PROCUREMENT
The child care program should have written purchasing procedures. 
Informal Procurement Process (to be completed by employee(s) designated as purchasing agent(s))
· Typical five steps
· Draft specification
· Identify vendor sources
· Obtain three bids 
· Evaluate the bids
· Select vendor 
Food Purchasing Records Answer
· Why the purchase was necessary?  
· Which method of purchase was selected and why?
· [bookmark: _GoBack]What vendor was selected and why?
· What was the basis for the price paid?
Required Documentation
· Procurement documents
· Purchase orders
· Delivery receipts
· Invoices
· Canceled checks 
· Itemized cash receipts



