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Procurement Review: Required Documentation Checklists and Timeline
The USDA procurement review process is a critical component of ensuring the responsible and efficient use of federal funds in child nutrition programs while also promoting fair and transparent procurement practices. Procurement reviews are conducted on a three-year schedule. These reviews aim to verify that sponsors are using full and open competition in purchasing goods and services and that nonprofit school food service account funds are used properly. Procurement reviews are a key part of ensuring the overall integrity and effectiveness of child nutrition programs. 
This document outlines the documentation that will be reviewed to determine compliance with USDA and state regulations. The list is not all-inclusive, and other documentation may be requested, as needed. The documentation checklist is divided into specific areas. This checklist is designed to assist SFAs in gathering documentation to prepare for the procurement review and provide an overview of deadlines for the documentation. 
All program operation records for the prior three years plus the current year must be on file and available for review.
Checklist Index
· General Procurement Procedures
· Micro-Purchases
· Small Purchases
· Formal Purchases
· Food Service Management Company
· Processing


[bookmark: _General_Procurement_Procedures]General Procurement Procedures
Deadline: 2 Weeks After Receiving Notification Letter  
	Form/Item Needed
	When to Send
	Check When Complete

	Written Procurement Procedures, which must include:
· General Procurement (2 CFR 200.318)
· Competition (2 CFR 200.319)
· Methods of Procurement (2 CFR 200.320)
· Small and Minority Businesses and Women’s Business Enterprises (2 CFR 200.321)
· Cost and Price Analysis (2 CFR 200.324)
· Availability of Documents for Review (2 CFR 200.325)
· Contract Provisions (2 CFR 200.327, 2 CFR Appendix II)
· Buy American (7 CFR, sections 210.21(d) and 220.16(d))
	After Receiving Notification Letter
	☐
	Code of Conduct, which must include:
· Conflicts of Interest, Disciplinary Action, and Gratuities, Favors, or Gifts (2 CFR 200.318 (c)(1))
· Organizational Conflicts of Interest (2 CFR 200.318 (c)(2))
	After Receiving Notification Letter
	☐
	Vendor Paid List
· A list (Excel format) of all vendors whose goods, supplies, or services were purchased using nonprofit school food service funds for the prior school year.
· The list must include the vendors’ names and details of each payment (date, amount, and brief description of the items purchased). Submit this as an Excel document. 
	After Receiving Notification Letter
	☐
	Completed Procurement Table
	After Receiving Notification Letter
	☐
	Annual Procurement Training Documentation
· Documentation of annual procurement training for staff members who work on NSLP procurement activities (7 CFR 210.21 (h))
	After Receiving Notification Letter
	☐





[bookmark: _Micro_Purchases]Micro Purchases
Deadline: 2 Weeks After Receiving Information Request Form
	Form/Item Needed
	When to Send
	Check When Complete

	Purchase Orders issued (if applicable)
	After receipt of Information Request Form
	☐
	Receipts/Invoices
Receipts/invoices must show what was purchased and purchase price

	After receipt of Information Request Form
	☐
	Reason for choosing the vendor (narrative response)
	After receipt of Information Request Form
	☐
	Any additional information relating to the procurement
	After receipt of Information Request Form
	☐



[bookmark: _Small_Purchases]Small Purchases
Deadline: 2 Weeks After Receiving Information Request Form
	Form/Item Needed
	When to Send
	Check When Complete

	Solicitation documents including specifications and evaluation criteria
	After receipt of Information Request Form
	☐
	Bid Quotes / Responses
	After receipt of Information Request Form
	☐
	Evaluation of responses for award and justification
	After receipt of Information Request Form
	☐
	Updated pricing list from vendor, if applicable
	After receipt of Information Request Form
	☐
	Purchase Orders issued 
	After receipt of Information Request Form
	☐
	Receipts/Invoices
· Receipts/invoices must show what was purchased and purchase price
	After receipt of Information Request Form
	☐
	Any additional information relating to the procurement
	After receipt of Information Request Form
	☐




[bookmark: _Formal_Purchases]Formal Purchases
Deadline: 2 Weeks After Receiving Information Request Form
	Form/Item Needed
	When to Send
	Check When Complete

