
Board of Education Regular Meeting

Monday, September 10, 2018 8:00 PM

Elm Creek Public Schools Media Center /Board of Education meeting room
230 Calkins Avenue
Elm Creek, NE 68836-0490

 

1. Call to Order
2. Flag Salute
3. Open Meetings Act
4. Roll Call
5. Review of Agenda
6. Citizen's Comments
7. Consent Agenda

7.1. Approval of Minutes of Previous Meeting(s)
7.2. Payment of Invoices
7.3. Financial Reports

8. Old Business
8.1. Approve 2nd Reading of Policy 3131

9. New Business
9.1. Approve proposed 2018-2019 Elm Creek Public Schools Budget
9.2. Approve 2018-2019 Proposed Tax Request
9.3. Approve Purchase of Bluebird Bus from Nebraska Central Equipment

10. Reports
10.1. Buildings and Ground Committee Report
10.2. Principal's Report
10.3. Superintendent Report

11. Next Regular Meeting, October 8, 2018 (8:00 pm)
12. Adjournment



August 13, 2018 at 8:00 PM - Board of Education Regular Meeting  

1. Call to Order  

2. Flag Salute  

3. Open Meetings Act  

4. Roll Call  
Action(s):  

Motion Passed:  
Motion to Excuse Jeff by JC Ourada. Second by Marvion Reichert. Passed with a motion by JC 

Ourada and a second by Marvion Reichert.  

• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  

5. Review of Agenda  
Recommended Motion(s):  Motion to approve the agenda as presented Passed with a motion 
by Board Member #1 and a second by Board Member #2.  
Action(s):  

Motion Passed:  
Motion to approve the agenda as presented Passed with a motion by JC Ourada and a second 

by Marvion Reichert.  

• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  

6. Citizen's Comments  

7. Consent Agenda  
Recommended Motion(s):  Motion to approve the Consent Agenda as presented Passed with a 
motion by Board Member #1 and a second by Board Member #2.  
Action(s):  

Motion Passed:  
Motion to approve the Consent Agenda as presented Passed with a motion by Suzanne Brodine 

and a second by Morgan Meier.  

• Jeff Meads: Absent  



• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Abstain (With Conflict)  

No Action(s) have been added to this Agenda Item.  

7.1. Approval of Minutes of Previous Meeting(s)  
Attachments:  

•  July 2018 Minutes  

8/10/2018 at 3:40 PM  

7.2. Payment of Invoices  
Attachments:  

•  Check Register 8-13-18  

8/10/2018 at 3:40 PM  

7.3. Financial Reports  
Attachments:  

•  Activity Current Cash Balance 8-2018  

8/10/2018 at 3:41 PM  

•  Treasurers Report for 8-13-18  

8/10/2018 at 3:41 PM  

7.4. Approve Local Substitute - Willie Keep  

7.5. Approve Local Substitute - Jessica Whitmire  

7.6. New Hire - Lacey Williams (Elementary Paraprofessional)  
Attachments:  

•  Lacey Williams  

8/10/2018 at 4:01 PM  

8. Old Business  

8.1. Approve Superintendent as District Financial Officer  
Action(s):  

Motion Passed:  
Motion to Approve Superintendent as District Financial Officer Passed with a motion by 

Morgan Meier and a second by Morgan Fouts.  



• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  

8.2. Appoint Superintendent to be the Official Representative for all Local, State, and Federal 
Programs  
Action(s):  

Motion Passed:  
Motion to Appoint Superintendent to be the Official Representative for all Local, State, and 

Federal Programs Passed with a motion by JC Ourada and a second by Suzanne Brodine.  

• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  

8.3. Appoint Superintendent and Principals as Federal Program Officers  
Action(s):  

Motion Passed:  
Motion to Appoint Superintendent and Principals as Federal Program Officers Passed with a 

motion by Morgan Fouts and a second by Morgan Meier.  

• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  

9. New Business  

9.1. Approve 2018-19 Elementary Handbook  
Action(s):  

Motion Passed:  
Motion to Approve 2018-19 Elementary Handbook Passed with a motion by JC Ourada and a 

second by Marvion Reichert.  



• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  
Attachments:  

•  2018-19 Elm Creek Elementary Handbook -Final Draft  

8/10/2018 at 3:43 PM  

9.2. Approve 2018-2019 Preschool Handbook  
Action(s):  

Motion Passed:  
Motion to Approve 2018-2019 Preschool Handbook Passed with a motion by Morgan Fouts 

and a second by Marvion Reichert.  

• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  
Attachments:  

•  Elm Creek Preschool handbook 18-19 .doc  

8/10/2018 at 3:44 PM  

9.3. Approve 1st Reading of Policy 3131  
Action(s):  

Motion Passed:  
Motion to Approve the first reading of policy 3131 Passed with a motion by Marvion Reichert 

and a second by Morgan Meier.  

• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  



• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  
Attachments:  

•  3131-- Procurement Plan - Clean  

8/10/2018 at 4:12 PM  

9.4. Approve the transfer of $47,800 from General Funds to Activity Funds.  
Action(s):  

Motion Passed:  
Motion to Approve the transfer of $47,800 from General Funds to Activity Funds. Passed with 

a motion by JC Ourada and a second by Marvion Reichert.  

• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  

10. Reports  

10.1. Transportation Committee Report  

10.2. Principal's Report  

10.3. Superintendent Report  
Attachments:  

•  2018 Labor Relations Agenda and Registration Info  

8/10/2018 at 4:23 PM  

•  Area Membership Meeting  

8/10/2018 at 4:23 PM  

•  Beef in School  

8/10/2018 at 3:46 PM  

10.3.1. Staff Picnic  

11. Next Regular Meeting - September 10, 2018 (8:00pm)  
Action(s):  

Motion Passed:  



Motion to adjourn meeting at 9:22. Passed with a motion by JC Ourada and a second by 

Morgan Meier.  

• Jeff Meads: Absent  
• Suzanne Brodine: Yea  
• Morgan Fouts: Yea  
• Morgan Meier: Yea  
• JC Ourada: Yea  
• Marvion Reichert: Yea  

No Action(s) have been added to this Agenda Item.  

12. Adjournment  
Recommended Motion(s):  Motion to adjourn meeting Passed with a motion by Board 
Member #1 and a second by Board Member #2.   
 











Current Cash Balance
Sorted by Site ID, Group ID, Activity ID.

From 09/01/2017 to 08/31/2018.Site ID Site Name
Group ID Group Name

Activity ID Activity Name Beginning Cash Receipts Disbursements Adjustments Cash Balance

