
GONE SHOPPING
A BRIEF DESCRIPTION OF THE PROCUREMENT PLAN

HAVE A PLAN. FOLLOW THE PLAN.
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Presenter
Presentation Notes
Welcome and thank you for joining the October 1st edition of:  Crash Course with CANS. Where the teachers aren’t there, but webinars have flair.

Good Afternoon, I’m Quanna Keyser and with me is Rob Ingalls who will be the Zoom Room monitor. Rob will keep an eye on the chat box, so if you have questions during the webinar, type them in and he will make sure they are addressed.

This will be recorded and posted on the CANS website under the Crash Course with CANS drop down menu. A training certificate can be printed and will count for 30 minutes of training and we encourage you to complete an evaluation using Survey Monkey. Rob will post the link in the chat box.

Today, let’s take a look at the Procurement Plan requirements and why it is important to follow the Plan you have put into place or to change your Plan to accurately describe your school’s purchasing procedures.
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Dear School Food Authority:

This letter is to notify you that your School 
Food Authority (SFA) is scheduled for a 
Procurement Review of the Child Nutrition 
Program. The purpose of the procurement 
review is to assess compliance of all 
procurement activities utilizing funds from 
the non-profit food service account in 
accordance with 2 CFR, Part 200.317-
200.326 (previously in 7 CFR Parts 3016 
and 3019).

Presenter
Presentation Notes

How many here experienced a Procurement Review in School Year 19-20.

Can you submit a yes vote – Rob can you explain how to do that?

Around 168 schools operating a School Nutrition Program were reviewed last year, so I would expect most of the participants today to be in that YES group.

When questions came in concerning those reviews, I remember telling a few people that: “When this is finished, you will think, “Now that wasn’t so bad.”

Rob – can you estimate the percentage of participants with a Yes vote?
I hope that prediction came true and that most of you were left with similar thoughts.

I know there were learning curves and after the Review Closed letters were sent, we looked at the most common findings.  What we found is that most of them could be addressed in the Procurement Plan.

The most recurring findings are as follows:




DINOSAUR 43

FOSSIL 21

SHELLS 12

JARASSIC 13

EONS 5

PERIOD 3

Cost/Price analysis, 
Publicly Advertising 
(Formal Procurement)

Soliciting from adequate 
number of vendors (Small 
Purchases)

Incomplete or no 
Code of Conduct

Affirmative Action 
Language

DOCUMENTATION of 
each procurement

No advisory board
No Reconciliation
(FSMC contracts)   

SHELLS 12Not spreading 
purchases equitably 
(Micro Purchases)

Presenter
Presentation Notes
For SFAs with a Food Service Management Company, the most common finding was not having an advisory board and not conducting a reconciliation of USDA Foods at the end of the year.

In Formal Procurement: not conducting a cost/price analysis, not advertising correctly, and solicitations missing required clauses were the most common.

In Small Purchases: not soliciting from an adequate number of vendors, and having small purchase procedure described in the plan, but actually performing a Micro purchase for that item.

Micro Purchases: not spreading purchases equitably, or over-using this method were common findings

In the Plans themselves:
The Procurement Plan had an incomplete or no Code of Conduct
or
 Was missing the affirmative action language

And
The Most Common Finding across the board:  Not creating or keeping documentation of each procurement.

As mentioned, these findings could have been prevented if the SFAs had either written them into their plan, or made sure the written plan was folowed.

So, my learning curve in this process was to take a look at the Procurement Plan template on the CANS website, and consider how it could be modified to help your school succeed in performing the Procurement Process correctly and efficiently.

Let’s take a quick look at the template as it appears now.  As we describe your Plan as a living document, the template is as well and has changed in part due to suggestions from SFA veterans. So keep those constructive comments coming – 





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.
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Presentation Notes
The template is divided into Sections. We are looking at an outline of Section I, which describes the required items in 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 SFA 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
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G.   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.
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That’s the end of Section I.  At this point, you can choose which of the following Sections your Plan should contain. Simply delete the ones you know your SFA will not use. This might mean for a lot of SFAs the Formal Section and its appendices will be removed keeping the Micro and Small Purchase Sections. For SFAs with an FSMC, maybe there is no reason to bid out a list of products, but they will keep the Micro Purchase Section for incidentals. Of course you can add a Section back any time you need.

