[image: Virginia Department of Education, Office of School and Community Nutrition Programs logo]
Procurement Plan Template for School Food Authorities
INSTRUCTIONS: 
[bookmark: Text1]The School Food Authority’s (SFA) procurement plan outlines the processes and procedures it follows when purchasing goods and services. The SFA’s procurement plan can be used as a communication tool to current and prospective vendors. This document is a sample and is not intended to be all-inclusive. The SFA is ultimately responsible to ensure that the plan complies with all federal regulations, state procurement code and regulations, and local procurement policies. The content formatted in bold and italics throughout this document is instructional and should not be included in the SFA’s procurement plan. All content within form fields and [brackets] should be modified, as needed, according to each SFA’s unique procurement practices.
[bookmark: Text2]Click or tap to enter SFA name
PROCUREMENT PLAN
CHILD NUTRITION PROGRAMS
[bookmark: Text3][bookmark: Text4]The procurement plan contained on the following pages Click or tap to enter page numbers will be implemented on Click or tap to enter date from that date forward until amended. All procurements must adhere to free and open competition. Source documentation must be available to determine open competition, the reasonableness, the allowability, and the allocation of costs.
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_______________________________
Chairman, Board of Education
_______________________________
Date



____________________________________
Superintendent of Schools
____________________________________
Date

Click or tap to enter SFA name
PROCUREMENT PLAN
A. Introduction
1. The Click or tap to enter SFA name procurement profile provides an overview of nutrition programs, demographics, goals, and priorities. [Insert profile introductory statement here. Refer to Procurement Profile template in the Download Forms section of SNPWeb.]
2. [Local procurement/geographic preference, if applicable.]
3. Buy American 7 CFR 210.21 and 7 CFR 220.16
a. Section 104(d) of the William F. Goodling Child Nutrition Reauthorization Act of 1998 (Public Law 105-336) added a provision, Section 12(n) to the National School Lunch Act (NSLA) (42 USC 1760(n)), requiring SFAs to purchase, to the maximum extent practicable, domestic commodities or products. This Buy American provision supports the mission of the Child Nutrition Programs, which is to serve children nutritious meals and support American agriculture.
b. The Click or tap to enter SFA name participates in the National School Lunch Program and School Breakfast Program and is required to use the nonprofit food service funds, to the maximum extent practicable, to buy domestic commodities or products for Program meals. A “domestic commodity or product” is defined as one that is either produced in the U.S. or is processed in the U.S. substantially using agricultural commodities that are produced in the U.S. as provided in 7 CFR 210.21(d) and 7 CFR 220.16. Substantially using agriculture commodities that are produced in the United States means over 51 percent of a food product must consist of agricultural commodities that were grown domestically.
c. There are limited exceptions to the Buy American provision which allow for the purchase of foods not meeting the “domestic” standard as described above (i.e., “non-domestic”) in circumstances when use of domestic foods is truly not practicable. These exceptions, as determined by the SFA, are:
1. The product is not produced or manufactured in the U.S. in sufficient and reasonably available quantities of a satisfactory quality; or
2. Competitive bids reveal the cost of a U.S. product are significantly higher than the non-domestic product. Exceptions to the Buy American provision are very limited; however, an alternative or exception may be approved upon request. To be considered for an alternative or exception, the request must be submitted in writing to a designated official, a minimum of Click or tap to enter number of days days in advance of delivery. The request must include the:
a. Alternative substitute(s) that are domestic and meet the required specifications:
i. Price of the domestic food alternative substitute(s); and
ii. Availability of the domestic alternative substitute(s) in relation to the quantity ordered.
b. Reason for the exception: Limited/lack of availability or price (include price):
i. Price of the domestic food product; and
ii. Price of the non-domestic food product that meets the required specification of the domestic product.
c. Non-domestic food purchases (those that do not meet the definition of domestic commodity or product) must not exceed the following caps by the established deadlines:
3. By July 1, 2025, non-domestic food purchases must not exceed 10 percent of total annual commercial food costs that a school food authority purchases per school year.
4. By July 1, 2028, non-domestic food purchases must not exceed 8 percent of total annual commercial food costs that a school food authority purchases per school year.
5. By July 1, 2031, non-domestic food purchases must not exceed 5 percent of total annual commercial food costs that a school food authority purchases per school year.
a. Click or tap to enter SFA name must maintain documentation, except when the item purchased is found on the Federal Acquisition Regulation list when using an exception.
b. Click or tap to enter SFA name must maintain documentation to demonstrate that when using an exception, their non-domestic food purchases do not exceed the annual threshold.
c. Click or tap to enter SFA name may request an accommodation for temporary relief from the threshold requirement, if the SFA demonstrates they cannot meet the threshold. The request may be submitted at any time during the respective school year and must receive VDOE-SCNP approval. The SFA must continue to use the nonprofit food service funds, to the maximum extent practicable, to buy domestic commodities or products for Program meals. 
