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Overview
In 2017, the Virginia Department of Education (VDOE) was awarded a USDA Team Nutrition Training Grant (TNTG) in the amount of $498,010 to develop and implement a training program, Nourish and Flourish through Training and Technical Assistance, for Virginia school nutrition professionals. Over the course of the three-year grant period (2017-2020), the VDOE Office of School Nutrition is providing targeted training to school nutrition professionals across all eight Superintendent's regions. In 2019 (year two), Team Nutrition training targets school nutrition directors with a focus on the following topics: Procurement, Farm to School, financial management, and data-driven decision making. Training topics are delivered using a two-step approach: 1) The release of four eModules (videos) and 2) an in-person interactive workshop delivered during the Office of School Nutrition’s annual Fall Regional Meetings. A User Guide accompanies the four eModules and contains key pieces of information and examples to facilitate viewer engagement and serve as a resource for future reference.


Key Terms and Definitions
1. Buy American Provision: The Buy American provision of the National School Lunch Act requires schools to purchase, to the maximum extent possible, domestic commodities and products. A domestic commodity or product is an agricultural commodity that is processed in the United States, and/or a food product that is processed in the United States substantially using agricultural commodities that are produced in the United States. Purchases made in accordance with the Buy American provision must still follow the applicable procurement rules calling for free and open competition. Any entity that purchases food or food products on behalf of the School Food Authority (SFA) must follow the same Buy American provisions that the SFA is required to follow.
2. Cost or Price Analysis: The process of determining if the offered price for a product or service is fair and reasonable. Cost or price analysis involves comparing the bidder’s offered price with known indicators of reasonableness. These indicators might include evaluating previous contract pricing, comparing with published price indexes, or evaluating published pricing.
3. Cost-Reimbursable Contract: A form of awarded contract that agrees to provide payment for allowable costs incurred while performing the contract. Cost-reimbursable contracts are only awarded through a Request for Proposal.
4. Fixed-Price Contract: A form of awarded contract that provides a set stated price without any upward or downward adjustment for the duration of the contract, including for all renewal periods. Fixed price contracts can be awarded through either a Request for Proposal or an Invitation for Bid.
5. Formal Purchase Method: The procurement method used when the total dollar amount of a good or service is valued at more than $100,000*.
*Note: $100,000 is the Virginia state limit for the formal purchase method, but a Local Education Agency (LEA) may set lower formal purchase thresholds that are more restrictive than the state or federal levels. In applying the formal purchase threshold, the School Food Authority must adhere to the most restrictive, lowest limit set.
6. Geographic Preference: A condition that can be used within a solicitation to indicate preference for local products or services. Geographic preference language allows School Food Authorities to establish their own definition of what they consider to be local. 
7. Invitation for Bid (IFB): A method of formal purchasing that involves competitive, sealed bidding for high-cost items with easily definable characteristics. Sealed bids are solicited by a public advertisement and an adequate amount of time must be provided to allow vendors to respond. The awarded contract is made primarily based on lowest price. 
8. Micro-Purchase: The procurement method used when the total dollar amount of a good or service is valued at $5,000* or less. To the best extent possible, micro-purchases must distribute micro-purchases fairly across qualified vendors. Seeking competitive quotes is not necessary, so long as the prices are considered reasonable.
*Note: $5,000 is the Virginia state limit for micro-purchases, but a Local Education Agency (LEA) may have a lower limit. The lowest limit must be followed.
9. Negotiations: The process of communicating with potential contractors with the objective of reaching an agreement through compromise. Negotiations ensure that the desired goods, supplies, or services are secured in the appropriate quality, correct amount, at an appropriate time, from the source that best meets the procurement needs at the right cost.
10. Procurement: The multi-step process for obtaining the most responsive goods, products, and/or services at the best possible price.
11. Procurement Profile: An introduction to the school division’s purchasing requirements, including any restrictions or preferences held for products and services. The procurement profile can be in the introductory paragraph of a solicitation or can be designed as a cover sheet or as part of an RFI to increase the likelihood of receiving products that meet the minimum product requirements.  
12. Request for Information (RFI): A pre-solicitation document used to conduct market research, design solicitation documents, assess availability, and identify products to solicit. An RFI may be issued with a list of products and estimated volumes needed and ask for information about what products and how much volume potential suppliers can provide.
13. Request for Proposal (RFP): A method of formal purchasing that solicits proposals from vendors for products or services that can’t be evaluated by cost alone. An RFP lists the desired products or services along with all the evaluation factors that will be used to choose a qualified vendor. While other evaluation criteria are considered, price must be the highest weighted evaluation factor. The RFP must be advertised publicly to solicit sealed proposals from qualified sources.
14. Responsible and Responsive: A responsive vendor prepares a bid according to the instructions provided in the solicitation. A responsible vendor has the capacity to provide the goods or services listed in the solicitation. 
15. Sealed Bids: A procurement method used when the best value is expected to result from the selection of the lowest evaluated priced offer. Sealed bids are submitted in response to an Invitation for Bid and are received up to the advertised deadline date. They are generally opened at a stated time and place and evaluated for award of a contract. Sealed bidding ensures fair and competitive procurement when a solicitation’s requirements are clear, accurate and complete.
16. Small Purchase Method (Informal Purchase): A relatively simple and informal method to obtain goods, services, supplies, or property valued at $100,000* or less. Price quotes must be sought from at least two, preferably three qualified vendors. 
*Note: $100,000 is the Virginia state limit for the small purchase method, but local regulations often set lower small purchase thresholds that are more restrictive than the state or federal levels. In applying the small purchase threshold, the School Food Authority must adhere to the most restrictive, lowest limit set.
17. Sole Source Procurement: Sole source procurements in the school nutrition program are rare and occur when the goods or services are available from only one manufacturer and/or through only one distributor or supplier. Sole source describes a condition of the procurement environment. In a true sole source situation, conducting a traditional solicitation (sealed bid, competitive proposal, or small purchase) is a meaningless act because the element of competition will not exist. When faced with an actual sole source situation, a School Food Authority must first obtain state agency approval, and then go directly to the one source of supply to negotiate terms, conditions, and prices.
18. Solicitation: A document used by the School Food Authority to acquire goods, products, and/or services. Solicitations must incorporate a clear and accurate description of the technical requirements for the material, product, and/or service to be procured. Solicitations must also identify all the requirements that respondents must fulfill and all other factors to be used in evaluating the solicitations or proposals.
19. Specification: A concise statement of a set of requirements to be satisfied by a product, material, and/or process.
20. Steps in the Procurement Process (Small Purchase or Formal Purchase Methods):
a. Planning
b. Writing specifications
c. Advertising the procurement opportunity
d. Awarding the contract
e. Managing the contract
21. Vendor: A commercial enterprise, public or nonprofit private organization, or individual that enters into a contract with a School Food Authority. Also referred to as a respondent, bidder, or offeror.


