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Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Nntended Audience

This training is intended for School Food

Authorities (SFAs) operating the National School
Lunch Program (NSLP).

Opjectives

At the end of this training, attendees should be
able to:
e Purchase food, supplies, and equipment through
vendors, meeting school district specifications in
compliance with Federal, State, and local

procurement regulations and availability of USDA
Foods.
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Definitions

Procurement

Procurement is the process of purchasing goods and services from a vendor. Procurement
applies to all schools regardless of size, number of students, how much money is spent, or if you

have a contract with a caterer or FSMC. You can't have a CNP/NSLP program without
procurement.
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Tne Parts of Procurement

PURCHASING VENDOR

Method type (Micro, Small, or Formal) e Consumer Clubs (e.g. Sam’s Club,
Costco)
e Commercial Food Service Companies
(e.g. US Foods, Shamrock, Sysco)

GOODS AND SERVICES e Restaurant Supply (kitchen supplies,
Supplies, food, equipment, software, small wares e.g. Webstaurant)
contracted services * Fresh Food Markets

e Local Grocery Stores

e Catering Companies

e Food Service Management Companies
(FSMCQC)
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Procurement Regulations

Why are there procurement regulations?

e To obtain goods and services efficiently and economically;

e To comply with Federal, State, and Local regulations;

e To prevent fraud, waste, and abuse;

e TOo maximize free and open competition;

e To help SFAs become more comfortable with the procurement process.

When the regulations pertaining to
procurement procedures differ, the SFA must

adhere to the most restrictive one (Federal,
state or local)




SECTION 1 WHAT IS PROCUREMENT? SLIDE 10

W h Cre TQ — \ 0 d t h — NSLP PROGRAM REGULATIONS

. Code of Conduct, Procurement Procedures, 2 CFR 200.318(A-C)
Q @ 9 u a t ‘ O m S and Contract Monitoring 7 CFR 210.21(C)
Buy American Provision 7 CFR 210.21(d)

e 7CFR 210: NSLP requirements

Required Contract Provisions, Cost-

reimbursable Contracts 7 CFR 210.21(f)

e 2CFR 200.320: The methods SFAs must follow

to properly procure goods and services Geographic Preference 7R 21021l
. T ] o tition Proced 2 CFR 200.319
e 2 CFR Part 200.318-326: Additional procurement sHiEhishezian S ez 2 CFR 200.319(d)
regulations
Procurement Methods 2 CFR 200.320
o Parts 3016 and 3019 have been superseded

by 2 CFR Part 200 Small, Minority, Women’s Business 2 CFR 200.321
Cost/price Analysis 2 CFR 200.324

For more information visit CFR

https://www.ecfr.gov/current/title- -

. Required Contract Provisions in Appendix Il to 2 CFR 200
” S
7/subtitle-B/chapter-ll/subchapter-A < /%



https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A
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-inancial Reguirements of Operating a
—00d Service Program

Entities participating in a Child Nutrition Program (CNP) must sign a Food Program Permanent Service
Agreement to show that schools will have a way of keeping documentation and tracking expenses and
revenues. The Food Program Permanent Service Agreement signed by each SFA operating a CNP must
Mmaintain and comply with a financial management system and provide for the following:

e |dentification, in its accounts, of all Federal awards received and expended and under which
program they were received

e Accurate, current, and complete disclosure of financial results of each Federal program and
reporting requirements

e Records (documentation) that identify the source and application of funds for Federally-funded
activities

e Effective control over and accountability of all funds, property and other assets and used for
authorized purposes

= specific requirements, please review the Food
/=" Program Permanent Service Agreement

| .
‘' _ Foracomprehensive list of procurement-



https://www.azed.gov/sites/default/files/2017/06/FPPSA%20%28Revision%20June%202019%29.pdf?id=593b04783217e10e9ce5e354
https://www.azed.gov/sites/default/files/2017/06/FPPSA%20%28Revision%20June%202019%29.pdf?id=593b04783217e10e9ce5e354
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—-inancial Requirements of Operating a
—00d Service Program

7 CFR 210.19(A)(1):
School Food Authorities must comply with the requirements to account for all revenues and

expenditures of their nonprofit school food service. Therefore, not being able to identify or track
expenditures or revenues of the nonprofit school food service account is not allowable.

L

_“@f’_ If you do not currently have a way of
~ tracking food service program expenses

fl \
(i.e. 510 account delineation, specific code

for food service purchases, etc.),
implement a way to code/track food
service program expenses and vendors

used.
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ocumentation

SFAs should start by drafting up the Procurement Procedures to be followed
o« ADE template available on the NSLP/SBP Program Forms and Resources webpage:
https://www.azed.gov/hns/nslp/forms

The CNP Procurement Procedures template includes procedures and clauses that are specific
to the CNPs.
e Procedures for all the methods possible (Micro, Small, Formal)
e Code of Conduct
e Required clauses to be included in formal solicitations
o Affirmative action clause: taking steps to use small, minority, women's business and labor
surplus enterprises, when possible
e Oversight: overseeing contractors to ensure all contract provisions are fulfilled for the duration of
the contract
e Buy American clauses for all food purchases
e Market Basket Analysis, GPOs/Cooperative Purchasing, Piggybacking


https://www.azed.gov/hns/nslp/forms
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2 CFR 200.318(A):

The non-Federal entity must have and use
documented procurement procedures,
consistent with State, local, and tribal laws and

Child Nutrition Programs Procurement Procedures

School Food Authority (SFA) CTD # regulations and the standards of this section,
The procurement procedures contained on the following pages will be implemented on INSERT DATE fOl’ the aCCI U ISItIO N Of prO pe rty or se I’ViceS

and stay in effect until amended. All procurement must adhere to free and open competition. SFAs must retain .

all documentation for procurement per regulations. required under a Federal award or subaward.
New pmcurtlement procedures do nclzt need to be developed every year. However, an annual reu:iew of Th e Non- Fed era | en 'Uty's d ocume ﬂted

procedures is suggested to assure its relevance to current procedures. The procedures should include all

procurement methods (micro, small, and formal) even if all methods are not currently used. p rocureme nt p roced ures mu St CO nfo rm tO t h e
This d td t I i tracts with cat d food ' t ' . ol .

as required by Arizona Department of Education (ADE). The SFA is ulimately responsible to ensure that the procurement standards identified in §§200.317

procedures comply with all Federal regulations, Arizona Procurement Code, and local procurement policies.

through 200.327.

GENERAL PROCUREMENT PROCEDURES

The SFA will purchase goods, products, and/or services for use in the Child Nutrition Programs (CNP) in
compliance with 2 CFR Part 200 and State law using the procedures outlined as follows.

The primary purpose of procurement procedures is to ensure that open and free competition exists to the
maximum extent possible. The procurement process practiced by the CNP Sponsor (SFA) must not restrict or
eliminate competition (2 CFR Part 200.319(a){1-7)). For example, the description of goods, products, and/or

'
services to be procured should not contain features that unduly restrict competition. Competition helps assure - AI I Of AD E S p rocureme nt resources
that goods, products, and/or services will be obtained that best meet the needs of the SFA. = can be fou N d at



https://www.ecfr.gov/current/title-2/section-200.317
https://www.ecfr.gov/current/title-2/section-200.327
https://www.azed.gov/hns/nslp/forms
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The Steps of Procurement

Determine what you need - Forecast and Create Specifications
e Be detailed and specific so you can compare “apples to apples”

Estimate purchase amount - Threshold
e Estimate total of single purchase
e Estimate total of yearly purchases
e Estimate amount of contract
e For multi-year contract, must estimate total for all the years

Choose procurement method (Micro, Small, Formal)
e Base decision on process and amount

Follow requirements for method of purchase (documentation)
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—Orecasting

WHY FORECAST?

Forecasting is one of the most important elements of an effective procurement plan; good
procurement requires advance planning.

THE STEPS OF FORECASTING

e Review past records/data/purchasing behavior and apply to current situation.
e Review any old solicitations before re-using them to ensure they are still compliant and

accurate.
e Review current resources and services to ensure that only necessary purchases are made;

take inventory.
e Once the forecasting and planning process is complete, the SFA will be able to determine the

estimated dollar value of its procurements for the coming yeat.
e This estimated dollar determination allows the SFA to choose the appropriate procurement

method to use.
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—orecasting

QUESTIONS TO ASK WHEN FORECASTING

e What menu planning considerations need to be made?
Food items needed, how many, how often, what portion can
USDA foods provide and what is the availability?

e What did purchases look like from the past year?

What changes need to be made? Student enrollment number increase or
decrease? Revenues or |0ss?

e |sthe price of this cost effective?
e What is the projected budget? Threshold amount?
e How often do purchases need to be made?

e How many vendors will be needed for purchases? What information does
the vendor(s) need to know?
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—orecasting at a Glance

: Purchase Method Documentation Manage the
Forecast/Planning » e » g » DU o hace

e What do we want/need to * Micro purchase e INvoices . One-time
buy? e Small purchase e Specifications and ourchases or

. Hon often do we plan on e Formal Purchase Quotes spreading the
buying? e |FB/RFP contracts wealth

e How many vendors want e Paying the prices
to buy from? as quoted

e How much do we need to
buy/plan on spending?

e What disruptions could
we experience? (e.q.
COVID)

e How many deliveries do
we need?

e Recelving the
goods/services
agreed upon at the
price
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—orecast and Create Specifications

TOOLS FOR FORECASTING

Average Daily Participation (ADP) for your school sites for
each meal

School calendar for forecast year (note holidays/no school
dates, enrollment numbers)

Cycle menu (availability, seasonal, school calendar)
Availability of USDA Foods (Brown Box and Processing
Catalogues, DoD Fresh Farm Calendar)

Velocity Reports (quantity of food delivered vs. used)
USDA Food Buying Guide (FBG)

Interactive FBG

FBG Mobile App

FBG Calculator

Determine the specific contribution each food makes
toward the meal pattern requirements

Buy the right amount of food and appropriate type of food

Search and locate yield
information for foods
typically served in child
nutrition programs

Compare yield information
to determine the foods
that best meet your
program needs.

Create a favorites list of
food items!

Email and print search
results, food comparisons,
and favorites list


https://www.fns.usda.gov/tn/food-buying-guide-mobile-app
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—Orecasting
BENEFITS OF FORECASTING

e Allows you to see the whole picture

e Allows for more efficient menu planning

e |Increases chance of cost effectiveness with purchases

e Helps vendors/contractors/distributors plan accordingly

e Prepare responses to bids and proposals

e Deliver available products to meet terms, conditions, specifications, and requirements of SFAs
e Considers whether SFA is utilizing all available USDA Foods

e Knowing the methods of purchasing that will be used will help with documentation
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Procuring Timeline Example

Month Task Date completed

August - September . fBegin preparing for procuring jtems. Planning approximately one year in advance provides sufficient time for preparation
rom all parties in the food chain.

o Write specifications.

e Project USDA Foods needs.

e Conduct screen test.

e Remember fall and winter breaks may impact timeline.

October - December

e Develop solicitation document. Include pertinent information about the district; date and time for pre-solicitation
conference and solicitation submission; scope of work; time period for the solicitation; any common legalities; ability for
price escalations;, name brand items; substitutions; discounts, rebates, and applicable credits; communication instructions
with the district prior to the closing date; solicitation evaluation criteria.

e Plan accordingly to have solicitation document and agenda item at school board meeting.

e Modify proposal accordingly based on legal counsel’s directives. Remember fall and winter breaks may impact timeline.

January

e Propose solicitation document to school board.

e Follow internal procedures.

e Communicate to distributors and manufacturer and publicly announce the solicitation.
February - March e Publicize the solicitation document.

e Conduct the solicitation meeting.

e Allow a minimum of four weeks for vendors to respond.

e Evaluate solicitations based on pre-established criteria and select vendors.

e Receive School Board approval for the selection of vendor.
April - May e Provide information to distributor and/or manufacturer.
o Allow longer time for specialty items and name brand items.

