Informal Procurement Method
What is the “Informal Procurement Method”?
The Informal Procurement Method is the procurement method used when the value of an awarded contract or purchase is less than the small purchase threshold for your district or municipality as well as the federal small purchase threshold of $150,000.
Informal Procurement Method requires:
· The use of a solicitation (verbal or physical document)
· Competition (i.e. minimum of three price quotes)
· Must be free of anticompetitive practices.
· Procurement process must be documented
[bookmark: req] Requirement for Informal Procurement Method
The Informal Procurement Method must:
· be conducted in a manner that maximizes full and open competition [7 CFR Part 3016.36(c)(1)];
· be awarded only to responsible contractors with the ability to perform successfully [7 CFR Part 3016.36(b)(8)]; and
· not be awarded on the basis of a cost plus percentage of cost or percentage of contract (7 CFR Part 3016.36).
With the Informal Procurement Method, all of the information relating to the solicitation and selection of a vendor must be maintained according to record retention requirements.
This information includes:
· copies of solicitation documents;
· copies of any letters, E-mails, or data faxes relating to the procurement;
· names and dates of vendors contacted by phone, and reports on the results of meetings when the contacts were made in person;
· copies of price or rate quotations received;
· notification of the successful vendor; and
· any other documents (invoices, cancelled checks, etc.) relating to the purchase.
[bookmark: how]Retaining this documentation will provide a clear record of the school's actions during the procurement, to demonstrate whether full and open competition has occurred.
Resources
Use the Informal Quotations Template to document your Informal Procurement Process- 
USDA’s Procuring Local Foods for Child Nutrition Programs Guide provides detailed guidance to help you with your local purchases-
http://www.fns.usda.gov/sites/default/files/F2S_Procuring_Local_Foods_Child_Nutrition_Prog_Guide.pdf   

The National Food Service Management Institute (NFSMI) had 3 online courses on procurement, State Agency Guidance on Procurement-
http://www.nfsmi.org/Templates/TemplateDefault.aspx?qs=cElEPTIzOA== 
It is available to Food Service Directors, Business Managers or any staff interested in learning about procurement with School Meal Programs.   This training can be viewed as time allows, over a period of time, it will start back where you left off when you return to the training module each time.  
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