Procurement Procedures Template
The Procurement Procedures Template is available on the VDOE Office of School Nutrition homepage in the USDA Procurement Review Information section.


Code of Conduct (USDA Sample Template)
ABC School District Food Service Department
Policy Name:  Written Code of Conduct
Regulations:  2 CFR Part 200.318, formerly 7 CFR Part 3016.36(b)(3), State Procurement Code and Regulations, and ABC School District Department of Purchasing.  
Procedures:  The ABC School District seeks to conduct all procurement procedures:
· in compliance with stated regulations; and
· to prohibit conflicts of interest and actions of employees engaged in the selection, award and administration of contracts.
No employee, officer, or agent may participate in the selection, award, or administration of a contract supported by a Federal, State, or local award if he or she has a real or apparent conflict of interest. Such a conflict of interest would arise when the employee, officer, or agent, any member of his or her immediate family, his or her partner, or an organization which employs or is about to employ any of the parties indicated herein, has a financial or other interest in or a tangible personal benefit from a firm considered for a contract. 
The officers, employees, and agents of the non-Federal entity may neither solicit nor accept gratuities, favors, or anything of monetary value from contractors or parties to subcontracts. However, non-Federal entities may set standards for situations in which the financial interest is not substantial or the gift is an unsolicited item of nominal value. 
The standards of conduct must provide for disciplinary actions to be applied for violations of such standards by officers, employees, or agents of the non-Federal entity.  Based on the severity of the infraction, the penalties could include a written reprimand to their personnel file, a suspension with or without pay, or termination.
For questions and concerns regarding procurement solicitations, contract evaluations, and award, contacts:


Purchasing Contacts:
Director of Purchasing
123.456.7890
Director of School Food Service
123.456.7880





Local Procurement Step-by-Step
Starting the procurement process: 
1. Identify the products and quantities you will be purchasing, and estimate the total cost of the purchase (forecasting). 
2. Depending on the dollar amount of the purchase, determine whether to use a formal or informal procurement method. 
3. Plan your procurement procedure, ensuring compliance with federal, state, and school district requirements. 
4. Decide how you wish to define “local.” 
5. As relevant, determine the criteria and method of evaluation for how you will apply a geographic preference. 
6. Where appropriate, incorporate these decisions into school district policy to guide food purchases. 
Putting together the procurement: 
1. Clearly communicate your intent to purchase local products and explain how you define local. As relevant, apply a geographic preference to your solicitations. 
2. Clearly define and communicate the evaluation criteria that will be used to select successful vendors, regardless of which method you use. (Price must be the primary factor.) 
3. Identify vendor qualifications that meet your needs. 
4. Write specifications to clearly identify the products you want, the level of processing you require, and any other quality, customer service, or performance criteria. 
5. State preferences and how they will be weighted in the evaluation process. 
6. Develop and commit to a plan for reviewing and selecting the successful bid, proposal or quote. 


Implementing the procurement process: 
1. Publicize the procurement opportunity to ensure adequate competition and maximize the likelihood of reaching qualified vendors who can supply food from your geographic preference area. 
2. Fairly evaluate based on the vendor qualifications, specifications, and preferences in your procurement request, and award the contract. 
3. Execute a contract that matches your specifications and preferences from the procurement request. 
4. Manage the procurement. Monitor and keep documentation on service, product quality price, and compliance with the contract. 
Adapted from the A School’s Guide to Purchasing Washington-Grown Food, Washington State Department of Agriculture. April 2013.


Sample Geographic Preference Language
Example 1: State Grown Definition of Local, Price Preference: 
[School Division Name] seeks to serve state-grown products to its students. We are currently seeking quotes for the following items for our [Fresh Fruit and Vegetables Program or other special event or project] for the month(s) of [months]: [produce items]. 
We hope to purchase produce items that are grown and packed or processed in state, and will apply a 10 percent price preference to such products as we review the quotes. 
Example Two: Two-Tiered, Price Preference: 
The [School Division Name] Food Service Program desires to serve fresh, locally grown products to its students. To this end, the Food Services Department is seeking to develop a list of vendors that meet all procurement requirements from which quotes may be requested. 
This district defines “locally grown products” eligible for this geographic preference at two levels. These levels are: 
1. Grown in the counties of [counties], or
2. Grown in state. 
As allowed under federal law, the [School Division Name] will provide a price percentage preference during evaluation of quotes to “locally grown products” purchased for school food procurement as defined under this geographic preference. 
The price percentage is as follows: 
1. Grown in [school division city/county], or [neighboring cities/counties]: 5 percent 
2. Grown in state: 3 percent 
The price percentage preference means that for the purposes of comparison, prices for product grown in [cities/counties] will be adjusted to a price 5 percent lower than the price quoted for the product by the vendor or 3 percent for product grown outside these [counties and still within the state. The price percentage preference affects the quoted price only for awarding of the quote, not the actual price paid to the vendor.
Example Three: One Point = One Penny 
[School Division Name] seeks to serve products from [city/county] to its students. We are currently seeking quotes for our [Fresh Fruit and Vegetables Program or other special event or project] for the month(s) of [months]. 
We hope to purchase produce items that are grown and packed or processed in [city/county], and will apply ten preference points to any bidder able to supply product from [city/county]. For this solicitation, ten preference points are equivalent to a $0.10 reduction in price for the purposes of evaluating the lowest bidder. 
Example Four: Percentage Preference for a Minimum Percentage Local 
[School Division Name] seeks to serve regionally grown produce from within 400 miles of [city/county]. We are currently seeking quotes for a variety of fruit and vegetable products. For the purposes of evaluating bids, respondents who can supply at least 60 percent of the requested items from within 400 miles of [city/county] will receive a 20 percent price reduction.


