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Procurement Profile Template for School Food Authorities
Instructions:
[bookmark: Text2]The School Food Authority’s (SFA) procurement profile outlines the processes and procedures it follows when purchasing goods and services. This document is a sample and is not intended to be all-inclusive. 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 should be modified, as needed, according to each SFA’s unique procurement practices. 
1. Replace the VDOE-SCNP logo with the SFA logo
2. [bookmark: Text1]Replace “Procurement Profile Template for School Food Authorities” with “ SFA Procurement Profile”
3. Insert SFA website link under the title


Purchasing Contracts:

[bookmark: Text3]School nutrition director name
[bookmark: Text4]Title:      
[bookmark: Text5]Address:      
[bookmark: Text6]Phone:      
[bookmark: Text7]Email:      
[bookmark: Text8]Other (ex: Procurement Office)
Title:      
Address:      
Phone:      
[bookmark: Text9]Email:       
Statistical Information:
	Cost Item
	Budget Amount

	Operating Budget
	$     

	Purchased Food Budget
	$     

	Supplies Budget
	$     

	Target Food Cost
	Breakfast: $0.00                   Lunch: $0.00

	Entrée
	$0.00

	Fruit/Vegetable
	$0.00

	Grain/Bread
	$0.00

	Milk
	$0.00


School Information:
(Optional)
	School Name
	Address
	Contact

	School name
	Address
	Contact person name and email

	School name
	Address
	Contact person name and email

	School name
	Address
	Contact person name and email

	School name
	Address
	Contact person name and email

	School name
	Address
	Contact person name and email



	Grade Level
	Number of Sites
	Enrollment

	Elementary
	[bookmark: Text11]     
	     

	Middle
	     
	     

	High
	     
	     

	Other/Alternative
	     
	     

	TOTAL
	     
	     


Free and Reduced-Price Meal Eligibility:
· [bookmark: Text12]XX% of SFA XX total enrollment students are eligible for free and reduced-price meals
· XX schools (out of XX) have more than XX% of students eligible for free and reduced-price meals
· XX CEP sites
· Add additional items (such as Provision 2)
Participation Information:
	Average Daily Participation
	Meal

	     
	Breakfast

	     
	Lunch

	     
	Snack

	     
	Supper

	     
	Fresh Fruit & Vegetable Program

	     
	A la carte


SFA Key Purchasing Initiatives:
Create a list of procurement goals and initiatives the SFA wants to achieve. Below are some examples:
1. [bookmark: Text13]Apply geographic preference to SFA's definition of local
2. [bookmark: Text14]Promote the Farm to School Program
3. [bookmark: Text15]Purchase products grown and produced using sustainable practices
4. [bookmark: Text16]Purchase at least 50% of food as minimally processed
5. [bookmark: Text18]Purchase 80% grains as whole grains
6. [bookmark: Text27]Abide by Code of Virginia § 22.1-207.4:3 to remove color additives from all school meals by July 1, 2027
7. [bookmark: Text19]Click to enter SFA specific initiatives
Food Production: 
[bookmark: Text20][bookmark: Text21]Detail the SFA’s food production (Ex: enter number of onsite food production kitchens or centralized kitchen at school name or warehouse, etc.)
Delivery Requirements:
	Product
	Delivery Site
	Frequency
	Day of Week/Time

	Milk
	[bookmark: Text22]School or Central Warehouse
	[bookmark: Text23]XX times per week
	Day of the week
Between time–time EST

	Bread
	School or Central Warehouse
	XX times per week
	Day of the week
Between time–time EST

	Fresh Produce
	School or Central Warehouse
	XX times per week
	Day of the week
Between time–time EST

	Dry Groceries
	School or Central Warehouse
	XX times per week
	Day of the week
Between time–time EST

	Frozen Food
	School or Central Warehouse
	XX times per week
	Day of the week
Between time–time EST

	Disposable Supplies
	School or Central Warehouse
	XX times per week
	Day of the week
Between time–time EST


Vendor Sales Call Policy:
Outline the sales call policy that the SFA requires the vendor to follow. Examples include:
1. Samples accepted on initial sales call: |_| Yes |_| No
2. [bookmark: Check1]Appointment necessary: |_| Yes |_| No
3. [bookmark: Text24][bookmark: Text25][bookmark: Text26]Preferred day and time of sales calls: Day of the week, between time–time EST
4. Documentation the vendor must provide for each item (modify or delete items below as specific to SFA)
a. Meal Pattern contribution—CN Label or manufacturer specifications or Production Formulation Statements
b. Smart Snack compliant |_| Yes |_| No
c. Information for nutrient analysis
d. Buy American compliance documentation
e. Local origin (if applicable)
f. Ingredient list
g. Preparation instructions
h. Portion and Pack
i. AP and EP
j. Price per portion/serving
k. USDA processing option |_| Yes |_| No
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