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New Product Timeline 

New Product Request Timeline

Brokers/   
Manufactuers

PBG  
Members

Executive 
Committee/ 

Purchase 
Smaart

Purchase 
Smaart/Sysco Steps in the Process On-Going

New Item 
Solicitation 

Timeline

✔ ✔
New Product Request Form (available on PBG website) 
submitted with ALL Required Attachments 
(Broker/Manufacturer and district should review Customer 
Master for like product prior to submission)

Throughout   
year

✔ PBG email sent to member to agree to student test the product Throughout   
year

✔ Member responds to PBG email YES or NO to student test the 
product

Throughout   
year

✔ Vendor provides samples to member for student testing Throughout   
year

✔ Email sent to member to request test results Throughout   
year

✔
Member must:
   1.  Conduct student testing AND
   2.  Submit test results via online form

Throughout   
year

Business Partners Responsibilities Dates / Deadlines
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New Product Timeline, cont.

New Product Request Timeline

Brokers/   
Manufactuers

PBG  
Members

Executive 
Committee/ 

Purchase 
Smaart

Purchase 
Smaart/Sysco Steps in the Process On-Going

New Item 
Solicitation 

Timeline

✔
PBG Executive Committee decide on approved requests to be 
reviewed at Division Meetings (Deadlines for new items October 
31st )

November

✔ PBG Members attend Member Meetings to review new items and 
provide usage to Exe. Director

December

✔
PBG Executive Committee determine items for price solicitation 
based on District/Divison usage (This process will also be done 
throughout the year for very unique items)

December

✔ Specifications prepared for approved products by Ex. Dir. December

✔ ✔ Purchase Smaart processes pricing solicitations December

✔ Vendor responds to the Purchase Smaart product pricing 
solicitation

December

Business Partners Responsibilities Dates / Deadlines
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New Product Timeline, cont.

New Product Request Timeline

Brokers/   
Manufactuers

PBG  
Members

Executive 
Committee/ 

Purchase 
Smaart

Purchase 
Smaart/Sysco Steps in the Process On-Going

New Item 
Solicitation 

Timeline

✔ ✔ Pricing and product submissions reviewed by Purchase Smaart 
and Ex. Dir.

January

✔ ✔ Recommendations for award presented for review, discussed, 
adjusted as appropriate and AWARDED by the Executive Board

January

✔ Purchase Smaart contracts with awarded vendor January

✔ Exe. Director will update product information on website January

✔ ✔
Purchase Smaart will prepare FAR for newly awarded items with 
pricing.  Executive Director will forward forcast sheets to member 
districts and instruct them to return the completed sheets to 
Purchase Smaart to be shared with Sysco

January

✔ Products are added to the Customer Master and Sysco will 
update district's order guides as appropriate. January

Business Partners Responsibilities Dates / Deadlines



Online New 
Product Request 
Form Submitted 
via PBG Website 

by Broker or 
Manufacturer

E-mail is sent to 
member to agree 
to test the product 
if Form has been 

correctly 
submitted

Member responds 
to product test   

e-mail

Vendor provides 
samples to 

member (Full 
Case with Prep 
Instructions)

E-mail sent to 
member 

requesting results 
from student test 

Member conducts
testing and 

submits results

PBG Executive 
Director review of 
requests for like 

items

Specs for items 
with adequate 

usage, indicated 
by members, are 

prepared 

Purchase Smaart 
conducts Price

Solicitation

Vendor responds 
to Purchase 

Smaart pricing 
solicitations

Pricing and 
product 

submissions 
reviewed by 

Purchase Smaart 
and Exec  Dir.

Recommendations 
for award 

reviewed and 
awarded by PBG 
Executive Comm.

Purchase Smaart 
Contracts with 

Awarded 
Manufacturer

Products added to 
customer master 
and available to 

order

5

Members attend 
meeting to sample 

new items to 
determine usage



www.thepowerbuyinggroup.com
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

Search: POWER Buying Group  

Open:  INDUSTRY PARTNERS 
tab  

http://www.thepowerbuyinggroup.com/
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

Click on link 
to view 
instructions
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

The FIRST step in 
the instructions 
includes the LINK
to the form

Click on the 
link to access 
the form.

NOTE:    
read all 
instructions 
prior to 
submitting 
the form to 
ensure all 
required 
information 
is included.
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

Complete 
all fields



10

Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

NOTE: 
Please make sure 
you have a 
district that 
agrees to test 
product before 
completing form.

Complete 
all fields
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

Complete 
all fields
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

Complete 
all fields

Please name your 
single PDF with the 
Manufacturer ID 
Number followed by 
the name of the 
product, then the 
Brand Name.
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

Ensure all 
required 
information is 
included in the 
attached file.

The ONE file must 
include the Product 
ID# the name of 
the product and 
the Brand Name, in 
the .pdf file name.

New Product 
Requests that do not 
contain the below 
minimum information 
will be rejected.

