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TRAINING HOURS

This training counts toward Empower Program
training requirements. It is listed on the Arizona
Early Childhood Workforce Registry. If you want
this training to appear on your Registry transcript,
please provide your ID in the completion survey.

Training Title: CACFP Procurement
Basics

Hours of Instruction: 1.5 Hours

Information to include when documenting this
training for Continuing Education and Training
Credit:

Intended Audience
This training is intended for organizations operating
the Child and Adult Care Food Program (CACFP).

Objectives
At the end of this training, attendees should be able to:

Purchase food, supplies, and equipment through vendors,
meeting specifications in compliance with Federal, State,
and local procurement regulations.

This training is required for all new organizations who
will be applying to participate in the CACFP. 



Throughout this guide, there will be
comprehension quiz questions to test
Sponsorr knowledge and help
Sponsor apply what Sponsor’re
learning. Be sure to review these quiz
questions and answers available
within the guide. 

The question mark icon below will
indicate a comprehension quiz
question.

Quiz Time
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What is
Procurement?

SECTION 1
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Definitions
Procurement
Procurement is the process of purchasing goods and services from a vendor.
Child and Adult Care Food Program (CACFP) regulations require that all
sponsors have standards that are followed when food or supplies are
purchased. 

Procurement Guidelines, Standards, and Procedures
Sponsors must have a document outlining the procurement guidelines,
standards, and procedures that the organization must follow when procuring
good. This documentation is submitted with the Management plan and must
include a written Code of Conduct
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Definitions
Purchasing
Refers to the organized acquisition of goods and services on behalf of the
buying entity. It involves the process of acquiring goods and services from a
vendor, often through a formal process that includes research, negotiation,
and invoicing.

Goods and Services
In the procurement process goods are tangible items that can be purchased
such as physical products. Services are activities provided by other people,
such as expertise, skill, knowledge, or labor

Vendors
A vendor is an individual or company that supplies goods and services to
businesses or consumers.

https://www.bing.com/ck/a?!&&p=8db3e554bed4fa5cfea6120f5866c30c91397780b24de005c2e5963f25bca23eJmltdHM9MTczMTk3NDQwMA&ptn=3&ver=2&hsh=4&fclid=0084d457-3c33-600a-2bcc-c0c23ddd619e&psq=purchasing+definition+business&u=a1aHR0cHM6Ly93d3cuYWNjb3VudGluZ3Rvb2xzLmNvbS9hcnRpY2xlcy93aGF0LWlzLXB1cmNoYXNpbmcuaHRtbA&ntb=1
https://www.bing.com/ck/a?!&&p=8db3e554bed4fa5cfea6120f5866c30c91397780b24de005c2e5963f25bca23eJmltdHM9MTczMTk3NDQwMA&ptn=3&ver=2&hsh=4&fclid=0084d457-3c33-600a-2bcc-c0c23ddd619e&psq=purchasing+definition+business&u=a1aHR0cHM6Ly93d3cuYWNjb3VudGluZ3Rvb2xzLmNvbS9hcnRpY2xlcy93aGF0LWlzLXB1cmNoYXNpbmcuaHRtbA&ntb=1
https://www.bing.com/ck/a?!&&p=8db3e554bed4fa5cfea6120f5866c30c91397780b24de005c2e5963f25bca23eJmltdHM9MTczMTk3NDQwMA&ptn=3&ver=2&hsh=4&fclid=0084d457-3c33-600a-2bcc-c0c23ddd619e&psq=purchasing+definition+business&u=a1aHR0cHM6Ly93d3cuYWNjb3VudGluZ3Rvb2xzLmNvbS9hcnRpY2xlcy93aGF0LWlzLXB1cmNoYXNpbmcuaHRtbA&ntb=1
https://www.bing.com/ck/a?!&&p=92defd65966def3a3c45cab5b53ae96d2d27a662e2fdafc151b848b57ba01015JmltdHM9MTczMTk3NDQwMA&ptn=3&ver=2&hsh=4&fclid=0084d457-3c33-600a-2bcc-c0c23ddd619e&psq=purchasing+definition+business&u=a1aHR0cHM6Ly93d3cuaW5kZWVkLmNvbS9jYXJlZXItYWR2aWNlL2NhcmVlci1kZXZlbG9wbWVudC9wdXJjaGFzZS1wcm9jZXNz&ntb=1
https://www.bing.com/ck/a?!&&p=92defd65966def3a3c45cab5b53ae96d2d27a662e2fdafc151b848b57ba01015JmltdHM9MTczMTk3NDQwMA&ptn=3&ver=2&hsh=4&fclid=0084d457-3c33-600a-2bcc-c0c23ddd619e&psq=purchasing+definition+business&u=a1aHR0cHM6Ly93d3cuaW5kZWVkLmNvbS9jYXJlZXItYWR2aWNlL2NhcmVlci1kZXZlbG9wbWVudC9wdXJjaGFzZS1wcm9jZXNz&ntb=1
https://www.bing.com/ck/a?!&&p=92defd65966def3a3c45cab5b53ae96d2d27a662e2fdafc151b848b57ba01015JmltdHM9MTczMTk3NDQwMA&ptn=3&ver=2&hsh=4&fclid=0084d457-3c33-600a-2bcc-c0c23ddd619e&psq=purchasing+definition+business&u=a1aHR0cHM6Ly93d3cuaW5kZWVkLmNvbS9jYXJlZXItYWR2aWNlL2NhcmVlci1kZXZlbG9wbWVudC9wdXJjaGFzZS1wcm9jZXNz&ntb=1


