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Disclaimer

• This is intended to be an overview of the most important aspects of 
procurement procedures and the creation of written procurement 
policies for facilities under the administrative sponsorship of Quality 
Care for Children, Inc. 

• In lieu of a formal training, please use this slide deck for informational 
purposes only. 

• A formal online training is being developed. 

• For questions on procurement, contact your assigned Program 
Coordinator (Claims Processor) or the Assistant Director of Claims and 
Procurement. 
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Greetings from the Nutrition and Family Well-Being Department
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• Turn on your camera.

• Put your name & center in 
the chat.

• Mute your microphone 
when you aren't speaking.

• Be mindful of background 
noise and distractions 
around you, as much as 
possible.

• Adjust your camera and 
lighting so we can see your 
face well.
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Do you know the reason(s) why CACFP 
operators use procurement? 

A. Promote free & open competition for your business

B. Get the best services/products to meet your needs at the best 
prices

C. Comply with federal, state, & local regulations

D. All of the above

Answer: D
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Follow the Rules

• All Child and Adult Care Food Program (CACFP) operators must follow 
federal procurement regulations as well as any state, local, and tribal 
laws and regulations that may be in place. 

• CACFP operators must follow proper procurement procedures to 
assure free and open competition. Competition helps make sure that 
the best goods or services are purchased at the best price. 
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Today’s Overview

• First, this overview will define procurement and provide an overview 
of the types of procurement methods, strategies for local purchasing, 
and processes of how to purchase meals from a vendor or Food 
Service Management Company (FSMC). 

• Lastly, participants will understand the requirements regarding 
written procurement policies and procedures.
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Which of the following 
commonly-purchased items 
through the CACFP must be 
purchased using proper 
procurement methods? 

A. Food for reimbursable meals

B. Utensils and Napkins

C. Food Service Equipment 

D. All of these

Answer: D
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What is 
procurement?
• Procurement is the process of purchasing 

goods and services needed to operate your 
CACFP through practices required by 
regulation. Simply put, procurement 
means buying the items you need to run 
your program.

• It is buying items such as food, utensils, 
napkins or even contracted services 
through suppliers such as local grocery 
stores, catering companies, food service 
management companies, or commercial 
food service companies. 
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Who me?

• Procurement applies to all CACFP operators 
regardless of size, number of children, or how 
much money is spent.

• All program operators must use one or more 
methods of procurement when purchasing 
goods and services. We will discuss those later.
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You might be asking, “why are 
there procurement regulations?” 
They exist to help you:

• Obtain goods and services efficiently and economically

• Comply with federal, state, and local regulations

• Prevent fraud, waste, and abuse

• Maximize free and open competition

• Full and open competition means that all potential 
suppliers are on a level playing field and have the same 
opportunity to compete. Fairness and integrity in all 
aspects of the procurement process are critical to 
achieving full and open competition.
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• Competitive procurement simply means that you request bids from 
more than one qualified source.

• Competition is required so that program goods and services can be 
purchased at the lowest possible cost.

• Keep in mind, each level of government can make regulations, laws, 
rules, and policies about the procurement process. State and local 
rules may be more restrictive than federal rules, and you are 
required to follow the most restrictive rules. Sponsors may have 
additional requirements to ensure compliance.
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Where do I start?

1. Determine what you need. 
This can be done by forecasting 
your needs and creating 
specifications.

2. Estimate the cost for the 
goods or services that you wish 
to purchase. 

3. Choose a procurement 
method based on the amount 
of your purchase estimate. 

4. Follow the requirements for 
the method of purchase you 
selected. As always, don't forget 
to document your steps along 
the way!
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So, what are some questions you can 
ask yourself when forecasting? 

• What food items do I need, and how much do I 
need?

• What did my purchases look like last year? Did I 
experience a loss or revenue with purchases?

• What’s my budget for this year?

• How often do I need to make purchases? 

• How many suppliers do I need to purchase from?
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• Once you know (1) what you need to 
purchase and (2) how much it will cost, 
you can determine which procurement 
method to choose. 
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There are four procurement methods that you 
can use to purchase goods and services. 
These include informal and formal 
procurement methods. They are the: 

Micropurchase Informal
$10,000 or less (per transaction or pre-determined 
aggregate cost)

Small purchase Informal
One-time transaction(s) or pre-determined aggregate cost 
does not exceed $250,000

Large purchase Formal Individual or aggregate cost that exceeds $250,000

Non-competitive 
purchase method 

When you need to solicit a proposal to only one source
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Informal Procurement

• When the estimated value of a procurement for goods or services is 
below the simplified acquisition threshold of $250,000  informal 
procurement methods can be used. 

