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

SFA - School Food Authority
e Self-Op — Self-Operated
FSMC — Food Service Management Company

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

Procurement training may count towards the professional standards training standards.

School Food Authorities must retain records to document compliance with procurement training.
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I
SNP Training and Professional Standards Website

NUTRITION
SNP TRAINING AND PROFESSIONAL STANDARDS

The lllinoiz State Board of Education Mutrition Department presents a variety of training options to support school nutrition

profeszionals in enzuring they have the knowladge, =kills, and rezources they need to successfully operate the Mational
Zchool Lunch Program and other School Mutrition Programe. The U.E. Department of Agriculture’s required professiona

standards consist of annual training requirements, a3 well as hiring standards.

- l'.‘
L]
& [ ]
maximum price a sponzor can charge for a student reduced-price School

httpS://WWW.iSbe.net/PagES/Sn p_training-aspx PRIBIHG UFREDMD' Breakfast Program reimburzable meal iz 30 cents. And the maximum price a

PmBE HE‘,LS: sponzor can charge for a student reduced-price After-School Care Program
snack iz 15 cents.

The maximum price a sponzor can change for a student reduced-price

Mational School Lunch Program reimbursable meal iz 40 cents. The

Detailz on the pricing of mealz are in the School Mutrition Progr:

mz
Administrative Handbook. Section M: Financial Management: Rezource

Management &= covers Paid Lunch Equity, &dult Meals, and more.

Pausa Carouss
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Vizit our What's Mew? zection ta view and register far upcoming trainings and webinars and to link to recent recordings
from the ISBEE Nutrition Department and our training partners.

« ABCs of School Mutrition: The ISBE Mutrition Department partners with the University of llinoiz Extension to provide
resources and training to support school nutrition programs in llingiz. View recorded trainings and watch for
upcoming in-person trainings and live webinars.

« Institute of Child Mutrition: ICM iz a federally funded national center dedicated to applied research, education and
training. and technical azziztance for Child Mutrition Programs. Register for upcoming live trainings and access
recorded trainings and other resources.

« USDA Professional Standards Training Database: Thiz database allows school nutrition professionals to zearch for

ining that meets their learning needz in one easy-to-uze website. Trainings are aveilable in & varisty of formatz and

trainings are free.

Our In-Person Treinings: A

ISBE On-Demand Trainings & Resources
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Procurement Methods

* Micro-Purchase Method (informal): up to $10,000
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* Large Purchase Method (formal): >$250,000 wmw
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Contract Certification Forms

Contract Certification Forms v

The following certification forms must be included with all solicitations, contracts, and/or renewal agreements as
described below, The forms must be signed by each offeror/contractor as indicated.

« Bid-Rigging Certification (68-65) ==
Must be included in all solicitations and contracts, Do not use for contract renewals, Each offeror must submit
the signed form certifying the offeror has not been barred from bidding on a public contract as a result of either
the bid-rigging or bid rotating statutes.

« Certificate of Independent Price Determination (68-66) ==
Must be included in all solicitations and contracts, Do not use for contract renewals, Each offeror must submit
the signed form certifying the offeror has independently determined all prices offered. The Program Operator
must also sign the form certifying that no Program Operator representative has taken action that may have
jeopardized the independence of the offer,

« Certification Regarding Debarment, Suspension, Ineligibility, and Voluntary Exclusion - Lower Tier Covered
Transactions (85-34N) &=
If the estimated contract cost is $25,000 or more, include this form, This form must be signed by the contractor
and submitted with all offers and annual contract renewals, when applicable,

« Certificate Regarding Lobbying - Contracts, Grants, Loans and Cooperative Agreement (85-36N) ==
If the estimated contract cost is over $100,000, include this form. This form must be signed by the contractor
and submitted with all offers and annual contract renewals, when applicable,

« Disclosure of Lobbying Activities (85-37N) &=
If the estimated contract cost is over $100,000, include this form. This form must be signed by the contractor
and submitted with all offers and annual contract renewals, when applicable,
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General Ledger vs. Vendor Paid List