4. [bookmark: Text5]If the amount of purchases is more than the Virginia small purchase threshold, currently valued at $200,000 (change $200,000 if the local small purchase threshold is more restrictive), formal procurement procedures will be used as required by 2 CFR Part 200.318-326, and Commonwealth of Virginia Procurement Code and Regulations. Informal procurement procedures (small purchase) will be required for purchases under the most restrictive small purchase threshold. 
5. The following procedures will be used for all other purchases: 
Complete the chart to reflect SFA’s procurement procedures. Include “piggybacking,” if applicable, in the Procurement Method column.
	Products/Services
	Procurement Method
	Local
	Evaluation Used
	Contract Award Type
	Contract Duration/ Frequency

	[Frozen Foods (meats, fruits, vegetables);
Canned Foods (same as above);
Bakery, Pasta]
	[Formal]
	[XYZ Farm]
	[Bottom line]
	[Fixed price]
	[Bi-Annual 
(August 1–January 31; February 1–June 15)]

	Miscellaneous, Manual All-Purpose Cleaning Supplies, Paper, and Plastic Items]
	[Formal]
	[n/a]
	[Bottom line]
	[Fixed price]
	[Bi-Annual 
(August 1–January 31; February 1–June 15)]

	[Fresh Fruits and Vegetables]
	[Formal]
	[ABC Farm]
	[Bottom line]
	[Fixed price with price adjustment]
	[August 1–June 15]

	[Dish Machine Chemicals]
	[Formal]
	[n/a]
	[Bottom line]
	[Fixed price with price adjustment]
	[August 1–June 15]

	[Small Wares]
	[Formal]
	[n/a]
	[Bottom line]
	[Fixed price]
	[May/annual]

	[Capital Equipment]
	[Formal]
	[n/a]
	[Bottom line]
	[Fixed price]
	[May/annual]

	[Fresh Bread]
	[Formal]
	[XYZ Bakery]
	[Bottom line]
	[Fixed price with price adjustment]
	[Annual by SY]

	[Milk and Dairy Products]
	[Formal]
	[XYZ Farm]
	[Bottom line]
	[Fixed price with price adjustment]
	[Annual by SY]

	[Office Supplies]
	[District contract]
	[n/a]
	Bottom line]
	[Cost reimbursable plus fixed fee
Fixed price]
	[Annual
July 1–June 30]

	[Emergency]
	[Informal]
	[n/a]
	Bottom line]
	Fixed price]
	[As needed]


6. Formal bid procedures will be applied on the basis of a:
Identify the applicable system(s); delete those that are not applicable.
· Centralized System
· Individual School
· Multi-School Systems
· State Contract
· Combination of above (specify):
7. [During the term(s) of a contract awarded following a procurement, additional purchases not included in the solicitation list and resulting awarded contract may become necessary and benefit the Program. Both parties will agree that the aggregate value of added purchases during each year of the contract, if renewable, shall not exceed 10% of the estimated total value of the contract. The total value of the contract must be agreed upon and the dollar value listed in every contract and contract renewal. Such additions may be included in the awarded contract list during the contract renewal through a contract amendment, and the total contract value adjusted accordingly. For each contract renewal, the total actual value of the contract in the preceding year and the additions made during the contract term will be the basis for determining the maximum dollar amount (not to exceed 10%) of additional goods that will be allowed during the next contract renewal year.]
8. [bookmark: Text6]Because of the potential for purchasing more than $200,000 (change $200,000 if the local small purchase threshold is more restrictive), it will be the responsibility of Click or tap to enter title of person/position to document the amounts to be purchased so the correct method of procurement will be followed. 
B. When a formal procurement method is required, the following COMPETITIVE SEALED BID in the form of an INVITATION FOR BID (IFB) or COMPETITIVE PROPOSAL in the form of a REQUEST FOR PROPOSAL (RFP) procedures will apply:
Identify the procedures the SFA implements; add or delete as necessary.
1. [A cost or price analysis is required in connection with every procurement action in excess of the small purchase threshold including contract modifications (2 CFR 200.324(a)). The Click or tap to enter title of person/position will be responsible for documenting cost or price analysis procedures. The responsible individual may use the Cost/Price Analysis for Formal Procurement template available in the Download Forms section of SNPWeb. These procedures may include:
a. Evaluation of previous contract pricing
b. Comparison with published price indexes
c. Evaluation of published pricing]
2. [bookmark: Text7][bookmark: Text8]An announcement of an IFB or an RFP will be placed in the Click or tap to enter newspaper/media/IPS website/other Internet source to publicize the intent of the SFA to purchase needed items. The advertisement for bids/proposals or legal notice will be run for Click or tap to enter length of time.
Identify the advertising sites and length of time advertised.
