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Meet the Procurement Team!

Christina Smith
csmith@isbe.net  

Liz Malone
emalone@isbe.net 

1.800-545.7892
NutritionProcurement@isbe.net

https://www.isbe.net/Pages/Nutrition-Financial-Management.aspx   

Supervisor: Dean Held
Director: Mark Haller 
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Agenda

• Frequently Used ISBE Terms
• What is Procurement? 
• Responsibilities
• Procurement Training Requirements
• Procurement Methods
• Contract Certification Forms
• Vender Paid List vs. General Ledger
• Required Policies
• Procurement Reviews
• Self-Operated vs. Food Service Contracts
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Frequently Used ISBE Terms

• SFA - School Food Authority
• Self-Op – Self-Operated 
• FSMC – Food Service Management Company
• SNP – School Nutrition Program
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Procurement

Program 
IntegrityGoods and 

Services
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What is Procurement? 

Procurement means the process of obtaining 
goods and/or services in accordance with 

applicable rules and regulations.
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Who is Responsible for Procuring 
Goods/Services?

The School Food Authority (SFA) is responsible for 
procuring and maintaining all documents related to 

goods and services. 
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NEW! Procurement Training Requirement

School Food Authorities must retain records to document compliance with procurement training. 

Procurement training may count towards the professional standards training standards.

School Nutrition Program directors, management, and staff tasked with National School Lunch Program 
procurement responsibilities must complete annual training on Federal procurement standards annually. 

7 CFR 210.21(h)
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SNP Training and Professional Standards Website 

https://www.isbe.net/Pages/snp-training.aspx

https://www.isbe.net/Pages/snp-training.aspx
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Procurement Methods

• Micro-Purchase Method (informal): up to $10,000 

• Small Purchase Method (informal): >$10,000-$250,000

• Large Purchase Method (formal): >$250,000
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Contract Certification Forms
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General Ledger vs. Vendor Paid List
GL

• Records every financial transaction 
(entails various types of financial 
reports)

• Accounts can usually be broken 
down based off account codes to 
see where funds are being spent

• For Public Schools, funds 
specifically related to School 
Nutrition Program are typically 
coded ‘2560’

VPL
• A condensed version of where 

funds are being spent
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Required Policies

PROCUREMENT 
PROCEDURES

CODE OF 
CONDUCT

PROTEST 
PROCEDURES
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Required Policy: Procurement Procedures

The School Food 
Authority (SFA) must have 

its own documented 
procurement procedures 

that conform to all 
federal, state and local 

laws. 

The Procedures must include, but not limited to, the following standards: 

SFA oversight and contract monitoring procedures. 

Avoid acquisition of unnecessary or duplicate items. 

Identify who(m) (by either name and/or position) is responsible for the procurement processes. 

Award contracts only to responsible contractors possessing the ability to perform successfully under the 
terms and conditions of the procurement. 

Restricts awards, subawards, and contracts with certain parties that are debarred, suspended, or 
otherwise excluded from or ineligible for participation in Federal assistance programs or activities. 

Maintain records sufficient to detail history of procurement. These records will include, but are not 
necessarily limited to, the following: rationale for the method of procurement, selection of contract type, 
contractor selection or rejection, and the basis for the contract price. 

Have written procedures for procurement transactions that incorporate a clear and accurate description 
of the technical requirements for the material, product, or service to be procured. 

Require the SFA to perform a cost or price analysis in connection with every procurement action in excess 
of the Simplified Acquisition Threshold including contract modifications.   
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Required Policy: Code of Conduct

The Procedures must include, disciplinary actions for violations by 
officers, employees, or agents.  

The School Food Authority (SFA) must have written standards of conduct 
covering conflicts of interest that prohibit officers, employees and agents 

from soliciting or accepting gratuities, favors or anything of monetary 
value from contractors or parties of subcontracts. 
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Required Policy: Protest Procedures

Any action that diminishes open and free competition seriously 
undermines the integrity of the procurement process and may subject any 
School Food Authority (SFA) to a contract award protest. 