GL

e Records every financial transaction

(entails various types of financial
reports)

e Accounts can usually be broken
down based off account codes to

VPL

A condensed version of where
funds are being spent

Sample Vendor Paid List

(Use if report from accounting software is not available)

SY 17-18 Purchases

Vendor

Goods/Services Provided

AmountPaid | N

ber of Purchases/Frequency

. Best Food Company Food and Supplies $245,000 weekly

S e e W h e re fu n d S a re b e I n g S p e nt Pete’s Produce Food- Fruit/Vegetable $97,00 weekly

Bill's Bread Company Food- Bread/Bakery $56,000 weekly
. Carl's Chemicals Chemicals $57.00 1
(Y F P b | S h I f d Kim's Cleaning Supplies Chemicals $1,390 3
O r u I C C O O Sl u n S Sally’s Software Point of Service (POS) $162,000 1

specifically related to School
Nutrition Program are typically
coded 2560’
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Required Policies
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PROCUREMENT CODE OF PROTEST
PROCEDURES CONDUCT PROCEDURES
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Required Policy: Procurement Procedures

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

The School Food
Authority (SFA) must have
its own documented
procurement procedures

that conform to all
federal, state and local e g e ey o metarS pessessina i el o petior s cesssl ndertne

Avoid acquisition of unnecessary or duplicate items.

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

I a WS ° 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.

NS EE I EEWAE EE S

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.




Required Policy: Code of Conduct

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.

The Procedures must include, disciplinary actions for violations by
officers, employees, or agents.
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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 lllinois
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 lllinois State Board of Education Nutrition
Department.
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Procurement Review
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What is a Procurement
Review?

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 ILLINOIS
CFR 200.319(a)).

STATE BUARD OF
EDUCATION
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Why are there Procurement Reviews?

Procurement is a major responsibility of each SFA — almost

KA?. 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

[e] 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
Ask
Review

Require

Review and
Approve

Close
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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.
’ILLINOIS
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Tips for a Successful Review!

Document

DOCUMENT! DOCUMENT! DOCUMENT!

Organize and retain all documents to support each procurement by creating labeled files, whether paper or
electronic.

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.

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

Include procurement as a topic in annual training for the appropriate staff.
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Self-Operated vs. Food Service Contracts
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Self-Operated SFAs

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.
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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

Nutrition

Child and Adult Care Food
Program

Financial Management
Food Distribution
Resources, Webinars and
Workshops

School Nutrition Programs
Summer Food Service
FProgram

RESOURCES

A to Z Index of School Mutrition
Frograms

Child Nutrition Data Analytics
and Mapping Tools

Child Nutrition Program Food
Safety Information

Civil Rights

Farm to Child Mutrition
Frograms
Instructions for Online
Applications and Reports
Fragram Legislation,
Regulations and Policies
Recslls & Fublic Health Alerts
School Health Issues

USDA Policy Memos

NUTRITION

‘Welcome to the Mutrition Department. This depertment supports and promotes the overall well-being of children. Healthy

meals and healthy habits are essential for readiness to learn and success in the classroom and beyond.

Programs administered by the department include the Mational School Lunch Frogram, School Brezgkfast Frogram, Child
and Adult Care Food Program, Summear Food Service Pragram, Fresh Fruit and Vegetable Pragram, and the Special Milk
Program. Are you interested in participating in Child Nutrition Programs in lllinois? Visit the New Applicants webpage for

moare information on how to become a sponsor.

ATTENTION: Language assistance services, free of charge, are available to you. Call (800)545-7892 (lllincis anly) or (217)
TEZ-2481(TTY:{217) 782-1800).