Definitions
PURCHASING
Method type (Micro, Simplified Acquisitions,
or Formal)
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VENDOR
Consumer Clubs (e.g. Sam’s Club,
Costco) 
Commercial Food Service Companies
(e.g. US Foods, Shamrock, Sysco)
Restaurant Supply (kitchen supplies,
small wares e.g. Webstaurant)
Fresh Food Markets 
Local Grocery Stores 
Catering Companies 

GOODS AND SERVICES
Supplies, food, equipment, software,
contracted services



To obtain goods and services efficiently and economically; 
To comply with Federal, State, and Local regulations;
To prevent fraud, waste, and abuse;
To maximize free and open competition;
To help sponsors become more comfortable with the procurement process.

Procurement Regulations
Why are there procurement regulations?

SECTION 1 WHAT IS PROCUREMENT? SLIDE 10

When the regulations pertaining to
procurement procedures differ, the
sponsor must adhere to the most
restrictive one (Federal, state or local).
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2 CFR 200.320: The methods Sponsors must follow to properly procure goods and services 

2 CFR Part 200.318-326: Additional procurement regulations
Parts 3016 and 3019 have been superseded by 2 CFR Part 200

Where To Find the Regulations
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The ADE Template can be found at:
https://www.azed.gov/hns/cacfp/renew
alresources/

Documentation
PROCUREMENT GUIDELINES,
STANDARDS, AND PROCEDURES

Sponsors should start by drafting up the
Procurement Guidelines, Standards, and
Procedures to be followed. This
documentation will be submitted with the
Management Plan and must include a Code
of Conduct.

https://www.azed.gov/hns/cacfp/renewalresources/
https://www.azed.gov/hns/cacfp/renewalresources/


The Steps of Procurement
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Determine what Sponsor needs – Forecast and Create Specifications 
Be detailed and specific so Sponsor can compare “apples to apples” 

01

02

03

04

Estimate purchase amount – Threshold 
Estimate total of single purchase 
Estimate total of yearly purchases 
Estimate amount of contract 
For multi-year contract, must estimate total for all the years 

Choose procurement method (Micro, Simplified Acquisition, Formal) 
Base decision on process and amount 

Follow requirements for method of purchase (documentation)
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Review past records/data/purchasing behavior and apply to current situation.
Review current resources and services to ensure that only necessary purchases are made;
take inventory.
Once the forecasting and planning process is complete, the Sponsor will be able to determine
the estimated dollar value of its procurements for the coming year.
This estimated dollar determination allows the Sponsor to choose the appropriate
procurement method to use.

THE STEPS OF FORECASTING

Determine what Sponsor needs – Forecast and Create Specifications 
Be detailed and specific so Sponsor can compare “apples to apples” 01

Step One
FORECASTING



Forecasting
QUESTIONS TO ASK WHEN FORECASTING
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What menu planning considerations need to be made?

What did purchases look like from the past year? 

Is the price of this cost effective?

What is the projected budget? Threshold amount? 

How often do purchases need to be made?

How many vendors will be needed for purchases? What information does the vendor(s) need to
know?

What changes need to be made? Did participant enrollment number increase or decrease? Revenues
or loss?

Food items needed, how many, how often?



Average daily participation for Sponsor sites for each meal 
Yearly calendar for forecast year (note holidays/closed dates, enrollment numbers) 
Cycle menu (availability, seasonal, school calendar) 
CACFP Crediting Handbook
Determine the specific contribution each food makes toward the meal pattern
requirements
Buy the right amount of food and appropriate type of food 

Forecast and Create Specifications

TOOLS FOR FORECASTING

SECTION 1 WHAT IS PROCUREMENT SLIDE 16

https://www.fns.usda.gov/tn/cacfp/crediting-handbook


Develop menus well in advance. 

Communicate and plan for important due dates! 
When and how much to order
Order quantities agreed upon

Have a back-up item ready in case an issue arises. 
Account for items removed from inventory/change of availability. 
Communicate increases and decreases in quantity of items and changes to
program. 

