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Purchases below $5,000: Informal Procurement

Quotes suggested, documentation suggested
Purchases between $5,000-$150,000: Informal Procurement

Quotes required, documentation required (see Informal Procurement Log attached)
Purchases over $150,000: Formal Procurement

Formal announcement required, documentation required

Procurement for Food Service Management Contracts/Vended Meals: Regardless of the
contract amount

State agency pre-approval required for RFP
State agency approval required prior to award

Remember:

* Equipment purchases using the non-profit food service account that are greater than
$5000 require prior state approval
Equipment is defined as tangible nonexpendable property having a useful life of more
than 1-year and costing $5000 or more per unit

* Geographic preference may be applied
* Steps should be taken to allow access by minority, women, or small business
Enterprises

For more information, see the CNP Procurement website at: http://education.alaska.gov/tis/cnp/procurement.html

Child Nutrition Programs
Teaching and Learning Support
801 West 10" Street, Suite 200
P.O. Box 110500
Juneau, Alaska 99811-0500
Phone: 465-3629/8710
Fax: 465-8910



INFORMAL PROCUREMENT LOG
TO BE USED FOR PURCHASES OF $150,000 OR LESS

Check the box next to the supplier that you choose. If chosen supplier does not provide the lowest overall price, explain decision on attached sheet.

Iltem(s) to be purchased and Bid Price Negotiated Price Discussion Date & Method of
specifications Contact
Supplier #1
Supplier #2
Supplier #3
Item(s) to be purchased and Bid Price Negotiated Price Discussion Date & Method of
specifications Contact
Supplier #1
Supplier #2

Supplier #3




Procurement (Purchasing) Roadmap

Since you are using Federal Funds, all purchases must be competitively procured. You must also

follow state and local rules if more restrictive. Follow the roadmap below.

What is the Purchasing Agency?

Private Non-Profit

Is the purchase or contract worth more
than $150,0007?

Private Non-Profits that
run Child Nutrition
Programs are governed by
the purchasing
requirements in 7 CFR
3019. Since the purchase
is over $150,000, a formal
procurement process is
necessary.

Private Non-Profits that
run Child Nutrition
Programs are governed by
the purchasing
requirements in 7 CFR
3019. Since the purchase
is under $150,000, an
informal procurement
process is necessary.

Public agency (school district, juvenile detention)

Is the purchase or contract worth more
than $150,0007?
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Public agencies that run
Child Nutrition Programs
are governed by the
purchasing requirements
in 7 CFR 3016. Since the
purchase is over
$150,000, a formal
procurement process is
necessary.

Public agencies that run
Child Nutrition Programs
are governed by the
purchasing requirements
in 7 CFR 3016. Since the
purchase is under
$150,000, an informal
procurement process is
necessary.
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See Page 2

See Page 3

See Page 2

See Page 3
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What are Formal Procurement Procedures?

There are two types of Formal Procurement:

The two formal methods are:

1. Invitation for Bid (IFB) aka sealed bid method - Bids are publicly solicited and the contract is
awarded to the responsible bidder whose bid, conforming to all the material terms and
conditions, is lowest in price. Bids must be publicly advertised and solicited from an adequate
number of known suppliers.

2. Request for Proposal (RFP) aka competitive proposals - Conducted with more than one source
submitting an offer, and either a fixed-price or cost reimbursement type contract is awarded.
Request for proposals will be publicized and must identify all evaluation factors. Sponsors must
have a method for conducting evaluations of the proposals received and for selecting awardees.
Awards are made to the most responsible vendor whose proposal is most advantageous to the
program, with price and other factors considered.

Recommended Purchasing Path

Develop Menu

U

Develop Product List and Food Descriptions

U

Conduct Product Research

NS

Estimate Usage Quantities (contact current vendor for usage reports)

NS

Develop bid document with instructions

U

Issue bid in at least one newspaper and to potential vendors for 30 days

U

Open bids and award
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What are Informal Procurement Procedures?

Price or rate quotations from at least three qualified sources are necessary. All nonprofit child nutrition
funds must use this method. If the sponsor is making a purchase using general fund dollars and not
funds from the nonprofit child nutrition fund, purchases below $5,000 are not required to obtain
competitive quotes but it is recommended. Price quotes can be verbal or written but either way
documentation of quotes must be maintained.

Recommended Purchasing Path

Develop Menu

U

Develop Product List and Food Descriptions

U

Obtain 3 competitive auotes (written or verbal)-no advertisement reauired

U

Award item to vendor that meets specifications with lowest quote

U

Regardless if written or verbal, must maintain written documentation of quotes
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