Sample Small Purchase Language
San Diego Unified School District
USDA FNS, July 2015. Procuring Local Foods for Child Nutrition Programs, Appendix I: Excerpt from San Diego Unified Public School District.  
San Diego Farm to School Informal Procurement 
Local Foods from Urban Agriculture Sites, San Diego Unified School District April 2013 
Purpose 
The purpose of this document is to outline the informal procurement process for small-threshold purchases for food defined as San Diego Local Grown specifically on Urban Agricultural sites as part of our Farm to School program (FTS). San Diego Unified School District’s (SDUSD) FTS program seeks to increase children’s participation in the school meal program and consumption of fruits and vegetables, thereby improving childhood nutrition, reducing hunger, and preventing obesity and obesity-related diseases. We seek to do the above by enhancing the health of our school meals by decreasing the distance food travels between farmers and students to 25 miles from the San Diego County border and using our annual fresh fruit and vegetable budget for local fresh foods. 
What is Farm to School? 
Farm to school connects schools (K-12) and local farms with the objectives of serving healthy meals in school; improving student nutrition; providing agriculture, health, and nutrition education opportunities; and supporting local and regional farmers. FTS, at its core, is about establishing relationships between local foods and school children by way of including, but not limited, to: 
1. Local Products in School Meals 
a. Breakfast, lunch, after-school snacks; and 
b. In classrooms (snacks, taste tests, educational tools). 
2. Food systems curriculum and experiential learning opportunities such as school gardens, farm tours, farmer in the classroom sessions, culinary education, educational sessions for parents and community members, and visits to farmers’ markets. 
San Diego Unified School District’s (SDUSD) Long-Term Farm to School Goals 
1. Strive to purchase and use local fresh fruits and vegetables in our food service programs. These programs include, but are not limited to, the School Breakfast Program, National School Lunch Program, Afterschool Snacks, Childhood Development Centers, and Summer Lunch Programs. 
2. Serve one “all local” lunch per month. 
3. Use sustainably raised hormone and antibiotic-free meat and/or protein sources in school meals; use locally raised proteins when possible.
4. Develop supplemental FTS activities and experiential learning opportunities for students, such as: 
a. School gardens, 
b. Nutrition education, 
c. Farm-based education activities, and 
d. Cooking education. 
5. Create community and vendor partnerships that support the goals of SDUSD’s FTS program. 
San Diego Local from Urban Agriculture is defined for the purpose of this informal bid as minimally processed agricultural products (as defined by the USDA rule 7 CFR 210.21; 220.16; 215.14a; 225.17; and 226.22) grown within 25 miles from the San Diego County border on urban agricultural sites. 
These foods must be: 
1. Grown on farms that grow more than five food crops at one time; 
2. Grown on farms that utilize a majority of hand harvesting, hand packing, or human labor power in growing, harvesting, and packing of food; 
3. Delivered within 24 to 48 hours of harvest; 
4. Delivered directly to multiple SDUSD school sites (not a central warehouse). The number of drops is to be determined by the district on a case-by-case basis; 
5. Produce should be generally free from insect damage and decay, and 
6. Product must be rinsed, cleaned, and packed in appropriate commercial produce packaging, such as waxed cardboard boxes. Standard industry pack (case counts) is required and/or half packs are allowable when it comes to bundled greens. 
Evaluation 
This is not a single lot award but a line-by-line award; we are asking that the urban farmers provide information for the items (highlighted in yellow only) within the list provided from pages 4 to 8. The school district retains the right to award multiple contracts to multiple vendors. Only the information in this document will be used to evaluate the bid. Bids will be awarded to the vendor who can provide the products sought in this solicitation at the lowest price. Experiential education is a critical part of SDUSD’s FTS program; please outline any educational opportunities you might provide in the appropriate spaces provided below. If a tie in pricing occurs, farms that demonstrate the greatest educational benefit to SDUSD students will be awarded the contract.
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