June e Communicate with stakeholders, determine delivery dates, and discuss school opening logistics.

July - August e Receive product for upcoming school year.
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—orecasting

BEST PRACTICES OF FORECASTING

e Develop menus well in advance.

e Provide as much lead time as possible (Manufacturers and Distributors need 3 weeks lead time or
more for production and stocking).

e Communicate and plan for important due dates!
o USDA Foods Catalogue Requisition Period (when and how much to order)
o Order guantities agreed upon through the bid/contract process (bid integrity).

Have a back-up item ready in case an issue arises.
o Account for items removed from inventory/change of availability.
o Communicate increases and decreases in quantity of items and changes to program.

Know the value of food and supplies (leave time to obtain quotes).
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ESTIMATE PURCHASE AMOUNT

e Estimate total of single purchase

e Estimate total of yearly purchases

e Estimate amount of contract

e For multi-year contract must estimate total
for all the years

Once an SFA estimates the purchase amount,
It must be compared to the Simplified
Acquisition Threshold to determine whether
formal or informal procurement methods will
be used.

SLIDE 23

—ormal or Intormal
Drocyrement’/

SIMPLIFIED ACQUISITION THRESHOLD

The amount at which the SFA must use the
Formal procurement method. The Federal
Simplified Acquisition Threshold is $250,00. SFAs
are required to follow the most restrictive
threshold (local, state, or Federal)

The Simplified Acquisition Threshold is not the
same for everyone. It can vary depending on the
type of SFA participating in procurement in
Arizona. It is important that you know what your
threshold is.
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Simplified Acguisition Thresnolo

The amount at which different types of SFAs must use the Formal procurement method

Simplified Acquisition Threshold for SFAs in Arizona

SFA TYPE SIMPLIFIED ACQUISITION THRESHOLD AMOUNT

Districts $100,000

-With Procurement Exception: $250,000

Charter Schools : .
-Without Procurement Exception: $100,000

Private SFAs $250,000
BIE - Tribally Controlled or -Bureau-operated BIE SFAs: up to $250,000
Bureau-Operated -Tribally controlled SFAs: varies, $5,000 up to $100,000

RCCls $250,000
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—ormal or Intormal Procurement?

THE PROCUREMENT EXCEPTION FOR CHARTER SCHOOLS

e The Procurement Exception is granted by the Arizona State Board for Charter Schools through the
Charter Application Process or through an amendment request.

e |f you have the exception for local regulations, you must still follow Federal regulations.

e |fyou are unsure whether your charter has an approved exception, check with your Business Office
or the Charter Holder Representative.

Charter operators granted an exception to local
“ and state procurement regulations under A.R.S.

= §15-183 (E)(6) are still required to satisfy the
“~ Federal procurement requirements as a
condition to the receipt of certain Federal funds
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&5 1% An'ézonc; f;tute /  / ‘v FTF?.:'J/
ot BE oard for ‘AT
w’ Charter Schools ‘Il r __‘nm )ﬁ ,AZGQV

—ormal or Informal? - S

Find a School School Performance Closed Schools Charter Information Submitted Applications

THE PROCUREMENT EXCEPTION Charter Information :: Search Results

Charter Holders matching your search criteria

FOR CHARTER SCHOOLS [T

Charter Holder Hame “  CTDS Entity ID Schools

Documentation of the exception can be found G

Enrollment Caps
+ Board Members
+ Schools

on a sighed amendment request or on the ool
general tab of the Charter Board website. e Wt s o e T o

* Financial Performance
(602) 364-3080  Fax (602) 364-3089
yrvrw as hok Ao s ow

entries Filter Reswlts:

7%\ General Information
. Corporation Type
PROCUREMENT LAWS EXCEPTION AMENDMENT REQUEST Corporate Status

e https://online.asbcs.az.gov/charterholders/s SR
e a rC h/res u |tS? (Charles Holder Muiling Address) Charter Status
(City, Stafc) (Zip) Date Charter Granted

Corpo rate=n a me:&entitysid :&CtdS: (Charter Represenlaive’s Nume) Date Charter Signed

Contract Effective Date

(Photie Mumbear) {(VFax Numiber)
Renewal Eligibility Date

|V Failure (o su hnm 1ll I I‘EHIIITI."F dﬂr."u mmmmn mll rmuu hu the ﬁll]tntlmcllt chursl h-nlrh. Renewal Application Due Date

snd s m sl vanile

Expiration Date
Closure Effective Date

Date of USFRCS Exception

Date of Procurement Exccpdiun_

alendar Year Upened



https://online.asbcs.az.gov/charterholders/search/results?corporate_name=&entity_id=&ctds=
https://online.asbcs.az.gov/charterholders/search/results?corporate_name=&entity_id=&ctds=
https://online.asbcs.az.gov/charterholders/search/results?corporate_name=&entity_id=&ctds=
https://online.asbcs.az.gov/charterholders/search/results?corporate_name=&entity_id=&ctds=

Quliz Time

What is the Federal Simplified Acquisition Threshold?

A $100,000
B $10,000
C $250,000

D $5,000



Quliz Time

What is the Federal Simplified Acquisition Threshold?

A $100,000 The Federal Simplified Acquisition
Threshold is $250,000
B $10,000
( C }250,000
D $5,000



Quliz Time

What is the Simplified Acquisition Threshold in Arizona for school districts?

A $100,000
B $10,000
C $250,000

D $5,000



Quliz Time

What is the Simplified Acquisition Threshold in Arizona for school districts?

( A }100,000

B $10,000
C $250,000

D $5,000

The Simplified Acquisition
Threshold for SFAs in Arizona is
$100,000.

SFA must follow the most restrictive
threshold. Per Arizona procurement
standards, any purchase above
$100,000 must follow the formal
procurement process.

Charter schools may apply for an
exception to raise their SAT up to
the Federal standard.
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Drocurement Methods

e You must use one of the procurement methods for any purchase you make
e Remember: Procurement is about the amount and process
e All purchases will fall under one of the following categories:

@ MICRO PURCHASING @ FORMAL PURCHASING
e Threshold = under $10,000 e Threshold = above $250,000 (or State
e One time, single purchase or “Spread (District)/local threshold amount)
the Wealth” e |FB (Invitation for Bid) or RFP (Request

for Proposal)

@ SMALL PURCHASING
e Threshold = $10,000 - $250,000 (or State

(District)/local threshold amount)

e 5 quotes

e Better for more than one time or
planned/consistent purchases.

e May be used for single purchase if the purchase is
withing the threshold window.

q
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Drocurement Methods

Purchases at or below Simplified Purchases above Simplified
Acquisition Threshold. Acquisition Threshold.

Invitation for Request for
Micro Small Bids Proposals

Purchase Purchase (Competitive (Competitive
Sealed Bids) Proposals)
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NV Icro PUurcnases

PROCESS:

e One time purchase OR “spread the wealth” of multiple purchases (buying the same type of
items from different vendors/groceries stores/places that offer the same product or service at a

reasonable price)

AMOUNT:
e Up to $10,000

REQUIREMENTS:
EXAMPLE: e Transactions are below $10,000
| buy the same grocery list items rotating e Price must be reasonable
between Safeway, Bashas', Costco, and a local e Purchases (Transactions) distributed
farm stand. equitably among qualified suppliers

offering the same/similar services
(Spread the Wealth)
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2 CFR 200.320 (a)

N\

§ 200.320 Methods of procurement to be followed.

The non-Federal entity must have and use documented procurement procedures, consistent with the

standards of this section and §§ 200.31/, 200.318, and 200.319 for any of the following methods of
procurement used for the acqguisition of property or services required under a Federal award or sub-

award.

\a) Informal procurement methods. When the value of the procurement for property or services
under a Federal award does not exceed the simplified acquisition threshold (SAT), as defined in §
200.1, or a lower threshold established by a non-Federal entity, formal procurement methods are

not reguired. The non-Federal entity may use informal procurement methods to expedite the
completion of its transactions and minimize the associated administrative burden and cost. The

iInformal methods used for procurement of property or services at or below the SAT include:
1) Micro-purchases —

(1) Distribution. The acquisition of supplies or services, the aggregate dollar amount of
which does not exceed the micro-purchase threshold (See the definition of micro-
purchase in § 200.7). To the maximum extent practicable, the non-Federal entity should
distribute micro-purchases eqguitably among qualified suppliers.
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NMicro Purcnase Process

Draft Specifications (grocery
list, written document)

Include Buy American
documentation

for food purchases
Determine where you are

Keep receipts/ invoices from going to shop, making

purchases sure prices are
reasonable

One-time purchase OR
Spread purchases evenly
between multiple vendors

aka “spread the wealth”
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Micro Purcnase Documentation

You've decided that micro purchasing best suits your needs. What's next?

For micro purchases you do not have to comparison shop or provide quotes, but you do
N = need to show that you have spread your purchases among different vendors and save the
¥  documentation.

e Create/provide documentation that shows:
o Date of purchase
o |tems/service purchased
o Vendor name and detalls
o Total cost of purchase(s)

\ YL 4
~  d
-@- Save receipts for all purchases!
#, \N
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SECTION 2 PROCUREMENT METHODS

Small Purchases

PROCESS:

e Buying the same items from only one place on a regular basis

AMOUNT:
e Any purchase below the small purchase threshold
($250,000 or the most restrictive threshold); REQUIREMENTS:
e Must be done for any purchase above $10,000; e Total of all purchases is below $250,000
e Can be done at any amount under $10,000 (or your local Threshold)
e Use when purchasing multiple times from
EXAMPLE: the same vendors for the same
e | buy milk from Costco every week/month: products/services
* | buy my groceries from Fry's every « Use when one-time purchase is within
week/month; small purchase threshold.
e | figure out who is the cheapest and always e Must document the process

buy from them.
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2 CFR 200.320 (a)

(2) Small purchases —

A (1) Small purchase procedures. The acquisition of property or services, the aggregate dollar
amount of which is higher than the micro-purchase threshold but does not exceed the

simplified acquisition threshold. If small purchase procedures are used, price or rate
quotations must be obtained from an adeguate number of qualified sources as
determined appropriate by the non-Federal entity.

(I} Simplified acquisition thresholds. The non-Federal entity is responsible for determining
an appropriate simplified acquisition threshold based on internal controls, an evaluation
of risk and its documented procurement procedures which must not exceed the

threshold established in the FAR. When applicable, a lower simplified acquisition
threshold used by the non-Federal entity must be authorized or not prohibited under
State, local, or tribal laws or regulations.
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Small Purcnase Process

Draft Specifications/Create a
Solicitation (write out what

IS needed)

Include Buy American

: : : for food purchases
Keep receipts/invoices :

from purchases

Compare and decide the
winner (Evaluation)

ldentify and contact at
least 3 places/vendors
(Recelve quotes)

Document all the
responses/quotes

SLIDE 40
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SECTION 2 PROCUREMENT METHODS

Small Purcnase

e Procurement must still be conducted in a manner that maximizes full and open competition.
e SFAs should put the quantity, quality, and type of goods or services needed in writing before

contacting any potential offerors (termed specifications).
e |tisrecommended that SFAs contact at least three places/vendors who are eligible, able, and

willing to provide the product or service.
e The solicitation must include the requirement that goods must be produced and processed In

the United States (“Buy American”). (For FOOD purchases only)
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Small Purcnase - Creating a Solicitation

You've decided that small purchasing best suits your needs. What's next?

