Instructions and example for Completing Informal Procurement Log

(Purchases costing less than $150,000)

The Informal Procurement Log can to be used to document all bids received as a result of the schools’ solicitation for purchasing products/services costing less than $150,000.  A school will need to solicit at least three bids in order to achieve competition and to satisfy federal procurement requirements.  Schools will need to document the bids and all other pertinent information discussed with the bidders. Schools must make certain that all bidders receive the same product specifications.  All procurement records must be kept for at least three years from the date the last invoice is paid.
INFORMAL PROCUREMENT LOG

	Supplier Name:
	Supplier A:  Bob’s Company
	Supplier B:  Mary’s Company
	Supplier C:  Pat’s Company

	Items to be Purchased:

· Product specifications 

· Delivery Frequency: one time delivery
· Bid will be honored for: two weeks (school will state time period)  
	Quantity estimated to be purchased
	Unit Price
	Extended Price (Quantity x Unit Price)
	*BS

(()
	Unit Price
	Extended Price (Quantity x Unit Price)
	*BS

 (()
	Unit Price
	Extended Price (Quantity x Unit Price)
	*BS

 (()

	1. Applesauce 6/10 cans
	30
	15.75
	472.50
	(
	16.50
	495.00
	(
	15.00
	450.00
	(

	2. Pineapple 6/10 cans
	10
	16.25
	162.50
	(
	17.50
	175.00
	(
	18.00
	180.00
	(

	3. Cranberry Sauce 6/10 cans
	5
	25.25
	126.25
	(
	21.75
	108.75
	(
	23.50
	117.50
	(

	4. Peaches, Freestone, (Halves) 6/10 cans
	30
	22.25
	667.50
	(
	21.50
	645.00
	(
	22.75
	682.50
	(

	 Total:
	$1433.25
	$1423.75
	$1430.00

	*Bidder Selected (BS)
	(
	(
	(

	*Bidder Selected (BS); school can award all items to one bidder (lowest total price) or award purchase on a line item basis (lowest line item price). School need to tell the bidders which option they will use for awarding the purchase when they are asking for pricing. Schools can state that either option may be used by the school to award the purchase.

	Method of contact: Phone, Fax, Email or In Person
	Fax
	Phone
	In Person

	Name of person providing bid:
	Bob
	Mary
	Pat

	Date contacted:
	July 11, 2012; Faxed in bid - Bid sheets attached
	July 10, 2012; Price given per phone.  - Confirmed in writing and attached
	July 13, 2012; Visited store and obtained prices. - Price sheet attached

	Additional Notes:

Line Item Cost 

Line Item Total Extended Price: $1,366.25

Savings ($1,366.25        -       $1423.75) = $57.50
	Bob said there fresh fruit and vegetables are more competitively priced than canned goods. 


	Best overall pricing; Mary stated that they will have a clearance special going on in October. 


	Pat said that there delivery costs have gone up recently but that in November they will have a new distributor and pricing.



	
	Because the cost difference between each supplier on a line item basis was negligible; bid will be awarded based on the lowest total priced.

	Signature of person completing this form:  Sam Anderson
	Date:  July 15, 2012


INFORMAL PROCUREMENT LOG AND EVALUATION MATRIX 
(Purchases costing less than $150,000) 

	Supplier Name:
	
	
	

	Items to be Purchased:

· Delivery Frequency : __________
· Bid will be honored for: ________ (number of day(s)/week(s)/month(s)) (school will state time period)
	Quantity estimated to be purchased
	Unit Price
	Extended Price (Quantity x Unit Price)
	*BS

(()
	Unit Price
	Extended Price (Quantity x Unit Price)
	*BS

 (()
	Unit Price
	Extended Price (Quantity x Unit Price)
	*BS

 (()

	1. Product name & specification:

	
	
	
	(
	
	
	(
	
	
	(

	2. Product name & specification:

	
	
	
	(
	
	
	(
	
	
	(

	3. Product name & specification:

	
	
	
	(
	
	
	(
	
	
	(

	4. Product name & specification:

	
	
	
	(
	
	
	(
	
	
	(

	5. Product name & specification:

	
	
	
	(
	
	
	(
	
	
	(

	6. Product name & specification:

	
	
	
	(
	
	
	(
	
	
	(

	Total:
	$
	$
	$

	*Bidder Selected (BS)
	(
	(
	(

	*Bidder Selected (BS); school can award all items to one bidder (lowest total price) or award purchase on a line item basis (lowest line item price). School need to tell the bidders which option they will use for awarding the purchase when they are asking for pricing. Schools can state that either option may be used by the school to award the purchase.