3. [bookmark: Text9]An advertisement is required for all purchases over Virginia’s small purchase threshold of $200,000 (or the division’s small purchase threshold of Click or tap to enter SFA's small purchase threshold, if more restrictive). The announcement (advertisement or legal notice) will contain a:
Delete or add items as applicable to the SFA.
a. general description of items to be purchased,
b. deadline for submission of questions and the date written responses will be provided including addenda to bid specifications, terms, and conditions as needed,
c. date of pre-bid meeting, if provided, and if attendance is a requirement for bid award,
d. deadline for submission of sealed bids or proposals, and
e. address of location where complete specifications and bid forms may be obtained.
4. In an IFB or RFP, each vendor will be given an opportunity to bid on the same specifications.
5. The developer of written specifications or descriptions for procurements will be prohibited from submitting bids or proposals for such products or services.
6. The IFB or RFP will clearly define the purchase conditions. The following list includes requirements, not exclusive, to be addressed in the procurement document:
This list identifies information that should be included in formal solicitations. Templates of the required contract provisions and clauses are available in SNPWeb Download Forms.
a. Contract period
b. SFA is responsible for all contracts awarded (statement)
c. Date, time, and location of bid opening
d. How vendor is to be informed of bid acceptance or rejection
e. Delivery schedule
f. Set forth requirements (terms and conditions) which bidder must fulfill in order for the bid to be evaluated
g. Benefits to which the SFA will be entitled if the contractor cannot or will not perform as required
h. Statement assuring positive efforts will be made to involve minority and small businesses
i. Statement regarding the return of purchase incentives, discounts, rebates, and credits to the SFA’s non-profit child nutrition account
j. Contracts over $250,000 must address administrative, contractual, or legal remedies in instances where contractors violate or breach contract terms and provide for such sanctions and penalties as appropriate (contracts $25,000 for services/supplies)
k. Contracts over $150,000 must include the Clean Air Act (42 U.S.C. 7401-7671q.) and Federal Water Pollution Control Act (33 U.S.C. 1251-1387)
l. Contracts over $10,000 must address termination for cause and convenience
m. Contracts over $100,000, contractors must complete and sign the Certification Regarding Lobbying (FNS-732) and the Disclosure of Lobbying Activities (SF-LLL) forms (Byrd Anti-Lobbying Amendment (31 U.S.C. 1352))
n. Contracts over $100,000 that involve the employment of mechanics or laborers must include the Contract Work Hours and Safety Standards Act (40 U.S.C. 3701–3708)
o. Contracts over $2,000 for construction or repair must include the Copeland “Kickback” Act (18 U.S.C. 874 and 40 U.S.C. 276c)
p. Equal Employment Opportunity as required in 29 CFR Part 1614 for all contracts
q. Contract provisions as required in 7 CFR Part 210.21(f) for all cost reimbursable contracts
r. Contract provisions as required in 7 CFR Part 210.16(a) (1-10) for Food Service Management Company contracts
s. The Civil Rights Assurance as required by Title VI of the Civil Rights Act of 1964 (P.L. 88-352) and all requirements imposed by the regulations of the Department of Agriculture (7 CFR Part 15), DOJ (28) CFR Parts 42 and 50)
t. Price adjustment clause (escalation/de-escalation) based on appropriate standard or cost index (Consumer Price Index, or other as stated in terms and conditions for pricing and price adjustments)
u. Method of evaluation and type of contract to be awarded
v. Method of award announcement and effective date 
w. Specific bid protest procedures including contact information of person and address and the date by which a written protest must be received
x. Provision requiring access by duly authorized representatives of the SFA, state agency, United States Department of Agriculture, or Comptroller General to any books, documents, papers, and records of the contractor which are directly pertinent to all negotiated contracts
y. Method of shipment or delivery upon contract award
z. Provision requiring contractor to maintain all required records for three years after final payment and all other pending matters (audits) are closed for all negotiated contracts
aa. Description of process for enabling vendors to receive or pick up orders upon contract award 
ab. Provision requiring the contractor to recognize mandatory standards/policies related to energy efficiency contained in the State Energy Plan issued in compliance with the Energy Policy and Conservation Act (PL 94-165)
ac. Signed statement of non-collusion
ad. Signed Debarment/Suspension Certificate or statement included in contract or copy of Excluded Parties List System (EPLS)
ae. Provide preference for the purchase, acquisition, or use of goods, products, or materials produced in the United States (2 CFR 200.322)
af. Provision requiring “Buy American” as outlined in 7 CFR Part 210.21(d) and 7 CFR 220.16(d); specific instructions for prior approval of all non-domestic product(s)
ag. Specifications and estimated quantities of products and services prepared by SFA and provided to potential contractors desiring to submit bids/proposals for the products or services requested
ah. [bookmark: Text10][bookmark: Text11]If any potential vendor is in doubt as to the true meaning of specifications or purchase conditions, interpretation will be provided in writing to all potential bidders by Click or tap to enter title of person/position on Click or tap to enter date
ai. The Click or tap to enter title of person/position will be responsible for securing all bids or proposals
aj. The Click or tap to enter title of person/position will be responsible to ensure all SFA procurements are conducted in compliance with applicable federal, state, and local procurement regulations
ak. [bookmark: Text90]The criteria the SFA will use in awarding contracts as a result of bids/proposals are:
Identify actual criteria the SFA uses.
