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Prior Written Approval Requirements
for EQuipment and Capital Outlay
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= :_"J % Check the Pre-Approved Equipment List

You can purchase food service equipment that's noted on the
pre-approved list without requesting prior approval through

When is it required to submit the request form.
the request form for prior Sponsors must follow all Federal, State, and local procurement
written approval? regulations for food service equipment and capital outlay

purchases, regardless of prior approval.

Learn More: vﬁi‘\:‘g ﬁ

» Fiscal & Administrative Services Webpage ?l
» When do you Need Pre-Approval for Food

Service Equipment Purchases? = ,&

Kitchen and serving line projects
and/or cafeteria renovations

always require prior written
approval from MDE!

Eauipment Procurement Excess Fund

Purchases Process Balance
Any time you want to use Obtain quotes or bids using the proper When you're looking to use your Excess
Federal Child Nutrition Program procurement method based on Fund Balance (EFB) towards equipment
funds for equipment and/or Michigan’s small purchase threshold. or capital outlay as part of your Spend
capital outlay items that are cost Select the most responsive and Down Plan of Action (POA).
more than $10,000 and are NOT responsible vendor with the lowest price.  Note the Spend Down POA Approval
on the pre-approved list. Use this price to complete the Equipment does NOT count as equipment or

and Other Capital Expenditures Request capital outlay purchase approval.

Form.

v Prior written approval from MDE is required

Submit the Request Form before ordering or purchasing the equipment.

to MDE with the quoted
price before finalizing the

purchase v Include supporting documentation with the

form.

Finalize Procurement and Documentation: After receiving MDE’s written approval, notify the selected
vendor and complete the purchase. Keep all documents for your records.

There can be serious financial implications

Equipment and Other Capital Expenditure 7a\ of not getting the required prior written

Request Form can be accessed from our ’ \ approval for equipment/capital outlay

website ' . projects. The general fund will have to
cover unallowable/unapproved cost.

Consult with Your Financial Analyst!
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