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Introduce self

This presentation will be a short overview of the Administrative Review Process.  
More detailed training will be provided in the very near future. 

If you don’t take away anything else from this presentation, I want you to 
understand that we do not come to your school with a “GOTCHA” attitude, but one 
of helping you understand and follow the rules. USDA has used the term 
collaborative compliance to describe the review process.  It is a combination of  
monitoring for compliance and providing technical assistance, but USDA does 
require fiscal action for certain non-compliance areas.

Also, the Administrative Review is not just the short time we are in your school, but 
is communication that we have before, during, and after the review.    USDA requires 
that we go through this communication process in a specific way for every 
organization that participates in the School Lunch and/or Breakfast program every 
three years.  This is more frequent than in the past but is planned so that  
compliance is assured, and so that all school meal organizations have the 
opportunity for technical assistance.
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Schools who are prepared usually have a positive review and view the process as a 
learning opportunity.  

How do you prepare?  It is your responsibility is to take advantage of every training 
opportunity we provide.  You are doing that today!   

A webinar  giving more detailed information about the review will be posted on our 
website for your viewing  by early next week.  After you have viewed the webinar, 
your regional consultant will be contacting those schools scheduled for a review in 
the current school year for a question and answer session.  

Also, pay attention to the communications that we send.  All memos are posted on 
our website.  If you enter NSLP memos in the search box, you will find links to all of 
them.
It is important to ask questions when you don’t understand something.
And there will be deadlines for your responses during the review process.  We are 
much happier when those deadlines are met, and missing the deadline for 
completion of the  resource management questions changes the way we go about 
the review of the financial management of your programs.
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Performance Standards 1 and 2 have always  been a part of the Administrative 
Review.  Some of the methods we use to review these standards have changed, but 
the information that schools provide is still pretty much the same.-- lists of free and 
reduced students, reports from point of sale, menus, labels, production records, 
recipes.  One thing that is different regarding Performance Standard 1 is that we 
sample eligibility documentation from the entire district rather than just the sites (or 
buildings) we are reviewing 

Refer to the Administrative Review Checklist handout.
Performance Standard 1 focuses on certification and benefit issuance,  and the 
accuracy of meal counting and claiming.  We are looking to see if students were 
correctly determined as eligible for free, reduced-price, or paid meals, and whether 
they are accurately being counted and claimed for that correct level of benefits?

 Performance Standard 2 focuses on whether meals claimed for reimbursement 
meet meal pattern and nutritional quality requirements.  This is why we review 
menus, production records, labels, recipes, and meal service practices.
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There have also always been general areas to monitor as part of an Administrative 
Review, but the list of required areas HAS grown since the 2010 Healthy Hunger Free 
Kids Act.
• There is more required emphasis on Resource Management- an early deadline 

for these questions so we can ask for additional information if needed.  The most 
common non-compliance last year was not completing Non-program food 
revenue calculator.

• Civil Rights- most common non-compliance is not completing annual training and 
correct use of the non-discrimination statements.

• On-site monitoring to confirm correct counting and claiming procedures is only 
required for districts with more than one site.  It must be completed by February 
1 each year.  

• Wellness policy has been a requirement since 2006, but there  were new 
provisions in the 2010 reauthorization.  Be sure to check that your school 
wellness policy has been updated.

• There have been USDA rules related to foods sold in competition with school 
meal programs for many years and in Iowa we have had the Healthy Kids Act.  
Iowa Healthy Kids Act now mirrors the  USDA Smart Snacks guidelines which went 
into affect this year and those on the standards that will be used .
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These are also these general areas-some new,  others not new:
• New are questions about access to water at no cost during meal times?
• HACCP plans and food inspection requirements are not new.  Do you have 

standard operating procedures for any alternative sites such as Breakfast in the 
Classroom or field trips?  Are you following the procedures you have in place.

• Reporting and Recordkeeping –Have you filed the verification and food inspection 
reports in a timely manner?  Is documentation  kept for 3 years that proves your 
organization was eligible for the reimbursement that was received from USDA? 
That means all eligibility and daily participation records, verification records, 
financial records, menus, production records, anything that documents you were 
entitled to the funds received.

• School Breakfast Program and Summer Food Service Program Outreach became 
specific requirements in the 2010 reauthorization to be sure that families are 
aware of all opportunities for healthy meals.