Put what you need in writing. Share the same specifications with each vendor

40

1.What is the product or service needed?
2.Describe it with detail:
a.1% white milk and skim white milk, in cartons, with weekly delivery
b.75 lunches served daily, including milk, served bulk
c.6x6x6 walk in cooler with floor, self-closing door, locking deadbolt handle, and 115v/60/1, delivery
needed
d.100 Fresh, whole Honey Crisp apples delivered weekly on Monday during business hours
e.Buy American requirement (for food items)
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Small Purcnase - Documenting Quotes

When the regulations pertaining to Procurement differ, the SFA must adhere to the
g most restrictive one (Federal, State, or Local)

e Example: District Quote Guidelines vs Child Nutrition Program Requirements
e IMmportant to communicate between Departments/Programs to understand the different
procurement procedures and requirements

o Contact AZ Auditor General Office for Questions

FY 2020 — All quotes will be written = Email: contact@azauditor.gov
» Purchases >=510,000 and <$100,000 m Phone: 602-553-0333

- Change protecls districts
- Not a substantial increase in work

Eﬁ””"""'
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SECTION 2 PROCUREMENT METHODS

Small Purcnase - Documenting Quotes

SMALL PURCHASE - REQUEST FOR QUOTE (RFQ)

e RFQ isan option for a Small purchase
o Allows for multi-year contract for purchases below your formal purchase threshold

o |n the RFQ solicitation must define the contract period and renewal terms and ensure that during
the duration of the contract, the formal purchase threshold is not exceeded; prices are typically

fixed
o Send out renewal letters instead of obtaining quotes each year, for the duration of the contract

terms
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REQUEST FOR WRITTEN QUOTE 9. SPECIFICATIONS:
':ﬁ:r:,n?'d E{:': n:‘ c:ﬂl;,IE Flf?lzrgg A Compliance with Specifications: The fact that a manufacturer or supplier chooses not to produce or
€n Luote LT supply equipment, supplies, or senices to meet the specifications in the solicitation will not be
considered sufficient cause to adjudge these specfications as restnctive. Offerors shall offer
_ : _ : JETE equipment, supplies andfor services thal they believe come closest to meeting the specifications.
T 15 required by Arizona Revised Statute ARS 15-213 to comply with Title 41,
Arzona Procurement Code. This Code requires us to solict quotatons for purchases being made over B Deviation from Specifications: Failure to detail all deviations may be sufficient grounds for rejection
$9,999 99 for any fiscal year of the anlire olies

10. FEDERAL FUNDING REQUIREMENTS. The followng five terms and condiions shall only apply if

In order to comply with the above ruling, the district requests that you supply a bist of prﬂdur_'t Ines, and/or purchases from this Request for Quote will utilize any federal grant funds:

services (a line card may be uses) indicating the price schedule for each line andlor service, a current
list/catalog to support the price schedule, or percentage of discount thal you will extend to the i
*hm‘n July 1, 2021 through June 30, 2022, A list of the most commonly purchased items is
attached; however, purchases may not be limited to this hst

Please return on or before the Quote Due Date and the following location: Exa m ple Of renewal Iette r, m USt be
e B e sent for each renewal year (in place
Quote Due Date & Opening: Thursday, April 8, 2021 10:00 AM. Local, ARIZONA Time

of obtaining quotes)

Opening Location:
Dear Sir or Madam:
Re: RFQ #17049 - District Personnel Uniforms
In accordance with its terms, the gsires 1o
1. Cuotes must be submitted by the above time and date, by mail or email lo above contact with the : :
solicitation number and name, and the submitter's name and address dlearly indicated on the response extend contract CSDB #17049 for a period of one year, beginning July 1,2018. The

extension shall be under the same terms and conditions contzined therein, except as

2. Quotes shall be in the actual possession of the District, at the location speafied above, on or prior to the outlined on page two of the extension of agreement.
exact date and tme indicated above. Late submitals may not be considered and may be retlumed.

3. Th iting from th shal b o s skl July 1, 2021 end faicnn Please indicate your desire (o exten ‘ riate information
. The contract resu e quote sha per 1 ending on June 30, below. If the contract is extended, agrees to provide
e b et e bt bobicae B i - S0 S b e AR products or prices as per CSDB #17049, District Personnel Uniforms, If the remit or
contract shall not excam:l .'511]] {H]ﬂ F'nr:as shall be I' i fnt the enhre !mgm of lha contract. order to addresses have changed, please provide the new information
4. The Disinct reserves the nght fo waive any immaterial defect or informality, or reject any or all quotes, or We desire to extend the contract as specified above, and agree to abide by the

portions thereof, or reissue or cancel this Request for Quote original terms and conditions, and an?mtachcd clarifications.
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Small Purcnase - Documenting Quotes

HOW TO DOCUMENT QUOTES

Print online pricing Save any ads used Create a price quote
quotes for pricing document

%% e m
wp Depariments - Savings & Rowarrs o s aCover w Pha oy & Wellinoes s
d

PRICE QUOTE i

Your Corrzany Name] T

Etreee Soseps” [Compeny Name]

Fry's 2% Reduced Fat Mil [CEy, ST TIF Cans) TEtrast Samemis
aall [Prone] [Ty, 57 IIF Caca]
i fax 10 0 3ET) FraeeT
52.29 — e 343

-3
R 2 sl

WASHIRCTIN STATE + EXTRA FASCY + SHACK ST
GRANNY SMITH APPLES
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Small Purchase - Documenting Quotes

SMALL PURCHASE DOCUMENTATION SUMMARY

n ~ For small purchases you should be obtaining 3 quotes. Your documentation will include:
-

A Solicitation:

Written out specifications presented to each vendor/place
e Listthe item(s) | need, when do | need it by, delivery needed?

Documented Responses:

Quotes from 3 or more qualified vendors/places
e Can be from email, catalogs, website, phone calls, ads
e Make sure you keep notes of price quotes obtained!

Proof of an Evaluation/Comparison:
How did you select the vendor?

e Can be a point system, price comparison, a chart, written notes
e This should be done yearly
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MICRO

e PROCESS: One-time purchase OR
“spread the wealth” multiple purchases
(buying the same items among different
vendors/places that offer the same
service and reasonable price)

e AMOUNT: Up to $10,000

Example: | purchase the same office supply
items rotating between Office Depot,
Staples, Costco, and Sam’s Club

Micro vs Small Method

SLIDE 48

SMALL

e PROCESS: Buying the same items from
only one place on a regular basis

e AMOUNT: Up to $250,000 (above $10,000
this has to be done)

Example:
e | purchase office supplies repeatedly and
only from Costco.
e | purchase a $15,000 piece of equipment
for my kitchen.



Quliz Time

| need to purchase milk for my meal service and estimate the cost for the year to be $6,000. | need the milk
delivered weekly because | do not have the capability to store large amounts.

What procurement method should | use?

A Micro purchase
B Small Purchase

C Neither



Quliz Time

| need to purchase milk for my meal service and estimate the cost for the year to be $6,000. | need the milk
delivered weekly because | do not have the capability to store large amounts.

What procurement method should | use?

A Micro purchase

( B Small Purchase

C Neither



Quliz Time

| need to purchase milk for my meal service and estimate the cost for the year to be $6,000. | need the milk
delivered weekly because | do not have the capability to store large amounts.

What procurement method should | use?
e Small

What should my specifications look like?



Quliz Time

| need to purchase milk for my meal service and estimate the cost for the year to be $6,000. | need the milk
delivered weekly because | do not have the capability to store large amounts.

What procurement method should | use?
e Small

What should my specifications look like?
e 1% and skim white, skim chocolate, cartons, delivered



Quliz Time

| need to purchase milk for my meal service and estimate the cost for the year to be $6,000. | need the milk
delivered weekly because | do not have the capability to store large amounts.

What procurement method should | use?
e Small

What should my specifications look like?
e 1% and skim white, skim chocolate, cartons, delivered

| called three companies and obtained quotes and chose the company with the lowest price who can
deliver. Can | continue to buy my milk from this same vendor?

f)



Quliz Time

| need to purchase milk for my meal service and estimate the cost for the year to be $6,000. | need the milk
delivered weekly because | do not have the capability to store large amounts.

What procurement method should | use?
e Small

What should my specifications look like?
e 1% and skim white, skim chocolate, cartons, delivered

| called three companies and obtained quotes and chose the company with the lowest price who can
deliver. Can | continue to buy my milk from this same vendor?
e Yes!

f)
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NMicro Purcnase vs Small Purcnhase

e | want to keep things simple.
o Micro might be the best method.

e | don't want to have to keep shopping around.
o Small might be best method

e | want to have an open P.O. for the farmer/vendor so | can buy repeatedly from them and have
the billing process done.
o Small method and quotes

e | want to write language in specifications to find a local variety or exactly what
service/product | need.
o Small method



Quliz Time

| buy the groceries for my school once a week. My weekly purchases are around $350. | rotate my
purchases between Costco, Safeway, and Fry’s.

What procurement method am | using?

A Micro purchase
B Small Purchase

C Neither
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| buy the groceries for my school once a week. My weekly purchases are around $350. | rotate my
purchases between Costco, Safeway, and Fry’s.

What procurement method am | using?

@vﬁcro purchase

B Small Purchase

C Neither



Quliz Time

| buy the groceries for my school once a week. My weekly purchases are around $350. | rotate my
purchases between Costco, Safeway, and Fry’s.

What procurement method am | using?
e Micro

Do | need to compare prices?



Quliz Time

| buy the groceries for my school once a week. My weekly purchases are around $350. | rotate my
purchases between Costco, Safeway, and Fry’s.

What procurement method am | using?
e Micro

Do | need to compare prices?
e No, but ensure prices are reasonable



Quliz Time

| buy the groceries for my school once a week. My weekly purchases are around $350. | rotate my
purchases between Costco, Safeway, and Fry’s.

What procurement method am | using?
e Micro

Do | need to compare prices?
e No, but ensure prices are reasonable

What were to happen if | only wanted to purchase my groceries from Costco?



Quliz Time

| buy the groceries for my school once a week. My weekly purchases are around $350. | rotate my
purchases between Costco, Safeway, and Fry’s.

What procurement method am | using?
e Micro

Do | need to compare prices?
e No, but ensure prices are reasonable

What were to happen if | only wanted to purchase my groceries from Costco?
| would have to change to the small purchase method
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NMicro Purcnase vs Small Purcnase

Benefits of Micro Purchase Benefits of Small Purchase
e Simple procurement method e Can include language in the
e No quotes needed (price specifications to target what need
reasonable) e Can establish a buying relationship
e Primary documentation is invoice(s) with vendor/farmer

e Non-committal

Limitations of Micro Purchase Limitations of Small Purchase
e Must be one-time purchase or e Must not spend more than the formal
spread the wealth situation. purchase threshold
e Limits an ongoing buying e Alevel of commitment is involved with
relationship (repeat buying from repeat buying

one vendor)



Quliz Time

| need to buy a new walk-in cooler. The cooler will cost more than $10,000.

What procurement method should | use?

A Micro purchase
B Small Purchase

C Neither
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| need to buy a new walk-in cooler. The cooler will cost more than $10,000.

What procurement method should | use?

A Micro purchase

( B Small Purchase

C Neither



Quliz Time

| need to buy a new walk-in cooler. The cooler will cost more than $10,000.

What procurement method should | use?
e Small

What might be some of my specifications?



Quliz Time

| need to buy a new walk-in cooler. The cooler will cost more than $10,000.

What procurement method should | use?
e Small

What might be some of my specifications?
e 6X6X6, self-closing door, locking deadbolt handle

What documents do | need to keep?



Quliz Time

| need to buy a new walk-in cooler. The cooler will cost more than $10,000.