ECHS Elm Creek High School
A Athletics

3030 Uniforms 0.00 15,000.00 0.00 -8,533.32 6,466.68

3031 Basketball 0.00 22,506.71 20,131.83 128.00 2,502.88

3033 Cheer 941.52 11,585.64 10,962.57 -546.86 1,017.73

3034 Cross Country -100.00 832.00 555.44 -232.00 -55.44

3035 Football -11,916.05 33,359.92 20,762.46 -54.00 627.41

3038 Golf 0.00 2,270.00 2,330.15 0.00 -60.15

3041 Track -11,880.04 19,980.76 12,478.92 4,380.36 2.16

3042 Volleyball -23,296.93 36,436.56 16,545.35 4,152.96 747.24

3044 Wrestling -18,664.57 34,654.00 15,234.05 -1,749.00 -993.62

A Totals: -64,916.07 176,625.59 99,000.77 -2,453.86 10,254.89

B Activities
1739 Speech 0.00 600.00 537.39 0.00 62.61

1748 School Play 383.80 413.00 458.29 0.00 338.51

1749 One Act Play -213.22 2,641.75 2,616.92 -319.89 -508.28

2038 Drama -272.99 280.38 7.39 0.00 0.00

2084 Fine Arts 0.00 0.00 0.00 0.00 0.00

B Totals: -102.41 3,935.13 3,619.99 -319.89 -107.16

C Clubs & Organizations
1740 ESports 0.00 1,584.56 820.52 -551.76 212.28

1743 Band Club 0.00 2,018.75 56.00 -1,081.82 880.93

1744 Choir Club 0.00 0.00 0.00 0.00 0.00

3001 Stu Council 1,594.88 2,495.12 1,954.03 -494.70 1,641.27

3002 FFA 388.55 19,258.39 18,294.69 2,412.35 3,764.60

3003 FCCLA 534.60 9,602.76 2,577.19 -2,227.57 5,332.60

3005 NHS 1,947.27 5,287.97 5,512.33 -47.31 1,675.60

3032 Boys Basketball Club 680.23 3,465.55 3,326.59 -420.10 399.09

3036 Football Club 3,044.42 1,180.60 2,398.67 130.02 1,956.37

3037 Girls Basketball Club 1,182.71 2,277.27 1,921.73 -724.25 814.00

3043 Volleyball Club 2,781.56 1,610.50 2,711.00 -544.30 1,136.76

3045 Wrestling Club -1,756.17 9,083.75 6,200.39 891.95 2,019.14

3046 Cross Country Club 480.70 166.00 317.00 151.21 480.91

3047 Golf Club 789.11 225.00 0.00 0.00 1,014.11

3048 Track Club 3,250.94 2,436.15 453.25 -1,205.48 4,028.36

3049 Quiz Bowl 0.00 315.15 92.00 650.12 873.27

C Totals: 14,918.80 61,007.52 46,635.39 -3,061.64 26,229.29

D Special Funds
1766 ACC RDR 3,286.51 1,723.77 2,587.83 29.82 2,452.27

1767 Elem Playground 0.00 0.00 0.00 0.00 0.00

2049 SRS Gifts -444.75 390.00 483.50 0.00 -538.25

2082 Board Scholarship 252.54 0.00 0.00 0.00 252.54

2086 Presidential Freedom Schol 0.00 0.00 0.00 583.64 583.64
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Current Cash Balance
Sorted by Site ID, Group ID, Activity ID.

From 09/01/2017 to 08/31/2018.Site ID Site Name
Group ID Group Name

Activity ID Activity Name Beginning Cash Receipts Disbursements Adjustments Cash Balance

