 (Insert School Food Authority) Small Purchase Checklist
Small purchase procedures, also known as informal procurement, are those relatively simple and informal procurement methods for securing services, supplies, or property that may be used when the anticipated acquisition will fall below the small purchase threshold.

	Documentation maintained to support the small purchase method of procurement:

_____Written procurement plan (narrative and pick-and-click or other district-wide plan)

_____Code of ethics/conflict of interest policy 
_____Documentation of any contractor performance or breach of contract from vendors
_____ Price and cost analysis (previous purchases, research, current market)

_____Maintenance of all original bid documents throughout the contract period (beyond the current plus three years maintenance of records)

_____Invoices/payments for items purchased with school nutrition funds

Documentation for each individual small purchase:
_____Intent of procurement activity and scope of work (items or service)

_____Award method clearly described (e.g., line item, bottom line)
_____Award method statement (responsible and responsive)

_____*Obtaining and maintaining quote submissions from an adequate number of sources (e.g., written, verbal with supporting documentation, etc.)  

_____*Obtaining and maintaining published quotes from an adequate number of sources (e.g., advertisements, catalogues, internet pricing, etc.)
_____Contract time period

_____Buy American statement, form, and instructions (if applicable)
_____Specifications that are sufficiently detailed to get what is needed, but not so specific as to restrict competition

_____Product specifications (approved brand and/or an “equal”)

_____Quantity, quality, packaging, etc.
_____Pricing (unit and extended)

_____Procedure for documenting/pre-approving any substitutions and/or deviations (if applicable)
_____Contact information
_____Civil rights statement
_____Warranty documentation

*Quotes may a combination of be written, verbal, and/or published.
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