1. Price (price must be weighted the highest percentage for RFPs)
2. [bookmark: Text12]Click or tap to enter quality, delivery, service, etc.
7. In awarding an RFP, a set of award criteria in the form of a weighted evaluation sheet will be provided to each bidder in the initial bid document materials. Price alone is not the sole basis for award. Price must be weighted the highest when awarding a contract. Following evaluation and negotiations a firm fixed price or cost reimbursable contract is awarded. 
This list identifies information that should be included in an RFP.
a. The contracts will be awarded to the responsible bidder whose bid or proposal is responsive to the invitation and is most advantageous to the SFA, price, and other factors considered. Any and all bids or proposals may be rejected in accordance with law.
b. [bookmark: Text13]Click or tap to enter title of person/position is required to sign on the bid tabulation of competitive sealed bids or the evaluation criterion score sheet of competitive proposals signifying a review and approval of the selections.
c. Click or tap to enter title of person/position is responsible for reviewing the procurement system to ensure compliance with applicable laws.
d. Click or tap to enter title of person/position is responsible for documenting that the actual product specified is received.
e. [bookmark: Text14]Any time an accepted item is not available, the Click or tap to enter title of person/position will select the acceptable alternate. The contractor must inform Click or tap to enter title of person/position by Click or tap to enter time by when a product is not available. In the event a non-domestic agricultural product is to be provided to the SFA, the contractor must obtain, in advance, the written approval of the product. The Click or tap to enter title of person/position must comply with the Buy American Provision.
f. Full documentation as to the reason an accepted item was unavailable, and the procedure used in determining acceptable alternatives will be available for audit and review. The person responsible for this documentation is Click or tap to enter title of person/position.
g. The Click or tap to enter title of person/position is responsible for maintaining all procurement documentation.
C. If the amount of purchases for items is less than the division’s small purchase threshold ($200,000 for Commonwealth of Virginia or the local threshold if more restrictive), the following, SMALL PURCHASE PROCEDURES, including quotes, will be used. Quotes from an adequate number of qualified sources will be required. Identify the SFA’s small purchase threshold. Micro-purchase procedures must be used for purchases under the most restrictive small purchase threshold.
1. Written specifications will be prepared and provided to the vendor.
2. Each vendor will be contacted and given an opportunity to provide a price quote on the same specifications. A minimum of two vendors shall be contacted.
3. The Click or tap to enter title of person/position will be responsible for contacting potential vendors when price quotes are needed.
4. The price quotes will receive appropriate confidentiality before award.
5. [bookmark: Text15]Quotes will be awarded by Click or tap to enter title of person/position. Quotes awarded will be to the lowest and best quote based upon quality, service availability, price, and/or Click or tap to enter SFA criteria.
6. The Click or tap to enter title of person/position will be responsible for documentation of records to show selection of vendor, reasons for selection, names of all vendors contacted, price quotes from each vendor, and written specifications.
7. The Click or tap to enter title of person/position will be responsible for documentation that the actual product specified is received.
8. Any time an accepted item is not available, the Click or tap to enter title of person/position will select the acceptable alternate. Full documentation will be made available as to the selection of the acceptable item.
9. Bids will be awarded on the following criteria: identify SFA criteria
a. Price 
b. [bookmark: Text16]Click or tap to enter quality, delivery, service, etc.
10. The Click or tap to enter title of person/position is required to sign all quote tabulations, signifying a review and approval of the selections.
D. If items are available only from a single source when the award of a contract is not feasible under small purchase, sealed bid, or competitive negotiation, NON-COMPETITIVE NEGOTIATION procedures will be used:
1. [bookmark: Text17]Click or tap to enter sole source designation requires state agency director approval.
2. Written specifications will be prepared and provided to the vendor.
3. The Click or tap to enter title of person/position will be responsible for the documentation of records to fully explain the decision to use the non-competitive negotiation. The records will be available for audit and review.
4. The Click or tap to enter title of person/position will be responsible for documentation that the actual product or service specified was received.
5. The Click or tap to enter title of person/position will be responsible for reviewing the procedures to be certain of all requirements for using single source or non-competitive negotiation are met.
a. [bookmark: Text18]A record of non-competitive negotiation purchase shall be maintained by the Click or tap to enter SFA official. The record of non-competitive purchases shall include, at a minimum, the following:
i. item name,
ii. dollar amount,
iii. vendor, and
iv. reason for non-competitive procurement.
b. A member or representative of the local Board of Education or Governing Board will approve, in advance, all procurements that result from non-competitive negotiations. 
