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Performance Measures

Need for food & supply sources Vendor/USDA food and supply orders placed

M – 1  Bid documents submitted on-schedule

M – 2  Cycle time to complete bid process

M – 3  Utilization of USDA entitlement
To Key Process

Product bids

USDA food entitlement

Vendor orders

Food & supplies 

purchased for CPF 

& schools

Bids awarded

USDA entitlement 

utilized 

USDA

MSDE

MCPS Procurement

DFNS Director

FS Supervisor II

FS Office Assistant

Buyers Assistant

Suppliers/Brokers

MSDE Agreement/MOMS

MCPS Policies/Regulations
USDA Entitlement

MCPS Procurement Manual

DFNS Master P.O.
ABA-EA, ACB, BBB, DJA, DJA-RA, 

DJB, EGC-RA, GAA, GCB-RA, IGT-RA, 

JPD-RA, JPG, JPG-RA, KLA, KLA-RA
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Need for food & 

supply sources

Sends current 

bid document to 

DFNS for review

No

Yes

Receives 

notification of bid 

award

Prepares & sends 

recommendation 

for BOE approval 

& notifies vendor

Vendor/USDA food and 

supply orders placed

Entitlement 

available?

Reviews bid 

results & makes 

recommendation 

to DFNS Director

Obtains bids & 

sends to DFNS 

for review/

recommendation

Reviews/ Approves 

recommendation & 

sends for 

Procurement action

Prepares order 

for commercial 

purchase

Updates FS 

database with 

bid information

Prepares bid 

materials for 

Procurement 

action

Enters order 

in DFNS 

database

Receives & 

reviews USDA 

entitlement, items 

& item cost

Enters order 

in USDA 

database

M – 2  Cycle time to complete bid process

M – 1  Bid documents submitted on-schedule

M – 3  Utilization of USDA entitlement

Key Process: DFNS Product Procurement
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1.1 Start Bid 

Process

1.2 Review bid 

schedule 

monthly 

1.3

Is a bid due

 to expire within 5 

months?

No

1.4

5 month 

procurement 

notification 

received? 

Yes No

1.6

Have

 2 emails already 

been sent?

No

1.7 Go to 

procurement for 

current bid 

document

Yes

1.5 Write & send 

email to 

procurement

1.12 Develop 

new bid request 

& review current 

items

1.8 Review 

current bid 

document

Yes

1.9

Is a bid

extension 

available?

1.10

Exercise bid 

extension option?

Yes

No
No

1.13

Are modifications 

required?

 1.11 Review 

current items
Yes

Yes

1.14 Make 

changes to bid 

document

1.15 Finalize bid 

and complete 

memo for 

procurement

No

1.16 Take memo 

to procurement

1.17 Wait for bid 

opening

1.18 Receive bid 

tab summary & 

cost comparison 

from procurement

1.19 Review bid 

data

1.21 Give 

recommendations to 

DFNS Director for 

review & approval

1.20 Develop bid 

recommendations 

and memo for 

procurement

1.22

Are 

recommendations 

acceptable?

1.23 Modify 

recommendations 

or re-bid

No

1.24

Re-bid?

Yes

No

1.25 Send bid 

recommendation 

memo to 

procurement

Yes

1.27 Wait for 

BOE approval

1.26 Update 

Master 

Purchase 

Orders in 

WinSNAP

1.28 Place 

Vendor Orders

1.29 End Bid 

Process

1. Product Bids 

Return to Key Process



2.1 Start USDA Ordering

2.2 EMAIL from MSDE 

opening ordering

2.4 Are needs 

assessed?

2.15 End 2.9 DIRECT 

DELIVERY

2.12 PROCESSED

2.11 Review 

available 

commodities

2. USDA Food Ordering

2.8 Is product 

processed or direct 

delivery?

2.6 Review 

menu 

template

2.5 Review 

prior year 

usage

2.3 Are entitlement 

dollars available ?
Yes

2.10 Review 

commodity 

allotment

No

Yes

No

2.14 Place order through 

online ordering system 2.13 Review 

list of 

processors 

and 

products

2.7 Forecast annual 

needs

Return to Key Process



4.1 Start Ordering Process
4.2 Generate Reorder Action 

Report

4.7 Send PO to Vendor

4.5 Determine PO details

4.3 Are product orders 

needed?

4.6 Generate PO

4.8 End Process

No

Yes

4. Vendor Orders

4.4 Determine Date Needed

Return to Key Process
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