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ADMINISTRATION



Procurement Review Process
• SFA completes Procurement Review 

Worksheet

• SED selects a sample of vendors from 
each procurement method and 
requests additional documents for 
these vendors

• SED completes procurement review 
and documents any findings, 
corrective action, and technical 
assistance



The Procurement Review 
Worksheet



Procurement Review Sheet
Documents to Submit

• Purchasing Policy
• Purchasing Code of Conduct

• Vendor Paid List



2018-2019 REQUEST 
FOR PROCUREMENT 
DOCUMENTATION



Micro Purchases

• Purchases made without first soliciting 
competitive quotes (Must be under $50,000)

• SED will request:

• Purchase orders and vendor 
receipts/invoices (3 from one month, 1 per 
month from 3 consecutive months, or 1 per 
quarter)

• SFA must explain how it was determined that 
the prices of the products purchased were 
reasonable

• SFA must explain how purchases were 
equitably distributed among qualified 
sources

•



Small/Informal 
Purchases

• Vendors were informally contacted for quotes prior to 
purchasing(must be below the small purchase threshold)

• SED will request: 

• Purchase orders and vendor receipts/invoices (3 from 
one month, 1 per month from 3 consecutive months, or 
1 per quarter)

• Solicitation Document (showing what was solicited for) 

• Responses Received (price rate/quotations) 



Formal Contracts
(BOCES & Other)



Food Service Management 
Company Contracts

• 3 Monthly Operating 
statements

• Corresponding invoices (must 
be consecutive)

• Value of USDA foods



Processing 
Contracts

• Vendors who were informally contacted 
for quotes prior to purchasing must be 
below the small purchase threshold

• SED will request: 

• Purchase orders and vendor 
receipts/invoices (3 from one month, 1 per 
month from 3 consecutive months, or 1 
per quarter)

• Solicitation Document (showing what was 
solicited for) 

• Responses Received (price 
rate/quotations) 

• Direct Diversion sheet from OGS



Corrective Action Plan (CAP) Form 



Procurement Review Common Findings

Finding:

-The policy did not have a written code of 
conduct that provides disciplinary actions for 
violations by officers, employees, or agents 

-The SFA did not take steps to ensure that 
small, minority, and women's business 
enterprises and surplus labor firms are used 
when possible.

-The SFA did not equitably spread purchases  
among all qualified sources when utilizing the 
micro purchase method

-The SFA did not monitor the FSMC through 
periodic on-site monitoring

-The SFA did not conduct procurement

Corrective Action:

-The code of conduct will  provide for disciplinary 
actions for violations 

-Ensure that small, minority, and women's business 
enterprises and labor surplus firms are used when 
possible during all procurement procedures

To the extent practicable, the SFA will distribute 
micro-purchases equitably among all qualified 
sources.

-Monitoring the activities of the FSMC to ensure the 
FSMC is meeting the requirements agreed upon in 
the management contract

-The SFA will ensure that proper procurement 
requirements are followed and executed in 
accordance with federal, State and local regulations 
and requirements when procuring goods and/or 
services. A detailed history of every procurement 
will be kept on file.



IF THIS SEEMS OVERWHELMING...

-START EARLY

-ASK QUESTIONS 

-SUBMIT REQUESTED INFORMATION  BY 
REQUESTED DATES

-BE RESPONSIVE 

-USE YOUR TEAM TO GET PREPARED 



This concludes the Procurement 
Review Process

New York State Education 
Department
• Child Nutrition Program 
Administration

• (518)473-8781

• CN@nysed.gov
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