	Method of contact: Email/Fax/Mail/In person/Phone
	
	
	

	Name of person quoting pricing:
	
	
	

	Date contacted:
	

	Additional Notes:


	
	
	

	Signature of person completing this form:


	Date:




Name of bidder selected: ______________________________
Bidder selected was notified on: ___________________ (If notification was in writing attach document to the procurement log/evaluation matrix)

Method of notification: ____________________ (Email/Fax/Mail/In person/Phone)
	INFORMAL PROCUREMENT CHECKLIST
(Purchase costing less than $150,000)


	
	If Yes check
	If No check

	Planning Process 
	

	· School used an informal procurement log?
	· 
	· 

	· Documented justification for purchase (replenish inventory, replacement item, etc.)
	· 
	· 

	· Documented the period of time the bid price must be honored (days, weeks, or months)?
	· 
	· 

	· Documented general purchasing conditions, product specifications, quality and other non-brand descriptions?
	· 
	· 

	· Documented quantities to be ordered or purchased?
	· 
	· 

	· Documented any other information needed for the bidder to properly respond?
	· 
	· 

	Solicitation Process
	

	· Documented companies contacted for bids (Name of company, Address, and Phone number/fax/email)?
	· 
	· 

	· Documented who provided the bid; (name of person)?
	· 
	· 

	· Documented method of how companies were contacted (in person, telephone, fax, email or mail)?
	· 
	· 

	· Were specifications and date that winning bidder will be selected provided to the company providing the bid?
	· 
	· 

	· Was the company provided anticipated date that the product or service be needed? 
	· 
	· 

	· Documented date the bid was provided?
	· 
	· 

	· Was school able to obtain bids from at least three bidders?
	· 
	· 

	· Were all bids from responsive and responsible bidders?
	· 
	· 

	Evaluation and Award Process
	

	· Was evaluation matrix used?
	· 
	· 

	· Was the bidder with the lowest bid awarded the contract/purchase?
	· 
	· 

	· If the lowest bidder was not selected; did the school document reasons for selecting a higher bid?
	· 
	· 

	Awarding Contract/Purchase and Contract Management Process
	

	· Was the bidder that was selected notified?
	· 
	· 

	· Was an order placed within the time frame outlined in the procurement?
	· 
	· 

	· Was product or service delivered on time?
	· 
	· 

	· Did product or service meet procurement specifications for quality and quantity?
	· 
	· 

	· Was a record of this procurement including invoices and payment filed for future audits and record reviews?
	· 
	· 


Additional Informal Procurement Requirements

· School will need to obtain a minimum of three bids.
· It is recommended to get as many bids as possible; at least 4 or 5 bids is recommended.
· Once the school obtains the minimum number of  bids, the next step is evaluating the bids using a pricing matrix
· Only bidders who are responsive and responsible are eligible for evaluation

· Responsive bidder is a vendor with a product/service matching specifications outlined in procurement event
· Responsible bidder is a vendor who is able and willing to provide product or service matching those specifications

· The bidder with the lowest bid is selected for the purchase
Informal Solicitation For Bids
(Purchases with estimated value less than $150,000.00)
School Name: ________________

Contact Person: ________________
Phone Number: ________________ - Fax Number: ________________
Address: ________________

Email Address: ________________
Issue Date: ___________________
Invitation: ___________________ (school name) invites qualified supplier to submit bids on products described in the “product Information” section of this informal solicitation for bids. Please submit the bid as instructed in “Respond to solicitation” below. Contact ______________ (contact person) at _______________ (phone number and email) with any questions.
Product Information
	Product Name: __________________________________

	Product specifications:

__________________________________​_________________________

__________________________________​_________________________

Delivery Frequency: _____________________

	Packaging: __________________________

Quantity:__________________________


Respond to solicitation:

Please fax/email/mail bid to _________________ (Contact name) 

Fax/email/mail: __________________________________________________

Return bid by _____/_____/20___ (Due Date)

Bids received after due date above will be ineligible for consideration.
Bidder Information:

	Company Name: ___________________________________
Phone Number: ( ____ ) _____ - _______

Address: _________________________________________
	Unit Price: ____________

Extended Price: ___________

(Quantity x Unit Price)

	Name of person quoting price: _______________________
	

	Bid will be honored for: (school will state time period): _________

Signature of authorized person providing bid:
X_____________________________ Date: _____________
	


In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability. To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll free (866) 632-9992 (Voice). Individuals who are hearing impaired or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish). USDA and School are equal opportunity providers and employers. 

It is the policy of the School not to discriminate on the basis of race, creed, color, sex, sexual orientation, gender identity, national origin, disability, or religion in its programs, activities, or employment practices as required by both federal and state law.

Lowest “Total” cost from Supplier B





Total after adding up each of the lowest line item prices








Updated:  November 29, 2012 