You may need to gather information from the business office, principals, school 
nurse, or other personnel at your school to complete all  of the off-site assessment 

8



questions.
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As part of the Administrative Review, other USDA programs such as the After School 
Snack Program, Fresh Fruit and Vegetable Program or the Special Milk Program are 
also monitored.  This is not new, but there are additional USDA forms for the on-site 
review of these programs.
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The first step in the Administrative Review process is to contact the food service director 
and the superintendent or other authorized representative and send a 
confirmation/introductory  letter.  Our goal is to do this at least 6-8 weeks prior to the 
review.

The second step is to complete the Off-site Assessment Tool on Iowa CNP, the same place 
the online application was completed. The tool allows for collection of information through 
a series of questions, and in some instances may require submission of  other 
documentation prior to the on-site visit.   Completion of the off-site assessment will be a 
collaborative effort between your assigned consultant and probably more than one  
individual  in your school district depending on how duties are assigned.

The consultant will review the answers to the off-site questions and any documents 
submitted, then make a decision about which site or sites to review if your organization has 
more than one.   There will be some additional questions about the site or sites chosen for 
review.    These may include a questionnaire about your purchasing,menu-planning, and 
meal service practices that we call the Dietary Specifications Assessment Tool.

The review notification letter and the webinar I mentioned will give you more information 
about each of these procedures.

9/26/2014
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9/26/2014
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The on-site review is a validation of the 
information gathered in the off-site 
assessment.   

Consultants will review the answers to 
the Off-Site Assessment Tool, then seek 
clarification or documentation from the 
organization before and during the on-
site review.  The on-site review validates 
the responses previously received.



The On-Site review includes an entrance conference to schedule the activities the 
reviewer must include while on-site, completion of those activities, and then an exit 
conference to summarize the answer to the questions

“Do the SFA practices and the documentation available support what was reported 
in the off-site assessment?”

“Are there areas that are not in compliance?  If so, then we will plan together what 
needs to be done to make the required changes.

Schools are given a timeline for any required corrective action and instructions on 
how  and what to submit to document that corrective action is complete.

9/26/2014
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Whenever you have questions, Contact your assigned consultant ( or the Des Moines 
office if you are not sure who is assigned to your school).

If time questions, or refer to webinar soon to be posted.
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Remember our goal during the Administrative Review and always is to assist you in 
having a well-run operation that is in compliance with USDA regulations.  

14



Welcome.  Let’s take a quick look at utilizing food production records to their full 

potential.
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We will cover the many uses of production records, such as forecasting, costing, 
gathering useful information, compliance with regulations, and communicating with 
staff.  We will also look at how cycle menus are advantageous for easy completion of 
FPRs and the different production records available for use.
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Food Production Records, FPRs, are written records, required by regulation, that 

document a reimbursable meal was served and support your claim for 

reimbursement.  They are a snapshot of that day’s menu of the food prepared, the 

amount used, and how much was left over. 



FPRs must have the name of the school, the date, the name of all menu items 

(including condiments) that were part of the day’s reimbursable meal, the number of 

planned servings for each food item and for each grade group including adults and a 

la carte, serving sizes for each food item and for each grade group, the total quantity 

of each item that was prepared written in measurable amounts such as pounds, #10 

cans, cups, etc., the recipe number or product number, leftover amounts for each food 

item, and the actual number served per grade group including adults and a la carte.
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FPRs come in many different formats.  The type(s) you use will depend on your 

operation. The state provided forms include space for all required information.  

However, if you are not using the state provided forms, the forms you use must 

include this information-date, location, indicate if OVS is used, planned number of 

servings per age/grade group including adults, actual number served for all age/grade 

groups including adults, recipe or product used, total amount of each food item 

prepared, serving size for all food items for each age/grade group, servings for 

adults/a la carte, and amount of leftovers.

All foods/condiments used as a part of a reimbursable meal must be on the Food 

Production Sheet.

If you are not going to use the state provided form, it would be best to have your 

consultant look at the one you plan to use.

The next two slides are examples of two of the state-provided food production forms.