• Informal procurement expedites the process and minimizes 
administrative burden and cost. There are two types of informal 
procurement:

1. Micropurchase method

2. Small purchase method
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Micropurchasing Method (Informal Procurement)
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Micropurchase Method

• The micropurchase method is the informal purchase of products or 
services up to $10,000 per transaction. 

• Micropurchases allow you to purchase goods and services without 
getting competitive price quotes.

• The micropurchase is used in order to expedite low-dollar, small 
purchase transactions and to minimize the administrative burden on 
CACFP operators. 
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• Another rule of micropurchases is that purchases should be 
equitably distributed to the extent practical.  “Should” means an 
expected course of action or policy that is to be followed unless 
inappropriate for a particular circumstance.

• Rotating stores allows multiple vendors to benefit from federal 
dollars coming into their community.

• The distribution of transactions among qualified suppliers can 
happen either at the time of transaction, or over several transactions.
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• For example, a CACFP operator procuring produce may choose one 
supplier to purchase produce from and then select a different 
supplier the next time produce needs to be purchased. Each 
transaction cannot exceed the micropurchase threshold.

• Or a CACFP operator procuring produce can choose to purchase from 
various suppliers at the same time making sure each transaction 
does not exceed the micropurchase threshold.
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To ensure you are in compliance using 
micropurchasing, you must ensure you are 
purchasing from a variety of vendors each 
month.
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Is this facility following proper micropurchasing method? 

Answer: Yes, the facility is using five different vendors throughout the month.
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Is this facility following proper micropurchasing method? 

Answer: No, the facility is using only one vendor for all CACFP food items.
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• It is important to understand that you cannot split purchases in an 
effort to avoid the appropriate threshold. CACFP operators should 
always forecast how much and what type of goods and services are 
needed throughout the year prior to making purchases in order to 
determine the most economical procurement method to use.

• And finally, you still need written documentation for all transactions.  
The documentation must show the date of purchase, items 
purchased, supplier name and details, and the total cost of the 
purchase. These are submitted with your monthly claims and 
documented in your online Receipt Journal.
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Small Purchase Method (Informal Procurement)
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Small Purchase Method

• The small purchase method can be used when the total purchase 
amount, or aggregate, of goods or services is less than $250,000.

• Small purchase procedures are relatively simple and require that you 
obtain competitive price quotes. That is because this type of 
procurement must be done in a way that maximizes full and open 
competition.
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• First, draft your specifications in writing before contacting any potential 
suppliers. Then, share those same specifications with each supplier by 
phone, email, fax, or in person.  It is recommended that you contact at 
least three suppliers who are eligible, able, and willing to provide the 
product or service.

• Written communication is preferred, but it is not required. If verbally 
communicating with suppliers, it is a good idea to read directly from your 
specifications.

• You will then obtain and document price quotes from suppliers. Quote 
documentation can be ads used for pricing, online pricing quotes, or 
written quote documents you created or the supplier provided.
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The Form

• Must be completed and 
submitted to QCC before or 
when the purchase is made.

• Indicate which vendor is chosen.

• If the lowest price was not 
chosen, please provide reason.

• www.qualitycareforchildren.org/
forms

http://www.qualitycareforchildren.org/forms
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• Make sure to maintain written documentation of the specifications, 
terms, and conditions that were shared with potential suppliers and 
their response, even when contact was made by phone or in-person. 
Remember, everyone needs to be on the same playing field. You want 
to be able to show that all potential suppliers received the same 
information.

• From there, you evaluate quotes based on price and any other 
factors that were identified in the original request for quotes.

• The purchase is then awarded to the most responsive and 
responsible vendor based either on price or on other specified 
factors identified in the original solicitation. 
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More on Small Purchase Method

• Remember, you cannot intentionally split purchases to have them fall 
below the small purchase threshold ($250,000) and avoid the formal 
procurement method. 

• However, there may be instances in which a specific market supports the 
need to separate certain products from an overall large procurement. For 
example, these are some categories approved by USDA:

• Milk
• Paper goods/non-foods
• Bread

• QCC requires its sponsored facilities with equipment costs less than 
$250,000 (i.e. anything that can plugged into an electrical outlet) to follow 
small purchase method regardless of costs. Micropurchasing for equipment 
is not allowed.
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• If you are not actively rotating vendors and your aggregate amount is 
over $10,000 annually, you should initiate small purchase 
procurement method if it less than $250,000 annually.