What procurement method should | use?
e Small

What might be some of my specifications?
e 6X6X6, self-closing door, locking deadbolt handle

What documents do | need to keep?
e Specifications, quotes, selection criteria, evaluation, purchase documents

e REMINDER: the determination must be made solely on price
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NMicro Purcnase vs Small Purcnase

A Capital Expenditure Pre-Approval Request Form is needed for equipment purchases

over $5,000
=

e Check the Pre-Approved List for the piece
of equipment you are looking for.

e |f the piece of equipment required is not
on the list, send in the Pre-Approval
request form to your assighed ADE HNS
Specialist for approval.

o Link to Form:
https://www.azed.gov/hns/nslp/forms

National School Lunch Program and School
Breakfast Program - Program Forms and
Resources

» Calendars and Checklists

» Civil Rights

» Eligibility Documents for School Meal Benefits

» Aduilt Meal Pricing Tool SY 20-21

 Attendance Factor Calculation Form (Eillable) (Nog )
= Capital Expenditure Pre-Approval Request Forgh (Pre Appproved List)
« Common Logon Permissions (AFR)

« Excess Cash Spending Plan (PDF) (Excel)
« Non-Program Food Revenue Tool & Calculator
» Paid Lunch Equity (PLE) Tool for SY 20-21
o MNet Cash Resources Worksheet (PDF) (Excel)

» Request for One-Time Exception Form

SLIDE 68


https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/hns/nslp/forms

Quliz Time

My yvearly purchases for food are around $92,000. | have a vendor that | have been using for years. The
vendor delivers and always has what | need. | do not have any type of contract with them and have not
obtained other quotes.

Am | procuring properly?

A Yes, no quotes are needed when there is a historical relationship with the vendor
B No, did not “Spread the Wealth” by purchasing equally from multiple vendors

C No, did not obtain quotes from qualified vendors



Quliz Time

My yvearly purchases for food are around $92,000. | have a vendor that | have been using for years. The
vendor delivers and always has what | need. | do not have any type of contract with them and have not
obtained other quotes.

Am | procuring properly?

A Yes, no quotes are needed when there is a historical relationship with the vendor
B No, did not “Spread the Wealth” by purchasing equally from multiple vendors

@o, did not obtain quotes from qualified vendors



Quliz Time

My yvearly purchases for food are around $92,000. | have a vendor that | have been using for years. The

vendor delivers and always has what | need. | do not have any type of contract with them and have not
obtained other quotes.

Am | procuring properly?
 No, did not obtain quotes

What procurement method should | be using?



Quliz Time

My yvearly purchases for food are around $92,000. | have a vendor that | have been using for years. The
vendor delivers and always has what | need. | do not have any type of contract with them and have not
obtained other quotes.

Am | procuring properly?
 No, did not obtain quotes

What procurement method should | be using?
e Small

What do | need to do differently?



Quliz Time

My yvearly purchases for food are around $92,000. | have a vendor that | have been using for years. The
vendor delivers and always has what | need. | do not have any type of contract with them and have not
obtained other quotes.

Am | procuring properly?
 No, did not obtain quotes

What procurement method should | be using?
e Small

What do | need to do differently?
e Check with at least 3 vendors, obtain quotes, evaluate, and award
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Small Purchase Examples

| will be purchasing copy paper and estimate the yearly total for my purchases at $3,000
but | would like to purchase from the same vendor all the time and not spread the
wealth.

Create a detailed list of specifications

1. case of 10 reams, 500 sheets per ream
2. multi-purpose

3. letter size

4. 20 lb.

5. 96-bright
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Small Purchase Examples

Obtain quotes from at least 3 vendors

t Staples | Search for all your business needs koY R Y y— =
‘ I O < RO T sign in Help
PRODUCTS SERVICES & SOLUTIONS DEALS WORKLIFE CENTER MEMBERSHIF

@ HP Laserlet Pro printers Save up to $150 on the HP LaserJet Pro 400 series printers

Home |/ Paper & Stationery /| Copy & Multipurpose Paper

s Staples 8.5" x 11" Multipurpose Paper, 20 |bs, 96
N Brightness, 5000/Carton (513096-BL)
:_J-_.D' Itam & 513056 | Mode| 72 513096 TR559E6
A i iy 32,451 Reviews

Salection:

2000 Cartan W |

gadbhack II

Staples memberships could save you more

Soecil pe dot
LKL arton
ETLOS I Sesang R Open a More Acoount and save

Qe 1 Add to cart
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Small Purchase Examples

Obtain quotes from at least 3 vendors

Quote #2 il — a)l ..

Office Supplies Paper Ink 8 Toner Breakroom Cleaning Technology Furniture School Supplies Print + Copy Services % Deals

Home / Paper / Copy & Printer Paper f Copy 8 Multipurpose Paper /! Product Details

= Back to Sagrch Resglts

T

Organize your note-taking®

Boise® X-9® Multi-Use Copy Paper, Letter Paper Size, 20 Lb, Bright White, 500 Sheets
Per Ream, Case Of 10 Reams e # 196517

1353 | Description | »* Share | & Print
FREE Shipping

—— Select an option

® One-Time Delivery $31.99 Sale
Limit: 5

d

BEST WALUE

Subscription Delivery @ $30.39 Sale
5% subscnipbon discaunt Lirmit: &
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Small Purchase Examples

Obtain quotes from at least 3 vendors

Quote #3 E€OSTCO

Shop All Departments Grocery Business Delivery Optical Pharmacy Services Photo Travel Membership Locations

ViEwW YWarenouse Savings Find a Warahouse el Eman LUITars s LUSIOMEr Senace LIt s

Search o Sign In / Register ™ Ca

Jelivery ZIP Code: 85001 Change

fome / Offce Products / Paper / Copy & Prmbar Faper Hn

Hammermill Fore Multi-Purpose
Paper, Letter, 20Ib, 96-Bright, 1C
Reams of 500 sheets

o 4.2 (25)
ltem 36703  Model HAMIDIZGT

Your Price $5'1 .99

Frice Per REAM: 35.20

Shipping & Handling Included*

on |+ | NN
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Small Purchase Examples

Evaluate the quotes and choose the vendor with the lowest price meeting the

requirements
. . Deliver
Evaluation A ctore D | y
included?
Staples $35.99 Yes
Office Depot/Office Max $31.99 Yes

Costco $51.99 Yes
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Small Purchase Examples

Evaluate the quotes and choose the vendor with the lowest price meeting the

requirements
. . Deliver
Evaluation B ctore D | y
included?
Staples $35.99 Yes
Office Depot/Office Max $31.99 No

Costco $51.99 Yes
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Sowarellll

Micro and Small purchases

Artificially dividing purchases in a way not required
by the nature of the purchase in order for the
purchases to fall under the formal procurement

threshold is not allowed (e.g. buying paper products

and supplies from two different vendors to avoid

going over a procurement method threshold).
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Drocurement Methods

Types (Based on the Amount and Process):

1. ¢MteroPurerase
2. SrataforrahPurehase
3.Large (Formal) Purchase
a.Sealed Bids (Invitation for Bids/IFB)
b.Competitive Proposals (Request for Proposals/RFP)

4.Noncompetitive Proposals
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Drocurement Methods

Formal Purchase

e When the value of the purchase exceeds the
applicable Federal, State, or local threshold for
small purchases ($250,000 or the most
restrictive threshold), use the Formal
procurement method.

Purchases above Simplified
Acquisition Treshold

e For Formal Purchasing, the SFA must decide if
their solicitation will result In:

o Fixed Price Contract (IFB or RFP) Invitation for Request for
o Cost Reimbursable Contract (only RFP) .
Bids Proposals
e The goal of both IFB and RFP methods is to (Competl.tlve (Competitive
obtain the best valued product at the lowest Sealed Bids) Proposals)

price.
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Drocurement Methods

Formal Purchase Benefits

e Protects SFAs legally.

e Avoidance of conflict of interest during procurement processes.
e Clearly defines what is expected from vendors.

e Results in lower overall prices,

e |tisa biginvestment of time up front, but solicitations and contracts are able to be reviewed,
adjusted, and reused going forward.

e |f you have an ongoing relationship with a vendor, it is likely in your best interest to have a contract.
Even if it can be categorized as a small purchase.
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Drocurement Methods

FORMAL PURCHASE - IFB VS RFP

Invitation for
Bids

Request for

Proposals
(Competitive (Competitive
Sealed Bids) Proposals)
e Primary consideration is price. e Technical solicitation that requires the
e Award is made to the most responsive vendor to explain how the objectives
and responsible respondent whose would be met and a cost element
publicly opened bid is lowest in price. Identifying the cost to accomplish the
e Used when there is no substantive proposal
difference among products or services e Price (the major consideration) is only one
that meet the specifications. of the criteria considerations.

e Key difference among bids is price. e Allows for negotiations
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FORMAL PURCHASE - IFB VS RFP

Invitation for
Bids

(Competitive
Sealed Bids)

e |deal when the SFA knows exactly what
they want and they are trying to find the

best price.
e Things like customer service, delivery

terms, etc. can be written into the
specifications of an IFB.

Drocurement Methods

Request for
Proposals

(Competitive
Proposals)

e |deal when the SFA has a problem and
Isn't sure what the best possible solution

IS.
e The SFA needs both the best solution and

the best price.
e RFPs are objectively more work for

everyone involved.
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Drocurement Metnods

S FAS can | OO0 k at A D E ’S p focuremen t . Lhe IFB or RFP will clearly define the purchase conditions and required procurement and program
p roced ures te m p | ate fo ran exam p | e Of . The Insert Title / Position will be responsible for ensuring the following conditions and clauses are
. . . . addressed in the solicitation/contract documents:
everything that is required in a formal 1.Contract time period
. . E_Etaten‘lrent of the SF}!} respﬂpsibility for all cﬂrjtracts awarded
p urc h d Ser INcC | U d 18 g d | | Of t h ecC | auses t h a t E:Eﬂﬂe?c:cli”:;riEfr{né?r?;tir;ggfth;Etr;pc?g?:;i?;:gceptance or rejection
N eed tO be | NC | U d ed . 6. R;ﬁrgr:znfs Ft;rms and conditions) set forth which bidder must fulfill in order for bid to be
evaluated

7.Benefits to which the SFA will be entitled if the contractor cannot or will not perform as reguired
B.Statement assuring positive efforts will be made to involve minority, women, and small business
9. Statement regarding the return of purchase incentives, discounts, rebates, and credits to the SFA's
non-profit Child Mutrition account {cost-reimbursement contracts only) (7 CFR 210.21(f))
10.5Staterment that Contract and/or purchase orders may be issued for firm fixed prices after formal
bidding process
11.Price adjustment clause based on appropriate standard or cost index
12_Method of evaluation and type of contract to be awarded
13.Method of award announcement and effective date (if intent to award is required by State or local
procurement requirements)
14_Specific bid protest procedures including contact information of person and address and the date
by which a written protest must be received
15. Provision reguiring access by duly authorized representatives of the SFA, State agency, USDA, or
Comptroller General to any books, documents, papers and records of the contractor which are
\ I I directly pertinent to all negotiated contracts
y 16.Method of shipment or delivery upon contract award
\ , Al | Of A D E S p r O C u re m e n t 17.Description of process for enabling vendors to receive or pick up orders upon contract award
18. Statement that the contractor shall maintain in current status all Federal, State, and local licenses
and permits required for the operation of the business conducted by the contractor

— — f d t 19.Signed statement of llusi
r eS O u r C eS C a n b e O u n a EG_GEde Hfltaritir::nP::gnr':;c?cnsl;?rl‘liegulations
’ \ The contractor shall be in conformance with the applicable portions of the SFA's agreement under
the program. The contractor will conduct program operations in accordance with 7 CFR Parts 210,
s\ T www.azed.gov/hns/nslp/forms o progran e s

The contractor shall provide products that meet the Public Law 111-298, the Healthy, Hunger-Free
Kids Act of 2010 (HHFKA). The contractor's products shall meet grade level caloric, sodium,
saturated fat, and trans-fat requirements.



https://www.azed.gov/hns/nslp/forms
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—ormal Purcnases
For FOOD purchases only

The RFP/IFB must include all the requirements regarding Buy American:

1.The need for documentation that requests consideration on the use of domestic
alternative foods before approving an exception

2.A requirement to document the use of a non-domestic food exception when
competition reveals the cost of domestic food is significantly higher than non-
domestic food

3.A requirement to document the use of a non-domestic alternative food due to the

domestic food not produced or manufactured in sufficient and reasonable available
guantities of a satisfactory quality

q D)



SECTION 2 PROCUREMENT METHODS SLIDE 88

—ormal Purcnase process

Develop Solicitation
(IFB/RFP)
Include Buy American

for food purchases Publicly

, , , announce/publish the
Keep receipts/invoices FB/RFP to adequate

from purchases number of qualified

bidders

Award contract to the most
responsive and responsible
bidder at the lowest price
(price as the primary factor)

Document bids received
and evaluate bidders using
the established criteria
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—ormal Purcnases ¢

FORMAL PURCHASE - SOLICITATION PROCESS

ldentify all specifications and evaluation factors (with their relative
Importance) and create the solicitation (IFB or RFP). +*Price must be the primary factor

‘ Include the requirement for contract award to be made to the lowest
responsive and responsible bidder (IFB) or bid/offer most
advantageous to the program with price and other factors
considered (Price as the primary factor) (RFP).

e Responsive means that the vendor submits a bid that conforms to all terms of

the solicitation.
e Responsible means that the vendor is capable of performing successfully under

the terms of the contract.

