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Food Services Procurement Policies and Procedures 

Purpose of Procurement Standards. The purpose of these standards is to establish 
procedures for Citizens of the World – Los Angeles (“CWC LA”) for the 
procurement of supplies and other expendable property, equipment, real 
property and other services associated with the Food Service Program that is 
supported with federal USDA funds. 

Code of conduct. No employee, officer, or agent shall participate in the 
selection, award, or administration of a contract if he or she has a real or 
apparent conflict of interest. Such a conflict of interest would arise when the 
employee, officer, or agent, any member of his or her immediate family, his or 
her partner, or an organization which employs or is about to employ any of the 
parties indicated herein, has a financial or other interest in or a tangible personal 
benefit from a firm considered for a contract. The officers, employees, and 
agents of CWC LA shall neither solicit nor accept gratuities, favors, or anything of 
monetary value from food contractors, vendors, or parties to subagreements. 
 
Members of the CWC LA’s board of directors shall comply with all relevant 
fiduciary duties, including those governing conflicts of interest, when they vote 
upon matters related to procurement contracts in which they have a direct or 
indirect financial or personal interest. Officers, employees, directors, and agents 
of CWC LA shall be subject to disciplinary actions for violations of these 
standards.  Based on the severity of the infraction, the penalties could include a 
written reprimand to their personnel file, a suspension with or without pay, or 
termination.  In the case the employee, officer, or agent, is unable to be 
impartial in conducting a procurement action involving a related organization, 
the employee, officer, or agent will recuse him or herself from participation in the 
decision-making process of said procurement action. 
 
CWC LA shall also avoid organizational conflicts of interest. Organizational 
conflicts occur when, because of relationships with a parent company, affiliate, 
or subsidiary organization, CWC LA is unable or appears to be unable to be 
impartial in conducting a procurement action involving a related organization. 
 
Each individual holding designated positions shall file a Form 700 statement of 
economic interests, within thirty (30) days of the effective date of this Policy if not 
already completed, with the District (“LAUSD”), which will make the statements 
available for public inspection and reproduction. Thereafter, each new 
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employee in the designated positions shall file their statements of economic 
interest within thirty (30 days of assuming office. Individuals holding designated 
positions shall file an annual statement of economic interest. Individuals holding a 
designated position who leaves office shall file, within 30 days of leaving office, a 
statement of economic interests. Upon receipt of the statements from the 
individuals in designated positions, CWC LA shall make and retain copies and 
forward the originals to LAUSD. 
 
Competition.  All procurement transactions shall be conducted in a manner 
providing full and open competition. In order to ensure objective contractor 
performance and eliminate unfair competitive advantage, contractors that 
develop or draft specifications, requirements, statements of work, invitations for 
bids and/or requests for proposals shall be excluded from competing for such 
procurements. Awards shall be made to the bidder or offeror whose bid or offer is 
responsive to the solicitation and is most advantageous to CWC LA, price, quality 
and other factors considered. Solicitations shall clearly set forth all requirements 
that the bidder or offeror shall fulfill in order for the bid or offer to be evaluated by 
CWC LA. Any and all bids or offers may be rejected when it is in CWC LA’s 
interest to do so.  In all procurement, CWC LA shall avoid practices that are 
restrictive of competition.  These include, but are not limited to: 

a) Placing unreasonable requirements on firms in order for them to qualify to 
do business; 

b) Requiring unnecessary experience and excessive bonding; 
c) Noncompetitive pricing practices between firms or between affiliated 

companies; 
d) Noncompetitive awards to consultants that are on retainer contracts; 
e) Organizational conflicts of interest; 
f) Specifying only a “brand name” product instead of allowing “an equal” 

product to be offered and describing the performance of other relevant 
requirements of the procurement; and 

g) Any arbitrary action in the procurement process. 
 
Procurement for micro-purchase procedures. Procurement by micro-purchase is 
the acquisition of supplies or services, the aggregate dollar amount of which 
does not exceed the micro-purchase threshold, currently $3,500. Micro-purchase 
transactions will be governed by the CWC LA Fiscal Policies and Procedures. To 
the extent practicable, CWC LA shall distribute micro-purchases equitably 
among qualified suppliers. Micro-purchases may be awarded without soliciting 
competitive quotations if CWC LA considers the price to be reasonable. 
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Procurement by small purchase procedures. Small purchase procedures are 
those relatively simple and informal procurement methods for securing services, 
supplies, or other property that do not cost more than the Simplified Acquisition 
Threshold. If small purchase procedures are used, price or rate quotations must 
be obtained from an adequate number of qualified sources. The current 
Simplified Acquisition Threshold is $150,000. 

