TRACKING SHEET FOR PROCUREMENT IN THE CACFP

Here is a sample procurement tracking form to tell you, at a glance, where you are in the procurement process and when to prepare for another contract/renewal.  Keep a tracking form for each applicable vendor/FSMC.  This form is particularly helpful during periods of changes in administrators.  It allows for a new person to know how to proceed for procurement.

IMPORTANT:

Contracts/agreements are valid for up to one year.  A contract/agreement may be “renewed” for up to four additional one-year periods.  At the end of the fifth year, sponsors are required to begin the procurement process over again with a contract/agreement. 

 A contract/renewal must be in place prior to the start of service and/or before the current contract/renewal expires.  There should not be any time “gaps” in the tracking unless you opt to provide your own food services between contracts/renewals. 

PROCUREMENT TRACKING SHEET FOR CACFP SPONSORS

FSMC/VENDOR NAME:  ______________________________________

ADDRESS:

  ______________________________________

                                           ______________________________________

CONTACT NAME:           ______________________________________

(OPTIONAL) CACFP LOCATION:  ______________________________

INITIAL CONTRACT YEAR covers period from _________ to _________

    RENEWAL #1 covers from _________ to _________

    RENEWAL #2 covers from _________ to _________

    RENEWAL #3 covers from _________ to _________

    RENEWAL #4 covers from _________ to _________

              CONTRACT YEAR covers period from _________ to _________

    RENEWAL #1 covers from _________ to _________

    RENEWAL #2 covers from _________ to _________

    RENEWAL #3 covers from _________ to _________

    RENEWAL #4 covers from _________ to _________

               CONTRACT YEAR covers period from ________ to _________

    RENEWAL #1 covers from _________ to _________

    RENEWAL #2 covers from _________ to _________

    RENEWAL #3 covers from _________ to _________

    RENEWAL #4 covers from _________ to _________
















