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Procurement Checklists
Sponsors may use the Virginia Department of Education, Office of School and Community Nutrition Programs’ procurement checklists to support procurement efforts and to understand procurement requirements, regulations, and maintain compliance. While sponsors are ultimately responsible for following all procurement regulations, these checklists may be used as a tool to guide procurement.
Checklist Index
· Procurement Plan
· Informal Procurement
· Micro-Purchase
· Small Purchase
· Formal Procurement
· Cooperative Agreement
· Piggybacking
[bookmark: _Procurement_Plan_Checklist]Procurement Plan Checklist
	Sponsor Task
	Resources/Templates
	Check when completed

	Create a written procurement plan that includes the required components
(7 CFR 210.21, 2 CFR 200.318, 2 CFR 200.321)

Common missing components:
· Standards for Vendor Oversight and Duplicative Items (2 CFR 200.318(b) and 2 CFR 200.318(d))
· Contracting with small businesses, minority businesses, women's business enterprises, veteran-owned businesses, and labor surplus area firms (2 CFR 200.321)
· Non-competitive procurement procedures (2 CFR 200.320)
· Buy American (7 CFR 210.21(d)(3) and 7 CFR 220.16(d)(3))
· Conflict of interest (2 CFR 400.2)
· Requirement to conduct cost-price analysis in all procurements above the simplified acquisition threshold (2 CFR 200.324)
· Availability of Documents for Review (2 CFR 200.325)
· Competition (CFR 200.319)
· All contracts must contain applicable Appendix II provisions (2 CFR 200.327)
	· VDOE-SCNP Procurement Plan Template 
· VDOE-SCNP Procurement Profile Template 
	☐
	Determine if there is a more restrictive local micro purchase threshold than the Federal threshold ($10,000) and abide by the most restrictive threshold.

Local micro purchase threshold (if applicable): ___________________________
	VDOE-SCNP Threshold Decision Tree
	☐
	Determine if there is a more restrictive local small purchase threshold than Virginia’s ($200,000) and abide by the most restrictive threshold.

Local small purchase threshold (if applicable): ___________________________
	VDOE-SCNP Threshold Decision Tree
	☐




[bookmark: _Micro-Purchase_Checklist_($0-$10,00][bookmark: _Informal_Procurement_Checklist]Informal Procurement Checklist
Sponsors that utilize informal procurement methods (micro and small purchases) may use this checklist to help with procurement compliance.
	Planning Process
	Yes
	No

	Did the sponsor used an informal procurement log?
	☐	☐
	Documented justification for purchase (e.g., replenish inventory, replacement item, etc.)?
	☐	☐
	Documented general purchasing conditions, product specifications, quality, and other non-brand descriptions?
	☐	☐
	Documented quantities to be ordered or purchased?
	☐	☐
	Documented any other information needed for the bidder to properly respond?
	☐	☐
	Solicitation Process

	Documented companies contacted for quotes and method (in person, phone, email)?
	☐	☐
	Documented name of person who provided the bid and date bid provided?
	☐	☐
	Did the Sponsor request bids from at least three bidders?
	☐	☐
	Were the same specifications provided to all bidders?
	☐	☐
	Were all bids from responsive and responsible bidders?
	☐	☐
	Evaluation and Award Process

	Was an evaluation matrix or standard scoring criteria used to assess all bids the same?
	☐	☐
	Was the bidder with the lowest bid awarded the contract/purchase?
	☐	☐
	If the lowest bidder was not selected, did the Sponsor document reasons for selecting a higher bid?
	☐	☐
	Were both the selected bidder and rejected bidders notified?
	☐	☐
	Contract Management Process

	Was an order placed within the time frame outlined in the procurement?
	☐	☐
	Was the product or service delivered on time?
	☐	☐
	Did the product or service meet procurement specifications for quality and quantity?
Are price sheets used to verify invoice prices charged the same as the prices quoted/in the contract?
	☐	☐
	Was there a record of this procurement, including invoices and the payment filed for future audits and record reviews?
	☐	☐




Micro-Purchase Checklist ($0-$10,000)
The micro-purchase procurement method is for one-time purchases that do not exceed $10,000 (or the local threshold if more restrictive) (USDA memo SP02-2016, CACFP 02-2016, SFSP 02-2016). Examples of a one-time purchase include:
· Harvest of the Month
· Local produce
Sponsors are responsible for ensuring all costs are allowable, reasonable, and allocable. Sponsors must maintain all documentation.
	Sponsor Task
	Resources/Templates
	Check when completed

	Ensure micro-purchases are distributed equitably among qualified suppliers. Sponsors located in rural areas may be limited in their ability to distribute purchases equitably because it is not economically feasible to do so, i.e., cost and time of travel, and/or vendors' delivery capacity.  Sponsors must document the reasons when it is not feasible for the Sponsor to distribute purchases among a variety of suppliers.
	n/a
	☐
	Keep all invoices and receipts from each purchase.
	n/a
	☐

