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Cottonwood School District No. 242 
 
FINANCIAL MANAGEMENT 7403 
 
Procurement of Goods and Services for School Meal Programs 
 
When making purchases related to the District federally funded school breakfast and lunch 
programs, the District shall adhere to the following requirements in addition to any more 
restrictive requirements imposed by other applicable policies. 
 
All contractors under these programs shall be in conformance with the applicable portions of the 
District’s agreement under the Child Nutrition Programs.  The contractor will conduct program 
operations in accordance with 7 CFR Parts 210, 7 CFR 215, 7 CFR 220, 7 CFR 225, 7 CFR 226, 
and 7 CFR 250.  All contracts with food service management companies shall include all items 
required per the State Department of Education.  More information on these is available from the 
State Department of Education’s Child Nutrition Programs Department. 
 
The Superintendent, Food Service Supervisor, and/or Head Cook shall be responsible for 
determining the procurement needs of the District’s nutrition programs, forecasting the amounts 
to be purchased, ensuring the applicable procurement method is used, and for overseeing such 
procurement.  They shall also be responsible for notifying vendors in writing that their bid, 
proposal, or quote has or has not been accepted. 
 
Discounts and Rebates 
 
All contractors shall fully disclose all discounts, rebates, allowances, and incentives received 
from their suppliers.  The contractor shall return to the District the full amount of any such 
discounts, rebates, or credits received for any purchase made on behalf of the District.  The 
contractor must individually identify the amount and nature of each of these on bills and invoices 
presented to the District for payment.  The District shall also not make any payment from this 
account to a contractor that would result in the contractor receiving payment that exceeds their 
actual, next allowable costs. 
 
The District shall not make any expenditure from its nonprofit food service account for any cost 
resulting from a cost-reimbursable contract that fails to meet this requirement and any other 
requirements laid out in 2 CFR 200 and 7 CFR 210.21. 
 
Micro Purchases ($10,000 or Less) 
 
The District shall, to the extent practicable, distribute micro purchases equitably among qualified 
suppliers. Micro purchases may be awarded without soliciting competitive quotes if the District 
considers the price to be reasonable. The District shall maintain evidence of this reasonableness 
with the records of any such purchase. 
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Small Purchase Procedures ($10,000 to $100,000) 
 
Before making a small purchase, the District shall obtain quotes from vendors. When possible, 
three quotes should be obtained, and in all cases at least two quotes will be obtained. These 
quotes may be provided verbally and shall be documented by the District. 
 
Informal Bidding ($100,000 - $250,000) 
 
The District shall issue a written request for bids for any purchase subject to semi-formal bidding 
requirements. This request describing the goods or services desired shall be provided to at least 
three vendors. Unless there is an emergency, the District shall grant the vendors three days to 
provide a written response. In all cases, the vendors shall have one day to submit any objections. 
 
Formal Bidding ($250,000 or More) 
 
At least two weeks before the bid opening, the District shall publish notice of the request for 
bids. The District shall make bid specifications available upon request and will accept written 
objections. The District may, at its discretion, request a security or bond from vendors submitting 
bids. 
 
All bids shall be publicly opened at the time and place prescribed in the invitation for bids. 
 
The purchase shall be made pursuant to an open competitive sealed bid process. The 
procurement shall be made from the qualified bidder submitting the lowest bid price complying 
with bidding procedures and meeting the specifications for the goods and/or services sought to 
be procured. 
 
The contract shall be: 
 

1. A firm fixed price contract and may specify a lump sum or a per-unit price; 
2. A cost-reimbursable contract; or 
3. Established by line item bidding. 

 
The District may reject any bid if there is a sound and documented reason to do so. 
 
USDA Non-Discrimination Statement 
 
In accordance with federal civil rights law and USDA civil rights regulations and policies, the 
District, as an institution participating in or administering USDA programs, is prohibited from 
discriminating based on race, color, national origin, religion, sex, disability, age, marital status, 
family/parental status, income derived from a public assistance program, political beliefs, or 
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or 
funded by USDA (not all bases apply to all programs).  Remedies and complaint filing deadlines 
vary by program or incident.  
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Persons with disabilities who require alternative means of communication for program 
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact 
the District or the State Department of Education or contact USDA through the 
Telecommunications Relay Service at 711 (voice and TTY).  Additionally, program information 
may be made available in languages other than English. 
 
To file a program discrimination complaint, complete the USDA Program Discrimination 
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint 
and at any USDA office or write a letter addressed to USDA and provide in the letter all of the 
information requested in the form.  To request a copy of the complaint form, call (866) 632-
9992.  Submit your completed form or letter or USDA by: 
 
Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 
Independence Avenue, SW, Mail Stop 9410, Washington, D.C. 20250-9410; 
Fax: (202) 690-7442; or 
Email: program.intake@usda.gov 
 
 
Legal References:  2 CFR § 200.319 Competition 
 2 CFR § 200.320(a) and (b) Methods of Procurement to be Followed 
 2 CFR § 200.67 Micro-purchase 
 I.C. § 67-2806 Procuring Services or Personal Property  
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