CHILD & ADULT CARE FOOD

FINANCIAL MANAGEMENT FOOD DISTRIBUTION PROGRAM
PROGRAM
* Child Care Institutions s General Procurement for All * USDA Foods Show
# Family Day Care Homes Programs

= SNP FSMC/Vended Meals

ILLINOIS
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http://www.isbe.net/nutrition

Website Resources:

NUTRITION

FINANCIAL MANAGEMENT

The lllinois State Board of Education Nutrition Department's Financial Management section of the website provides rules
and resources to Child Mutrition Programs sponsors on procurement, contracts, and other financial matters. Child Nutrition
Progrems includes sponsors perticipeting in the Child and Adult Care Food Program (CACFP), Summer Food Service
Program (SFSP), and the School Nutrition Programs{SNP), which includes the National School Lunch Program and other

school-based programs.

Procurement means the process of obteining goods and/or services in accordance with applicable rules and regulations. Fi n a n cia I M a n age m e nt

Resource Management for School Nutrition Programs includes four general areas: Maintenance of Non-Profit School

Foodservice Account, Paid Lunch Equity {PLE), Revenue from Monprogram Foods, and Indirect Costs. H o m e Pa ge o
[ ]

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

News and Updates
S —

General
Procurement for All
Programs

SNP FSMC/Vended SNP Resource
Meals Contracts Management

CNP NEWSLETTERS TRAINING OPPORTUNITIES

T ILLINOIS
Fact Sheets STATE BUARD OF
EDUCATION
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eneral Procurement Website

NUTRITION
GENERAL PROCUREMENT FOR ALL PROGRAMS General

Procurement for All

Programs|{such as the National 5

rogram, and the C Food Program. Procurement means th

oods Programs

n accordence with applicable rules and regulations. Proc

9

hether fir dwhaollv orin part with Child Nutritian Proaram funde
1ether funded whaolly or in part with Child Nutrition Frogram funds

urement requirements Bl
conducted in 8 manner that provides maximum open and free competition
Procurement pro do not foster noncom Competition

organizational conflicts of i st, and do not restrict or elimi Procurement must n
onding re

Procurement Procedures

Code of Conduct

hat officers, employees, or agents should not solicit nor

Group Purchasing Organization

Buy American

Emergency Procurement Guidance

ent Information{School N

Contracting Diversification

Rules and Regulations Procurement Review [School Nutrition Programs)

Expenditures (School Nutrition Programs)

Contract Certification Forms Equipment

References and Resources

Geographic Preferences



CNP Newsletters

NUTRITION

CNP NEWSLETTERS

Mealtime Minutes

The Outlook(SMF)
R

The Outlook newsletter is the [ISBE Mutrition Department’s monthly newsletter for School Mutrition Program

the National School Lunch Program and School Breakfast Program.

s, suchas

The digital newsletter and other communications are sent to the Authorized Representative and Sponsor Contact
listed in the Web-Baszed lllinois Mutrition System (WINS) for sponsors in School Mutrition Programs. Please be sure to
keep contacts up to date in the Entity Profile System (EP3)and WINE to ensure proper delivery.

Others can sign up by visiting www.isbe.net/zubscribe, where you can subscribe {or unsubscribe ) to various ISBE
emails, including The Cutlook (SMP) Mutrition Newsletter and the Mealtime Minutes (CACFP] Mutrition Mewsletter.

2025 2024
o January o January

o February ¢ February
o March & March

o Apri o April

& May ¢ May
& June ¢ June

tember
o October

¢ Movember
¢ December

2023
January
February
March
April
May
June
July
August
September
October
MNovember
December

CNP NEWSLETTERS

TRAINING &
FOR SUCCESS

ABCs of School Nutrition ISBE Trainings = LLINOI -
bt e AR0 0

e e o Miabnch s $ A THE 'EDUGATIUN

m

K

ﬂi’.”:‘.‘.‘"‘v‘"“"”‘“‘* 0 JTLOO
=== IT'S ANNUAL
=== APPLICATION TIME

Sept. 11 and o4 willbepr-
sented Oc. 7. Regstertody|

- Complete the App in WINS by June 30
F——
NEWS BITES cation s an annu
Pty
e @) | PROCUREMENT @ WY e | QU
e ricago ook DID YOU KNOW? On April 25, 2024, the US. Depart- » 9 extended application instructions

Dlstic and East . Louis ment of Agricuture Food and Nutriion Service pub-
lished Child_Nutrition Programs: Meal Patterns Con:
sistent With_the 2020-2025 Dietary Guidelines for

avaiable, as well 253 recommend-
o v

o Searless Summer Option Basics

from the U.S. Department of ‘Americans (83 FR 31962). Among other provisions, this
Agrcuture! This ward recog final rule finaizes regulations that strengthen’ the

s sponsors within the Sum.