E. If the amount of purchases for items is less than the district’s small purchase threshold, the following, MICRO PURCHASE PROCEDURES ($10,000 for the Commonwealth of Virginia or the local threshold if more restrictive), will be used. Identify the SFA’s micro purchase threshold:
1. Use micro purchase procedures when the amount of a single transaction is less than or equal to $10,000
2. Aggregate purchase ≤ $10,000
3. No quotes required
4. Prices must be reasonable
5. To the extent possible, micro purchases must be distributed equitably among qualified suppliers
6. The Click or tap to enter title of person/position will be responsible for the documentation of records to fully explain the decision to use the micro purchase procedures. The records will be available for audit and review
7. The Click or tap to enter title of person/position will be responsible for documentation that the actual product or service specified was received
8. The Click or tap to enter title of person/position or designee will be responsible for reviewing the procedures to be certain of all requirements for using micro purchase procedures are met
9. Micro Purchase Procedures shall be used for one-time purchases. The Click or tap to enter title of person/position or designee shall maintain a record of the micro purchase procedures. The record of micro purchases shall include, at minimum, the following:
a. Item name,
b. Dollar amount,
c. Vendor, and 
d. Reason for micro purchase procurement
F. 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. To piggyback, the sponsor must:
1. Have their own written specifications to state the goods or services they are trying to procure. 
2. Ensure that the contract was procured properly and is compliant with all child nutrition program regulations.
3. Ensure that the original solicitation and contract have piggybacking language using the SP05-2017 requirements.
a. The solicitation and contract must specify potential additional participants. This can be achieved by specifically naming the other SFAs by name who are allowed to piggyback OR include information about the potential number, size, and location of SFAs that could piggyback. An example could be “other K-12 SFAs in northwest Virginia or “other K-12 SFAs in Region 1 are invited to participate in purchasing from this contract.” Best practice is to be specific as possible.
4. Must maintain copies of the original solicitation, contract, and other procurement documents including cost/price analysis.
5. Refer to the VDOE-SCNP Purchasing Decision Tree as a resource.
G. A Third-Party Contract involves a third party benefiting from an agreement between two parties, while piggybacking is where one entity utilizes an existing contract of another to acquire the same or similar goods or services. Third-party contracts involve situations where a contract explicitly grants rights or obligations to a third party who is not a direct party to the original agreement.
1. If VDOE-SCNP has not vetted and approved a state procured contract, the sponsor must ensure that the state procured contract includes language to allow for cooperative purchasing/procurement. For example, the contract could contain language that specifies “this procurement is being conducted on behalf of and may be used by public bodies, agencies, institutions, and localities with the consent of the contractor. The sponsor must always check the language to ensure school divisions in Virginia may use the contract.
2. If it does contain the necessary language, the contract may be used as one price source for competitive procurement. The SFA must still conduct competitive procurement and maintain documentation of their solicitation, specifications, and evaluation of responses to demonstrate compliance with competitive procurement procedures.
3. If the state contract does not include this language, then the contract is not allowed to be used.
4. Refer to the VDOE-SCNP Purchasing Decision Tree as a resource.
H. Miscellaneous Provisions:
1. The Click or tap to enter SFA name will maintain oversight to ensure that contractors perform in accordance with the terms, conditions, and specifications of their contracts or purchase orders 2 CFR 200.318(b). The SFA will avoid the purchase of unnecessary or duplicative items, in accordance with 2 CFR 200.318(d). 
2. New product evaluation procedures will include: 
a. [bookmark: Text19]Click or tap to enter SFA’s procedures for evaluating new, or substitute/equal, products
b. Click or tap to enter SFA’s procedures for evaluating new, or substitute/equal, products. 
3. The SFA agrees that the reviewing official of each transaction will be the Click or tap to enter title of person/position.
4. [bookmark: Text20]Payment will be made to the vendor when the contract has been met and verified and has met the SFA’s procedures for payment. [If prompt payment is made, discounts, etc. are accepted]. Click or tap to enter SFA’s payment procedures and schedule.
5. Specifications will be updated as needed.
6. If product is not as specified, the following procedures will take place:
a. [bookmark: Text21]Click or tap to enter SFA procedures.
b. Click or tap to enter SFA procedures.
I. Emergency or “Pressing Need” Purchases
1. [bookmark: Text22]If it is necessary to make a one-time emergency procurement to continue service or obtain goods, the purchase shall be made, and a log of all such purchases shall be maintained by the Click or tap to enter SFA official. The following emergency procedures shall be followed. All emergency procurements shall be approved by the Click or tap to enter SFA official. At a minimum, the following emergency procurement procedures shall be documented:
a. item name,
b. dollar amount,
c. vendor, and
d. reason for emergency.