‘ Seek/invite two or more qualified sources willing and able to

compete.




SECTION 2 PROCUREMENT METHODS SLIDE 90

—ormal Purcnases ‘

FORMAL PURCHASE - SOLICITATION PROCESS

Advertise solicitation publicly to an adequate number of qualified
sources to secure more than one bid/offer.

e The advertisement or legal notice should include:
o general description of items
o the deadline for submission
o the address where RFP/IFB documents may be obtained.
e The advertisement should be placed in a location that will ensure free and open
competition:
o SFA Website
o |local newspaper
o social media platform

Provide adequate time for bidders to respond prior to the bid
opening date (3 weeks minimum).

Evaluate bids/proposals as described in the IFB/RFP using
established and published criteria.
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—ormal Purcnases <

FORMAL PURCHASE - EVALUATION CRITERIA SAMPLE (RFP)

Apple Lane Great Granny's Fred's Fuji's

Contractor able to meet all specifications 25 30 30

Product quality = 15

Delivery = 10

Packaging and Labeling = 5

(30 Total)
Three references, past history = 10 10 10 10
Able to provide state of origin on all 0 5 0
products = 5
Delivered within 48 hours of harvest = 10 0 10 7
Successful track record of working with local | 0 5 5

producers= 5

100 possible points 65 95 92
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—ormal Purcnases «

FORMAL PURCHASE - EVALUATION CRITERIA SAMPLE (RFP)

e The must list the evaluation criteria and the number
of points or percentages.

D. Step Four. The Contract award(s) will be made to the responsible Offeror(s) whose offer 1s determined to be the most
advantageous to the SFA_ based on the following criteria (1n bold print below), which are i

(1) Pricing: Demonstrated n:apahﬂlh to meet the needs of the SFA food operatiop
the Offeror must meet the pricing information as described in the Pricing Section (Wemht - 37%)

2) Method of Approach and Implementation Plan: Demonstrated capability to ii pe-peeds of the SFA food operation
service as described in the Method of Approach and Implementation Plan section of the Scope of Work. This shall include
information on how Offeror plans on conducting business in the SFA. (Weight — 35%)

(3) Experience, Expertise and Reliability: Demonstrated experience in operating a food service operation in a SFA. This

can be Arizona experience, or another food service program, and may include evaluation of references submitted. (Weight —
28%)

ed i order of importance.
ost-effective method. Also.

e While the IFB contains criteria to assess quality it does so

in a pass/fail approach as opposed to scoring the
evaluation criteria.
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—ormal Purcnases

FORMAL PURCHASE - DOCUMENTATION

N~ Your documentation will include:
=

e Solicitation Documentation: the original RFP or IFB

e Responses: copies of bids/offers

e Evaluation Documentation: scoring results used to select the vendor
e Copy of contract: if separate from the RFP and proposal, copies of
the final contracts awarded and contract notification documentation
Copies of 3 invoices/receipts

e Copy of public advertisement

e Copies of any amendments to the contract
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—ormal Purcnases

NONCOMPETITIVE PROPOSAL

May be used only when the award of a contract is infeasible under small purchase
procedures, sealed solicitations, or competitive proposals and one of the following

circumstances applies:

v Item available from only one source

v/ Public exigency or emergency (COVID)

v Authorized by FNS or State agency based on
written request

v/ After solicitation from a number of sources,

competition is deemed inadequate
\ | 4 Procurement method used when

.'_ competition is deemed inadequate

~ or impossible due to public exigency
or emergency

\
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Noncompetitive Proposal

When Is it appropriate to use noncompetitive proposals?

Wrong Answer #1: Noncompetitive proposal method is the procurement method | use when |
run out of time, and | need to buy something right away without taking the time to compete

Why it's wrong: The use of noncompetitive proposal cannot be justified simply because the SFA
has failed to plan properly. In fact, conducting a noncompetitive procurement for this reason
would result in an unaliowable contract.

Wrong Answer #2: The noncompetitive proposal should never be used. It's allowable only when
there's one source of a product or service In the entire world, and | dont think that ever really
nappens.

Why it's wrong: While a sole source situation should be fairly uncommon, there are real-life sole

source situations, as well as other legitimate reasons for the SFA to use the noncompetitive
proposal method.

Wrong Answer #3: |'ve used noncompetitive proposalg in an emergency situation; and then,
when the contract is up for renewal, | simply negotiate with the current vendor and no one else.

Why it's wrong: Although a public emergency can justity the use of noncompetitive proposalis,
the resuiting contract is a short-term solution 1o the emergency situation. As a rule, contracts
resulting from noncompetitive proposals are of short duration and must not be noncompetitively
renewed.
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Sole Souyrce

Sole source procurements, in the SNP, occur when the goods or services are available from
only one manufacturer through only one aistributor or supplier. While sole source situations

are rare in our programs it is possible for one to arise. For example, a SFA might own an older
model oven that still works but the replacement paris are only sold by one manufacturer as

the equipment is considered workable but outdated. Sole source describes a condition of the
procurement environment. In a true sole source situation, conducting a traditional solicitation
(sealed solicitation, competitive proposal, or small purchase) is a meaningless act because the
element of competition will not exist. When faced with an actual sole source situation, the SFA
must first obtain SA approval, and then go directly to the one source of supply to negotiate terms,
conditions, and prices.

Approvals Needed for Sole Source Procurements

Sole source procurements are more likely to occur when a SNP Is purchasing cutting-edge
technology or highly technical scientific products. SNPs typically do not procure these types

of products or services. When the SFA staff believes that it needs to procure a particular brand
name product in order to meet Its requirements; the SFA musl seek prior approval from the siale
agency to ensure that the solicitation does not restrict competition.
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SiNngle Response

Single Response to a Small Purchase
e Remote location

e Limited vendors available in area
e Limited vendors who deliver to area

Examples

e The SFA Isin a remote location with only one grocery store 45 miles; the SFA shops at the
same store continuously for food and supplies.

e The SFA needs a vendor that can deliver 3 times a week because the SFA has limited storage
capacity; there is only one vendor that can do so.

e Must still attempt to obtain price quotes

e Document the process used and explain
the situation




Quliz Time

Formal procurement methods include:

Micro and small purchases
RFB and IFP
Formal and Informal

| don’t khow

O o W »



Quliz Time

Formal procurement methods include:

e For Formal Purchasing, the SFA
must decide if their solicitation will
result in:

o Fixed Price Contract (IFB or RFP)
®FB 2oz A o Cost Reimbursable Contract
(only RFP)

A Micro and small purchases

C Formal and Informal

e The goal of both IFB and RFP
methods is to obtain the best valued

product at the lowest price.

D Ildon’t know
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-SMC anad Catering Contracts

ALL FSMC (Food Service Management Company) and Catering contracts
must be approved by ADE.

M
v

« Small purchase (informal) Catering contract agreements under
$100,000/$250,000

o Each contract agreement must be procured and completed annually - no
renewals allowed.

o Informal Catering contracts have a duration of one year - Contract dates
must be between July 1-June 30.

o Use the current year ADE templates and make sure to fill in all information.

o Turn in a sighed and completed copy for approval, along with checklist,
Certificate of Independent Price Determination, Lobbying forms, and
copies of vendor's permit to operate and health inspections.

o The SFA must recelve approval of the contract agreement before food

operations begin.
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-SMC and Catering Contracts

e Large purchase (formal) All FSMC (ho matter the amount) and Catering
contracts over $100,000/$250,000

o Mandatory training

o Solicitation documents — must use ADE templates, contact
HNScontracts@azed.gov for the necessary templates after reviewing this
training.

o RFP, Evaluation Rulbric

o ADE Approval, Public release

o Evaluation by Committee

o ADE Approval of Selected Proposal, Notification

o Contract duration —one year with 4 renewals

For more information, please reference
~ USDA's Contracting with Food Service

1y

.~ Management Companies: Guidance for School
Food Authorities



https://fns-prod.azureedge.us/sites/default/files/cn/SP40_CACFP12_SFSP14-2016a2.pdf
https://fns-prod.azureedge.us/sites/default/files/cn/SP40_CACFP12_SFSP14-2016a2.pdf
https://fns-prod.azureedge.us/sites/default/files/cn/SP40_CACFP12_SFSP14-2016a2.pdf
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Cooperative Purchasing Groups

Purchasing Goods and Services Using Cooperative Agreements, Agents,
and Third-Party Services

e SFAs may consider entering into an agreement with cooperative purchasing groups as a
way to increase purchasing power.

e Thisagreement is not a method of procurement, but rather an agreement to competitively
procure common or shared goods and services.

e Once thisagreementisin place, the group goes out for procurement as if they were one
large entity, following all applicable rules and regulations.

NOT ALL GPOS/COOPERATIVES ARE THE SAME

e 3 categories of group purchasing efforts exist

o CNP operator only and/or CNP State Agency cooperatives
o Agents

o Third-party entities

4
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GPOs/Cooperatives

SFA-only/CNP State agency cooperative agreements

e Occurs when a group of SFAs join together to purchase food and supplies for the Child
Nutrition Programs.

e Cooperatives work together to forecast their needs and procure goods together.

e Joining such a cooperative does not require competition;

e This is NOT a method of procurement.

e SFAs agree to competitively procure goods and services jointly in compliance with the
Program and government-wide regulations in 7 CFR 210.21 and 2 CFR 200.318-.326,
respectively.

e If product is not purchased by the cooperative or not available from procured source,
SFA must conduct separate competitive procurement procedures.

SFA’s must still conduct the
applicable procurement method

based on the value of the purchase.
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GPOs/Cooperatives

Agents
e Occurs when SFAs competitively procure the services of an agent. The agent then

conducts procurement on behalf of the SFA for all necessary food and supplies.

e The agent is contractually obligated to conduct all competitive procurement processes
In accordance with Federal regulations.

« Agent must be selected through competitive procurement based on anticipated agent
fee;

e Agent fees must be a fixed fee, not a percentage of cost;

e Agents must follow purchasing procedures consistent with 7 CFR 210.21 and 2 CFR
200.318-.326

e Agent must have SFA's best interest in mind;

e Agent must not have any conflict of interest;

« SFAs must monitor agent’s performance and ensure agent is following Federal
regulations.

SFA’s must still conduct the
applicable procurement method

based on the value of the purchase.
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C

DOs/Cooperatives

Third-party entity - Group Purchasing Organizations.

Occurs when an SFA procures a contract with a GPO using small purchase procedures.
GPO helps manage the issuance of bid packages/requests for proposals and the award of
contracts.

GPO must be selected through competitive procurement using micro- or small
purchase procedures based on the membership fee;

SFA must monitor GPO's compliance with and ensure GPO is following Federal
regulations.

SFA's may consider the price for the GPQO's contracted source as one source when the SFA
conducts a competitive procurement process using micro- or small purchase procedures,
sealed bids or competitive proposals.