Think about the types of forms you would use in your operation



This is the state-provided form for lunch.  Items highlighted in yellow are required 
elements.  Any of the state-provided forms can be changed to fit your school’s 
needs.  For example, if your building only serves grades K-5, you could removed the 
other two grade groupings to allow more room for other information.  Or you can 
move more lines up to the meat/meat alternate section from the “other foods’ 
section if you are recording condiments on the Daily Food Bar form.
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This is the state-provided Daily Food Bar FPR.  It can be used for salad bars, fruit and 
vegetable bars, condiment bars, potato bars, etc.  Here again, you can rearrange 
things to fit your circumstances.  For example, if you are offering a fruit and 
vegetable bar, the meat/meat alternate, grains/breads, and prepared salad sections 
could be removed to allow more space for fruits and vegetables to be listed.  Also, 
the main fruits and vegetables that are offered, could be pre-printed on the 
production record to save time.
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All of this information, except the date, leftovers, and the actual number served can 

be (and should be) completed ahead of time.  This is where cycle menus can make 

completion of production records much easier.  If a cycle menu is used, FPRs for 

every meal can be completed one time, placed on file, and then copies printed as 

needed.  On the day of meal service all that remains to be done is to make any 

adjustments or changes necessary, enter the date, the amount of leftovers, and the 

actual number served, and it is done.  

If cycle menus are not used, then at a minimum, the school name, grade groups, and 

milk information could be pre-entered on the FPR.  At most, each entrée that is 

offered and the accompanying condiments could also be filled in one time and placed 

on file for printing.  All that leaves is the fruits, vegetables, and extra grains to be 

filled in.  

Think through your menus—a little time spent now pre-filling FPRs that you can 

keep on file and reprint as needed can save a lot of time.
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Forecasting Tool. FPRs make a great forecasting tool.  Let’s look at one example.  A 

director  in a district where two entrees are offered each day wants to rearrange some 

of the entrée combinations, but she isn’t sure how many servings of each to plan.  

The director could look at past production records where each entrée was served, and 

determine how many of each to prepare based on past participation.  After meal 

service, the planned numbers for each entrée could be adjusted based on the usage as 

recorded on the production record.    

Costing Tool. By looking at past participation for a meal, and for individual food 

items, predictions can be made on how much will be needed next time.  That means 

keeping less inventory on hand, making fewer emergency runs to the local stores, 

less running out of a menu item during meal service, less excess leftovers after meal 

service all of which translates into more money for the program.  It also allows the 

director to cost out each meal ahead of time and make adjustments if needed.  Plus, 

the week’s meals can be analyzed for calories, saturated fat, and sodium so that 

adjustments can be made to bring the menus into compliance with the Meal Pattern.
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Menu Planning Tool. Looking at past FPRs can help plan future menus.  Look for 

what worked and what didn’t work. Can popular food items be combined with less 

popular items to encourage higher meal participation?  Can/should more choices be 

offered?  Are there some items that should be eliminated or others that could be 

added?  
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Communications Tool. FPRs are the perfect way for food service staff to 

communicate.   The planned portions, total quantity to prepare, and recipe number 

allows cooks to check ahead—do they have enough product?  Does anything need 

thawed or chilled?  Is the recipe on file, and are all the ingredients available?  

Once the meal has been served and the leftovers and actual number served recorded, 

the food service director can determine if the number of planned servings needs to be 

adjusted, or if the recipe needs to be amended, or the menu itself needs changed.  

25



26

Gathering Tool/Additional Information. There are other uses for FPRs.  Any 

information that can be entered onto production records that will help with future 

meals, or that combines paperwork, could be included. For example:  Is there a 

reason for an increase or decrease in participation that day such as, a field trip or 

several classes gone for a reason, an outbreak of illness such as flu, an early-out for 

teacher in-service, weather that caused a decrease in attendance, etc.?  These should 

all be noted so that the FPR is useful for forecasting and planning.  In some schools, 

food temperatures are recorded on the FPR or thermometer calibrations are 

documented.  Any useful information can be included on FPRs.  
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Conclusion:

Food Production Records can be your best friend, and with a little training, they can 

be completed by any food service worker.  Entering the information directly onto 

production records, instead of using other forms such as notebooks, saves time, and 

makes the production records a useful and integral part of the Child Nutrition 

Program.  Production records are required for any meal—breakfast, lunch, or 

snack—where reimbursement is being received.  Since they are required for 

compliance, it makes sense to use them to their full advantage as a forecasting tool, 

money saving tool, costing tool, communications tool, menu planning tool, and an 

information gathering tool.  
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Contract with the Academy of Nutrition and Dietetics Foundation for RDN Coaches 
to provide school staff training on how to incorporate nutrition education into 
classroom curriculum. Assist 10 schools with HUSSC application 

Contract with Natoshia Askelson at University of Iowa to develop Smarter 
Lunchroom project with students and food service staff at 5 schools. 
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