2. If it is necessary, during a pressing need, to make an emergency purchase by means of “piggybacking” on the bid of another district, the following conditions must exist, and approved procedures must be followed and appropriately documented as follows:
a. The SFA originating the competitive procurement must have a “piggyback provision” in the original solicitation;
b. Documentation of the emergency requiring the piggybacking must be maintained;
c. Approval from the purchasing SFA’s governing board will be obtained and documented;
d. Approval from the SFA that originated the competitive procurement will be obtained and documented;
e. Approval from the vendor that was awarded the contract (original solicitation) will be obtained and documented;
f. If required, a public notice of the district’s Intent to Waive Competitive Bidding will be issued at least 10 days prior to the regularly scheduled governing board meeting;
g. Approval to piggyback will be obtained and documented from the Governing Board during a regularly scheduled meeting following the public notice;
h. Notification to the vendor of final approval will be documented and issued;
i. A contract with the vendor will be developed including:
The contractor shall agree to retain all books, records, and other documents relative to the contract agreement for three (3) years after final payment, or until audited by SFA, whichever is sooner. The SFA, its authorized agents, and/or the state and/or USDA auditors shall have full access to and the right to examine any of said materials during said period.
3. The SFA shall agree to retain all books, records, and other documents related to the award of the contract for three (3) years after final payment. Specifically, the SFA shall maintain, at a minimum, the following documents:
a. written rationale for the method of procurement,
b. a copy of the original solicitation,
c. the selection of contract type,
d. the bidding and negotiation history and working papers,
e. the basis for contractor selection,
f. approval from the state agency to support a lack of competition when competitive bids or offers are not obtained,
g. the basis of award cost or price,
h. the terms and conditions of the contract,
i. any changes to the contract and negotiation history,
j. billing and payment records,
k. a history of contractor claims, and
l. a history of any contractor breaches.
J. Contracting with small and minority businesses, women's business enterprises, and labor surplus area firms.
1. Click or tap to enter SFA name will take all necessary affirmative steps to assure that minority businesses, women's business enterprises, and labor surplus area firms are used when possible, including:
a. Placing qualified small and minority businesses and women's business enterprises on solicitation lists,
b. Assuring that small and minority businesses, and women's business enterprises are solicited whenever they are potential sources,
c. Dividing total requirements, when economically feasible, into smaller tasks or quantities to permit maximum participation by small and minority businesses, and women's business enterprises,
d. Establishing delivery schedules, where the requirement permits, which encourage participation by small and minority businesses, and women's business enterprises,
e. Using the services and assistance, as appropriate, of such organizations as the Small Business Administration and the Minority Business Development Agency of the Department of Commerce, and
f. Requiring the prime contractor, if subcontracts are to be let, to take the affirmative steps listed in paragraphs (a) through (e) of this section.
K. The following conduct will be expected of all persons who are engaged in the awarding and administration of contracts supported by school food and nutrition program funds. These written standards of conduct include:
This section may be deleted if the SFA has a separate Code of Conduct policy. Likewise, this section meets the requirement for a Code of Conduct (the VDOE-SCNP Code of Conduct template is in SNPWeb Download Forms). The Code of Conduct must be signed by the winning bidder/contractor.
1. [bookmark: Text23]No employee, officer, or agent of the Click or tap to enter SFA name shall participate in the selection or in the award or administration of a contract supported by program funds if a conflict of interest, real or apparent, would be involved.
a. Conflicts of interest arise when one of the following has a financial or other interest in the firm selected for the award:
i. the employee, officer, or agent,
ii. any member of the immediate family,
iii. his or her partner, or
iv. an organization which employs or is about to employ one of the above.
2. The Click or tap to enter SFA name employees, officers, or agents shall neither solicit nor accept gratuities, favors, or anything of monetary value from contractors, potential contractors, or parties to sub-agreements. 
Identify allowable dollar value, if applicable, if “of nominal value” does not meet requirements.
3. Penalties for violation of the standards of code of conduct of the Click or tap to enter SFA name School Child Nutrition Program should be: (Identify the SFA’s penalties).
a. Reprimand by Board of Education;
b. Dismissal by Board of Education; 
c. Any legal action necessary
J.  Geographic Preference (Delete this entire section if not applicable)
1. Click or tap to enter SFA name may apply a geographic preference by means of two strategies that may be used when procuring unprocessed locally grown, raised, or caught agricultural products:
a. Strategy 1: Using local as a specification (i.e., the written description of a product or service that a vendor must meet to be considered responsive to a solicitation).
i. Including the use of “locally grown,” “locally raised,” or “locally caught” as procurement specifications or selection criteria for unprocessed or minimally processed food items. When utilizing the geographic preference to procure such products, the school food authority making the purchase or the State agency making purchases on behalf of such school food authorities have the discretion to determine the local area to which the geographic preference option will be applied, so long as there are an appropriate number of qualified firms able to compete (7 CFR 210.21(g)(1)).
b. Strategy 2: Using a defined scoring advantage while scoring bids in response to a solicitation. This means giving additional points or credit to bids for local unprocessed agricultural products that meet a Child Nutrition Program (CNP) operator’s definition of local.