Know the value of food and supplies (leave time to obtain quotes).

Forecasting
BEST PRACTICES OF FORECASTING

SECTION 1 WHAT IS PROCUREMENT SLIDE 17
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Step Two
PURCHASE AMOUNT

Estimate total of single purchase 
Estimate total of yearly purchases 
Once a Sponsor estimates the purchase amount, Sponsor must decide which procurement
methods will be used.

STEPS OF ESTIMATING PURCHASE AMOUNT

02
Estimate purchase amount – Threshold 

Sponsors need to assess the total purchase amount for all
transactions made over the year in order to decide on the
appropriate procurement method to adopt.



All for-profit institutions participating in the CACFP must comply with procurement requirements as
stated in 7 CFR 226. These guidelines specify, among other provisions, that the federal simplified
acquisition threshold be set at $250,000. 

All non-governmental, non-profit institutions participating in the CACFP must comply with
procurement requirements as stated in 2 CFR part 200. These guidelines specify, among other
provisions, that the federal simplified acquisition threshold be set at $250,000.  Please note that an
institution may have regulations establishing a simplified acquisition threshold of less than $250,000 in
which case a formal solicitation would be required. 

All public institutions participating in the CACFP must comply with procurement requirements as
stated in applicable State laws (ARS 41-2535) or local laws (if more restrictive) and as stated in 2 CFR part
200. These guidelines specify, among other provisions, that the simplified acquisition threshold be set at
$100,000 in Arizona. This means for any purchase that exceeds the simplified acquisition purchase
threshold of $100,000, a formal solicitation must be conducted. 

Formal or Informal Procurement?
SIMPLIFIED ACQUISITION THRESHOLD

SECTION 1 WHAT IS PROCUREMENT SLIDE 19



Quiz Time
What is the Federal Simplified Acquisition Threshold?

$100,000

$10,000

$250,000

$5,000

A

B

C

D



Quiz Time
What is the Federal Simplified Acquisition Threshold?

$100,000

$10,000

$250,000

$5,000

A

B

C

D

The Federal Simplified Acquisition
Threshold is $250,000.



Quiz Time
What is the State Simplified Acquisition Threshold in Arizona for Sponsors?

$100,000

$10,000

$250,000

$5,000

A

B

C

D



Quiz Time

The Simplified Acquisition
Threshold for Sponsors in Arizona is
$100,000.

Sponsors must follow the most
restrictive threshold. Per Arizona
procurement standards, any
purchase above $100,000 must
follow the formal procurement
process. 

What is the State Simplified Acquisition Threshold in Arizona for Sponsors?

$100,000

$10,000

$250,000

$5,000

A

B

C

D



SECTION 2

Procurement
Methods
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There are three procurement methods most commonly used in CACFP. The methods are based on the
amount of the purchase and the purchasing process.​ Sponsors must use one of the procurement
methods for any purchase made. 

Step Three
PROCUREMENT METHOD

03 Choose procurement method (Micro, Simplified Acquisition, Formal) 
Base decision on process and amount 
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MICRO PURCHASING
Threshold = under $10,000
One time, single purchase or “Spread
the Wealth”

SIMPLIFIED ACQUISITION
formerly known as Small Purchase

Threshold = $10,000 - $250,000 (or State/local
threshold amount)
3 quotes
Better for more than one time or
planned/consistent purchases.
May be used for single purchase if the purchase is
withing the threshold window.

Procurement Methods

Making a purchase from the same
supplier more than once, without
spreading the wealth, is considered
a Simplified Acquisition.

FORMAL PURCHASING
Threshold = over $250,000
Fixed Price Contract: Invitation for Bid
(IFB) or Request for Proposal (RFP) 
Cost Reimbursable Contract (only RFP) 



SECTION 3

Micro Purchasing



One time purchase OR “spread the wealth” of multiple purchases (buying the
same type of items from different vendors/groceries stores/places that offer the
same product or service at a reasonable price)

Requirement: Shop at two or more qualified suppliers. 
Best Practice: Shop at three qualified suppliers. 

Micro Purchases

PROCESS:
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AMOUNT:
Up to $10,000 Transactions are below $10,000

Price must be reasonable
Purchases (Transactions) distributed
equitably among qualified suppliers
offering the same/similar services
(Spread the Wealth)

REQUIREMENTS:

I buy the same grocery list items rotating between
Safeway, Bashas’, Costco, and a local farm stand.

EXAMPLE:



2 CFR 200.320 (a)

SLIDE 29SECTION 3 MICRO PURCHASING
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Step Four
DOCUMENTATION

04 Follow requirements for method of purchase (documentation)
For micro purchases Sponsor do not have to comparison shop or provide quotes.

