
 

  
    

  
   

   
 

    
  

 

 

    
  

  
  

 

  
 

  
 

   
 

  
  

 

   
   

  
   

  
 

     
  

  
 

  
 

  

  

 
 

Small Purchase Checklist 
School Nutrition Unit  

Did the SFA…  
� Forecast product needs 

Cycle menus, velocity reports, and production records are common tools used to forecast product needs. If the estimated 
value of goods or services needed (during the time period you wish to purchase them in) is greater than the micro-purchase 
threshold, and less than the small purchase threshold, the SFA should use the small purchase method of competitive quotations. 

*The Federal micro-purchase method is $10,000 and the Federal small purchase threshold is $250,000.

� Seek to obtain price quotations from an adequate number of qualified sources 
At least two sources should be used to obtain price or rate quotations. Quotes may be obtained verbally or through writing 
(example: email), but must be documented. An informal purchase log is available on CDE’s website at:  
https://www.cde.state.co.us/nutrition/procurementmethodsofprocurement 

� Give clear and accurate specifications 
Clear and accurate descriptions of the technical requirements must be provided for the product or service being procured. 

Specifications can be given verbally or in writing. In addition, if the SFA specifies a brand name product, it must allow an equal 
product to be offered. 

� Not restrict competition 
An SFA may not restrict competition by placing unreasonable requirements on vendors to qualify for business, requiring 

unnecessary experience or excessive bonding, or any other means of restricting competition. 

� Include Buy American Requirements when applicable 
SFAs are required by the Buy American Provision to purchase, to the maximum extent practicable, domestic commodities 

or products. An SFA must require that vendors understand and can meet these requirements. This can be done during the quotation 
process, by communicating the requirements to vendors verbally or in writing. An SFA may also obtain a certification statement from 
the vendor if it chooses to do so. 

� Select the correct vendor 
After quotes are obtained, the SFA must select the correct vendor based on the products or services requested and the 

vendor responses provided. If an SFA chooses to reject an offer, it should document why. For example, the vendor cannot deliver on 
the days or times that the SFA needs. If more than one vendor is able to provide all of the requested services and products, the 
award should be made to the lowest price offer. 

� Maintain records sufficient to detail the history of procurement 
Although quotations may be written or verbal, the SFA must document the quotations. A written agreement is not required, but may 
be helpful to document all the terms and conditions of the agreement. 

� Keep records 
All procurement records must be kept for three years plus the current year. Invoices/receipts should show that the goods or services 
were purchased at the price that was quoted. 

This institution is an equal opportunity provider. 
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