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COMMONWEALTH of VIRGINIA 
Department of Education
DATE: August 21, 2025
TO: Directors, Supervisors, and Contact Persons Addressed
FROM: Sara Bennett, MS, RDN, SNS
SUBJECT: SY2025-26 Procurement Review Webinar – September 4
The three-year USDA Procurement Review schedule for SFAs is in Attachment A. The Virginia Department of Education, Office of School and Community Nutrition Programs, VDOE-SCNP, is contracted with CN Resource, CNR, to perform the required procurement reviews. 
Through the SY2024-25 Procurement Review Feedback survey, VDOE-SCNP and CNR have enhanced the procurement review procedure in an effort to better support SFAs through effective communication and technical assistance by reviewing SFAs in groups:
· Group 1: SFAs will receive procurement reviews from September–December.
· Group 2: SFAs will receive procurement reviews from January–May.
CNR will conduct the required procurement reviews and communicate with the SNP administrator during the process.
Action Required 
SFAs scheduled for a SY2025-26 procurement review must attend the Procurement Orientation Webinar on September 4, 2025, at 2 p.m. Attendees must register for the webinar by the start of the webinar.  
· It is required that the SFA school nutrition program director or administrator, as designated in SNPWeb, participate in the orientation.
· The webinar will discuss the review process and review required documentation and timelines.
Next Steps for SFAs with SY2025-26 Procurement Reviews
CNR will email a notification letter in September 2025 (Group 1) or January 2026 (Group 2), including the initial documentation submission deadline and a video tutorial on how to upload the documents. Additional vendor-specific documentation will be requested after the initial materials are reviewed by CNR. 
SFAs are encouraged to begin gathering the initial documentation for submission and collaborate with the business office, vendors, and others involved in SNP procurement and financial activities to ensure accurate information is submitted. All documentation that is requested will reflect what occurred in SY2024-25.
Initial documentation required is listed below: 
· Procurement Plan 
· A written procurement plan is a required document that explains how to buy goods and services using federal funds while following all rules and ensuring fair and competitive practices. A template is available in SNPWeb Download Forms.
· Code of Conduct for Procurement 
· Under 2 CFR 200.318(c)(1), SFAs must have written rules that explain how staff should avoid conflicts of interest when choosing, awarding, and managing contracts. A template is available in SNPWeb Download Forms.
· Vendor Paid List  
· This list includes all vendors whose goods, supplies, or services were purchased using nonprofit school food service funds, including the dates, amounts, and descriptions of items purchased. 
· Procurement Review Table 
· Please type the vendor’s name and information under the type of procurement procedure you followed (for example, micro-purchase, small, or formal purchase procedures). A copy of the Procurement Review Table is available in SNPWeb Download Forms.
In addition to the initial documents, please see the Procurement Review Documents Required list in SNPWeb Download Forms. Specific documents within this list will be requested during the vendor selection portion of the review process.
For More Information
For more information, contact your assigned SNP regional specialist or the SNP Policy mailbox at SNPPolicy@doe.virginia.gov. 
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Attachment:
A. Procurement Review Three Year Cycle
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