Create/provide documentation that shows:
Date of purchase
Items/service purchased
Vendor name and details
Total cost of purchase(s)

Save receipts for all
purchases!

Sponsor’s must spread purchases among different vendors and save the documentation.



Micro Purchases
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Micro–purchasing documentation
requirements include the Food Service
Cost Report, receipts, and invoices.

The food service cost report, receipts,
and invoices will demonstrate that the
Sponsor is rotating evenly between 3
vendors.

DOCUMENTATION Shop Receipt
Nr.: 0001287

Code Qty Description Price/$

1234 3 Chicken Nuggets 8.99

1234 2 Kitchen trash bags 4

1235 1 Ground coffee 2.52

1234 2 2% Milk 4.25

Date
Time

03/01/2024
05:24 pm

Subtotal:
Tax:

TOTAL:

19.76
1.978
21.74

Address: Street, City, Zip

Food
and
milk

Food
and
milk

Operational
Supplies

Non-CACFP

Save receipts for all
purchases!

SECTION 3 MICRO PURCHASING



2

Operational
Supplies

Food
and
milk

Non-CACFP

Micro Purchases
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Micro–purchasing documentation
requirements include the Food
Service Cost Report, receipts, and
invoices.

The food service cost report,
receipts, and invoices will
demonstrate that the Sponsor is
rotating evenly between 3 vendors.

March 2024

Food Receipt Micro 21.74 13.24 4 2.52

The Food Service Cost Report  can be
found at:
https://www.azed.gov/hns/cacfp/prog
ramforms/

SECTION 3 MICRO PURCHASING

DOCUMENTATION

https://www.azed.gov/hns/cacfp/programforms/
https://www.azed.gov/hns/cacfp/programforms/


Quiz Time
I buy the groceries for my school once a week. My weekly purchases are around $350. I rotate my
purchases between Costco, Safeway, and Fry’s. 

What procurement method am I using?

Micro purchase

Simplified Acquisition

Neither

A

B

C
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I buy the groceries for my school once a week. My weekly purchases are around $350. I rotate my
purchases between Costco, Safeway, and Fry’s. 

What procurement method am I using?
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C



Quiz Time
I buy the groceries for my school once a week. My weekly purchases are around $350. I rotate my
purchases between Costco, Safeway, and Fry’s. 

What procurement method am I using?
Micro

Do I need to compare prices?



Quiz Time
I buy the groceries for my school once a week. My weekly purchases are around $350. I rotate my
purchases between Costco, Safeway, and Fry’s. 

What procurement method am I using?
Micro

Do I need to compare prices?
No, but ensure prices are reasonable



Quiz Time
I buy the groceries for my school once a week. My weekly purchases are around $350. I rotate my
purchases between Costco, Safeway, and Fry’s. 

What procurement method am I using?
Micro

Do I need to compare prices?
No, but ensure prices are reasonable

What were to happen﻿ if I only wanted to purchase my groceries from Costco? 



Quiz Time
I buy the groceries for my school once a week. My weekly purchases are around $350. I rotate my
purchases between Costco, Safeway, and Fry’s. 

What procurement method am I using?
Micro

Do I need to compare prices?
No, but ensure prices are reasonable

What were to happen if I only wanted to purchase my groceries from Costco? 
I would have to change to the Simplified Acquisition method. 
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Occasionally, Sponsors may find it necessary to acquire food service equipment, such as a new
refrigerator or range. Since the cost of one-time purchases can vary significantly procurement
regulations specify different requirements depending on the amount of this one-time purchase.​

All costs that CACFP funds are used to pay for, must be included in approved budget. 

Routine food and supply costs should anticipate food service equipment needs when preparing
the budget each year. ​

If a Sponsor did not anticipate these costs at renewal and mid-year, and that Sponsor needs
to replace a piece of food service equipment, the Sponsor should submit a budget revision to
include this purchase. This shows capability and good program management when the Sponsor
can monitor equipment needs and update the budget accordingly.​

Micro Purchases
ONE-TIME PURCHASING
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Equipment purchases, including software purchases...

Micro Purchases
ONE-TIME PURCHASING

 Include in CNP Budget​
 Specific prior written approval not required​
 Price must be reasonable​

UNDER $5,000

Include in CNP Budget​
Specific prior written approval is required

If the amount of the one-time equipment purchase will be between $5,000 and $10,000 it still counts as a
one-time micro purchase, but it will require Specific Prior Written Approval from ADE before it can be
purchased and claimed as a CACFP cost. 

