

  The POWER Buying Group
Procedures for Testing Food Products
New food products are defined as those that are not currently on the POWER Buying Group bid and are not currently stocked at division warehouses.  The procedures below include product testing for new food items and product testing for different brands of current bid products.   
I.  Procedure for Testing New Food Products
The goal of the POWER Buying Group (PBG) is to competitively purchase high quality food products that are nutritious, cost effective and well-liked by the students in member districts.   Before food products are added to the PBG product list for purchase by members, they are: 
· screened to assure that high standards are met
· tested to assure student acceptability 
· reviewed and approved by the members of each warehouse division 
· competitively bid by the distributor 
The following procedures must be followed for any new food product a PBG member is interested in testing.  The Checklist for Testing Food Products can be found on Page 6 of this document.  The Product Testing Procedure Flow Chart for this procedure can be found on Page 7 of this document and at  www.thepowerbuyinggroup.com/Product-Test-Flowchart.xlsx. 
A.  Initial Product Screening
Vendors are encouraged to contact member districts to set up an appointment to show their products at any time.  Members are encouraged to contact vendors to test new products when they see them at trade shows, in magazines, association journals or on the Internet.
When a member district decides to test a product, they must screen it first to assure that it meets their high standards.  To meet the initial product screening requirement, the vendor must provide the testing district with the following information:  
1. Product data sheet and Nutrition Fact label, including the manufacturer’s code number and establishment number of the manufacturer if a meat product.
2.  List of ingredients
3. Allergen Information
4. CN label number, if applicable
5. Meal pattern contribution, if applicable
6. Portion size
7. Approximate cost per portion
8. Item Case or pack size
9. Cooking instructions
10. Nutrient data showing total calories, total fat, saturated fat, trans-fat, carbohydrate, protein, sodium, fiber, sugar, iron, calcium, Vitamin A and Vitamin C and whether the values were from laboratory analysis or calculated from a standard database.
To assure that all of the screening information has been received and used during the initial screening process, members must complete an Initial Product Screening Form. This form can be found at www.thepowerbuyinggroup.com/Initial-Product-Screening-Form.docx   A copy of the completed form must be sent to the member's Division Chair and the Product Testing Chair. 
 B.  Nutrition Screening
To assure that high nutritional standards are met, members must use a set of nutrition standards to screen products for nutritional integrity.   The nutrient standards adopted by each school district will be used to determine if a product is acceptable to them. Screening instruments on the PBG website at www.thepowerbuyinggroup.com/Nutrition-Guidelines.xlsx may also be used as screening tools to determine whether a product will meet specific criteria such as those established by the Dietary Guidelines for Americans (DGA), the Institute of Medicine (IOM), Alliance for a Healthier Generation (AHG), etc. 
 Members must send a copy of the Nutrition Screening information to their Division Chair and to the Product Testing Chair.   
C.  Student Testing 
If a product meets the member district’s nutrition screening standards, the product must be tested with students.  Members may use their own product testing form or they may download an approved student testing form from the PBG website at: www.thepowerbuyinggroup.com/Student-Product-Test-Form.docx  or
www.thepowerbuyinggroup.com/Student-Multiproduct-Testing-Form.docx.
The following procedure is required for Student Testing at designated school sites in member school districts:
1. The vendor must provide full sample case(s) from regular assembly or production line and deliver them to the designated testing sites at no cost to the member districts.
2. The member must use acceptable methods for student testing such as:    focus groups, random testing of students or testing with preselected students. 
3. The students must use standardized written evaluation forms to rate the taste and acceptability of products.  The acceptability level will be based on the student acceptability level that is used in the district conducting the product testing. 