If the value of the purchase exceeds the applicable SAT, then the SFA must publish sealed
bids or competitive proposals provided the GPO did not draft the solicitations.

SFA’s must still conduct the
applicable procurement method

based on the value of the purchase.




Quliz Time

The Diamondbacks SFA has decided to work with 4 other SFAs to purchase food and supplies for their
CNP within each of their respective SFAs. They forecast their needs together and find out that they can
lower the cost of goods by competitively procuring their food and supplies together. There is a small
fixed fee for each SFA included in the agreement to cover overhead and administrative costs. Which

type of GPO/Cooperative is this?

SFA-only cooperative agreement
CNP State Agency cooperative agreement

Inter-agency agreement

O o ®m »

Group purchasing organization



Quliz Time

The Diamondbacks SFA has decided to work with 4 other SFAs to purchase food and supplies for their
CNP within each of their respective SFAs. They forecast their needs together and find out that they can
lower the cost of goods by competitively procuring their food and supplies together. There is a small
fixed fee for each SFA included in the agreement to cover overhead and administrative costs. Which
type of GPO/Cooperative is this?

In SFA-only cooperative agreements,
) the SFAs agree to competitively
( A }'FA-onIy S EEIELIE e EmE procure goods and services jointly in
compliance with the Program and

B CNP State Agency cooperative agreement government-wide rules.

C Inter-agency agreement If a product is NOT purchased by the

cooperative, the SFA must conduct a
separate competitive procurement
process for it.

D Group purchasing organization



Quliz Time

The Diamondbacks SFA decided they did not have the time or expertise needed to conduct proper
procurement for the school year. Instead, it competitively procured the services of LL]'s Procurement
Company. LL]'s procurement company charged a fixed fee for the contract, and began conducting all
competitive procurement processes in accordance with Federal regulations while keeping
Diamondbacks SFA’s best interest in mind. What type of group purchasing is this?

SFA-only cooperative agreement
Agent

Third-Party

O o ®m »

Group purchasing organization



Quliz Time

The Diamondbacks SFA decided they did not have the time or expertise needed to conduct proper
procurement for the school year. Instead, it competitively procured the services of LL]'s Procurement
Company. LL]'s procurement company charged a fixed fee for the contract, and began conducting all
competitive procurement processes in accordance with Federal regulations while keeping
Diamondbacks SFA’s best interest in mind. What type of group purchasing is this?

A SFA-only cooperative agreement

Agents must not have a conflict of
@gent interest and SFAs must still monitor
agent’s or contractor’s performance to
C Third-Party make sure tit is following purchasing

procedures consistent with 7 CFR
D Group purchasing organization 210.21 and 2 CFR 200.318-.326 r)



Quliz Time

The Diamondbacks SFA used small purchase procedures and contracted with Win Big Savings Club to
take advantage of the groups buying power. Win Big Savings Club offers services to hospitals, public
and private schools, and police departments. Wing Big Savings Club helps manage the issuance of bid
packages and requests for bids BUT Diamondbacks SFA still needs to competitively procure goods
based on the value of the purchase. Diamondbacks SFA pays a minimal annual membership fee to Win
Big Savings Club for access to it's price list of products and services. Diamond backs SFA uses this list
and one source when competitively procuring goods. Which type of purchasing group is this?

A SFA-only cooperative agreement
Agent

B
C Third-Party
D

Group purchasing organization )
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The Diamondbacks SFA used small purchase procedures and contracted with Win Big Savings Club to
take advantage of the groups buying power. Win Big Savings Club offers services to hospitals, public
and private schools, and police departments. Wing Big Savings Club helps manage the issuance of bid
packages and requests for bids BUT Diamondbacks SFA still needs to competitively procure goods
based on the value of the purchase. Diamondbacks SFA pays a minimal annual membership fee to Win
Big Savings Club for access to it's price list of products and services. Diamond backs SFA uses this list
and one source when competitively procuring goods. Which type of purchasing group is this?

A SFA-only cooperative agreement e GPOs must be competitively procured
using the applicable procurement
B Agent procedures based on the membership
fee.
C Third-Party e SFAs may consider the price for the
GPO'’s contracted source as one source 0
( D) ’Jroup purchasing organization when the SFA conducts competitive

procurement.
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Piggybacking

e Piggybacking occurs when an SFA joins a contractual agreement that has already been
awarded Iin order to take advantage of the same terms and pricing of the contract.

e Cooperative purchasing groups may allow “piggybacking” onto existing group contracts.

« Can only be done if the contract contains language allowing the solicitation and
piggybacking of SFAs.

e Contract must specify the conditions under which SFAs may participate (i.e. a limit on
number of SFAs to participate, dollar limits, etc.)

e If there is no language in the contract allowing piggybacking, adding a new SFA is
considered a material change and will require new competitive procurement.

e The vendor must also agree to piggybacking.
. For more information please reference

\ 4 .
*@'_ SP 05-2017 Q&A: Purchasing Goods and

~ Services Using_Cooperative Agreements,
Agents, and Third-Party Services

'4 \



https://fns-prod.azureedge.us/sites/default/files/cn/SP05_CACFP03_SFSP02-2017os.pdf
https://fns-prod.azureedge.us/sites/default/files/cn/SP05_CACFP03_SFSP02-2017os.pdf
https://fns-prod.azureedge.us/sites/default/files/cn/SP05_CACFP03_SFSP02-2017os.pdf
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PIggyoacking

Considerations

e When adding parties to either a fixed-price or cost-reimbursable contract, known as
“piggybacking’, the contract must have been procured following applicable program
regulations and be in compliance with 2 CFR Part 200.318-.326

e Contract must contain a provision allowing “piggybacking”

e |f a provision is not included, the addition of a new SFA constitutes a material change.

e |f a material change is determined, a new competitive procurement is required.

. For more information please reference

\ 4 .
@ - SP 05-2017 Q&A: Purchasing_Goods and

&~ Services Using Cooperative Agreements,
Agents, and Third-Party Services



https://fns-prod.azureedge.us/sites/default/files/cn/SP05_CACFP03_SFSP02-2017os.pdf
https://fns-prod.azureedge.us/sites/default/files/cn/SP05_CACFP03_SFSP02-2017os.pdf
https://fns-prod.azureedge.us/sites/default/files/cn/SP05_CACFP03_SFSP02-2017os.pdf

Quliz Time

The Hogwarts SFA decided to piggyback on the Ministry of Magic Cooperative contract to purchase
meals from a qualified vendor. The value of the purchase was $300,00 for one fiscal year. The contract
Included a piggybacking clause allowing 2 new SFAs to join the contract and the dollar amount was

capped at $550,000 per fiscal year. The Hogwarts SFA decided to piggyback on the contract instead of
conducting a formal procurement process to save time and administrative costs.

Does this constitute a material change?

A Yes

B No



Quliz Time

The Hogwarts SFA decided to piggyback on the Ministry of Magic Cooperative contract to purchase
meals from a qualified vendor. The value of the purchase was $300,00 for one fiscal year. The contract
Included a piggybacking clause allowing 2 new SFAs to join the contract and the dollar amount was

capped at $550,000 per fiscal year. The Hogwarts SFA decided to piggyback on the contract instead of
conducting a formal procurement process to save time and administrative costs.

Does this constitute a material change?

e The contract had a provision allowing 2
more SFAs to piggyback on the original

O contract and had a dollar amount
B No

specified in the contract.

A Yes



Quliz Time

The Hogwarts SFA decided to piggyback on the Ministry of Magic Cooperative contract to purchase
meals from a qualified vendor. The value of the purchase was $300,00 for one fiscal year. The contract
Included a piggybacking clause allowing 2 new SFAs to join the contract and the dollar amount was
capped at $550,000 per fiscal year. The Hogwarts SFA decided to piggyback on the contract instead of
conducting a formal procurement process to save time and administrative costs.

Can the Hogwarts SFA piggyback off this contract?

A Yes

B No



Quliz Time

The Hogwarts SFA decided to piggyback on the Ministry of Magic Cooperative contract to purchase
meals from a qualified vendor. The value of the purchase was $300,00 for one fiscal year. The contract
Included a piggybacking clause allowing 2 new SFAs to join the contract and the dollar amount was
capped at $550,000 per fiscal year. The Hogwarts SFA decided to piggyback on the contract instead of
conducting a formal procurement process to save time and administrative costs.

Can the Hogwarts SFA piggyback off this contract?
e If the procurement of good and services

is greater than the applicable SAT then

program operators must publish sealed
bids or competitive proposals to which

@No the cooperative may respond provided
the cooperative did not draft the

proposal. The SFA would need to r)

A Yes

conduct a formal procurement for this
contract regardless.
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SECTION 4 COOPERATIVE PURCHASING GROUPS

Varket Basket Analysis

e Market basket analysis allows a Program operator to review bids using an
established, representative sample of goods and use this subset of prices to award a

contract as long as the published solicitation includes language that allows for

this type of an evaluation.
e This is not acceptable for awarding equipment or service contracts.

e Market basket analysis is not appropriate in fee-for-service processing contracts as
these are service contracts and do not lend themselves to this type of analysis.

“Market Basket Analysis”
e Best practice is to use a representative sample that reflects 75% or more of the

estimated contract value. For example, suppliers often provide velocity reports to
notify Program operators of the value and volume of goods purchased for the prior

year through an awarded contract. The program operator’'s written procurement
procedures state they will use a sample representing 80% of the value of goods

when using the market basket analysis.
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Viarket Basket Analysis

“Market Basket Analysis” Sample Language

Sample Language:

“The Market Basket Analysis sample is established to represent [75]% of the total
estimated value of the contract to be awarded. The most recent velocity/sales report
from our current supplier(s) was used to project the balance of the year and adjusted for
any estimated change in menu and participation for the following year. As a result, the
list of [T00] goods to be purchased under the solicitation includes the top [60] goods
purchased by dollar volume representing the [75]% threshold. Prices for the remaining
[40] goods listed in the solicitation should also be included, though they will not be a
part of the market basket analysis.”

A best practice is to include a provision in the
solicitation and contract documents that
suppliers will provide velocity reports as _,, Formore information, please reference
@ ED-144, SP 04-2018, SESP 01-2018,

requested.

-\~ CACFP 04-2018



https://fns-prod.azureedge.us/sites/default/files/resource-files/FD-144%20Market%20Basket.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/FD-144%20Market%20Basket.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/FD-144%20Market%20Basket.pdf
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The National School Lunch Act
requires SFAs to purchase, to the
maximum extent practicable,

® o_©
Defl n Itlons domestic commodities or products.

USDA FNS memo SP 38-2017 guidance states that SFAs must ensure that all procurements using funds
from the nonprofit school food service account comply with the Buy American provision. This includes
foods that are sold to students as a |la carte food items. Memo SP 20-2006 guidance describes actions
that SFAs can take to comply with the Buy American requirements.

Domestic Commodity or Product
Is defined as an agricultural commodity that is produced in the United States and a food product that is

processed in the United States using substantial agricultural commodities that are produced in the
United States.

Substantial
means that over 51 percent of the final processed product consists of agricultural commodities that were

grown domestically.

