Food Service Management Company (FSMC) Monitoring Form 20__-20__
Twice a year, an official of the LEA must conduct a monitoring visit of each food service site.  Complete a copy of this form for each site monitored by December 1 and March 1 each year.  Submit the forms to the SA, Cheryl.benson@iowa.gov,  no later than December 15 and March 15 each year for review.
Monitoring Date:      
Name of Site Monitored:       
	Menus and Service
	Yes
	Needs Improve-

ment
	NA

	Has the FSMC followed the 20 or 21-day cycle menu, as described in the contract or addendum, for the first 20/21 days of the contract? (Monitor the 21-day menus during the first year of contract only; 20-day menus for the addendum.) 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	If changes were made to menus following the first 20 or 21 days of the contract, did the SFA approve them?
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	To assure menu requirements are met: 

For Breakfast: New meal pattern, are all required food components, whole grain rich requirement, and minimum/maximum calories met?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	For Lunch: New meal pattern, are all required food components, vegetable sub-groups, all grains are whole grain rich requirement, daily/weekly minimum and maximum quantities met? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	If the “Offer vs Serve” provision is implemented, are students required to take the minimum number of food or menu components/items, and does each lunch and breakfast include at least a ½ cup of fruit and/or vegetable?  
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Are production records completed each day for all meals claimed for reimbursement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Are the regulations from Smart Snacks and Healthy Kids Act followed concerning the sale of a la carte items?  Is documentation on file?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Are meals monitored after the last food or menu item is served/selected to ensure that only reimbursable meals are claimed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Do foods purchased meet the quality specification standards indicated in the contract?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Financial Accountability Procedures
	
	
	

	Do ‘school food service daily meal count records’ accurately reflect the counts of student and adult meals by meal type and eligibility category?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Do ‘school food service daily income records’ accurately reflect the revenue received by meal type? (student meals, adult meals, 
a la carte, etc.)

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Financial Accountability Procedures, continued
	 Yes
	Needs Improvement
	NA

	For Cost Reimbursement Contracts:

Has the SFA audited the food and non-food invoices to assure that bills sent reflect actual expenses?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Has the SFA audited time reporting forms to assure only actual hours worked by FSMC employees are billed to the SFA?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Do the bills submitted by the FSMC include only eligible direct costs as defined in the exhibit in the contract, Division of Cost for the Food Service Program or in an agreement addendum?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Are all bills monitored to assure that the FSMC has not double-billed or included costs that are not allowed by the contract?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	5.   Are limitations on the use of the nonprofit food service revenues account       monitored to insure the non profit food service account funds are used to pay only allowable costs regardless of the costs billed by the FSMC?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	6.   Does the SFA determine the eligibility of children for free and reduced price   meals?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	7.   Does the SFA ensure that only reimbursable meals are included on the claim for reimbursement?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Are all costs submitted by the FSMC reflective of applicable discounts, rebates, credits and volume discount allowances on the monthly invoice.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Can the SFA identify allowable and unallowable costs and the amount of discounts, rebates, and credits on invoices and bills presented for payment to the SFA.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Sanitation and Safety Procedures
	
	
	

	Are facilities and equipment adequately maintained for safety and sanitation?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Do employees practice safe food handling procedures?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Are health licenses maintained as required by the contract?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Other Contractual Requirements
	
	
	

	Has the advisory committee of parents, students and teachers met at least twice per year to assist in menu planning?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 


	Have the advisory committee meetings been documented?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have all corrections been made as required if problems were noted during a SFA review, the IDE administrative review, or a program audit?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	 FORMCHECKBOX 



	Other Contractual Requirements, continued
	 Yes
	Needs Improvement
	NA

	Has the FSMC staffing plan been approved by the LEA?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Have all responsibilities of the LEA and the FSMC been implemented as defined by the terms of the contract?  If no, explain.

            
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	6.   Does the FSMC follow the SFA procedures for handling Civil Rights complaints?
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	7.   Are FSMC records available for review on premises?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	USDA Donated Foods
	
	
	

	1.   Does the FSMC identify the value of USDA Donated foods received on the   monthly statement?
	 FORMCHECKBOX 


	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2.   Does the FSMC maintain a separate inventory of USDA Donated foods?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	List Corrective Actions taken for all “Needs Improvement” items on pages 1, 2 and 3 on the Corrective Action Form 
	Date of Implementation

	Signature of LEA's Monitoring Official:


	Title:  

     
	Date:

     

	Signature of FSMC Official:


	Title:  

     
	Date:

     


Other Comments:       
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