4. All student testing evaluation forms must be kept on file at the testing district.    
D.  Student Product Testing Summary Form
After the student testing is complete, the member must summarize the test data using a Student Product Testing Summary Form.  This form can be found on the PBG website at www.thepowerbuyinggroup.com/Student-Product-Testing-Summary-Form.xlsx.  The testing district must send this Summary Form to the Division Chair, the Product Testing Chair and the distributor representative.   The distributor representative will file this information to document the reason a new product is added to the New Item Bid or rejected if the product is submitted as an alternate to a product that is competitively bid.  
E.  Product Specification Template
The PBG member must complete a Product Specification Template which can be found at www.thepowerbuyinggroup/Product-Specification-Template.xlsx. This is done so the other division members can review the specifications for the new product when it is tested at the division level.  If the product is approved at the division level, the division chair will send the specification template to the distributor representative to assure that the bid specification is written correctly when it is placed on the next quarterly New Item Bid.  
 If the testing district needs a food product to provide specific meal components, i.e. 1/2 cup of fruit or vegetable or specific nutrients, i.e. must have at least five grams of fiber or must be fat or sodium free, then this must be written on the template.   There are a number of vendors who may be able to supply a product that is similar to the product that was tested and the specification must be written to encourage open and fair competition during the bidding process.  However, the product that is awarded must meet the need that the testing district had in mind when they originally tested the product.  
F.  Record Retention 
All of the forms that members and students use for product testing and evaluation are considered to be “source documents” and must be retained on file by the testing member district for federal and state audits for the length of time the product is on a PBG bid plus three years.   
G.  Division Level Screening, Testing and Approval
When the distributor representative receives a Student Product Testing Summary Form with a product that meets the product testing district's minimum student acceptability level, he/she will contact the vendor and appropriate division chair to schedule the testing of the product  at the next scheduled division meeting.    
At the division meeting the vendor will:  
1. Show the division members product from a production line, not a specially made sample, at one of their scheduled meeting.   The sample(s) must have a food label imprinted on packaging and the date/shift coding.  All samples are to be the same as those submitted for the Student Testing.
2. Provide division members with the following information:
a. Product data sheet and Nutrition Fact label, including the manufacturer's code number and establishment number of the manufacturer if a meat product.
b. List of ingredients
c. Allergen information
d. CN label number, if applicable
e. Meal pattern contribution, if applicable
f. Portion size
g. Approximate cost per portion
h. Item Case or pack size
i. Cooking instruction
j. Nutrient data showing total calories, total fat, saturated fat, trans-fat, carbohydrate, protein, sodium, fiber, sugar, iron, calcium, Vitamin A and Vitamin C and whether the values were from laboratory analysis or calculated from a standard database. 
  All information provided for sample products, including but not limited to CN labeling, nutrition and product codes, etc., must be consistent through the entire process, from PBG member district sampling and student testing, through division testing and final approval. 
 H. Division Product Evaluation Form 
Division members must complete a Division Product Evaluation Form for each product tested during a division level meeting and return them to their Division Chair.  Division members must rate the acceptability of each product, determine if the products will be used in their district or if they would like to test them with their students.  If they are certain that will purchase the product(s), they must include the estimated monthly usage for each product on the form.  This form can be found on the PBG website at www.thepowerbuyinggroup.com/Division-Product-Evaluation-Form.docx.
I. New Item Request Summary 
After a product is reviewed by members at a division meeting, the Division Chair will summarize the information from the Division Product Evaluation Forms on a Division New Item Request Summary Form and send it, along with copies of the Division Product Evaluation Forms, and the Product Specification Templates to the distributor representative.  The Division New Item Request Summary Form can be found on the PBG website at www.thepowerbuyinggroup.com/New-Item-Request.xls.  
J. New Product Approval and Competitive Bids  
Once the distributor representative has received the Division New Item Request Summary Form(s) with a list of products and projected usage from the Division Chairs, the distributor representative will compare the New Item Requests with the items on the current bid to avoid duplication.  
The distributor representative will meet with the Executive Board to review the New Item Requests and to share concerns about any items that duplicate those on the current bid(s). The distributor will seek competitive price quotes for the items that the Executive Board approved. 