Products from Guam, American Samoa, Virgin Islands, Puerto Rico, and the Northern Mariana Islands
are allowed under this provision as territories of the United States. The Buy American provision (7 CFR
Part 210.21(d)) is one of the procurement standards SFAs must comply with when purchasing
commercial food products served in the school meals programs.


https://www.fns.usda.gov/nslp/compliance-enforcement-buy-american
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SUy American Provision
BUY AMERICAN:

Complying with Buy American starts with menu SUPPORTING DOMESTIC AGRICULTURE
planning. Forecasting will help to ensure product !" SICH"”,'-M.EA'—_S -
choices are compatible with Buy American availability. e BL¥ AMERICAN PROVISION safeguards e bl and wel

the U5, economy, American farmers, an
and Memo 5P 38-2017)

School food authorities (SFAs) in the continental United States® must purchase d

¢ p e rta i n S to FO O D p u rC h a Ses and food |:'n:.:-_-:..r.~:- For foods that are unprocessed, the agricultural -:n:"'-rr:-:i- ;a-:r;;r;ei;*-;s--r_:lzﬂz :: I:':=~ that

. . . are processed, they must be processed domestically using domestic agriculiural food components that are comprised
e Schools should include a Buy American clause in all i i eoes o i v s ol e A s ey e g o i
counts toward a reimbursabie school meat (meats/meat atternates, grains, '-.'EQEI.EII.E'E-.'IF.JIZE and fluid milk

product specifications, bid solicitations, requests for
proposals (RFPs), purchase orders and other PR
procurement documents issued AND a requirement for

certifying product
e Must be documented in SFA Procurement Procedures

How SFAs Can Buy American Foods Exceptions to Buy American

& |nclude the E-_-, AMencan provsion and Hesgraphic

. ripelitive Dids reveal the I

famestic pad componants, by waight dormiest fiict

USDA Buy American Provision Fact Sheet

3
CHELD
e



https://fns-prod.azureedge.us/sites/default/files/resource-files/FactSheet_BuyAmerican.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/FactSheet_BuyAmerican.pdf
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SUY American Provision

SP 23-2024

On April 25, 2024, FNS published the final rule, Child Nutrition Programs: Meal Patterns Consistent With
the 2020-2025 Dietary Guidelines for Americans(89 FR 31962, April 25, 2024). Among other provisions, this
rule finalizes regulations that strengthen the School Meal Programs’ Buy American provision.

e The final rule is effective on July 1, 2024; some provisions have phased-in implementation dates. The
table on the next slide compares previous requirements with the updated requirements for each
provision.

For more guidance visit Memo SP 23-2024
Buy American Provisions Related to the Final Rule

Titled, Child Nutrition Programs: Meal Patterns
Consistent With the 2020-2025 Dietary Guidelines
for Americans



https://fns-prod.azureedge.us/sites/default/files/resource-files/SP23-2024os.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP23-2024os.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP23-2024os.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP23-2024os.pdf
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BUY AMERICAN EXPANSION OVERVIEW CHART

PROVISION PREVIOUS REQUIREMENTS UPDATED REQUIREMENT

Limited Exceptions to the two limited exceptions for price and availability
Buy American that school food authorities could use to purchase The final rule codifies the two limited exceptions in Memo SP 23-2024
Requirement non-domestic items

USDA had not previously defined a dollar amount
or threshold limiting commercial non-domestic
food purchases.

Cap on Non-Domestic
Food Purchases

The limit on the percent of total commercial food costs from non-domestic foods
will be phased in over 7 school years.

Exception USDA instructed school food authorities to e - : : "
. .. C USDA codified in regulations the requirement for school food authorities to
Documentation and Mmaintain documentation justifying the use of .. . :
. . . maintain documentation to demonstrate the use of exceptions.
Reporting Requirements exceptions.

USDA instructed school food authorities to include
Buy American provisions in documented
procurement procedures, solicitations, or

USDA codified in Program regulations the requirement for school food authorities
to include the Buy American provisions in all procurement procedures,
solicitations, and contracts.

Procurement Procedures

contracts.
Definition of Threush seliey cufcanes, USHA deflined ¥hs b The definition r\ew IS as.follows: SijstantlaIIy using agriculture commodities that
“ . ” ) o are produced in the United States” means over 51 percent of a food product must
Substantially substantially . . . :
consist of agricultural commodities that were grown domestically.
Clarification of , , , - o : :
Requirements for did not previously include any specific USDA codified in Program regulations, with no changes from current statutory
requirements or information on the Buy American requirements or policy guidance, language that addresses how Buy American
Harvested, Farmed, and ., : - . ) ) .
provision’s applicability to fish. requirements apply to fish and fish products.

Wild Caught Fish



SECTION S5 BUY AMERICAN PROSIVION

SLIDE 127

SUy American
Accommodaation

HNS 05-2025 \®

Beginning July 1, 2025, SFAs must ensure non-domestic food
purchases do not exceed 10 percent of total annual
commercial food costs.

If an SFA demonstrates they are unable to meet the
requirement, HNS will offer an accommodation that will
temporarily allow the SFA to exceed the 10 percent threshold
for non-domestic food purchases. HNS will provide technical
assistance to SFAs to support the temporary accommodation
consistent with the availability of the two regulatory
exceptions for non-domestic purchases.

To receive this temporary accommodation, SFAs must
complete the Buy American Accommodation Plan.

BUY AMERICAN ACCOMMODATION
PLAN REQUIREMENTS

e Contact Information

e Reasonable explanations of why the
accommodation is needed and the 10%
threshold is being exceeded. Examples:

o timing of the procurement cycle;

o student preference/anticipated
participation impacts;

o [tems that help meet meal standards;

o items that facilitate meal service models.

o Categories of food that require the
accommodation

e Anticipated timeline to make modifications to
meet the Buy American requirement


https://www.azed.gov/hns/nslp/forms
https://www.azed.gov/sites/default/files/2025/06/HNS%2005-2025%20Buy%20American%20Accommodation%20Plan.pdf
https://www.azed.gov/hns/sfaaccommodationplansy25-26
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Ni# EDUCATION

Fapcpt"

Parents Educators & Administrators Programs About ADE Data & Systems ADEConnect Q

e I' ARIZONA DEPARTMENT OF Select Language  w

fin@vo

Home - Health and Mutrition Services Mational School Lunch Program and School Breakfast Program - Program Forms and Re

National School Lunch Program and School
Breakfast Program - Program Forms and
Resources

» Calendars and Checklists

» Eligibility Documents for School Meal Benefits

» Food/Health Safety
» Fresh Fruit and Vegetable Program (FFVP)
» Local Wellness Policy

» Menu Planning

v Operational

« Buy American Accommodation Plan 8Y 2025-2026
= Buy American Exceptions Summary Tool

Internal On-Site Monitoring Form - Afterschool Care Snack Program

Internal On-Site Monitoring_Form — Breakfast

Internal On-Site Monitoring_Form — Lunch

Daily Edit Check Worksheet (for sites operating regular NSLP and Special Assistance Provision
Base Year)(PDF) (Excel)

Simplified Daily Edit Check Worksheet (for sites operating CEP and Special Assistance Provision
Non-Base Year)(PDE) (Excel)

« Memorandum of Understanding (PDF) (Waord)

Record Keeping List

Smart Snacks Calculator

Medical Statement for Students with Special Dietary Accommodations (English) (Spanish)

-

SOUrces

Administrators and School Leaders -
Parents and Families -

Child Mutrition Program Operators =

Peer to Peer Support for Child Mutrition
Professionals

Free and Reduced-Price Percentage
Report

HHS/USDA Memos
Civil Rights

Submit Data Request

Contact

Health & Mutrition Services
(602) 542-8700
ContactHNSmazed.gov

HelpDesk
Contact the Department

Call

SUY Amer

Drovision

WHERE TO FIND THE FORM

e The form can be found on ADE's
website under the NSLP Forms
and Resources section.

g NSLP Program Forms and Resources



https://www.azed.gov/hns/nslp/forms




SECTION 6 LOCAL FOODS PROCUREMENT SLIDE 130
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HELPS SFAS WITH

How to use Geographical Preference in procurement documentation

How to write local foods specifications to find a vendor/farm

Work/coordinate with HNS Farm to School Specialist

Find produce items that are hard to procure domestically (comply with Buy American Provision)
Find ways to serve a wider variety of fresh, local produce items

Connect children to food and farms

Incorporate traditional foods
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WHY BUY LOCAL?

Greater variety of fresh fruit and vegetables in meals
Fill in gaps from current vendors/contracts
Can help with Buy American compliance

Support local farmers and vendors
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COMMON MOTIVATORS FOR SOURCING LOCAL FOOD IN SCHOOL MEAL PROGRAMS

Serving seasonal or unique products may increase menu appearance and, thus, participation for
meals served.

When special nutrition related events or promotions are included in the service of nhew foods offered,
perception of meals served can increase meal participation.

Schools participating in farm to school have quoted a desire to support their local school community
through local farm purchases.

Many schools participating in farm to school have quoted seeing a light reduction in food waste
and, thus, an increase in food consumption.
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HOW TO BUY LOCAL?

e Use a Procurement Method to target local foods
o Micro, Small, Formal purchase methods

Purchases at or below Simplified Purchases above Simplified
Acquisition Threshold. Acquisition Threshold.

Invitation for Request for

Micro Small Bids Proposals

Purchase Purchase (Competitive (Competitive
Sealed Bids) Proposals)
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EXPANDED GEOGRAPHIC PREFERENCE OPTION

On May 22, 2024 the USDA released the expanded geographic preference option;

&) Increases procurement of local foods

3 Adds “local” as a specification strategy or product requirement that requires vendors meet before
"/ securing a contract

@) Applies to all Child Nutrition Programs

&) Implementation begins July 1, 2024

For more guidance visit Geographic Preference
Expansion Related to the Final Rule titled, Child

Nutrition Programs: Meal Patterns Consistent With
the 2020- 2025 Dietary Guidelines for Americans



https://fns-prod.azureedge.us/sites/default/files/resource-files/SP22_CACFP08_SFSP13-2024s.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP22_CACFP08_SFSP13-2024s.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP22_CACFP08_SFSP13-2024s.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP22_CACFP08_SFSP13-2024s.pdf
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EXPANDED GEOGRAPHIC PREFERENCE OPTION

This option is a new method that allows CNP operators or State agencies
purchasing on their behalf to increase their procurement of local unprocessed
agricultural products for program meals. It includes specific strategires for
building specifications during formal procurement procedures:

&) “Local” may be used as a new specification.

&) “Local” may be used as a defined scoring advantage.

For more guidance visit Geographic Preference
Expansion Related to the Final Rule titled, Child

Nutrition Programs: Meal Patterns Consistent With
the 2020- 2025 Dietary Guidelines for Americans



https://fns-prod.azureedge.us/sites/default/files/resource-files/SP22_CACFP08_SFSP13-2024s.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP22_CACFP08_SFSP13-2024s.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP22_CACFP08_SFSP13-2024s.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/SP22_CACFP08_SFSP13-2024s.pdf
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KEY PRINCIPLES OF GEOGRAPHIC

PREFERENCE OPTION e CNP operators determine what s
considered “local”

e FNS does not have a definition of “local”

FNS does not define local for CNP operators. .
There is no singular definition of local foods at * “Local” is set based on the program goals

USDA or FNS. CNP operators have the and product needs of the CNP operator

authority to define what “local” means.
e Should not interfere with “full and open”

Local is based on the program goals and competition

product needs of the CNP operators. They may
use an established boundary such as a city,
town, country, or state. The definition is flexible
and can expand or contract based on what is
needed.

e Applies to the source of the product.
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FULL AND OPEN COMPETITION

Market research is the
best tool for determining
If operators are meeting
CNP program operators may define what 7
“local” means for their own procurement fU" and Open

practices as long as it does NOT interfere with

“full and open” competition. com petition"
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_Ocal Foods | |
Unprocessed Agricultural Products include:

B rQC u r@ m e m t e Products that are grown, raised or caught

UNPROCESSED PRODUCTS locally.

e Products that still retain their inherent
The geographic preference Option may be character.

applied to local unprocessed agricultural

products. e Products using food preservation technigues
that do not change the inherent character of

Meaning only agricultural products that retain an agricultural product such as cooling;

their inherent character, are eligible for refrigerating, freezing, size adjustments,

applying the optional geographic preference. drying/dehydration, washing, “cold

pasteurization”, packaging (such as placing
eggs In cartons, vacuum packing and
bagging, butchering, cleaning, and
pasteurization of milk.
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GEOGRAPHIC PREFERENCE OVERVIEW CHART

KEY CONCEPTS PREVIOUS REQUIREMENTS
This provision applies to local unprocessed agriculture product purchases for any of the Child Nutrition Programs
Programs that may apply (CNPs), including the National School Lunch Program (NSLP), School Breakfast Program (SBP), Fresh Fruit and
a geographic preference Vegetable Program (FFVP), Special Milk Program (SMP), Child and Adult Care Food Program (CACFP), Summer Food
option Service Program (SFSP), and Seamless Summer Option (SSO), and purchases made for CNPs by State agencies and the

USDA Department of Defense Fresh Fruit and Vegetable Program (USDA DOD Fresh).

