
CACFP Procurement Procedures for ____________________________________________
					                              (Name of organization)

[bookmark: _GoBack]Date: ________________       Organization Threshold_______________________________

Our organization will utilize these method(s) of procurement using CACFP funds:

· Micro-purchase procedures (<$3500) For the following items:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
From the following sources:
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Document with invoices or receipts showing purchases from different vendors, with date, vendor, items, quantity, and price.

· Small purchase procedures ($3500 - < $150,000).  Price or rate quotations must be obtained from an adequate number of qualified sources (usually three).  This method is also referred to as, “three bids and a buy.”  Attach additional documentation as needed.

	Business
	Item/Service(s)
	Bid amount
	Selected/Rejected
	Reason

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



 Bid specifications attached_______________________________________________




· Purchases > $150,000
· Sealed bids – Bids are publicly solicited and a firm fixed price contract is awarded.  
· Competitive proposals – Achieved by more than one source submitting an offer, and either a fixed price or cost-reimbursement type contract is awarded when conditions are not appropriate for the use of sealed bids.  
	Vendor
	Item/Service(s)
	Bid amount
	Selected/Rejected
	Reason

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	

	

	
	
	
	



· Noncompetitive proposals – This method should rarely be used (only when the item is available only from a single source; an emergency requires it; or after solicitation of a number of sources, competition is determined inadequate).  State agency approval is required.
	Vendor
	Item/Service(s)
	Bid amount
	Reason

	

	
	
	



 State agency approval attached (required for non-competitive proposals)
 Bid specifications attached_______________________________________________
 Debarment certificate attached for selected vendor____________________________
 Debarment certificate attached for selected vendor____________________________

The organization has written standards of conduct covering conflicts of interest and governing the actions of its employees engaged in purchasing that:
· Prohibit employees from soliciting gifts, travel packages, and other incentives from prospective vendors and contractors.  
· Prohibit an employee from participating in the selection, award, and administration of any contract to which an entity or anyone connected to the employee, have financial interest.  
· Set standards that define the threshold when the financial interest becomes substantial and when a gift is an unsolicited item of nominal value and may be acceptable.  
· Provide for disciplinary actions to be applied in the event the standards are violated.   

 Policy attached________________________________________________________

Method staff are informed of this policy__________________________________________
The organization has responsible administrative practices and sound business judgment to settle procurement issues including source evaluation, protests, disputes, and claims. 
 No issues have been identified.
 Documentation of issues attached_______________________________________