	Cost/Price Analysis
	After receipt of Information Request Form
	☐
	Original Solicitation (Request for Proposal/Invitation for Bid)
	After receipt of Information Request Form
	☐
	Specifications
	After receipt of Information Request Form
	☐
	Evaluation Criteria
	After receipt of Information Request Form
	☐
	Contract Terms & Conditions
	After receipt of Information Request Form
	☐
	Proof of advertisement
	After receipt of Information Request Form
	☐
	All responses received from all vendors, to include pricing
	After receipt of Information Request Form
	☐
	Evaluation and/or scoring results used to select vendor (individual and consolidated evaluations)
	After receipt of Information Request Form
	☐
	Reason(s) for rejecting a bid/proposal, if applicable
	After receipt of Information Request Form
	☐
	Reason(s) for awarding a contract
	After receipt of Information Request Form
	☐
	Final contract awarded and executed as well as all renewals
	After receipt of Information Request Form
	☐
	Non-competitive proposal authorization, if applicable
	After receipt of Information Request Form
	☐
	Amended contract language, as applicable (to include updated pricing)
	After receipt of Information Request Form
	☐
	If piggybacking off an SFA/SFA only cooperative, original solicitations/bid packet, cost-price analysis, advertisements, bid tabs, etc. of the cooperative
	After receipt of Information Request Form
	☐
	Agreement the Sponsor signed with any co-ops/buying groups/vendors for piggybacking/agent/third party utilized for Child Nutrition procurements
	After receipt of Information Request Form
	☐
	Purchase Orders issued
	After receipt of Information Request Form
	☐
	Receipts/Invoices (3 vendor invoices)
· Receipts/invoices must show what was purchased and purchase price

	After receipt of Information Request Form
	☐
	Any additional information relating to the procurement
	After receipt of Information Request Form
	☐




[bookmark: _Food_Service_Management]Food Service Management Company
Deadline: 2 Weeks After Receiving Information Request Form
	Form/Item Needed
	When to Send
	Check When Complete

	Base Year Contract including Amendments 
	After receipt of Information Request Form
	☐
	Original Solicitation/contract from first year of contract 
	After receipt of Information Request Form
	☐
	USDA Foods Reconciliation Form
	After receipt of Information Request Form
	☐
	SFA monitoring of FSMC invoices procedure: written procedure or narrative explanation of how the SFA validates/reconciles the FSMC invoice prior to payment
	After receipt of Information Request Form
	☐
	Documentation supporting the amount charged on the invoices selected for review. This includes all invoices and receipts that support the total invoice. This documentation is needed for each invoice selected for review. If a management and/or administrative fee are charged on a per meal basis, the meal counts from the POS for the time period of the invoice are needed. 
	After receipt of Information Request Form
	☐
	Reconciliation of USDA Foods (commodities) and copy of your planned assistance from the State Distributing Agency
	After receipt of Information Request Form
	☐
	Documentation of advisory board meetings that assisted with menu planning. This includes agendas and sign-in sheets 
	After receipt of Information Request Form
	☐
	A completed FSMC Monitoring Form
	After receipt of Information Request Form
	☐
	Most recent health inspection report for all sites  
	After receipt of Information Request Form
	☐
	FSMC Invoices, to include operating statement
	After receipt of Information Request Form
	☐



[bookmark: _Processing]Processing
Deadline: 2 Weeks After Receiving Information Request Form
	Form/Item Needed
	When to Send
	Check When Complete

	Original solicitation 
	After receipt of Information Request Form
	☐
	Advertisements published 
	After receipt of Information Request Form
	☐
	SDA template agreement/contract for processors 
	After receipt of Information Request Form
	☐
	SDA list of approved food for processing 
	After receipt of Information Request Form
	☐
	SFA planned assistance level (from prior school year). This is the report from the state that indicates allotment/entitlement amounts for the year. 
	After receipt of Information Request Form
	☐
	All responses received from all vendors (to include pricing) 
	After receipt of Information Request Form
	☐
	Evaluation and/or scoring results used to select each vendor (individual and consolidated evaluations) 
	After receipt of Information Request Form
	☐
	Final contract awarded and executed as well as all renewals 
	After receipt of Information Request Form
	☐
	Reconciliation of USDA Foods received, if applicable 
	After receipt of Information Request Form
	☐
	SFA food recall procedures
	After receipt of Information Request Form
	☐
	Receipts/Invoices
· Receipts/invoices must show what was purchased and purchase price
	After receipt of Information Request Form
	☐
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