i. CNP operators may determine the best approach and process for defining a scoring advantage for their program. Common methods for applying a defined scoring advantage include, but are not limited to:
1. giving a price or percentage reduction in the bid evaluation process, which does not affect the actual price paid to a bidder, and awarding the solicitation to the lowest bidder;
2. granting bonus points to bidders offering local products and awarding the solicitation to the bidder with the highest points; and
3. offering a sliding scale of bonus points or price reductions in the bid evaluation based on the percentage of local products the bidder could provide.
ii. An example of a defined scoring advantage:
1. Vendors receive additional points based on a sliding scale for offering local unprocessed agricultural products:
a. 75% or more = 20 points
b. 50% or more = 10 points
c. 25% or more = 5 points
iii. With any method, CNP operators must clearly define and describe the method in the solicitation, clearly state their definition of “local”, and ensure it does not unreasonably limit competition. For more examples of defined scoring advantage methods, please see the USDA Procuring Local Foods for Child Nutrition Programs Guide.
2. Federal regulations do not prescribe how much preference in the form of points or any other approach a CNP operator may assign to local products. A defined scoring advantage, by its very nature, impacts competition. However, it may have a greater or lesser impact on competition depending on the characteristics of the local market. 
3. CNP operators should conduct market research to ensure that the level of preference they give allows an appropriate number of qualified bidders to compete for the contract. Typically, quotes from three or more qualified vendors are considered sufficient competition. 
4. For the purpose of applying the optional geographic procurement preference, “unprocessed locally grown or locally raised agricultural products” means only those agricultural products that retain their inherent character. The effects of the following food handling and preservation techniques shall not be considered as changing an agricultural product into a product of a different kind or character: Cooling; refrigerating; freezing; size adjustment made by peeling, slicing, dicing, cutting, chopping, shucking, and grinding; forming ground products into patties without any additives or fillers; drying/dehydration; washing; packaging (such as placing eggs in cartons), vacuum packing and bagging (such as placing vegetables in bags or combining two or more types of vegetables or fruits in a single package); the addition of ascorbic acid or other preservatives to prevent oxidation of produce; butchering livestock and poultry; cleaning fish; and the pasteurization of milk ((7 CFR 210.21(g)(2)).
5. Examples of solicitation may include, but are not limited to:
a. The SFA seeks to increase its purchase of seasonal, minimally processed fresh fruits and raw vegetables as part of the Farm to School Program. Reasons for purchasing local products (“locally grown,” “locally raised,” or “locally caught”) include the potential cost savings, nutrition education for students, alignment with the Local School Wellness policy, and quality of product.
b. [bookmark: Text91]The SFA is interested in the following “locally grown,” “locally raised,” or “locally caught” products: Click to insert items of interest or specifications here.
c. The food vendor will make every effort to provide the SFA with locally grown products according to the definitions below.
i. “Locally grown,” “locally raised,” or “locally caught”: Click to insert SFA's definition of local here. [The most common definitions of “local” amongst Virginia SFAs are, “Grown or raised in Virginia,” “Grown or raised in Virginia and adjacent states,” and “Grown within an ## mile radius of the school board building.”] 
ii. Minimally processed: Includes refrigerating, adjusting size (peeling, slicing, dicing, cutting, chopping), washing, packaging and adding ascorbic acid or other preservatives to prevent oxidation of produce (as described in USDA’s Final Rule of Geographic Preference). 
6. All products shall be labeled with their designating country origin on each case/invoice delivered.
7. Products should be generally free from insect damage and decay (flexible on grading for produce only per USDA guidance). Produce items are to be rinsed, cleaned, and packed in appropriate commercial produce packaging such as waxed cardboard boxes or sanitary/reusable bins, as applicable.
[bookmark: Text24]Click or tap to enter other state or local procurement requirements.
Optional Farm to School Language SFAs to Incorporate into a Request for Proposal
Reserving the Right to Buy Off-Bid
[bookmark: Text85]Option 1: Click to enter SFA name reserves the right to make opportunity buys from reputable local farmers due to seasonal volume, weather considerations, etc. If product is purchased directly from the farmer or cooperative, the food vendor may be asked to deliver the locally grown products to regular delivery sites.
Option 2: Click to enter SFA name reserves the right to purchase products directly from local producers (farmers), when possible, for the purpose of promoting local products in conjunction with the USDA Fresh Fruits and Vegetable Program (FFVP), Farm to School program, the School Breakfast Program, (SBP), the National School Lunch Program, (NSLP), the at-risk portion of the Child and Adult Care Feeding Program (CACFP), or the Summer Food Service Program (SFSP).
Traceability Language
[bookmark: Text86][bookmark: Text87]Option: The food vendor must make every effort to procure local unprocessed products whenever possible during the school year. Click to enter SFA name is interested in the traceability of all products served to Click to enter SFA name students, particularly that of locally/regionally grown products. If the food vendor is not able to detail the item source by site in monthly velocity reports, they may submit a separate traceability report by product in excel format. This separate traceability report must include all the information required for the velocity report and the item’s source. 