• If the aggregate amount is over $250,000 annually, formal 
procurement must be pursued. 

• These threshold amounts are inclusive of all sites sharing the same 
FEIN. (More on this in a second.)
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Large Purchase Method (Formal Procurement)
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Large Purchase (Formal Procurement)

• Formal procurement, or the large purchase method, must be used 
when purchasing goods and services over $250,000. There are 
different methods of formal procurement: 

• Procurement by Sealed Bids using an Invitation for Bid (IFB)

• Procurement by Competitive Proposals using a Request for Proposal (RFP)

• Awards are only given after DECAL’s approval.

• There are bonding requirements for bidders:
• Bid bond

• Performance bond
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For IFB or RFP: Announcing 
the Bid Process

• An announcement of an IFB or RFP 
will be placed in the newspaper or 
other media to publicize the intent 
of a program operator to purchase 
goods or services. An adequate 
amount of time should be allowed 
for vendors to respond. (30 Days)

• In Georgia, DECAL is required to be 
notified in advance by QCC before 
advertisement (10 business days).
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Invitation for Bid (IFB)

• An IFB will be used when the contract is awarded solely based on 
price. RFPs will be used only if a program operator cannot fully 
specify all the requirements in an IFB and if other criteria, in addition 
to price, will be evaluated. 

• It is important to know that it is your responsibility to draft 
specifications; bidders may not write the solicitation or specifications 
on behalf of any program operator.

• When using an IFB, the program operator will award a fixed-price 
contract to the responsible bidder whose bid is both responsive to 
the invitation and is the lowest in price.
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Requests for Proposals (RFP)

• When using a RFP, the program operator will provide a set of award 
criteria in the form of a weighted evaluation sheet to each bidder. 
Price alone will not be the sole basis for award but remains the 
primary consideration when awarding the contract. Factors such as 
food quality or transportation costs might be considered in 
determining which bid is the lowest.

• Following evaluation, a fixed-price contract or cost reimbursable plus 
fixed fee contract will be awarded to the responsive and responsible 
bidder whose proposal is most advantageous considering price and 
other factors. 
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Food and Meal Vendors

Commercial Food Service Companies

(Food Vendors)

Food Service Management Companies

(Vended Meal Service)
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• If a program operator wishes to purchase meals from a non-school 
organization — such as a vended meal company, caterer, restaurant, 
or community organization — they are required to follow 
procurement procedures and establish a contract. 

• In determining whether to use informal or formal purchasing, you 
must evaluate whether or not the procurement falls above or below 
the small purchase threshold.
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What type of procurement process is 
required?

Rey Rey Child Care, Inc. 

Rey Rey Child 

Care #1 

Rey Rey Child 

Care #2

Rey Rey Child 

Care #3 

Rey Rey Child 

Care #4 

$50,000 paid 
annually to 

Pure Fun

$75,000 paid 
annually to 

Pure Fun

$75,000 paid 
annually to 

Pure Fun

$10,000 paid 
annually to 

Pure Fun

All sites share the same Federal 
Employer Identification Number

Answer: Formal procurement. The entity has a combined projected cost of $300,000.
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What do I do if I have facilities in multiple 
states?

• For facilities with procurement procedures that benefit institutions in 
more than one state, the headquarters for the sponsored facilities is 
responsible and will apply headquartering state’s procurement 
requirements. For states with procurement procedures that benefit 
institutions in a single state, the given state’s procurement 
procedures will apply.

• QCC must receive the procurement procedures for entities which 
operate facilities in more than one state.
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Agreements with Food/Meal Vendors

• Consult with your Program Coordinator before initiating the procurement 
process. 

• Agreements should be reviewed by QCC before committing to a vendor to 
ensure procurement procedures were properly followed.

• Agreements cannot last any longer than 12 months. 
• You may renew an existing contract during each of the four consecutive 

years following the base year of the contract if the scope and purpose of 
the contract do not change. This renewal may be done without 
conducting a new procurement. Adding or subtracting sites is a scope 
change.

• You should prepare procurement no later than 2 months before the end of 
a 12-month agreement
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The Form

• Must be completed and 
submitted to QCC before it is 
returned to the vendor.

• A more detailed form may be 
completed but all of the 
elements of the QCC version 
must be in it.