2087 Attend/Val Sch 1,189.29 0.00 300.00 166.36 1,055.65

2088 FKC Scholarships 0.00 850.00 300.00 0.00 550.00

D Totals: 4,283.59 2,963.77 3,671.33 779.82 4,355.85

E Classes
2017 Class of 2017 0.00 0.00 0.00 0.00 0.00

2018 Class of 2018 173.10 4,207.61 3,100.27 -1,617.25 -336.81

2019 Class of 2019 4,360.55 1,169.25 4,420.26 -397.64 711.90

2020 Class of 2020 3,500.62 3,973.10 500.21 -3,198.77 3,774.74

2021 Class of 2021 5,316.44 1,054.00 0.00 -1,153.41 5,217.03

2022 Class of 2022 2,913.30 519.30 0.00 -56.48 3,376.12

2024 Class of 2024 0.00 3,797.40 0.00 -2,133.11 1,664.29

E Totals: 16,264.01 14,720.66 8,020.74 -8,556.66 14,407.27

F School
1745 Band -360.00 12,882.21 12,262.08 9,561.00 9,821.13

1746 Choir 0.00 150.00 241.19 0.00 -91.19

2044 Circle of Friends 855.12 2,000.00 2,943.34 747.93 659.71

3000 Annual/Yearbook -9,136.14 4,033.00 6,433.22 -183.63 -11,719.99

3006 Pop - Chesterman 0.00 1,744.91 8,247.60 8,484.60 1,981.91

3040 Concessions -355.00 22,707.99 32,519.84 8,524.19 -1,642.66

F Totals: -8,996.02 43,518.11 62,647.27 27,134.09 -991.09

G District
1741 PreSchool 38,194.75 50.00 38,244.75 0.00 0.00

1751 FOB 3,450.00 750.00 1,150.00 0.00 3,050.00

1752 IPads 23,203.98 7,299.80 661.00 150.00 29,992.78

2040 General District 32,026.43 12,361.74 19,323.57 -12,927.65 12,136.95

2045 Insurance -7,491.06 77,254.35 77,579.36 0.00 -7,816.07

2046 Payflex Reimbursement Plan -2,300.00 2,300.00 0.00 0.00 0.00

2051 Miscellaneous Funds 22,709.87 2,658.85 2,005.10 0.00 23,363.62

2085 Sign Adv 9,610.58 10,300.00 0.00 0.00 19,910.58

3029 GENERAL ACTIVITIES 0.00 27,565.00 130.00 0.00 27,435.00

3039 Gym Rent 5,989.50 200.00 0.00 0.00 6,189.50

G Totals: 125,394.05 140,739.74 139,093.78 -12,777.65 114,262.36

H Miscellaneous
2037 Special Committee 0.00 147.00 252.49 0.00 -105.49

2050 Courtesy Committee 20.90 290.00 64.20 0.00 246.70

4000 Checking Acct Interest 0.00 0.00 0.00 0.00 0.00

H Totals: 20.90 437.00 316.69 0.00 141.21

ECHS Totals: 86,866.85 443,947.52 363,005.96 744.21 168,552.62
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Report Totals: 86,866.85 443,947.52 363,005.96 744.21 168,552.62



GENERAL FUND - ACCT NO. 137766 (Not Reconciled)

787,778.23$

RECEIPTS

BUFFALO COUNTY 36,000.76$

DAWSON COUNTY 91.76$

ESU #10 (CONTRACTED SERVICE PAY) 2,550.00$

GUNDERSON - REIMBURSE 75.00$

NCSA 235.00$

PHELPS COUNTY-August 2018 26,322.50$

PRESCHOOL TUITION $ 1,200.00

Void Check - Rogue Fitness $ 354.03

TOTAL RECEIPTS 66,829.05$

AVAILABLE BALANCE 854,607.28$

DISBURSEMENTS:

Bills Paid August 9, 2018 77,623.37$

Payroll 293,078.68$

TOTAL DISBURSEMENTS 370,702.05$

BOOK BALANCE August 31, 2018 483,905.23$

DEPRECIATION FUND - ACCT NO 14832

BALANCE August 1, 2018 361,622.74$

EXPENSES -$

INTEREST -$

RECEIVED -$

361,622.74$

#6692 Bus Depreciation 11,804.29$

#6233 Track Maintenance - Issued 8/31/09 16,617.22$

#6013 Track Maintenance 56,375.25$

#6235 Unknown Capital Outlays - Issued 8/31/09 16,633.76$

#2232 Unemployment 10,938.79$

#6482 Track Maintenance - Issued 8/31/2011 10,334.13$

#6701 ECPS-(Issued 3-12-15) 24,642.39$

CERTIFICATE TOTALS 147,345.83$
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ELM CREEK SCHOOL BOARD TREASURER'S REPORTS

FOR September 10, 2018

BANK BALANCE August 1, 2018

BOOK BALANCE August 31, 2018

CERTIFICATES OF DEPOSIT THRU August 31, 2018



BUILDING FUND(Reconciled 9-7-18)

Balance August 1, 2018 69,860.92$

INTEREST 26.71$

EXPENSES -$

BALANCE August 31, 2018 69,887.63$

BOND FUND (OPENED 11-12-09)(Reconciled 9-7-18)

