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Pre-Assessment 
 

1. Pre-Assessment Documentation Submission Form 
Submit documentation related to Financial Reports, Equipment and Capital Outlay, Polices and 
Procedures, Training documentation, and Food Service Contract documentation.  

2. Resource Management Review Pre-Assessment Questions 
Answer questions related to financial compliance in four main areas. The answers are used to assess 
risk and determine what sections of the RM Review you will receive in the next stage.   

3. Procurement Review – Sponsor Information Form 
Answer questions related to procurement training, purchasing thresholds, and procurement activity 
for SY 2024-2025. The answers are used to determine what further documentation is required in the 
main phase of the procurement review.  

 

Pre-Assessment Documentation Submission Form 

Financial Reports 

� Detailed General Ledger Activity Report from SY 2024-2025 for the Non-Profit Food Service 
Account (NFSA) 

� Summary General Ledger from SY 2024-2025 for the NFSA  
� Summary of total expenditures by Vendor report from SY 2024-2025 for the NFSA, also referred 

to as a Vendor Paid List  
• Excel format -sorted by vendor names, transaction descriptions, dates, invoice 

numbers, amount paid, and additional information related to the transactions. 
• Summary of total expenditures by vendor report (NFSA transactions only) 

� Planned Assistance Level (PAL) Report for SY 2024-25  

Equipment and Capital Outlay 

� Invoices and Documentation for all Equipment or Capital Outlay Purchases for SY 2024-2025  

Policies and Procedures 

� Meal Charge Policy  
� Bad Debt Policy  
� Capitalization Policy  
� Procurement Procedure (Must include the following provisions): 

• General Procurement (2 CFR 200.318) 
• Competition (2 CFR 200.319) 
• Methods of Procurement (2 CFR 200.320) 
• Small and Minority Businesses and Women’s Business Enterprises (2 CFR 

200.321) 
• Cost and Price Analysis (2 CFR 200.324) 
• Availability of Documents for Review (2 CFR 200.325) 
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• Contract Provisions (2 CFR 200.327, 2 CFR Appendix II) 
• Buy American (7 CFR, sections 210.21(d) and 220.16(d) 

� Procurement Policy and purchasing related procedures, as applicable.   
• School board or board of directors’ policies governing the procurement of 

supplies, materials, and equipment. 
� Code of Conduct or Conflict of Interest Policy (Must include the following provisions): 

• Conflicts of Interest, Disciplinary Action, and Gratuities, Favors, or Gifts (2 CFR 
200.318 (c)(1))  

• Organizational Conflicts of Interest (2 CFR 200.318 (c)(2))  
� Internal Control Procedures  

• A procedural document that details the step-by-step instructions for running the 
Food Service Program. Show the How, When, Who requirements such as payroll, 
purchases, determining allowable costs, tracking Excess Fund Balances, gaining 
prior approval for large purchases, determining nonprogram food prices, 
calculating indirect costs, etc. 

Training Documentation 

� Procurement  
• Documentation of Annual procurement training 
• CNP: Procurement Reviews training certificate of completion 

� Resource Management 
• Documentation of training on financial management, including allowable costs 
• CNP: Resource Management Reviews training certificate of completion 

Food Service Contract Documentation 

� 12 months of invoices  
� 12 months of operating statements (FSMC Cost Reimbursable Contracts Only)  
� Reconciliations supporting your school district’s Planned Assistance Level (PAL) Report  

 

Resource Management Review – Main Phase 

During the main phase of the Resource Management Review, all submitted documentation will be thoroughly 
reviewed by an MDE Financial Analyst. Sponsors may be asked to submit additional documentation. The 
analyst will use a risk assessment tool to determine if a non-comprehensive or comprehensive on-site review 
will occur. Sponsors will be notified of the type of review they will receive and will be required to provide the 
following documentation from the four major areas as applicable.  

Maintenance of the Non-Profit Food Service Account (NFSA) 

� Food Invoices 
� Payroll Records 
� Other Supporting Documentation as requested 
� Excess Fund Balance Spend Down Plan of Action Documentation 
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� Equipment and Other Capital Outlay Documentation 
� Chart of Accounts 

Paid Lunch Equity (PLE) 

� PLE Tool SY2024-2025 
� PLE Tool SY2025-2026 
� Student Meal Prices SY2024-2025 
� Student Meal Prices SY2025-2026 
� Positive Fund Balance Exemption Documentation as of June 30, 2024 

Revenue from Non-Program Foods 

� Completed Ala Carte and Catering Pricing Worksheet or Equivalent Revenue from Non-program 
Foods Tool SY2025-2026 

� Adult Meal Prices SY2025-2026 
� Supporting Documentation for Catering and Vending SY2024-2025  

Indirect Costs 

� Indirect Costs Calculation Supporting Documentation SY2024-2025 

 

Procurement Review – Main Phase 

During the main phase of the Procurement Review, all submitted documentation will be thoroughly reviewed 
by an MDE Procurement Analyst. Sponsors may be asked to submit additional documentation. The Vendor 
Paid List submitted during the pre-assessment phase will be used to select a sample of procurements for 
further review. Sponsors will be notified of the selected vendors and will be required to provide the following 
documentation as applicable.  

Micro Purchases 

� Invoices or receipts for selected vendor(s) 
 

Small Purchases 
� Invoices or receipts for selected vendor(s) 
� Quotes/responses received  

• Pricing sheets 
• Email records 
• Non-responses are also responses (documentation required) 

� Evaluation, award, and justification 
 

Formal Purchases 
� Full Bid Packet per vendor selected 

• Solicitation documents (RFP/IFB) 
• Specifications 
• Evaluation criteria and responses  
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• Contract terms and conditions 
• Proof of advertisement 
• All bid responses/proposals 
• Contract award  

� Invoices or receipts for selected vendor(s) 
 

Group Purchasing Organization, Consortium, Child Nutrition Program Operator 
Cooperative, 3rd Party Agent (USDA Foods procurement is reviewed separately) 

� Initial solicitation  
� Award information  
� Copy of contract 
� Any related supporting documentation  

 

Additional Information 

For further guidance on resource management and procurement review requirements: 

• 2 CFR, sections 200.318–200.327 on the Electronic Code of Federal Regulations. 
• Financial Management 2 CFR part 200, subpart D and USDA implementing regulations 2 

CFR part 400 and part 415 
• Resource Management: 7 CFR 210.14 
• 7 210.19(a)(1) Assurance of compliance for finances 
• USDA Policy Memo SP 38-2017 Compliance with and Enforcement of the Buy American 

Provision in the National School Lunch Program (NSLP), and USDA Policy Memo SP 23-2024 
Buy American Provision Related to the Final Rule Titled, Child Nutrition Programs: Meal 
Patterns Consistent with the 202-2025 Dietary Guidelines for Americans.  

• Michigan Revised School Code Section 380.1267 
• Michigan Revised School Code Section 380.1274 

Resource Management Resources and Templates 

Resource Management 

Fiscal Reporting 

Equipment and Excess Fund Balance 

Procurement Resources and Templates 

School Nutrition Program Procurement 

 

https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D/subject-group-ECFR45ddd4419ad436d
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200?toc=1
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D
https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-D
https://www.ecfr.gov/current/title-2/part-400
https://www.ecfr.gov/current/title-2/subtitle-B/chapter-IV/part-400
https://www.ecfr.gov/current/title-2/subtitle-B/chapter-IV/part-415
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-210/subpart-D/section-210.19
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-210/subpart-D/section-210.19#p-210.19(a)(1)
https://www.fns.usda.gov/nslp/compliance-enforcement-buy-american
https://www.ecfr.gov/current/title-48/chapter-1/subchapter-A/part-2/subpart-2.1
https://www.legislature.mi.gov/(S(y2inhygjv05pvnac5cyacbah))/mileg.aspx?page=getObject&objectName=mcl-380-1267
https://www.legislature.mi.gov/(S(ce0h4z3js1z4hiwozm2w4tt5))/mileg.aspx?page=getObject&objectName=mcl-380-1274
https://www.michigan.gov/mde/services/food/fiscal-admin/topics/resource-management
https://www.michigan.gov/mde/services/food/fiscal-admin
https://www.michigan.gov/mde/services/food/fiscal-admin/topics/equipment-and-excess-fund-balance