 The Product Specification Templates will be used to write the bid specifications.  However, new items will only be considered for bid and a slot at each division warehouse if they meet a required usage minimum agreed upon by both the distributor and the PBG.  
K.  Checklist for Testing Food Products - Page 6.
L.  Product Testing Procedure Flow Chart - Page 7.  
II. Procedure for Testing Different Brands of Current Bid Products
All products that have been awarded on a PBG bid must remain on the bid during the bid period.  A similar product (like-product) may be tested and evaluated for competitive pricing at a Division Chair's request or due to market conditions.   
If a different brand of a current bid product is tested, the Procedure for Testing New Food Products will be followed and the approved “like items” will be included, by category, during the  next cycle for competitive quote.  























The POWER Buying Group
Checklist  for Testing Food Products
Product__________________________             Vendor__________________________
Member District Product Testing
_____ Initial Screening - A product is screened to assure that it meets the standards of the testing district 	prior to testing.   The testing district must complete an Initial Product Screening Form to 	determine if their 	standards are met and send it to the Division Chair and Product Testing Chair.  	This form can be found at 	www.thepowerbuyinggroup.com/Initial-Product-Screening-Form.docx.
_____ 	Nutrition Screening - An analysis of the nutrients in a product is conducted to assure the product meets the nutrition standards of the testing district.   The testing district may 	use the 	Nutrition Guidelines Tool on the PBG website to analyze the nutrients in a product or 	use a nutrient analysis instrument 	adopted by their district.  The testing district must send a copy of the completed nutrient analysis to the 	Division Chair and Product Testing Chair. This form can be found at	www.thepowerbuyinggroup.com/Nutrition-Guidelines.xlsx.
_____ 	Student Testing - The product is tested with random or focused groups of students or with student meals.  The testing district may use their own student product testing procedure and instruments or they may download the Student Product Testing Forms from the PBG website. Completed student testing forms  must be retained at the testing district.  Find these forms at www.thepowerbuyinggroup.com/Student-Product-Test-Form.docx and www.thepowerbuyinggroup.com/Student-Multiproduct-Testing-Form.docx.
_____   	Student Testing Summary - The data from student testing forms is compiled to 	determine if a product 	meets the student acceptability standards of the testing district.   The 	testing district may use its  	own data summary form or complete the Student Testing Summary Form.   A copy of the completed 	summary of the student testing results must be sent to the Division Chair and 	the Product Testing Chair.  	This form can be found at www.thepowerbuyinggroup.com/Student-Product-Testing-Summary-Form.xlsx.
_____ 	Product Specification Template - After the Student Testing Summary Form has been completed, a product 	specification must be written and sent to the Division and Product Testing Chairs.  They will share it with 	division members during the division testing process. The Product Specification Template was designed to assist testing districts with writing specifications. This form can be found at www.thepowerbuyinggroup/Product-Specification-Template.xlsx.
Division Level Product Testing
_____ 	Division Product Evaluation Form - Used for the evaluation of a product at the division level.  Division 	members will complete a Division Product Evaluation Form and return it to the Division Chair.  	This 	form can be found at www.thepowerbuyinggroup.com/Division-Product-Evaluation-Form.docx.
_____   New Item Request Summary Form - The compilation of testing and evaluation data from the Division 	Product 	Evaluation Forms by the Division Chair.   Division Chairs will complete a New Item Request 	Summary Form and send it with the Product Specification Template, to the Distributor Representative and 	PBG Chair.  All forms used for product testing at the division level must be retained for audit.   This 	form can be found at www.thepowerbuyinggroup.com/New-Item-Request.xls.
All forms used and data collected during student testing must be retained by the member district.  All division level product testing data and forms must be retained by the Division Chair.   These data and forms must be retained for THE CURRENT YEAR PLUS a minimum of three (3) years for audit.     
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