 Price must be reasonable​

OVER $5,000
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The form may be found under Tracking
Program Expenses at:
https://www.azed.gov/hns/cacfp/prog
ramforms/

Documentation
EQUIPMENT PRE-APPROVAL
REQUEST FORM

The Equipment Preapproval form is available on our
website. This form must be submitted to the assigned
specialist before making the purchase. Once the
specialist has approved the request, the Sponsor may
purchase the item. The invoice will serve as
supporting documentation when claiming this as a
CACFP cost and will be examined during a review.

https://www.azed.gov/hns/cacfp/programforms/
https://www.azed.gov/hns/cacfp/programforms/


Start with your shopping list
or menu​

Determine where you
will shop, making sure
prices are reasonable​

Make sure to spread
purchases evenly between
multiple vendors. Spread

the Wealth!​

Keep receipts/ invoices from
purchases

Micro Purchase Process

SECTION 3 MICRO PURCHASING SLIDE 42



SECTION 4

Simplified
Acquisitions
Purchasing



Buying the same items from only one place on a regular basis

Simplified Acquisitions
PROCESS:
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AMOUNT:
Any purchase below the simplified acquisition
threshold ($250,000 or the most restrictive
threshold); 
Must be done for any purchase above $10,000; 
May be done at any amount under $10,000

Total of all purchases is below $250,000
(or Sponsor’s local Threshold)
Use when purchasing multiple times from
the same vendors for the same
products/services
Use when one-time purchase is within
simplified acquisition threshold.
Must document the process

REQUIREMENTS:

I buy milk from Costco every week/month; 
I buy my groceries from Fry’s every
week/month; 
I figure out who is the cheapest and always
buy from them.

EXAMPLE:



2 CFR 200.320 (a)

SECTION 4 SIMPLIFIED ACQUISITIONS SLIDE 45



Procurement must still be conducted in a manner that maximizes full and open competition. 
Sponsors should put the quantity, quality, and type of goods or services needed in writing
before contacting any potential offerors (termed specifications). 
Sponsors must contact at least two places/vendors who are eligible, able, and willing to provide
the product or service.
It is recommended that Sponsors contact at least three places/vendors.
The solicitation must include the requirement that goods must be produced and processed in
the United States (“Buy American”). (For FOOD purchases only)
Sponsor must choose the vendor with the lowest price who meets their specifications.

Simplified Acquisitions
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REMINDERS

SIMPLIFIED ACQUISITIONS



Step Four
DOCUMENTATION

04 Follow requirements for method of purchase (documentation)
Simplified Acquisitions require the following steps below for proper documentation.

1.Solicitation: Written out specifications presented to each vendor/store​

a.What item is needed? When? Is delivery required? 

2.Quotes: Documented responses from 3 or more qualified vendors/stores​

a.Email response, catalog, website, phone calls, ads. Keep notes of your quotes!

3.Proof of Your Evaluation & Comparison: How did you choose one vendor?​

a.You can use a point system, price comparison, chart, or written notes

4.Receipt/Invoice (or a copy of contract if applicable)​

a.Verifies the purchase of the chosen vendor and correct price (cost matches quote)
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1.What is the product or service needed? 
2.Describe it with detail: 

a.1% white milk and skim white milk, in cartons, with weekly delivery 
b.75 lunches served daily, including milk, served bulk 
c.6x6x6 walk in cooler with floor, self-closing door, locking deadbolt handle, and 115v/60/1, delivery

needed
d.100 Fresh, whole Honey Crisp apples delivered weekly on Monday during business hours 
e.Buy American requirement (for food items) 

Simplified Acquisition
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The first step is to put what the Sponsor needs in writing to create a solicitation. Share the same
specifications with each vendor

CREATING A SOLICITATION



HOW TO DOCUMENT QUOTES
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Simplified Acquisition  - Documenting
Quotes

There are various methods for documenting these quotes. 
May request written quotes over the phone
Track them in a spreadsheet or take handwritten notes
Utilize newspaper advertisements or online shopping carts to gather pricing information 
Can be obtained via email or through various websites

The second step in documenting a simplified acquisition involves taking the written
specifications and obtaining quotes. 



HOW TO DOCUMENT QUOTES
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Create a price quote
document

Simplified Acquisition - Documenting
Quotes

Print online pricing
quotes

Save any ads used
for pricing



The third step in documenting a simplified acquisition is to evaluate the information
you gathered.

Evaluation

Store Price Has all items Enough Milk Online Ordering Curbside Pickup

Walmart 4116.18 Y Y Y N

Albertson’s 553.24 N Y Y Y

Fry’s 389.52 Y Y Y Y

Compare the prices from your 3 chosen vendors​. Indicate which ones can meet the specifications​ and
choose lowest priced vendor who can meet specs.

Simplified Acquisition
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CREATING A SOLICITATION



A Solicitation:
Written out specifications presented to each vendor/place 

List the item(s) I need, when do I need it by, delivery needed?