Formal procurement. The formal procurement process will be primarily used to 
purchase food and/or services when the one-year procurement cost exceeds 
the applicable small purchase threshold. As part of the competitive bidding 
process, CWC LA will issue and publicly advertise a Request for Proposal (RFP) or 
Invitation for Bid (IFB) for any procurement equal to or over the Simplified 
Acquisition Threshold. 
 

a. Invitation for bid. IFB, also known as procurement by sealed bids, is 
a formal method of procurement in which bids are publicly solicited 
and a firm fixed price contract (lump sum or unit price) is awarded 
to the responsible bidder whose bid, conforming with all the 
material terms and conditions of the invitation for bids, is the lowest 
in price. The sealed bid method is the preferred method for 
procuring construction, if the following conditions apply: 

(i) A complete, adequate, and realistic specification or 
purchase description is available; 
(ii) Two or more responsible bidders are willing and able to 
compete effectively for the business; and 
(iii) The procurement lends itself to a firm fixed price contract 
and the selection of the successful bidder can be made 
principally on the basis of price. 
 

If sealed bids are used, the following requirements apply: 
(i) Bids shall be solicited from an adequate number of known 
suppliers, providing them sufficient response time prior to the 
date set for opening the bids. For local and tribal governments, 
the invitation for bids must be publicly advertised; 
(ii) The invitation for bids, which shall include any specifications 
and pertinent attachments, shall define the items or services in 
order for the bidder to properly respond; 
(iii) All bids shall be opened at the time and place prescribed in 
the invitation for bids, and for local and tribal governments, the 
bids shall be opened publicly; 
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(iv) A firm fixed-price contract award shall be made in writing to 
the lowest responsive and responsible bidder. Where specified 
in bidding documents, factors such as discounts, transportation 
cost, and life cycle costs shall be considered in determining 
which bid is lowest. Payment discounts shall only be used to 
determine the low bid when prior experience indicates that 
such discounts are usually taken advantage of; and 
(v) Any or all bids may be rejected if there is a sound 
documented reason. 

 
b. Request for Proposals. The technique of RFP, also known as 

procurement by competitive proposals is normally conducted with 
more than one source submitting an offer, and either a fixed-price or 
cost-reimbursement type contract is awarded. It is generally used 
when conditions are not appropriate for the use of sealed bids or small 
purchase procedures. If this method is used, the following requirements 
apply: 

I. Requests for proposals shall be publicized and identify all 
evaluation factors and their relative importance. Any response 
to publicized requests for proposals shall be honored to the 
maximum extent practical; 

II. Proposals shall be solicited from an adequate number of 
qualified sources; 

III. CWC LA shall have a written method for conducting technical 
evaluations of the proposals received and for selecting 
recipients; 

IV. Contracts shall be awarded to the responsible firm whose 
proposal is most advantageous to CWC LA with price and other 
factors considered; and 

V. CWC LA may use the competitive proposal procedures for 
qualifications-based procurement of architectural/engineering 
(A/E) professional services whereby competitors' qualifications 
are evaluated and the most qualified competitor is selected, 
subject to negotiation of fair and reasonable compensation. A 
procurement process where price is not to be used as a stated 
selection factor may only be used in procurement of A/E 
professional services. It shall not be used to purchase other types 
of good or services, although A/E firms are a potential source to 
perform the proposed effort. 
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Procurement by noncompetitive proposals. Procurement by noncompetitive 
proposals is procurement through solicitation of a proposal from only one source 
and may be used only when one or more of the following circumstances apply: 

(1) The item is available only from a single source; 
(2) The public exigency or emergency for the requirement will not permit a 
delay resulting from competitive solicitation; 
(3) The Federal awarding agency or pass-through entity expressly 
authorizes noncompetitive proposals in response to a written request from 
the non-Federal entity; or 
(4) After solicitation of a number of sources, competition is determined 
inadequate. 

 
Procurement procedures.  All procurement by CWC LA shall comply with the 
requirements of the subsections below: 

a) CWC LA will avoid purchasing unnecessary items or duplicate items when 
making procurements. CWC LA shall give consideration to consolidating 
or breaking out procurements to obtain a more economical purchase. 

b) Where appropriate, an analysis will be made of lease versus purchase 
alternatives, and any other appropriate analysis, to determine the most 
economical approach. 

c) Solicitations for goods and services provide for all of the following: 
i. A clear and accurate description of the technical requirements for 

the material, product or service to be procured. In competitive 
procurements, such a description shall not contain features which 
unduly restrict competition. 

ii. Requirements which must be fulfilled and all other factors to be 
used in evaluating proposal submitted in response to solicitations. 

iii. A description, whenever practicable, of technical requirements in 
terms of functions to be performed or performance required, 
including the range of acceptable characteristics or minimum 
acceptable standards. 

iv. When relevant, the specific features of "brand name or equal" 
descriptions that are to be included in responses submitted to 
solicitation. 

v. The acceptance, to the extent practicable and economically 
feasible, of products and services dimensioned in the metric system 
of measurement. 
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vi. Preference, to the extent practicable and economically feasible, 
for products and services that conserve natural resources and 
protect the environment and are energy efficient. 

 
d) CWC LA shall take all necessary affirmative steps to assure that minority 

businesses, women's business enterprises, and labor surplus area firms are 
used when possible. CWC LA shall take all of the following steps to further 
this goal: 

I. Place qualified small and minority businesses and women’s 
business enterprises on solicitation lists. 

II. Assure that small and minority businesses, and women's business 
enterprises are solicited whenever they are potential sources. 