Balance August 1, 2018 449,538.22$

RECEIPTS- BUFFALO 3,884.39$

RECEIPTS - DAWSON COUNTY 13.61$

RECEIPTS - PHELPS COUNTY 4,723.86$

DISBURSEMENTS (Wire Transfer - Interest Payment) -$

BALANCE August 31, 2018 458,160.08$

SAM/DUNS ACCOUNT (REAP-1173) BALANCE August 1, 2018 10,193.40$

(Reconciled 9-7-18) DISBURSEMENTS -$

BALANCE August 31, 2018 10,193.40$
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ELM CREEK SCHOOL BOARD TREASURER'S REPORTS



LUNCH FUND

40,210.89$

RECEIPTS

LUNCH SALES 6,923.85$

EFUND PAYMENTS 575.00$

Federal Reimbursement Breakfast -$

Federal Reimbursement Lunch -$

State Reimbursement -$

TRANSFERS FROM GENERAL ACCT -$

TOTAL RECEIPTS 7,498.85$

AVAILABLE BALANCE 47,709.74$

DISBURSEMENTS

Food/Groceries/Milk Etc. -$

General Expenses -$

August Payroll 5,710.90$

Returned Checks -$

TOTAL DISBURSEMENTS 5,710.90$

BALANCE August 31, 2018 41,998.84$

August BILLS

BERNARD FOODS -$

CASHWA -$

CENTRAL FIRE & SAFETY -$

DOUBLE D -$

FOSTERS -$

HEARTLAND REFRIGERATION -$

HILAND (MILK) -$

HUBERT COMPANY -$

NE FOOD DISTRIBUTION PROGRAM -$

THOMPSON -$

-$
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Business Operations 
 
Procurement Plan – School Food Authorities 
 
The following procurement policy statement shall govern all purchasing activities that relate to 
any aspect of the National School Lunch and Breakfast Programs. This statement is meant to 
provide guidance to our personnel and vendors on acceptable and/or required procurement 
practices. Our goal is to fully implement all required and recommended procurement rules, 
regulations and policies set forth in 2 CFR 200, 7 CFR parts 210, 3016 and 3019, and by the 
State Agency. 
 

Procurement Policy 

 

The purchasing procedure to be followed shall be determined by the anticipated total annual 
expenditure on items related to the food service program: 

� When the annual total for food service program related items is less than $250,000 per 

year (per procurement event or in aggregate purchases) this organization will follow the 

informal Small Purchase Procedure. 

� When the annual total for food service program related items is greater than $250,000 per 

year (per procurement event or in aggregate purchases) this organization will follow the 

Formal Competitive Solicitation Procedures. 

Micro-Purchase Procedures 
Micro-Purchases may be used for annual transactions under $10,000 made with a vendor [2 CFR 
200.320(a)]. 
Prices will be reviewed for reasonableness [2 CFR 200.320(a)]. 
Purchases will be spread equitably among all qualified sources [2 CFR 200.320(a)]. 

Small Purchase Procedures 
For purchases made below the small purchase threshold, Small Purchase Procedures will be 
utilized to purchase necessary goods and services. When Small Purchase Procedures are used, 
this organization will take the following steps: 

1. Contact a minimum of three potential vendors 
2. Document each vendor's quoted price 
3.  Select the company that provides the lowest, most responsive, and responsible bid 
4. Inform all bidding companies in writing of the final decision made by the sponsor 
5. Write contract for meal service between the sponsor and the winning bidder. 