Your Plan should be clear and easy to follow. It may take time to ‘think through’ each process, but should result in time and dollars saved later.

There are comprehensive training materials available for each Purchase Procedure, but let’s look at how the rest of the template is laid out.



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
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.




PROCUREMENT  TEMPLATE
SECTION II  - MICRO PURCHASE
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Store & Category
(List what vendor is 
being used and what 
product, services or 
supplies will be 
purchased)

Justification
(Justification for using this vendor)

Duration/
Frequency

(Weekly, 
Monthly, Yearly, 
Per Purchase)

Small Town Grocery 
Store – Fresh Produce

We can buy what we need, when we need it and product is fresh.  
Can’t order small enough quantities from vendors who deliver.  
Only grocery store in town.  Next closest is 31 miles away.

Weekly

Micro - Purchase Procedures Table

Presenter
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
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
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Micro - Purchase Procedures Table
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 pubic 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 3 Months (August 1-October 31)

Informal Purchase Procedures Table

Presenter
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.



PROCUREMENT  TEMPLATE
SECTION IV  - FORMAL PROCUREMENT
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RPF
IFB
Perishable purchases over $250,000
Services and supplies over $25,000
FSMC
Termination Clause
Davis-Bacon Act
Cost or Price Analysis
Specifications
Evaluation
Contract Work Hours Safety Standards Act
Clean Air Act

Presenter
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.
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.



PROCUREMENT  TEMPLATE
SECTION V   NON-COMPETITIVE NEGOTIATION
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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 sole source procurement, the SFA must obtain CANS approval.
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HAVE A PLAN      FOLLOW THE PLAN

Presenter
Presentation Notes
To Recap:

A thorough examination of your school’s needs and a well written plan is important. 

You have an idea of what you’d like to purchase for the year - nothing is written, because there is a cycle menu to follow -how hard can it be to order the items on the menu? But when orders start being delivered that don’t resemble what you had in mind and higher than expected invoices arrive you realize that maybe a better contract could be negotiated.
	or
You have a beautiful plan – a simple plan - but an unexpected incident prevents the plan from being followed. An emergency occurs when you have to REACT to the situation to ensure the requirements of the School Nutrition Program are maintained. You can help prevent an emergency by having a back up plan in place.
      As you are well aware, you can not plan for every situation – did I hear someone say COVID-19? – but a go to option can be developed for more common occurrences.
Speaking of COVID-19, what lessons were learned during the upheaval last year? Did your school have some innovative solutions to purchasing necessary items to keep your kitchen running? Can those methods be used again? Are they now part of your emergency plan?
	and finally
You have a beautiful plan – a plan that addresses each procurement area. All ‘I’s are dotted and every ‘T’ is crossed, but
      You are the only one who knows about it.  It is important for everyone involved in the purchase process to be aware of the plan, how to access the plan for direction and to be trained in how to perform their duties.






???QUESTIONS???
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CANS 
DOE.SchoolLunch@state.sd.us
605-773-3413
or
Quanna.Keyser@state.sd.us
605-773-4718

Presenter
Presentation Notes
That was a brief description of the Procurement Plan template on the website and how you can make it your own – if you have questions after you’ve had a chance to look at it, please send an email or give us a call.

Rob – any questions from the chat box?



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


Child Nutrition Procurement: 
Procurement Plan

October 2020

Training Certificate
30 minutes in 

Key Area 2: Operations
2400 Purchasing/Procurement

Key Area 3: Administration
3320 Compliance with Regulations/Policies

Name: Date: 
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Thank you for your time - we are happy to see folks join us for the Crash Course series and encourage you to complete the Survey Monkey evaluation. Remember this is anonymous and we appreciate your input to help us improve the information and presentations to best help you operate the School Nutrition Programs successfully.
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