Procurement Review
Step 1 – Initial Documents Tip Sheet
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VENDOR PAID LIST
· Pull the report from your accounting software
· Include all purchases from the School Food Service Account (i.e. 510 account)
· Include all purchases from July 1, 2018 – June 30, 2019
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PROCUREMENT TOOL – SFA PAGE
· Complete ALL information
· List each purchase only once
· When entering purchases, consider both the amount and the process
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CNP WRITTEN 
PROCUREMENT PROCEDURES
· Complete ALL information
· List only one threshold amount
· Include all purchase methods
· Use job titles, not names of individuals
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CNP WRITTEN 
CODE OF CONDUCT
· Complete ALL information
· List disciplinary actions
· Use job titles, not names of individuals
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CHILD NUTRITION PROGRAMS WRITTEN CODE OF CONDUCT
Enter SFA/Sponsor Name  CTD #

Regulations: 2 CFR Part 200.318(c](1), formerly 7 CFR Part 3016 35(b)(3) and & CFR Part 3015.42, State Procurement

Code and Regulations, and Entes SFAVSgorsior Naié Department o Purchasing

The Child Nutrition Program Sponsor must maintain a written code of standards of conduct (2 CFR 200.318(c)) that
includes procedures that govern the performance of ts officers, employees or sgents who sre engaged in the award and
administration of contracts supported by Child Nutrition Program Funds.

The following conduct will be expected of all persons who are engaged in the award and administration of contracts
supported by Child Nutrition Program Funds.

Procedures. Enter SFA/Sponsor Name seeks to conduct all procurement procedures
in compliance with stated regulations; and
to prohibit conflicts of interest and actions of employees el gaged in the selection, award and administration of contracts.

No employee, officer, or agent may participate in the selection, award, or administration of a contract supported by




image1.png
Account Purchase Order History Report
Fiscal Year: 2016-2017

XYZ School

‘Citerta. ACCOUNT Mask=1610.777. 77777777277

Account Num P.O___ Name Of Vendor PQDate PO Status
TE10-100.3700 6330 100 "OTHER PROFESSIONAL SERV Budgeted PO At Expenatures Encumbrance
BUDGETED AMOUNT 163100
5 ND SCHOOL SOLUTIONS "06/10/15 Closed 1,373.00 0.00
16160083 CUTLERY & SHARPENING SERVICE 0700115 Closed 224.00 000
Totals 1597 00 157627 000
Un-Expended Bal 5473 Budget Balance 5473
7510100 3100 6360 100 Employes Training & Professional Budgeted PO Amt  Expenditures Encumbrance
Development Serv.
BUDGETED AMOUNT 0.00
15160564 HEARTS %02104/16  Closed 90.00 120,00 000
16160776 ND SCHOOL SOLUTIONS. %06/01/16  Closed 500.00 50000 000
Totals 1215 00 1245 00 000
Un-Expended Bal (1,245 00)] Budget Balance (1245 00)
1510100 3100 6430 100 Repai and Main Senices Budgeted PO Amt___ Expenditures Encumbrance
BUDGETED AMOUNT 1,000.00
15160085 WAXIE %7015 Closed 1,000.00 0.00 0.00
Totals 1,000.00 000 000
Un-Expended Bal 1,000.00] Budget Balance 1,000.00
- 1510 100 3100 6431 100 Nontechnology Related Repairs and Maint Budgeted PO Amt___Expenditures Encumbrance
BUDGETED AMOUNT 675.00
15160036 |BAKER COMMODITIES 70115 Closed 675.00 400,00 0.00
Totals 675,00 40000 000
——————— T T e —— —





image2.png
Procurement Tool SFA Page- Threshold

**DIRECTIONS: Filin the procurement authority chart and the yellow boxes below

SFAName [ ]

Procurement Authority - List staff responsible for procurement of goods and services paid for from the nonprofit food service account

Name Position/Title [Responsibilties Phone Number [Email Address

Local s
State/Non-Exempt Charters $100000
Federal/Exempt Charters/Private Schools 5250000
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This document is a sample and is not intended to be all inclusive. This document does not replace pre-issuance
contracts with caterers and Food Service Management Companies as required by Arizona Department of Education
(ADE). The School Food Authority is ultimately responsible to ensure that the procedures comply with all Federal
Regulations, State Procurement Code and Regulations, and local procurement policies.

CHILD NUTRITION PROGRAMS PROCUREMENT PROCEDURES

Insert SFA/Sponsor Name  Insert CTD #

DY

The procurement procedures contained on the following pages will be implemented on Insert Date and stay in effect
until amended. Al procurement must adhere to free and open competition. Sponsors must retain all documentation
for procurement per regulations.

New procurement procedures do not need to be developed every year. However, an annual review of procedures is
suggested to assure its relevance to current procedures.

PROCUREMENT PROCEDURES
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