ATTACH ALL PRODUCT 
INFORMATION IN A SINGLE PDF 
FILE - THE FILE NAME WILL BE 
THE MANUFACTURER ID#, THE 
NAME OF THE PRODUCT AND 
THEN THE BRAND NAME.
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

Click the SUBMIT 
button to upload the 
form. This complete 

process is required 
for each 
INDIVIDUAL
product to be 
student tested.

DO NOT UP LOAD 
MULTIPLE PRODUCTS 

IN THE SAME REQUEST
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Online New Item 
Request Form 

Submitted via PBG 
Website by Broker or 

Manufacturer

Each submission is 
automatically emailed to the 
Executive Director and the 
New Product Chair to 
determine if the submission 
is complete and to check for 
similar items currently 
awarded.
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Online New Item 
Request Form 

Submitted Via PBG 
Website By Broker 
Or Manufacturer

Vendors will receive an 
email confirming if 
submission is or is not 
complete and acceptable.

Incomplete submissions 
may be resubmitted.
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Member district 
selected on form 
receives an email 
requesting confirmation 
they agree to test the 
product.

E-mail Is Sent To 
Member To Agree 

To Test The Product 
If Form Has Been 

Correctly Submitted



Member districts are 
required to respond to 
the email with either a 
“YES” or a “NO” answer 
(within 3 business days).
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Member Responds To 
Product Test E-mail
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Vendor Provides 
Samples To Member 
(Full Case With Prep 

Instructions)

• The vendor will contact the 
testing district to arrange 
for product delivery 
location for student 
testing.

• PBG requires that the 
testing district will receive 
at least one production 
case for student testing.



E-mail Sent To 
Member 

Requesting Test 
Results
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Testing district 
receives email with 
link to the form to 
submit the student  
test results.

E-mail Sent To Member 
Requesting Results 
From Student Test 



● Member districts are to test 
the product within 30 days or 
prior to the new product 
deadline.

● Products not tested before the 
deadline may remain active 
and can be reviewed during 
the next new item period

21

Member Conducts 
Testing Ands 

Submits Results
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Member Conducts 
Testing Ands 

Submits Results

Member enters 
student test results 
and comments are 
required on all 
student testing forms.



The Executive Director 
and New Product Chair 
confirm if food product 
test results are at least 

80% for Executive 
Committee 

consideration
23

Member Conducts 
Testing Ands 

Submits Results



The Executive Committee will review all 
completed vendor submissions, taking 
into consideration:

• Student testing results.
• The uniqueness of the product.
• Current items on bid.
• Smart Snack compliance.
• Projected portion cost.

Products approved will be scheduled for 
member review at a member meeting.

24

PBG Executive 
Committee 
Review Of 

Requests For 
Like Items
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Member Conducts 
Testing Ands 

Submits Results

Vendor will receive an 
email to show the 
new product at a PBG 
Member meeting if 
the approved by the 
PBG Executive 
Committee.
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Specs For Items 
With Adequate 

Usage, Indicated 
By Members, Are 

Prepared 

• The Executive Director prepares 
specifications for a price solicitation by 
Purchase Smaart for new items determined to 
have adequate projected usage.

• Purchase Smaart requests an addition to the 
contract for products determined to be 
“additional flavors” of currently awarded 
items. 

Criteria are:
ü flavor different from awarded product(s)
ü SAME nutrition and meal component 

crediting as awarded product
ü SAME portion price as awarded product
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● Purchase Smaart distributes 
the price solicitation to all 
interested vendors.

● Vendors are to contact 
Purchase Smaart to be included 
on the price solicitation 
distribution.

Scott.Euton@purchasesmaart.com

Purchase Smaart conducts 
Price Solicitation
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Vendor Responds 
To Purchase 

Smaart Pricing 
Solicitations

Vendors must respond 
with all requested pricing 
and documentation 
including complete 
specifications and the Buy 
American form by 
solicitation deadline.
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Each product is reviewed to 
determine the lowest-price, 
responsive item meeting the  
specification criteria and in 
the best interest of the 
POWER Buying Group.

Purchase Smaart conducts Price
Solicitation
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Recommendations 
For Award Reviewed 
And Awarded By PBG 
Executive Committee

Recommendations for 
award are presented to the 
PBG Executive Committee 
which votes on final 
approval of all products 
reviewed.
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Purchase Smaart 
Contracts With 

Awarded 
Manufacturer

Purchase Smaart contacts 
all awarded companies and 
works with vendors to 
finalize contract details.
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Products Added To 
Customer Master 
And Available To 

Order

An updated Customer Master 
list of all products available 
for PBG members to 
purchase from Sysco is then 
emailed to all members and 
published on the PBG 
website.

http://thepowerbuyinggroup.com
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Products Added To 
Customer Master 
And Available To 

Order

● Members submit FAR 
(Forecasting Forms) of the 
specific products and their 
planned usage for the newly 
awarded items, adding these 
products to their Sysco Order 
Guide.

● Sysco orders products to be 
available for delivery to the 
members.
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Questions?

For follow-up contact the             
PBG Executive Director, at 

powerbuyinggroup@gmail.c
om

mailto:powerbuyinggroup@gmail.com
mailto:powerbuyinggroup@gmail.com
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Thank you!