 
Formal Competitive Solicitation Procedures 
For purchases made in excess of the small purchase threshold, a Formal Competitive Solicitation 
will be conducted. When Formal Competitive Solicitation Procedures are used, this organization 
will take the following steps: 

1. Prepare an Invitation for Bid (“IFB”) or Request for Proposal (“RFP”) document 
specifically addressing the items to be procured  

a.  Include detailed specifications 
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b. Ensure price will be most heavily weighted 
2. Publicly announce and advertise the bid/proposal at least 21 calendar days prior to 

bid opening 
a.  Announcements will include the date, time and location in which bids will 

be opened 
3. Determine the most responsive and responsible bid/proposal by using the 

selection criteria set forth in the bid/proposal document 
a.  Responsible bidders will be those whose bid/proposal conform to all of the 

terms, conditions and requirements of the IFB/RFP 
4. Award the contract 

a.  To the most responsive and responsible bidder based on the criteria set 
forth in the IFB/RFP 

b.  At least two weeks before program operations begin 
c.  If a protest is received, it must be handled in accordance with 7 CFR 

210.21 
5. Retain all records pertaining to the formal competitive bid process for a period of 

five years plus the current year 
 
(Note: If the bid threshold established in the sponsor’s procurement policy statement is less than 
$150,000, the smaller bid threshold will govern.) 
 
This organization incorporates the following elements into the Procurement Policy Statement, as 
required by 2 CFR 200 and 7 CFR parts 210, 3016 and 3019. 

 
A. Competition: We shall demonstrate our goods and services are procured in an openly 

competitive manner. Competition will not be unreasonably restricted. [7 CFR 
210.21(c)(1)] [2 CFR Part 200.319(a)(l-7] 

 
B. Comparability: We recognize for true competition to take place, we must maintain 

reasonable product specifications to adequately describe the products to be purchased and 
the volume of planned purchases based upon pre-planned menu cycles. 2 CFR 
200.319(a)(6)/7 CFR 3016.36(c)(3)(i)/7 CFR 3019.44(a)(3)(iv)] 

 
C. Documentation: We shall maintain for the current year and the preceding three years all 

menus, production records, invitations to bid, bid results, bid tabulations or any other 
significant materials that will serve to document our policies and procedures. [2 CFR 
200.318(i)/7 CFR 3016.36(9)] 

  
D. Code of Conduct: This program shall be governed by the attached Code of Conduct and it 

shall apply to all personnel, employees, directors, agents, officers, volunteers or any 
person(s) acting in any capacity concerning the food service procurement program. [2 
CFR 200.318(c)(1)/7 CFR 3016.36(3)(1-1 v)] 
 

E. Procurement Review Process: This procurement plan shall receive an internal program 
review on an annual basis by a staff person who is not associated with food service 
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procurement process. This review shall be summarized in written form and kept with the 
other required program documentation. 

F. Contract Administration: Purchases shall be checked or verified by designated staff to 
assure that all goods and services are received and prices verified. All invoices and 
receipts shall be signed, dated, and maintained in the documentation file. [2 CFR Part 
200.318(b]) [7 CFR Part 3016.36(b)(2)] 

 
G.  General Requirements: 

• Small, minority and women's businesses enterprises and labor surplus firms are 

used when possible. [2 CFR 200.321] 

• A cost or price analysis in connection with every procurement action in excess of 

the Simplified Acquisition Threshold including contract modifications. [2 CFR 

200.323(a)] 

• Documented Procurement Procedures and activities will be maintained. [2 CFR 

200.318(a)] 

H.  Duties of Food Service Supervisor: 
1. To work with staff and clients in developing acceptable menus for breakfast and 

lunch. 
2. To compile market orders or requisitions for purchases which accurately reflect 

the total quantities of required foods to be ordered per (day, week or month). 
3. To place and confirm orders with vendors, or make plans to purchase the required 

items. 
4. To keep program menus up to date by testing and using new products and seeking 

feedback from staff and clients. 
5. To send out bid quotation forms to vendors who have expressed an interest in 

doing business with the sponsor. 
6. To make procurement awards based on the lowest and best vendor's response as 

determined by quality, availability, service and price. 
7. To work with vendors on a fair and equal basis. 
8. To develop a list of acceptable brands. (Multiple brands per bid item when 
 possible.) 
9. To conduct an in-house procurement review once per year. 

 
 
 
 
 
 
 
 
 
 
 
 
Date of Adoption:  [Insert Date]  
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