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The Tonkawa Public School District Food Service Department, known herein as the FSD, in 

order to comply with the applicable provisions of the USDA procurement standards and any FSD 

Purchasing Policies and Procedures, has established and made accessible to authorized purchase 

agents the following Procurement Plan for the purchase of goods and services. 

 
PURPOSE AND GOAL 

 
The purpose of this Procurement Plan is to establish procedures for the procurement of food, 

equipment, other supplies, and services that will ensure that such materials and services are 

obtained in an effective manner and in compliance with all applicable federal and state laws. All 

procurement transactions of the FSD without regard to dollar value, will be conducted in a 

manner that provides maximum open and free competition. It is the goal of the FSD to purchase 

only good quality merchandise and services which will assist in meeting the goal of serving high 

quality meals at a reasonable cost. 

 
AUTHORIZED PURCHASING AGENTS 

 
The purchase of all goods and services will be done by the following authorized agent(s) of the 

FSD: 

 
Superintendent 

Food Service Manager 

Maintenance Director 

Food Service Secretary 

 
OPEN AND FREE COMPETITION 

 
Open and Free Competition will exist to the maximum extent possible by, among other ways, (1) 
the maintenance of a request file for potential bidders: (2) involvement of all known vendors to 
the extent they are capable of meeting the needs of the FSD: (3) utilization of clear, fair, and 
identical specifications: (4) the public announcement of the Procurement Plan annually or the 
issuing of the same to any interested party: (5) the advertising and/or posting of all bids, 
proposals, etc. 

 
COMPARABILITY 

 
Comparability ofPrices and Products will be achieved through, (1) the use of identical 
specifications: and (2) an on-going evaluation of products and services. 



DOCUMENTATION 

 
Adequate Documentation  will be achieved through, among other ways,   (1)  bidder request files: 

(2) records of communication  (telephone quotes, written quotations, proposals, bid instruments): 

(3) records of the opening  and awarding  of sealed  bids, proposals,  and quotations:  (4) if the 

lowest bid proposals, or quotation is not selected, documentation  of the reasons: (5) post-award 

notification to all vendors who responded: and (6) other documentation as required. 

 
CODE OF CONDUCT 

 
No employee, officer or agent of the FSD nor any member of his immediate family, his or her 

partner, or any organization which employs, or is about to employ, any ofthe administration of a 

contract supported by program funds if a conflict of interest, real or apparent, would be involved. 

The school district officers, employees, or agents shall neither solicit nor accept gratuities, 

favors, or anything of monetary value from contractors, potential contractors, or parties to sub 

agreements. 

 
Additionally, compliance with all applicable provisions of the Code of Governmental Ethics or 

any order, rule or regulation promulgated thereunder is required. 

 
Penalties, sanctions, or other disciplinary actions for these standards will be determined by the 

Commission on Ethics for Public Employees as prescribed in the code of Governmental Ethics 

and/or Anti-Kickback Act of 1974. 

 
PROCUREMENT METHODS 

 
The procurement methods that will be used by the FSD and the categories of goods and service 

that will be purchased by each method are as follows: NOTE: The $10,000 threshold may apply 

to individual item or multiple item purchases on an aggregate basis.  Aggregate is defined as any 

purchase or group of purchases estimated at $10,000 or more and capable ofbeing secured from 

a single source on a given date or purchase period. 

 
A.  Small Purchase Procedures will be used to purchase goods, equipment, and 

services where the aggregate cost is less than $100,000, and fresh produce 

regardless of the dollar amount. 

 
When small purchase procedures are used, the following conditions, stipulations, and terms 

will be met: 

A.  The goods, equipment, or services to be purchased will be adequately and 

consistently described for each prospective supplier so that each one can 

provide price quotes on the same merchandise or service. 

 
B.  Written or verbal "requests for quotations" for the goods, equipment, or 

services to be purchased will be made. 



C.  An adequate number of qualified sources will be contacted to provide such 

quotes.  NOTE: The term "adequate number" is determined by local 

market conditions. 

 
D. Response to "requests for quotations" will be in either written form or 

verbal with a written confirmation. 

E.   Cost plus a percentage of cost method of purchasing is prohibited. 

F.  Price quotation responses will be retained with other program 

documentation and records for a period of five (5) years after the end of 

the fiscal year to which they pertain. 
 

 
 

B.  Competitive Sealed Bids will be used to purchase, (1) milk, (2) bread, (3) paper 

supplies, (4) equipment, etc. where the aggregate is $100,000 or more. 

 
When competitive sealed bids are used, the following conditions, stipulations, and terms 

will  be included. 

 
1.  The invitation to bid will be publicly advertised. 

 
2.  Bids will be solicited from an adequate number of known suppliers in 

sufficient time prior to the date set for the opening of the bids. 

