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The Procurement Review: Common Findings and Best Practices to Avoid Them
Each year, the Virginia Department of Education, Office of School and Community Nutrition Programs conducts procurement reviews. This resource highlights the most common findings from recent reviews and provides strategies school divisions and community organizations (sponsors) can use to strengthen procurement procedures and avoid recurring issues. By understanding common compliance issues and applying best practices, sponsors can feel confident to use procurement as a strategic tool for menu planning and resource management.
	Documentation & Recordkeeping
	Contract Monitoring
	Micro-Purchases

	Common issues:
· Missing documents (solicitation advertisements, quotes, product specifications, bid evaluations, contract renewals, piggybacking approval letters, cost/price analysis)
· Missing procurement history for cooperative contracts 
Best practices:
· Maintain detailed records of all procurement activities, including solicitations, quotes, contracts, renewals, and invoices
· Establish a clear, consistent records ‑management process 
· Create a digital folder for each procurement or vendor to keep records organized and accessible
· Develop a shared digital filing system for cooperatives
Helpful VDOE- SCNP Resources:
· Procurement Review Documentation Checklist 	Comment by Taylor, Sarah (DOE): Suggest linking all these documents/resources once the Proc Hub goes live for easy access
· Small Purchase Log 
· Micro Purchase Log 
· Cost Price Analysis
	Common issues:
· Insufficient documentation to ensure all items and prices invoiced were in accordance with the terms, conditions, and specifications of the contract or purchase order
Best practices:
· Maintain documentation supporting all pricing (quotes, price sheets, evaluations)
· Review invoices for accuracy before payment
· Document and communicate any discrepancies with vendors
· Request updated price sheets monthly
· Develop written contract management procedures
	Common issues:
· Purchases not spread equitably among all qualified sources
· Missing documentation of product specifications
· Exceeding the micro‑purchase threshold with a single vendor
Best practices:
· Review thresholds before each purchase to ensure appropriate procurement method
· Track cumulative vendor spending throughout the year
· Forecast needs to determine the correct procurement method
· Document justification when equitable distribution is not feasible (such as cost and time of travel and/or vendors' delivery capacitiesy)
· Document price‑reasonableness determinations
· Purchase from multiple qualified sources
Helpful VDOE- SCNP Resources:
· Micro Purchase Log Template
· Threshold Decision Tree



	Required Contract Provisions
	Piggybacking
	Third‑Party Contracts

	Common issues:
· Missing required federal provisions, such as Termination for Cause and Convenience, Equal Employment Opportunity, Clean Air, Debarment/Suspension, Bryd Anti-Lobbying
Best practices:
· Use a contract ‑provisions checklist for all solicitations and contracts
· Assign staff to verify inclusion of all required provisions and certifications
· Update solicitation and contract templates annually 
Helpful VDOE- SCNP Resources:
· Contract Provisions Checklist with Sample Language
· RFP and IFB Templates
	Common issues:
· Missing language to allow use of the contract by additional parties 
· Piggybacking language missing specified limits on contract use by additional parties (dollar value or number of additional parties)
Best practices:
· Verify the solicitation and contract explicitly allow piggybacking before use 
· Ensure contract meets all program requirements and SFA needs
· Use compliant piggybacking language when developing solicitations and contracts
Helpful VDOE- SCNP Resources:
· Purchasing Goods and Services Using Cooperative Agreements and Third-Party Services Decision Tree
· RFP and IFB Templates 
	Common issues:
· Use of third‑party contracts (such as Omnia Partners, TIPS, Keystone Purchasing (KPN)) without conducting additional procurement
Best practices:
· For informal procurement, treat third‑party pricing as one quote and compare it with others
· Conduct formal procurement and compare third-party price against bids received
· Ensure all federal clauses and Buy American requirements are included
Helpful VDOE- SCNP Resources:
· Purchasing Goods and Services Using Cooperative Agreements and Third-Party Services Decision Tree



	Procurement Plan & Code of Conduct
	USDA Processing
	Additional Practices for Strong Procurement  

	Common issues: 
· Procurement plan  does not meet federal regulations (often when SFAs use locality procurement plans without Child Nutrition specific procedures)
· Use of outdated VDOE Procurement Plan template
· Non-compliant Code of Conduct 
Best practices:
· Update annually to confirm compliance with federal, state, and local regulations 
· Add a child‑nutrition‑specific addendum to locality procurement plans when necessary
Helpful VDOE SCNP Resources:
· Procurement Plan Template 
· Code of Conduct Template
	Common issues:
· Processed end products for USDA Foods not properly procured 
Acceptable procedures for the procurement of processed end products
· Identification of a specific product procured through the SFA’s contracted mainline distributor.
· Products that are competitively selected through student taste testing for acceptability. Maintain and provide documentation of the competitive selection process.
· Micro purchase procedures are allowable if the expenditure is within the SFA’s micro purchase threshold.
· Use small purchase procedures, if allowable based on the expected expenditure, to obtain product pricing from two or more vendors. Maintain and provide documentation of product specifications and price quotes.

	· Maintain open communication among staff involved in procurement, including finance and procurement offices
· Consult VDOE-SCNP for guidance at any stage of the procurement process
· View procurement review findings and technical assistance to refine procedures and improve operations
· Maintain complete, accurate documentation for all procurement activities 
· Establish policies and procedures for recordkeeping
· Stay current on changes to federal, state, and local procurement requirements
· Participate in VDOE-SCNP trainings, workshops, and conferences
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