The School Food Authority (SFA) must have protest procedures in place 
to handle and resolve disputes relating to their procurements and must 
in all instances disclose information regarding a protest to the Illinois 
State Board of Education (ISBE) Nutrition Department.​

The SFA is responsible for developing procedures, inputting procedures 
in each competitive procurement, properly responding to protests and 
concerns raised by potential contractors and reporting the protest with 
findings/ results to the Illinois State Board of Education Nutrition 
Department. 



17

Procurement Review
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A procurement review is for State Agencies to ensure the 
procurement process conducted by school food authorities 
(SFAs) complies with Program and the government-wide 
procurement standards. Procurement standards must be 
conducted in a manner providing full and open competitive (2 
CFR 200.319(a)).

What is a Procurement 
Review?
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Why are there Procurement Reviews?

Procurement is a major responsibility of each SFA – almost 
half, if not all, of the SFA’s reimbursement is used on the 
procuring of goods and/ or services.

Procurement has a major impact on financial stability of 
the SFA’s nonprofit school food service account.

Not just another “food service” requirement. 2 CFR 200 
applies to ALL federal grants and most SFAs receive Federal 
grants other than just from the Child Nutrition Program. 
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Snapshot of a Procurement Review

Notify SFA of procurement review (review can be conducted on or off-
site)Notify

Ask for documentation (policies, invoices, Vendor Paid List, contracts, 
solicitation documents, etc.)Ask

Review results with the SFAReview

Require corrective action, as applicableRequire

Review and approve the corrective action, as applicableReview and 
Approve

Close the reviewClose
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Most Common Procurement 
Review Finding:

No documentation to support procurement 
(2 CFR 200.318) 

Such as solicitation quotes, vendors contacted,  invoices, vendor paid list, 
price per unit,  a signed contract etc.
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Tips for a Successful Review! 
DOCUMENT! DOCUMENT! DOCUMENT! 
Organize and retain all documents to support each procurement by creating labeled files, whether paper or 
electronic. 

Document

Know Federal procurement record keeping requirements.
All financial records, supporting documents, statistical records, and all other entity records pertinent to a 
federal contract award must be retained for a period of three years from the date of submission of the final 
invoice that has resulted from the contract end. 

Know

Ensure Procurement policies, procedures, and plan are reviewed and updated annually. Update

Include procurement as a topic in annual training for the appropriate staff. Train
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Self-Operated vs. Food Service Contracts
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SFA employed staff are responsible for 
managing ALL aspects of the school food 

service program including, but not limited 
to, ordering, preparing, and serving meals.

Self-Operated SFAs
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Food Service Contracts

Food Service Management 
Company (FSMC)

Vended Meal Contract

FSMC-Vended Contract
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Procurement Resources
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Website Resources: 
Nutrition Home Page: www.isbe.net/nutrition

http://www.isbe.net/nutrition
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Website Resources:

Financial Management 
Home Page: 

https://www.isbe.net/Pages/Nutrition-
Financial-Management.aspx 

https://www.isbe.net/Pages/Nutrition-Financial-Management.aspx
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General Procurement Website
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CNP Newsletters
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ISBE Training Opportunities
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Additional Outside Resources and Training

Free
• The Institute of Child Nutrition: https://theicn.org/ 

• Urban School Food Alliance: 
http://urbanschoolfoodalliance.org/

• USDA Food and Nutrition Service: 
https://www.fns.usda.gov/schoolmeals

https://theicn.org/
http://urbanschoolfoodalliance.org/
https://www.fns.usda.gov/schoolmeals
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Additional Outside Resources and Training

Fees required, but are Allocable Costs to the CNP
• Illinois Association of Public Procurement Officials (IAPPO): 

https://www.iappo.org/ 

• NIGP The Institute for Public Procurement: 
https://www.nigp.org/

These are other similar companies or organizations that specialize in public procurement and 
may be an allowable cost to the Child Nutrition Programs. The companies listed are for 

information purposes and does not imply endorsement by the Illinois State Board of 
Education (ISBE) or the United States Department of Agriculture (USDA).

https://www.iappo.org/
https://www.nigp.org/
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800/545-7892
NutritionProcurement@isbe.net
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