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Directors
Jimmy Smartt

Procurement and Contract 
Manager
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Meet our Speaker!
Procurement for Directors

Jimmy Smartt
 F&N Procurement and Contract Manager



Acknowledgement Statement
 The training you are about to take does not cover the entire 

scope of the program
 

 You are responsible for knowing and understanding all 
handbooks, manuals, alerts, notices, and guidance, as well as 
any other forms of communication that provide further 
guidance, clarification, or instruction on operating the 
program.

You understand and acknowledge the following:
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Submit ALL 
Questions 
Via The App
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Identify How to 
Avoid Common 

 Findings

Practice 
Applying 

Procurement 
Threshold 

Requirements

Identify required 
elements of 

Procurement 
Procedures

You Will Learn How To
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Procurement 
Procedures
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Written 
Procedures

Successful 
Procurement

Procurement Procedures
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What Does This Look Like?
Tasks & 
Timelines

Roles

RulesThresholds

Product or 
Service
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Required Tasks &  T imel ines

Billing

Forecasting

Contract Solicitation, 
Awards & Management

Invoices

Tasks & 
Timelines

Documentation
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W h o  i s  r e s p o n s i b l e  f o r  e a c h  t a s k ?

Roles
Forecasting Purchasing

Contract 
Management

Receiving 
Product
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Product  &  Serv ice  Procedures
Products Services

Food Non-Food

Product or 
Service

Recurring 
Services

One-Time 
Purchase or Service
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Purchasing Procedures
Micro-

Purchase

Formal
Purchase

Small 
Purchase

Micro Self-
CertificationThresholds
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Rules

What  deta i ls  are  required?
Purchase 

Thresholds

Scoring &
Evaluation

Local 
Solicitation

Distance
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Tailor Procedures to 
Your Needs

Hold Yourse lf 
Accountable
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TEST YOUR KNOWLEDGE

For each purchase  threshold 
scenario, identify the  root cause  

tha t resulted in the  finding for 
tha t scenario.
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Micro Purchase 
Threshold
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Micro Purchase

An SFA has 20 transactions with a national 
retailer for grocery items, cases of water, 
and loaves of bread, with 0 transactions 
with other similar vendors in the area.

The SFA did not equitably distribute 
purchases
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Micro Purchase Finding

An SFA purchases a $10,500 floor mixer as 
a micro-purchase.

The purchase exceeded the micro-
purchase threshold limit



19

Micro Purchase
SFA utilizes a pest control vendor for 

monthly pest treatments. The SFA had 10 
monthly transactions with the vendor at 

$300 a month.

Planned, routine services require 
a different procurement method
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Micro Purchase
SFA purchases 3 dishwashers costing $9,000 
each. The purchase was broken out as three 
separate transactions, each invoice totaling to 

$9,000.

The SFA circumvented the 
procurement process
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Small Purchase 
Threshold
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Small Purchase

A SFA purchases a $20,000 dishwasher and 
obtains one quote from a vendor, but did not 
solicit additional quotes from other vendors.

The SFA did not attempt to obtain 
the required number of quotes
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Small Purchase

An SFA obtains responses from 3 different 
vendors. They provide justification of the 

desire to keep vendors local and award the 
vendor with the highest price.

The wrong vendor was awarded
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Small Purchase
An SFA purchases a $20,000 dishwasher 

through a purchasing website/online 
purchasing system. They did not contact 
vendors outside of the online purchasing 

system for additional quotes.

The SFA did not attempt to obtain 
the required number of quotes
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Formal Purchase 
Threshold
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Formal Purchase
An SFA contracts with an online cooperative, 

or Group Purchasing Organization [GPO]. The 
GPO procures vendors without conducting 
forecasting methods or Cost Price Analysis 

with the SFA.

The contract was improperly 
procured  
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Formal Purchase
An SFA's invoices indicate the items purchased 

from a formal contract do not match price or item 
specifications in the awarded contract.

The SFA did not perform contract management 
to ensure the vendor complied with the terms 

and conditions of the awarded contract
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Formal Purchase Finding

Child Nutrition purchases equipment off a district 
procured contract. The contract is missing formal 
contract requirements such as required clauses, 

advertisement, and evaluation criteria.

The purchase is not compliant with CN formal 
procurement procedures
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Formal Purchase

The SFA did not conduct (and/or did not 
provide documentation of) cost price analysis 

prior to solicitation.

The SFA did not conduct a cost/price analysis 
prior to soliciting
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Additional Resources
 Administrator’s Reference Manual (ARM) 

 Section 17, 17a
 

 University of F&N Courses at ESCs or Online
 Annual Procurement Training
 Basics of the Procurement Process
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Leave Us Feedback In The App!



This product was funded by USDA. This
institution is an equal opportunity provider.

Fraud Hotline: 1-866-5-FRAUD-4 or 1-866-537-2834 | P.O. Box 12847 | Austin, TX 78711
Toll Free: (877) TEX-MEAL | For the hearing impaired: (800) 735-2989 (TTY)
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In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis 
of race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program
information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET
Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: 
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must
contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for
Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:

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

2. fax:
(833) 256-1665 or (202) 690-7442; or

3. email:
program.intake@usda.gov

This institution is an equal opportunity provider.

http://www.usda.gov/sites/default/%EF%AC%81les/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov
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