Documented Responses:
Quotes from 3 or more qualified vendors/places 

Can be from email, catalogs, website, phone calls, ads 
Make sure Sponsor keep notes of price quotes obtained!

Proof of an Evaluation/Comparison:
How did the Sponsor select the vendor? 

Can be a point system, price comparison, a chart, written notes
This should be done yearly

SIMPLIFIED ACQUISITION DOCUMENTATION SUMMARY
For simplified acquisitions Sponsor should be obtaining 3 quotes. Sponsor
documentation will include:
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Simplified Acquisition - Documenting Quotes

SIMPLIFIED ACQUISITIONS



March 2024

Food Receipt Micro 21.74 13.24 4 22.52

Albertson’s Simplified 389.52 389.52 22

Maintain receipts and
invoices to support
claimed costs​
Document all costs on
your Food Service Cost
Report

Simplified Acquisition
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PROOF OF PURCHASE
The final step in documenting a simplified acquisition is to keep all receipts and
invoices and report the purchases on the Food Service Cost Report. 

The Food Service Cost Report  can be
found at:
https://www.azed.gov/hns/cacfp/progra
mforms/

https://www.azed.gov/hns/cacfp/programforms/
https://www.azed.gov/hns/cacfp/programforms/


Simplified Acquisition (informal) Catering contract agreements under
$100,000/$250,000 

Each contract agreement must be procured and completed annually - no
renewals allowed. 
Informal Catering contracts have a duration of one year - Contract dates
must be between October 1- September 30. 
Use the current year ADE templates and make sure to fill in all information.  
Turn in a signed and completed copy for approval, along with checklist,
Certificate of Independent Price Determination, Lobbying forms, and
copies of vendor’s permit to operate and health inspections. 
The Sponsor must receive approval of the contract agreement before food
operations begin.

FSMC and Catering Contracts
ALL Food Service Management Company (FSMC) and Catering contracts
must be approved by ADE.
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Quiz Time
I need to purchase milk for my meal service and estimate the cost for the year to be $6,000. I need the milk
delivered weekly because I do not have the capability to store large amounts. 

What procurement method should I use?

Micro purchase

Simplified Acquisition

Neither

A

B

C
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Quiz Time
I need to purchase milk for my meal service and estimate the cost for the year to be $6,000. I need the milk
delivered weekly because I do not have the capability to store large amounts. 
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delivered weekly because I do not have the capability to store large amounts. 
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I called three companies and obtained quotes and chose the company with the lowest price who can
deliver. Can I continue to buy my milk from this same vendor?



Quiz Time
I need to purchase milk for my meal service and estimate the cost for the year to be $6,000. I need the milk
delivered weekly because I do not have the capability to store large amounts. 

What procurement method should I use?
Simplified Acquisition

What should my specifications look like?
1% and whole milk, gallons, delivered

I called three companies and obtained quotes and chose the company with the lowest price who can
deliver. Can I continue to buy my milk from this same vendor?

Yes!
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 RFQ is an option for a Simplified Acquisition purchase  
Allows for multi-year contract for purchases below Sponsor’s formal purchase threshold 
In the RFQ, solicitation must define the contract period and renewal terms and ensure that
during the duration of the contract, the formal purchase threshold is not exceeded; prices are
typically fixed 
Send out renewal letters instead of obtaining quotes each year, for the duration of the
contract terms
The new Expanded Geographic Preference Option allows “Local” to be used as a new
specification and a defined scoring advantage

Simplified Acquisition - Documenting
Quotes
SIMPLIFIED ACQUISITION - REQUEST FOR QUOTE (RFQ)
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Example of renewal letter, must be
sent for each renewal year (in place
of obtaining quotes)



Simplified Acquisition Process
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Solicitation: Write down
your specifications. Keep

documentation.​

Quotes: Identify and
contact at least 3
vendors/stores.

Document all quotes!​

Evaluation: Compare and
decide who you will buy

from. Document why!​

Purchase Item or Service.
Keep the invoice or receipt!​



SECTION 4 SIMPLIFIED ACQUISITIONS SLIDE 64

 PROCESS: One-time purchase OR
“spread the wealth” multiple purchases
(buying the same items among different
vendors/places that offer the same
service and reasonable price) 

AMOUNT: Up to $10,000 

Example: I purchase the same office supply
items rotating between Office Depot,
Staples, Costco, and Sam’s Club 

MICRO
PROCESS: Buying the same items from
only one place on a regular basis 

AMOUNT: Up to $250,000 (above $10,000
this has to be done) 

Example: 
I purchase office supplies repeatedly and
only from Costco. 
I purchase a $15,000 piece of equipment
for my kitchen.

SIMPLIFIED ACQUISITION

Micro vs Simplified Acquisition Method



Quiz Time
My yearly purchases for food are around $50,000. I have a vendor that I have been using for years. The
vendor delivers and always has what I need. I do not have any type of contract with them and have not
obtained other quotes. 