Unprocessed locally grown, raised, or caught agricultural products, meaning only agricultural products that retain their
.. inherent character, are eligible for applying the optional geographic preference. Food handling and preservation
Products e"g'ble for techniques that do not change the inherent character of an agricultural product include cooling; refrigerating; freezing;
geographic preference size adjustment made by peeling, slicing, dicing, cutting, chopping, shucking, and grinding; drying/dehydration;
option washing; applying high water pressure or “cold pasteurization”; packaging (such as placing eggs in cartons), vacuum
packing and bagging (such as placing vegetables in bags); butchering livestock and poultry; cleaning fish; and
pasteurizing of milk.

There is no singular definition of local at USDA. FNS does not define local foods for the CNPs but
defers to CNP operators to define local. CNP operators may determine the specific local area
associated with the geographic preference option for unprocessed agricultural products when
buying food.

Defining “local”

Using local as a product

ere . Not allowed
specification

Using a defined scoring

Allowed
advantage

NEW FINAL RULE

No change

No change

No change

Allowed

No change
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GEOGRAPHIC PREFERENCE OPTION GEOGRAPHIC PREFERENCE OPTION
STRATEGY 1: LOCAL AS A STRATEGY 2: DEFINED SCORING
SPECIFICATION ADVANTAGE
e |deal when only locally unprocessed e Awards extra points to products meeting
agricultural products are acceptable. “local” definition.
e Includes a definition of “local” e When locally produced products are
o Within a specific geographic area preferred, but not required,
e Vendors' products must meet criteria for e Solicitation defines bid evaluation methods
award

e Market research helps avoid limiting
e Market research helps avoid limiting competition

competition
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LOCAL AS A SPECIFICATION DEFINED SCORING ADVANTAGE
EXAMPLE EXAMPLE
e Hogwarts SFA usually buys whole apples for e The Ministry of Magic SFA is purchasing fresh
lunch service. fruits and vegetables.
e They'd like to begin sourcing only local e Local is preferred, but not required.
apples. e Vendors may receive additional points based
e Definition of “local™ Must be grown within on a sliding scale for offering local
200 miles of Hogwarts. unprocessed agricultural products.

e Hogwarts SFA did their market research
and found that there are 7 apple orchards
within 200 miles of Hogwarts enabling full

and open competition. Points are awarded as follows:
Specification reads: 75% or more = 20 points
“Apples, fresh, 125-138 count, whole and free 50% or more = 10 points
from decay, injury or disease, and must be 25% or more = 5 points

grown within 200 miles of Hogwarts.
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PROCUREMENT REVIEWS ARE CONDUCTED BY THE STATE AGENCY USING A STEP-
N BY-STEP APPROACH AND INTENDED TO ASSESS COMPLIANCE AND PROVIDE
¥ TECHNICAL ASSISTANCE TO THE SFA.

THE REVIEW OF SPECIFIC PURCHASES WILL:

&) Ensure the proper method (Micro, Small, Formal) is being used

@) Ensure correct documentation is kept on file

&) Ensure compliance with Federal regulations and policies

@) Improve the process of procuring foods and services for the Food Service Program
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Drocurement Reviews

A~ THINGS TO KNOW:
v

O Administrative Review and Procurement Review are separate reviews but are conducted
using the same cycle as Administrative Review

Procurement Review is based off previous school year records

ADE is required to ensure that SFAs comply with the applicable regulation
through audits

Procurement Review is required every 3 years
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COMMON FINDINGS

The SFA and its employees, officers, or agents may neither solicit nor accept gratuities, favors, or anything of
monetary value from contractors or parties to subcontracts. However, organizations may set standards for
situations in which the financial interest is not substantial, or the gift is an unsolicited item of nominal value. The

nominal value set by the SFA is as follows $ INSERT NOMINAL VALUE e Written Code of Conduct
o No disciplinary actions listed

Disciplinary actions for violation of the Standards of Code of conduct of the SFA are as follows:

(Enter the list of appropriate disciplinary actions for your organization)

PROCUREMENT THRESHOLDS e Procurement Procedures

o Threshold not listed correctly,
or at all

The SFA's Simplified Acquisition Threshold (the amount at which the SFA has to use the formal method)
5. l<select threshold utilized by SFA or type in local simplified acquisition threshold>

*Micro-Purchase Procedures are for purchases not exceeding $10,000. e
*Small Purchase Procedures are for purchases greater than $10,000 but not exceeding the Simplified > Procedures not SpeCIﬂC to

Acquisition Threshold listed above. Child Nutrition Program or
*Formal Purchase Procedures (Sealed Bids/IFBs or Competitive Proposals/RFPs) are for purchases in

excess of the Simplified Acquisition Threshold listed above. iIncomplete
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COMMON FINDINGS

e Micro Purchase
o Did not spread purchases evenly between vendors
o Bought repeatedly from same vendor but listed as a Micro
e Small Purchase
o Did not obtain quotes from at least 2-3 qualified vendors
o Open P.O. is not part of the procurement process
o Did not create a solicitation document
s Create a grocery list of items if shopping at store(s)
s Create a list of items that you want to purchase and other
requirements (i.e. need delivery) that you send to the vendors
s For food, Buy American applies, so add it to templates or
grocery list and for verbal quotes discuss it with vendors and
document that discussion
o Did not provide evaluation documentation/reason chose a
vendor
o Did not maintain records for 5 years (save all documents)
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PROCUREMENT PURCHASES—MICRO and SMALL

& Micro:
PROCESS: Ore-time purchase OR “spread the wealtl urchases (buying the same items
amang different vendors/groceries stores/places that offer the same service and reasonable price)
AMOUNT: Up to 510,000
Exampla: | buy the same grocery list items rotating betwean Safeway, Bahata's, Costea, Sam's Club
* Small:
PROCESS: Ell,.l,rillgrh-‘_' i e Prom anty ani pla n a regular basi
AMOUNT: Up to SFA's Small Purchase Threshold; (above S10,000 this has to be done)
Examiple: | buy milk from Costoo every week/month; | buy my groceries from Fry's
eveny week/manth; | figure out who is the cheapest and always buy from them

What type of Purchases should | do/am | domng?
‘ Focus on the Process (how am | doing my purchases now and/or want to do In the future?)
Do | weant to spend the Tirme now 1o doc umentformalize the process for buying fraem oaly one place
{i.e. Costco or Sam's Club or Pry's)? This is 2 Small purchase
i

Do | want to spend the time driving to different places so | "spread the wealth™ and buy from different
places wi Ormparin il P This is a Mik I puUrchase

How do | show what | am doing?
- Provide Documentation (How did | do it? What do | need to keep for my records?)

Micro: Save recelpts for all purchases; update the Food Service Cost Repart

Small: 1. “solicitation” docurment [What do | need?)
- List the emi{s) I need, when do | need it by, how far way can | go to get it
- Can be a grocery list of items, copy of the menu, written description of Items

2, Owsoites (howfwhere did | obtain prices fromr)

- Need to obtain quotes and keep records from 3 different places
- Ouotes can be from paper grocery ads, online ads, online shopping carts, phone quotes
with written notes [save all documents with price information)

el 0 el

. .
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The evaluation criteria are listed below in relative order of importance. (Specific weighing 1s not
required unless listed):

Al Responsiveness of the proposal in clearly stating and understanding the scope of work,
and in meeting the requirements of the RFP.

r@ C u r 8 m S m t 2 8 \/ 8 WS B Past perlormance.
COM MON FI N DI NGS C. Qualifications of the offeror, financial and otherwise, to provide the District with these
services for the required period of time, provide appropriate statling, provide necessary

resources and show a history of demonstrated competence.
e Formal Purchase (IFB, RFPs)

. . . D. District’s assessment of the offeror’'s abilitics to meet and satisfy the needs of the District,
@) Pnce NOt Most IMm po rtant fa cto r/pr|Ce Not taking into consideration additional services, or expertise offered, that exceed the
. . . . . requirements, or the vendor’s inability to meet some of the requirements of the
weighted the most in specifications or evaluation specifications.
O SO||C|tat|On d |d NOt conta | N req U | red Cla uses E. Information obtained by the District from offeror’s references or other clients.
| De ba rment a nd Suspe nS|On F. While cost is a significant factor in considering the placement of the awards, it is
: only factor. The award will not be based on price alone, nor will it be based
= Equal Employment Opportunity solely upon the lowest fees submitted
» Contract Work Hours/Safety Standards o i SOLICETATION AMENDRENT

[ | Byrd Anti_LObbying Amendment Number One (1)
. . . . . . Contract Term: July 1, 2015 to June 30, 2020
o Solicitation did not include the Buy American
Provision clauses

This amendment supplements and amends the original solicitation and shall become a part of the contract
documents.

BEAERRN XA R LR ERR LA RN LRI R AR LA AN EFER AR AIZRRIRIIEREAERERZFARIS IR IR TR A LN BRI RSB R LR E

O S FA d I d n Ot m a I n ta I n reCO rd S S u ffl C I e n t to d eta I | The Arizona Department of Education has notified us that the Code of Federal Regulations has been updated
affecting the original solicitation with the following added clauses:

the h IStO ry Of the prOCU rement B Equal Employment Opportunity: The Offeror shall comply with Executive Order 11246 of
September 24, 1965, entitled “Equal Employment Opportunity,” as amended by Executive Order

11375 of October 13, 1967, and 1 ted in Department of Lab tions. (A dix II t
o The correct RFP format was not used (all CFR 200/7 CFR301048) Tt inDeparmentofabor regulstions Gependix Lo
1 1 2 Contract Work Hours and Safety Standard Act: The Offeror shall comply with Sections 103 and
req u I re m e n tS Of a n R F p We re n Ot m et I n t h e 107 of the Contract Work Hours and Safety Standards Act as supplemented by Department of Labor

. . .. . regulations. (40 U.S.C. 3701-3708)

O r I g I n a | SO | I C I ta t I O n d OC u m e n t) 3. Disclosure of Lobbying Activities: Pursuant to Byrd Anti-Lobbying Amendment 31 USC 1352, the
Offeror must disclose lobbying activities in connection with school nutrition programs. If there are
material changes after the initial filing, updated reports must be submitted on a quarterly basis.
(Appendix Il to 2 CFR 200 (j))
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eminders

@ Complete each required document in a timely manner.

Send all requested documents.

Communicate with your assigned Procurement Reviewer for any special circumstance.



Congratulations

You have completed the Online Course:
Procurement Basics

Information to include when documenting this
training for Professional Standards:

Training Title: Key Area: 2000 - Operations
Procurement Basics Learning Code: 2430
Length: 2.5 hours

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



- CONTACT US



https://www.azed.gov/hns

CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:
Training Title: Key Area: 2000 - Operations

Length: 2.5 hours

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, the USDA, its Agencies, offices, and employees, and
INstitutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, religion, sex, disability, age, marital status,
family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or
funded by USDA (not all bases apply to all programs). Remedies and complaint filing
deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program
iInformation (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the responsible Agency or USDA's TARGET Center at (202) 720-2600 (voice and TTY)
or contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint
and at any USDA office or write a letter addressed to USDA and provide in the letter all of the
Information requested in the form. To request a copy of the complaint form, call (866) 632-
9992. Submit your completed form or letter to USDA by: (1) mail: U.S. Department of
Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW,
Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

USDA Is an equal opportunity provider, employer, and lender.


https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov

