
Information and figures courtesy of the USDA’s “Procuring Local Foods for 
Child Nutrition Programs” guide.  

Procurement Cheat Sheet 

The Formal Procurement Process 
For purchases above the applicable small-purchase threshold, schools must use the formal procurement 
process. 

Five Basic Steps of the Formal Procurement Process 



Information and figures courtesy of the USDA’s “Procuring Local Foods for 
Child Nutrition Programs” guide.  

The Informal Procurement Process 
Schools may use the informal process when the estimated amount of the purchase falls below the applicable 
small-purchase threshold (the lowest of the federal, state, and local thresholds).  

Five Basic Steps of the Informal Procurement Process 

The Micro-purchase Process 
Micro-purchases may be used when the total aggregate cost of the purchase falls below $10,000 (or a 
lower local threshold). 

Five Basic Steps of a Micro-purchase 
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