Am I procuring properly?

Yes, no quotes are needed when there is a historical relationship with the vendor

No, did not “Spread the Wealth” by purchasing equally from multiple vendors

No, did not obtain quotes from qualified vendors

A

B

C



Quiz Time

Yes, no quotes are needed when there is a historical relationship with the vendor

No, did not “Spread the Wealth” by purchasing equally from multiple vendors

No, did not obtain quotes from qualified vendors

My yearly purchases for food are around $50,000. I have a vendor that I have been using for years. The
vendor delivers and always has what I need. I do not have any type of contract with them and have not
obtained other quotes. 

Am I procuring properly?

A

B

C



Quiz Time
My yearly purchases for food are around $50,000. I have a vendor that I have been using for years. The
vendor delivers and always has what I need. I do not have any type of contract with them and have not
obtained other quotes. 

Am I procuring properly?
No, did not obtain quotes

What procurement method should I be using?
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My yearly purchases for food are around $50,000. I have a vendor that I have been using for years. The
vendor delivers and always has what I need. I do not have any type of contract with them and have not
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What procurement method should I be using?
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What do I need to do differently?



Quiz Time
My yearly purchases for food are around $50,000. I have a vendor that I have been using for years. The
vendor delivers and always has what I need. I do not have any type of contract with them and have not
obtained other quotes. 

Am I procuring properly?
No, did not obtain quotes

What procurement method should I be using?
Simplified Acquisition

What do I need to do differently?
Create a solicitation / draft specifications ​
Obtain quotes from at least 3 vendors ​
Evaluate responses​
Award business to lowest priced vendor who meets the specifications​



I want to keep things simple.
Micro might be the best method.

I don’t want to have to keep shopping around.
Simplified Acquisition might be best method 

I want to have an open P.O. for the farmer/vendor so I can buy repeatedly from them and have
the billing process done.

Simplified Acquisition method and quotes

I want to write language in specifications to find a local variety or exactly what
service/product I need. 

Simplified Acquisition method 
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Micro Purchase vs Simplified Acquisition



Benefits of Micro Purchase 
Simple procurement method 
No quotes needed (price reasonable)  
Primary documentation is invoice(s)  
Non-committal

Benefits of Simplified Acquisition
Can include language in the
specifications to target what need 
Can establish a buying relationship
with vendor/farmer

Limitations of Micro Purchase
Must be one-time purchase or spread
the wealth situation.
Limits an ongoing buying
relationship (repeat buying from one
vendor)

Limitations of Simplified
Acquisition

Must not spend more than the formal
purchase threshold 
A level of commitment is involved
with repeat buying 
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Micro Purchase vs Simplified Acquisition



Intentionally splitting purchases to avoid exceeding
the formal procurement threshold, when not
justified by the nature of the purchase, is prohibited.

Example: buying paper products and supplies from
two different vendors to avoid going over a
procurement method threshold. 
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Micro and Simplified Acquisitions

Beware!!!!



Quiz Time
I need to buy a new walk-in cooler. The cooler will cost more than $10,000.

What procurement method should I use?

Micro purchase

Simplified Acquisition

Neither

A

B

C
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What procurement method should I use?
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6x6x6, self-closing door, locking deadbolt handle
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Quiz Time
I need to buy a new walk-in cooler. The cooler will cost more than $10,000.

What procurement method should I use?
Simplified Acquisition

What might be some of my specifications?
6x6x6, self-closing door, locking deadbolt handle

What documents do I need to keep?
Specifications, quotes, selection criteria, evaluation, purchase documents
REMINDER: the determination must be made solely on price
Specific prior written approval is required. Equipment Pre-Approval Form signed by sponsor and
approved by ADE must be obtained prior to making the purchase.



SECTION 5 

Formal
Procurement
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Types (Based on the Amount and Process):

Procurement Methods

1.Large (Formal) Purchase

a.Sealed Bids (Invitation for Bids (IFB))

b.Competitive Proposals (Request for Proposals (RFP))

03 Choose procurement method (Micro, Simplified Acquisition, Formal) 
Base decision on process and amount 



Formal Purchase
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Formal

Invitation for
Bids: IFB

(Competitive
Sealed Bids)

Request for
Proposals:

RFP
(Competitive

Proposals)

Purchases above Simplified
Acquisition Treshold

When the value of the purchase exceeds the
applicable Federal, State, or local threshold for
Simplified Acquisitions ($250,000 or the most
restrictive threshold), use the Formal
procurement method. 

For Formal Purchasing, the Sponsor must
decide if their solicitation will result in: 

Fixed Price Contract (IFB or RFP)  
Cost Reimbursable Contract (only RFP) 

 
The goal of both IFB and RFP methods is to
obtain the best valued product at the lowest
price.