School Meal Programs’ Buy American provision. The

0 presentation siides

pur-
chase, to the maximum extent practicable, domestic
commodities or products. SFAs must include language.
requiing the purchase of foods that meet the Buy
American requirements in all procurement procedures,
solicitations, and contracts, Add reading USDA Policy
Memo SP 23-2024; Buy American Provsions Related to
the Final Rule to your to-do it this week.

43INYO

There is aiso an ntroductary training on WINS avalable for reviews

« WINS: Whats It and Where Dol Find t? Who Shouid Have 3 Login?
o

— e Illinois Agriculture
s in the Classroom

the applcation, leter o house:

VL RIGHTS POSTER

has
schools? There are sson Ians 6, ore nf: ik here

foods. Theseresourcescan be used o2 SOnl FORIOR 8 SO
Aug 5

school food senvice. For example f

the lassroom.
+ Due Date:Oct. 17,2025
+ Grant Amount: $300

State Board of Education Nutr teachers
ion Departmen. To request ookt Sckyurcsioon + Morei: ke

Jete and v acaurate +
submit ISBE's School Nutiton books! more about pevious awardees:
programs poster Request Form « Due Date: ct. 17,2025 Aug. 5 - Clck

2
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NUTRITION
SNP TRAINING AND PROFESSIONAL STANDARDS

The lllincis State Board of Education Nutrition Department presents a variety of training options to support school nutrition
professionals in ensuring they have the knowledge, skillz, and resources they need to successfully operate the National
School Lunch Program and other School Nutrition Programs. The U.S. Department of Agriculture’s required profezsional

standards consist of annual training requirements, as well as hiring standards

Did You 3

&

Kn@w L I The maximum price a sponsor can charge for a student reduced-price

National School Lunch Program reimbursable meal iz 40 cents. The

maximum price a sponsor can charge for a student reduced-price School
PR'CING OF REDUCED- Breakfast Program reimbursable meal is 30 cents. And the maximum price a
PRICE MEALS: sponsor can charge for a student reduced-price After-School Care Program
snack iz 15 cents.

Details on the pricing of meals are in the S

Hai F

[e]

n to view and register for upcoming trainings and webinars and to link to recent recordings
from the ISBE Nutrition Department and our training partners

« ABCs of School Nutrition: The ISBE Nutrition Department partners
resources and training to support school nutrition programs in lilin

the University of lllinois Extension to provide
iew recorded trainingz and watch for
upcoming in-person trainings and live webinars

Institute of Child Nutrition: ICN is a federally funded national center dedicated to applied research. education and
training, and technical azsistance for Child Nutrition Programs. Register for upcoming live trainings and access

recorded trainings and other resources.

USDA Professional Standards Training Database: This databasze allows school nutrition professionals to search for
training that meets their learning needs in one easy-to-use website. Trainings are available in a variety of formats and
most trainings are free

Our In-Person Trainings v
ISBE On-Demand Trainings & Resources v

or All School Nutrition Programs Employees

SBE Training Opportunities

TRAINING OPPORTUNITIES

ILLINOIS
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Additional Outside Resources and Training

Free

e The Institute of Child Nutrition: https://theicn.org/

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

e USDA Food and Nutrition Service:
https://www.fns.usda.gov/schoolmeals
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Additional Outside Resources and Training

e |[linois Association of Public Procurement Officials (IAPPO):
https://www.iappo.org/

e 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 lllinois State Board of
Education (ISBE) or the United States Department of Agriculture (USDA).
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800/545-7892
NutritionProcurement@isbe.net
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