III. Divide total requirements, when economically feasible, into 
smaller tasks or quantities to permit maximum participation by 
small and minority businesses, and women's business enterprises. 

IV. Establish delivery schedules, where the requirement permits, 
which encourage participation by small and minority businesses, 
and women's business enterprises. 

V. Use the services and assistance, as appropriate, of such 
organizations as the Small Business Administration and the 
Department of Commerce's Minority Business Development 
Agency of the United States Department of Commerce. 

VI. Require the prime contractor, if subcontracts are to be utilized, 
to take the affirmative steps listed in paragraphs (1) through (5) 
of this section. 

 
e) CWC LA will adhere to “Buy American” for the food service program. 

Therefore, CWC LA shall purchase, to the maximum extent practicable, 
domestic commodities or products for use in meals served in the Nutrition 
Program. 
 

f) Contracts shall be made only with responsible contractors who possess 
the potential ability to perform successfully under the terms and conditions 
of the proposed procurement. Consideration shall be given to such 
matters as contractor integrity, record of past performance, financial and 
technical resources or accessibility to other necessary resources. 

 
g) For all food service contracts to be paid with Federal assistance expected 

to equal or exceed $25,000, CWC LA will obtain verification regarding 
debarment, suspension, ineligibility, and voluntary exclusion.  To meet this 
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requirement, CWC LA shall check the Federal Excluded Parties List System 
at the site below and document that the vendor has not been debarred 
or suspended. Verification will occur prior to a vendor being chosen and 
before a contract has been offered.  CWC LA will use the System for 
Award Management for verification purposes. 

 
h) CWC LA will verify that all food program contracts and procurements are 

net of all applicable discounts, rebates, and credits.  All contractors will 
maintain records and source documents in support of all costs, discounts, 
rebates, and credits. 

 
CWC LA will not enter a contract with a party who provides information for the 
program operator's use in developing a solicitation. 

Cost and Price Analysis. CWC LA shall perform a cost or price analysis in 
connection with every procurement action in excess of the Simplified Acquisition 
Threshold including contract modifications. The method and degree of analysis is 
dependent on the facts surrounding the particular procurement situation, but as 
a starting point, CWC LA shall make independent estimates before receiving bids 
or proposals. 

a) CWC LA shall negotiate profit as a separate element of the price for each 
contract in which there is no price competition and in all cases where cost 
analysis is performed. To establish a fair and reasonable profit, 
consideration must be given to the complexity of the work to be 
performed, the risk borne by the contractor, the contractor's investment, 
the amount of subcontracting, the quality of its record of past 
performance, and industry profit rates in the surrounding geographical 
area for similar work. 

b) Costs or prices based on estimated costs for contracts under the Federal 
award are allowable only to the extent that costs incurred or cost 
estimates included in negotiated prices would be allowable for CWC LA 
under 2 CFR 200.400 et seq. CWC LA may reference its own cost principles 
that comply with the Federal cost principles. 

c) The cost plus a percentage of cost and percentage of construction cost 
methods of contracting shall not be used. 

Procurement Records. CWC LA shall maintain records sufficient to detail the 
history of procurement. These records will include, but are not necessarily limited 
to the following: 
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a) Rationale for the method of procurement; 
b) Selection of contract type; 
c) Contractor selection or rejection; and 
d) Basis for the contract price. 

Bid Process for Food Service Management Company Contracts. FSMC contracts 
must be obtained through a competitive bidding process, using either formal or 
informal bidding procedures. School Food Authorities (“SFAs”) must submit all bid 
documents to the CDE’s School Food Service Contracts Unit (SFSCU) for approval 
prior to issuance (7 CFR, sections 210.19[a][5] and 220.16[c][1]). 

Contract Provisions.  CWC LA shall include, in addition to other provisions 
required, the following provisions in all contracts. The following provisions shall 
also be applied to subcontracts. 

a) Contracts in excess of the Simplified Acquisition Threshold shall contain 
contractual provisions or conditions that address administrative, 
contractual, or legal remedies in instances where contractors violate or 
breach the contract terms, and provide for such sanctions and penalties 
as may be appropriate. 

b) All contracts in excess of $10,000 must address termination for cause and 
for convenience by CWC LA including the manner by which it will be 
effected and the basis for settlement. 

 