• www.qualitycareforchildren.org/
forms

http://www.qualitycareforchildren.org/forms
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List of Vendors on 
DECAL Website

• https://www.decal.ga.gov/documents/att
achments/CACFP_SFSP_WebVendorList.p
df

https://www.decal.ga.gov/documents/attachments/CACFP_SFSP_WebVendorList.pdf
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Market Basket Analysis 
Approach

• Market basket analysis allows a program operator 
to review bids using an established, 
representative sample of goods (food and 
supplies) and use this subset of prices to award a 
contract.

• In determining the goods to be used for 
evaluating an award, the Program operator must 
select a representative sample; USDA-FNS 
recommends the aggregate value be 75% or more 
of the estimated value of the contract to be 
awarded.
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Non-Competitive Proposal
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Non-Competitive Proposal

• There may be certain situations when you need to solicit a proposal 
to only one source. This is called a non-competitive proposal and can 
be used if: 

• The item is available from a single source
• Emergencies
• After multiple bidding attempts, competition is deemed inadequate
• Industrial mobilization, engineering, developmental, research capability, or 

expert or professional services

• Many times, this is a result of a lack of competition in the area. 
Because there is no competition taking place, non-competitive 
proposals are limited to the four situations we just discussed and 
should only be a short-term solution.
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More on Formal 
Procurement

• There are more details to the formal 
procurement process that is not specified in this 
presentation/document.

• QCC asks that all facilities that need to use a 
formal procurement method to contact its 
assigned Program Manager (Claims Processor) or 
the Assistant Director of Claims and Procurement 
for further assistance and resources.
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What type of business transaction is this 
called?

The child care center 
director or owner

Her cousin who owns 
or manages a local 

catering company that 
prepares and delivers 
meals to the center
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Less-than-Arm’s-Length Transaction

• A related party is a person, place, or thing related to or closely 
held by another person, place, or thing. A transaction between the 
two is a less than arm’s length transaction. DECAL requires that 
related party transactions be disclosed, when federal funds are 
planned for the execution of such transactions. 

• Failure to disclose these relationships inhibits the State agency’s 
ability to make informed decisions regarding the allowability of the 
costs. 

• According to FNS 796-2 Rev. 4 VIII B this will result in the 
disallowance of the cost and may subject the institution, its 
principals, employees, consultants or others to the administrative 
and legal remedies available to the State agency and USDA-FNS.
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Follow Proper Procurement Method First

• You must complete the proper procurement method and 
ensure the process was followed before using CACFP 
funds with an entity in which there is a less-than-arm’s-
length transaction.
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The Form

• Must be completed and 
submitted to QCC annually if 
this applies.

• www.qualitycareforchildren.org
/forms

http://www.qualitycareforchildren.org/forms


Learning when it matters most.

Onsite Written Procurement Policy

• QCC is required to review a center’s non-profit food service and 
procurement practices annually.

• CACFP operators MUST have a written procurement procedure or 
purchasing policy that is consistent with federal and/or state 
requirements and enforced by organizational personnel. You may use 
your organization’s own policy, or DECAL’s Procurement and 
Purchasing Policy template located at 
www.qualitycareforchildren.org/forms. 

• You should have a uniformed procurement policy among all your 
owned sites. 

http://www.qualitycareforchildren.org/forms
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Failure to Comply

• Failure to comply with procurement policies may result in one of 
more of the following:

• Technical assistance

• Noncompliance finding

• Serious deficiency

• Termination from CACFP

• Disallowance of costs
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More Procurement Resources

• CFR Procurement Standards 2 CFR 200.317-326: 
https://www.decal.ga.gov/documents/attachments/CFRProcurement
Standards.pdf

• USDA Procurement Regulations https://www.fns.usda.gov/cfs/usda-
procurement-regulations

• DECAL: https://www.decal.ga.gov/CACFP/Procurement.aspx

https://www.decal.ga.gov/documents/attachments/CFRProcurementStandards.pdf
https://www.fns.usda.gov/cfs/usda-procurement-regulations
https://www.decal.ga.gov/CACFP/Procurement.aspx
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Contact
Sharon Ginn

Assistant Director, Claims and Procurement

sharon.ginn@qccga.org

404-479-4254

mailto:sharon.ginn@qccga.org
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In accordance with Federal 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 (including gender identity and 
sexual orientation), age, disability, and 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 for 
program information (e.g., Braille, large print, audiotape, and 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 www.usda.gov/sites/default/files/documents/usda-program-
discrimination-complaint-form.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:

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

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

email:
program.intake@usda.gov.

This institution is an equal opportunity provider.


