

Evaluation 
Used

(Bottom Line, 
or Line Item)

Award Type
(Fixed Price 
Agreement, Fixed 
Price Agreement 
based on public 
CPI) 

Duration/
Frequency

(Weekly, Monthly, Yearly, 
Per Purchase)

Frozen Foods (Meats, 
Fruits, Veg); 
Canned Foods (Meats, 
Fruits, Veg); 
Pasta

Walmart, Local 
Grocery Store, Hy-
Vee

Bottom line 
(All or none)

Fixed price 
agreement

Monthly

Informal Purchase Procedures Table

Presenter Notes
Presentation Notes
The Small Purchase Procedures Table is provided for the SFA to list the category of item, vendors asked for a quote, evaluation used, award type, and duration of contract/agreement. Documentation of the process is required and retained for three years plus the current year.
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Presenter Notes
Presentation Notes
Poll Two

All three shops were provided a specification list offer a bid based on these advertised prices, all three can meet quality, quantity, selection; all three responded according to the bid requirements, and all three are in good standing and reputation.
    ***
The items from 98P World will have the lowest bid offer




PROCUREMENT  TEMPLATE
SECTION IV  - FORMAL PROCUREMENT
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RFP (Request for Proposal)
FSMC
Flexible Services

IFB (Invitation for Bid)
List of items
Specific ServicesTermination Clause

Davis-Bacon Act
Cost or Price Analysis  

Specifications
Evaluation

Contract Work Hours Safety Standards Act
Clean Air Act

Perishable purchases over $250,000
Services and supplies over $25,000

Presenter Notes
Presentation Notes
If your SFA is required to use the Formal Purchase Method, Section IV contains the considerable requirements for this process.
This is a competitive procurement in which either a Request for Proposal (RFP) or an invitation for bid (IFB) types of solicitation are used.
Both solicitations are advertised to reach a wide vendor pool.
The RFP identifies the goods and services needed and all significant evaluation factors that will be used to evaluate all proposals.
The IFB is a sealed bids in which the primary consideration is cost.
There are several appendices associated with this Section.

All FSMC contracts must be procured with an RFP regardless of the contract amount and must result in a fixed price contract. The FSMC process has its own RFP template and contract requirements in place.
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Presenter Notes
Presentation Notes

All three shops were provided a specification list offer a bid based on these advertised prices, all three can meet quality, quantity, selection; all three responded according to the bid requirements, and all three are in good standing and reputation.
    ***
The items from 98P World will have the lowest bid offer




PROCUREMENT  TEMPLATE
SECTION V   NON-COMPETITIVE NEGOTIATION
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Presenter Notes
Presentation Notes
Non-competitive (sole source) procurement are purchases of a specific item made when an emergency arises that threatens continued service of the Child Nutrition Program, or which is available from only one contractor who is the sole manufacturer and distributor of the item. This is a rare occurrence, and the school food service department must document its justification for needing the item and why only this specific item will meet this need.
 
When faced with a non competitive sole source procurement, the SFA must obtain CANS approval.
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Presenter Notes
Presentation Notes
The plan doesn’t need to be complicated. Simple and straightforward can be accomplished with work ahead of time.

WHEN should the Plan be updated?

Every School Year should have a Plan in place for that year. Create a new document, so previous years’ procurement documentation is intact.
Be sure to check local policy changes like the procurement thresholds and code of conduct
When things change – like emergencies, a vendor goes out of business, a new business comes into town,



???QUESTIONS???
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CANS 
DOE.SchoolLunch@state.sd.us
605-773-3413
or
Quanna.Keyser@state.sd.us
605-773-3110

Presenter Notes
Presentation Notes

Any questions from the chat box?
Evaluation
https://www.in2013dollars.com/Food-away-from-home/price-inflation/2019-to-2022?amount=10000




mailto:DOE.SchoolLunch@state.sd.us
mailto:Quanna.Keyser@state.sd.us


Child Nutrition Programs: 
Procurement Plan

January 2023

Training Certificate
30 minutes in 

2400 Purchasing/Procurement

Key Area 3: Administration
3320 Compliance with Regulations/Policies

Name:
Date: 
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Presenter Notes
Presentation Notes
Thank you for your time – as always, if there are questions after the presentation, please give us a call or email and we will reply as soon as possible.
https://forms.office.com/Pages/ResponsePage.aspx?id=fFSvcKtpbUG0plQ7XOUrmX0m3-SQysRGkQ9pqUYlfwxUMU9GTVVKSVNJQVBMQTRUUkg4OFUzM0wxRiQlQCN0PWcu
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