[bookmark: _Small_Purchase_($10,000-$200,000)]


Small Purchase Checklist ($10,000.01-$200,000)
The small purchase procurement method should be used when the aggregate value of the purchase exceeds $10,000.01 (or the local threshold if more restrictive) but does not exceed $200,000. Sponsors are responsible for ensuring all costs are allowable, reasonable, and allocable. Sponsors must maintain all documentation. Sponsors may use the VDOE-SCNP Small Purchase Log Template to assist small purchase procurement.
	Sponsor Task
	Resources/Templates
	Check when completed

	Draft the specification and forecast needs.
	· Writing Product Specifications
· Forecasting
	☐
	Identify and contact (solicit) from a minimum of 2 (best practice is 3) qualified vendors and request quotes for the same product.
	VDOE-SCNP Small Purchase Log Template
	☐
	Request VDOE-SCNP prior approval for sole-source if there is only one qualified vendor.
	Sole Source Request Form
	☐
	Document all vendor responses and quotes.
	VDOE-SCNP Small Purchase Log Template 
	☐
	Evaluate the quotes and purchase from the responsive and responsible vendor with the lowest price.
	VDOE-SCNP Small Purchase Log Template
	☐
	Keep purchase orders, invoices, and receipts.
	VDOE-SCNP Small Purchase Log Template
	☐



[bookmark: _Formal_Purchase_Checklist]Formal Procurement Checklist ($200,000.01+)
Formal procurement must be carried out when the value of the purchase is greater than $200,000 (or the local threshold if more restrictive). This is a formal process that takes time and effort but usually results in the best pricing. Sponsors must maintain all documentation and ensure all costs are allowable, reasonable, and allocable. 
Sponsors must decide which of the contracts to use:
	Sealed Bids/Invitation for Bids (IFB)
	Competitive Proposals/Request for Proposals (RFP)

	Firm, fixed price contracts for purchases that are identifiable (food, equipment, and supplies)
	Cost-reimbursable, fixed contracts for flexible purchases (equipment maintenance/repair, software, sanitation/cleaning, and FSMCs)

	Technical specifications
	Solicitation includes evaluation criteria

	Publicly advertised
	Publicly advertised

	Public bid opening
	Not publicly opened

	Awarded to the responsible bidder who bid the lowest price
	Awarded to the responsible bidder whose proposal is the most advantageous with price and other factors

	Templates

	VDOE-SCNP IFB Template 
	VDOE-SCNP RFP Template



	Sponsor Task
	Resources/Templates
	Check when completed

	Include an introduction/scope.
	VDOE-SCNP Procurement Profile Template 
	☐
	Include a general description and detailed requirements of the goods/services.
	
	☐
	Detail the timeline and procedures.
	
	☐
	Develop evaluation criteria. RFPs must include the relative importance with price as the primary factor.
	
	☐
	Conduct a cost analysis (2 CFR 200.324(a)).
	VDOE-SCNP Cost/Price Analysis Template 
	☐
	Ensure the contract includes all applicable provisions (see list below) and clauses.
	· VDOE-SCNP RFP Template 
· VDOE-SCNP IFB Template 
	☐
	Publicly advertise.
	
	☐
	Have a public bid opening (only IFBs).
	
	☐
	Document all bidder responses.
	
	☐
	Conduct an evaluation.
	
	☐
	Document the executed contract.
	
	☐




[bookmark: _Cooperative_Agreement_Checklist]Cooperative Agreement Checklist
Cooperative purchasing may occur when sponsors work together with buying power to accomplish all or part of the steps in the purchasing process. 
	Sponsor Task
	Resources/Templates
	Check when completed

	Maintain documentation of cost price analysis, solicitation, contract, advertisement, public notice, bidder responses, evaluation, contract renewal/amendment, and invoices.
	· Cooperative Agreements
· Purchasing Goods and Services Using Cooperative Agreements and Third-Party Services
	☐




[bookmark: _Piggybacking_Checklist]Piggybacking Checklist
Piggybacking procedures may be used when using an existing contract to acquire the same commodities or services at the same or lower price from another public entity contract. Sponsors must maintain all documentation.
	Sponsor Task
	Resources/Templates
	Check when completed

	Write your own specifications for the goods or services.
	Writing Product Specifications
	☐
	Ensure the original contract was procured properly and is compliant with procurement regulations.
	Piggybacking
	☐
	Ensure the original solicitation and contract have piggybacking language compliant with USDA Memo SP05-2017.
	· Piggybacking
· Purchasing Goods and Services Using Cooperative Agreements and Third-Party Services
	☐
	Maintain copies of the original solicitation, contract, cost price analysis, and other required procurement documents.
	Piggybacking
	☐
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