· If locally grown (per the SFA’s definition of local), include: farm of origin for each item, particularly for, but not limited to, locally grown produce and locally raised proteins. If product was not purchased directly from a farm, please provide as much information as available regarding the source of produce to indicate the product was grown/raised within the SFA’s definition of local.  
· If not locally grown: state of origin
Farm to School Language
Options (include those that correspond with your needs):
· Click to enter SFA name will require the food vendor to have a contact person designated to work with our menu committee on a quarterly basis to communicate the local products that can be placed on the menu. Meetings will be set up at least quarterly so local product menu needs can be met.
· As feasible, Click to enter SFA name hopes to coordinate staff and student visits to farms. Educational opportunities may be tailored to the interest level and capacity of each farmer.
Programming
· The food vendor will support SFA by providing materials, data, and/or staffing for implementing waste audits or other hands-on educational activities related to food waste education and work with SFA to implement at least two strategies recommended by the waste audit report or findings.
· The food vendor will participate in SFA farm to school events like Virginia Farm to School Week and the Crunch Heard 'Round the Commonwealth, schedule permitting.
· The food vendor will visit SFA cafeterias, classrooms, and/or the school gardens at least once annually to promote the importance of farming and agriculture with students. 
· The food vendor will host at least one educational session for SFA families and community members annually. 
· The food vendor will participate in “Meatless Mondays” campaign or any equivalent meatless day program.
· The food vendor will provide garden maintenance such as watering, weeding, and harvesting. 
Food/Supplies
When feasible, the food vendor will deliver produce within 24 to 48 hours of harvest, unless the product can be cold stored for longer periods of time or delivered frozen.
Food Vendor Description of Local Food/Farm to School:
· Food vendor's list of local farms that the company sources from specifically for K-12 programs:
· [bookmark: Text108]Local farm name and location
· Local farm name and location
· Local farm name and location
· Local farm name and location
· [bookmark: Text109]The average amount spent per division on local food purchases: $0.00


USDA Policy Guidance on Procurement Topics
· SP 24-2024, CACFP 10-2024, SFSP 14-2024, 
Geographic Preference Option Questions & Answers, dated June 26, 2024
· SP 22-2024, CACFP 08-2024, SFSP 13-2024,
Geographic Preference Expansion Related to the Final Rule titled, Child Nutrition Programs: Meal Patterns Consistent With the 2020-2025 Dietary Guidelines for Americans, dated May 22, 2024
· SP 20-2019, CACFP 07-2019, SFSP 06-2019, Revised: Micro-Purchase and Simplified Acquisition Thresholds for Procurement, Applying the Simplified Acquisition Threshold in the NSLP, CACFP, and SFSP Procurement Standards, and SFA Operations (supersedes SP 01-2013), dated October 30, 2019
· SP 04-2018, CACFP 04-2018, SFSP 01-2018, Market Basket Analysis when Procuring Program Goods and Modifying Contracted-For Product Lists, dated January 18, 2018
· SP 38-2017, Compliance with and Enforcement of the Buy American Provision in the National School Lunch Program, dated June 30, 2017
· SP 45-2016, CACFP 04-2016, SFSP 04-2016, Local Agency Procurement Reviews School Year 2016-2017, dated June 30, 2016
· SP 02-2016, CACFP 02-2016, SFSP 02-2016, Questions and Answers on the Transition to and Implementation of 2 CFR Part 200, dated October 30, 2015
· SP 07-2016, SFSP 07-2016, Local Foods and Related Activities in Summer Meal Programs, with Questions and Answers, dated November 12, 2015
· SP 01-2016, CACFP 01-2016, SFSP 01-2016, Procuring Local Meat, Poultry, Game, and Eggs for Child Nutrition Programs – REVISED, dated November 20, 2023
· SP 06-2015, Farm to School and School Garden Expenses, dated November 12, 2014
· SP 23-2013, Guidance Reaffirming the Requirement that State agencies and School Food Authorities Periodically Review Foodservice Management Company Cost Reimbursable Contracts and Contracts Associated with USDA Foods, dated February 12, 2013
· FD-080: Guidance in Crediting for and Use of Donated Foods in Contracts with Food Service Management Companies, dated January 25, 2011
· SP 10-2009, Economic Price Adjustments in Vendor Contracts, dated January 23, 2009
· SP 21-2008, Prototype Language for Return of Discounts, Rebates and Credits to School Food Authorities, dated May 1, 2008
· SP 15-2008, Allowability of Procurement Fees in School Food Authority (SFA) Contract, dated March 12, 2008
· SP 09-2008, Final Rule, Procurement Requirements for the National School Lunch, School Breakfast and Special Milk Programs, dated January 28, 2008
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