 
3.  The invitations for bid will clearly define the items or services needed in 

order for the bidders to be able to properly respond.  This includes product 

specifications and general purchasing conditions. 

 
4.  All bids will be opened publicly at the time and place stated in the 

invitations for bid. 

 
5.  A firm, fixed-price contract award will be made by written notice to the 

responsible bidder whose bid is lowest, assuming the bid conforms to the 

requirements in the invitation for bid, except that preference may be given 

to products produced, manufactured, or grown in Oklahoma which are 

equal in quality to products produced, manufactured, or grown outside the 

State provided the cost dose not exceed by more than five percent the cost 

of products which are equal in quality that are produced, manufactured, or 

grown outside the State. 

 
6.  Where specified in the bidding documents, factors, such as discounts, 

transportation costs and life cycle costs (for equipment) if applicable, will 

be considered in determining which bid is lowest. 



7.  Payment discounts will only be used to determine the low bid when prior 

experience of the FSD indicates that such discounts are generally taken. 

 
8.  Any and all bids may be rejected when there are sound documented 

reasons in the best interest of the program. 

 
9.  Cost plus a percentage of cost method of contracting is prohibited. 

 
10.   All bids received will be documented and such documentation shall be 

maintained by the school district with other program records for five (5) 

years after the end of the fiscal year to which they pertain. 

 
C.  Competitive Negotiation will be used whenever competitive sealed bids are 

determined to be inappropriate, infeasible or impossible, and will adhere to the 

following conditions, stipulations, and terms. 

 
1.  Proposals will be solicited from an adequate number (at a minimum, two) 

of qualified sources to permit reasonable competition. 

 
2.  The request for proposals will be publicized and reasonable request by 

other sources to compete must be honored to the maximum extent 

possible. 

 
3.  The request for proposal will identify al significant evaluation factors 

including price or cost where required and their relative importance. 
 

4.  The FSD will provide a mechanism: (1) for technical evaluation of the 

proposals received: (2) to determine which responsible bidders will be 

further contacted for the purpose of further written and verbal discussions: 

and (3) for selection of contract award. 

 
5.  The contract will be awarded to the responsible bidder whose proposal is 

most advantageous to the SFA when price and other factors are 

considered. Either a fixed-price or a cost reimbursable-type contract may 

be awarded. 

 
6.  Cost plus a percentage of cost method contracting is prohibited. 

 
7.  All requests for proposals received will be documented and such 

documentation shall be retained by the school district with other program 
records for five(5) years after the end of the fiscal year to which they 
pertain. 

 
D.  Noncompetitive Negotiation is procurement through solicitation of a proposal 

from only one source and will only be used when the procurement is not feasible 

under small purchase procedures, competitive sealed bids (formal advertising), or 



competitive negotiation.  The decision to use noncompetitive negotiation will be 

justified in writing and will be available for audit and review.  As with the 

methods of procurement, such documentation will be maintained with other 

program records for five (5) years after the end of the fiscal year to which they 

pertain, and cost plus a percentage of cost method of contracting is prohibited. 

 
Circumstances under which a procurement may be made by noncompetitive 

negotiations are limited to the following: 

 
1.  The merchandise or service is available only from a single source. 

 
2.  A public emergency exists and the urgency for the requirement will not 

permit the delay involved with competitive sealed bids (formal 

advertising) or competitive negotiation. 

 
3.  After solicitation from a number of sources, competition is found to be 

lacking. 
 

 
 

PROCUREMENT PERIODS UP TO $100,000 

 
Goods and services  purchased  by the Food Service Department  the month(s)  the bids will be 

awarded, the purchase periods, and the procurement method are as follows: 
 

Chilled & Frozen Meat 

Canned & Staple Foods 

Frozen Fruit & Vegetables 

Cereal Products 

General Support 

Cleaning Supplies 

Fresh Produce 

Paper Products 

Bread 

Milk 

Yearly 

Yearly 

Yearly 

Yearly 

Weekly 

Weekly 

Weekly 

Yearly (Aug) 

Yearly (Aug) 

Yearly (Aug) 

Small Purchase Procedure 

Small Purchase Procedure 

Small Purchase Procedure 

Small Purchase Procedure 

Small Purchase Procedure 

Small Purchase Procedure 

Small Purchase Procedure 

Competitive Sealed Bid 

Competitive Sealed Bid 

Competitive Sealed Bid 
 

 
 

PROCUREMENT PLAN CHANGES 

 
Procurement Plan changes will be made as conditions warrant upon approval of the Board of 

Education. 

EFFECTIVE DATE AUGUST 1, 

2003  NO CHANGE 

AUGUST 1, 2004  NO CHANGE 

AUGUST 1, 2005   NO CHANGE 



AUGUST 1, 2006 NO CHANGE 

OCTOBER 8, 2007 NO CHANGE 

OCTOBER13, 2008 UPDATED 