Procurement Methods



Step Four
DOCUMENTATION

04 Follow requirements for method of purchase (documentation)
ALL formal contracts must be approved by ADE.
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Large purchase (formal) 
To begin the documentation process, contact HNScontracts@azed.gov
Each contract agreement must be procured individually.
The Sponsor must receive approval of the contract agreement before food
operations begin.



Large purchase (formal) All FSMC (no matter the amount) and Catering
contracts over $100,000/$250,000 

Mandatory training 
Solicitation documents – must use ADE templates, contact
HNScontracts@azed.gov for the necessary templates after reviewing this
training. 
RFP, Evaluation Rubric 
ADE Approval, Public release 
Evaluation by Committee 
ADE Approval of Selected Proposal, Notification 
Contract duration – one year with 4 renewals 

FSMC and Catering Contracts

For more information, please reference
USDA’s Contracting with Food Service
Management Companies: Guidance for School
Food Authorities
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mailto:HNScontracts@azed.gov
https://fns-prod.azureedge.us/sites/default/files/cn/SP40_CACFP12_SFSP14-2016a2.pdf
https://fns-prod.azureedge.us/sites/default/files/cn/SP40_CACFP12_SFSP14-2016a2.pdf
https://fns-prod.azureedge.us/sites/default/files/cn/SP40_CACFP12_SFSP14-2016a2.pdf


Quiz Time
Formal procurement methods include:

A

B

C

D

Micro and Simplified Acquisitions

RFB and IFP

Formal and Informal

I don’t know



Quiz Time
Formal procurement methods include:

A

B

C

D

For Formal Purchasing, the Sponsor
must decide if their solicitation will
result in: 

Fixed Price Contract (IFB or RFP) 
Cost Reimbursable Contract
(only RFP) 

 
The goal of both IFB and RFP
methods is to obtain the best valued
product at the lowest price.

Micro and Simplified Acquisitions

RFB and IFB

Formal and Informal

I don’t know



SECTION 6

Administrative
Reviews
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Administrative Reviews

Ensure the proper method (Micro, Simplified Acquisition, Formal) is being used

REVIEWS ARE CONDUCTED BY THE STATE AGENCY USING A STEP-BY-STEP APPROACH
AND INTENDED TO ASSESS COMPLIANCE AND PROVIDE TECHNICAL ASSISTANCE TO
THE SPONSOR.

THE REVIEW OF SPECIFIC PURCHASES WILL:

Ensure correct documentation is kept on file

Ensure compliance with Federal regulations and policies

Improve the process of procuring foods and services for the Food Service Program



M﻿icro Purchase 
Did not spread purchases evenly between vendors 
Bought repeatedly from same vendor but listed as a Micro

Simplified Acquisition 
Did not obtain quotes from at least 2-3 qualified vendors 
Did not create a solicitation document 

Create a grocery list of items if shopping at store(s) 
Create a list of items that Sponsor want to purchase and other requirements (i.e. need
delivery) that Sponsor send to the vendors 
For food, Buy American applies, so add it to templates or grocery list and for verbal quotes
discuss it with vendors and document that discussion 

Did not provide evaluation documentation/reason chose a vendor 
Did not maintain records for 5 years (save all documents) 

Administrative Reviews
COMMON FINDINGS
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Complete each required document in a timely manner.

Send all requested documents.

Communicate with the assigned Procurement Reviewer for any special circumstance.

Administrative Reviews
REMINDERS
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Congratulations
You have completed the Online Course:
CACFP Procurement Basics

ADHS Empower Program
This training counts toward Empower Program
training requirements.

Arizona Early Childhood Workforce Registry
This training is listed on the Arizona Early Childhood
Workforce Registry. If you want this training to
appear on your registry transcript, please provide
your Workforce Registry ID when completing the
survey.



Certificate
Requesting a training certificate
Please click the button to complete a brief
survey about this online training. Once the
survey is complete, you will be able to print your
certificate of completion from Survey Monkey. 

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it. 

Take Survey

TAKE SURVEY

Information to include when documenting training
completion:

Training Title: CACFP Procurement Basics

Length: 1.5 hours

https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/CACFPOnlineTraining


In accordance with federal civil rights law and USDA civil rights regulations and policies, the
USDA, its agencies, offices, employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and
complaint filing deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may
be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint and
at any USDA office or write a letter addressed to USDA and provide in the letter all of the
information requested in the form. To request a copy of the complaint form, call (866) 632-9992.
Submit your completed form or letter to USDA by:

1.Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400
Independence Avenue, SW, Mail Stop 9410, Washington, D.C. 20250-9410;

2.Fax: (202) 690-7442; or
3.Email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

