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What To Expect During an 
Administrative Review 

Sarah Wiskirchen 
Nutrition Program Specialist 

East Region 

Missouri Department 
of Elementary and Secondary Education Summer 2020 

Overview 

Off-Site Review 
• Notification 
• Off-Site Assessment 
• Resource Management 
• Applications 
• Menu Documentation 

On-Site Review 
• On-Site Assessment 

Post Review 
• Report Summary 
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Off-site Review 

Notification of 
Administrative Review (AR) 

The Authorized Representative will be 
contacted 6-8 weeks prior 

to the review by the regional reviewer to 
schedule the date of the review. 
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Notification of Administrative Review 

After the date of the review 
is confirmed: 

•Your Local Education Agency (LEA) will receive a 
Confirmation of Date Letter and an Administrative 
Review Checklist. 

•We will complete a Meal Compliance Risk 
Assessment Tool for each site selected for review 

Confirmation of Date letter 

The Confirmation of date letter will contain this 
information: 

•The date(s) of your review 

•The building(s) that will be reviewed 

•The month of review 

•The week of the target menu review 

•The date of the exit conference 

•Off-Site questionnaire instructions 

•Reviewer contact information 
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AR Checklist 

The Administrative Review Checklist is a tool that 
provides a summary of the areas that will be 

reviewed, as well as details regarding the steps and 
dates that you should be taking during the timeline 

of the review. 

AR Checklist 
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Notification of Administrative Review 

Once your Confirmation of Date Letter and AR 
Checklist are received, you will begin the next steps 
of the review process. 

The areas that should be completed first by the 
LEA are: 

• Off-site questions 
• Preparation of Free/Reduced Meal Applications 
• Menu Documentation 

  

         
         

  

          

 
    

 Off-site Assessment Tool 
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Off-Site Assessment Tool 

Accessible through DESE Web Applications 

• Includes questions on a number of monitoring 
areas 

• Must be completed prior to the on-site review 

• Answers will be validated during the on-site review 

https://dese.mo.gov/financial-admin-services/food-nutrition-services 

6 



   

8/12/2020 

Web Applications 

Web Applications: District Wide 
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Web Applications: Building/s 

Web applications questions must be completed for each building 
being reviewed. 

-
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Off-site Review: 
Resource Management 

1. Maintenance of Nonprofit School Food Service Account 

2. Paid Lunch Equity 

3. Revenue from Non-program Foods 

-Adult Meal Price 

-Unpaid Meal Charge Policy 

4. Indirect Cost 

Resource Management: Maintenance of 
Nonprofit School Food Service Account 1. 
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8/12/2020 

Maintenance of Nonprofit School 
Food Service Account 

Account in which all revenue from all food service operations 
conducted by the SFA principally for the benefit of school children 
is retained and used only for the operation or improvement of the 

nonprofit school food service. 

Approved uses: 
• Food 
• Equipment 
• Staffing costs related to the operation of the meal program 

Restricted uses: 
• purchase of land or buildings 
• construction of buildings 

19 . 

Maintenance of Nonprofit School 
Food Service Account 

NPS ensures/reviews…. 

• all revenues and expenditures are accurately tracked separately from all 
other transactions and are allowable 

• Net cash resources do not exceed 3 months average operating expenses 

• Transfers 

• Equipment purchases and grants 

• Internal control procedures 

• Year-end statement of revenues and expenses 

• General ledgers 

• Balance sheets, invoices, and receipts 
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Resource Management: 
Paid Lunch Equity 2. 

     

 

  

 
   

    

       
          

          
          

         
          
 

         

   

 Maintenance of Nonprofit School Food Service 
Account 

• Paid Lunch Equity 

• Revenue from Non-program Foods 

• Indirect Costs 

Paid Lunch Equity Tool (PLE) 

Local Education Agencies(LEAs) participating in the National 
School Lunch Program are required to ensure sufficient funds are 
provided to the nonprofit school food service account for meals 
served to students not eligible for free or reduced priced meals. 

• Each school year, PLE calculations are completed to determine 
target weighted average price for paid lunches in the United 
States. 

• PLE tool, on average, is released to LEAs each May. 

• Must be completed annually 
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Option 1: 
PLE tool in Excel 

DESE FNS webpage to access PLE webinar: 
https://dese.mo.gov/financial-admin-services/food-nutrition-services/newsletters-
webinars-workshops 

DESE FNS webpage to access PLE tool: 
https://dese.mo.gov/financial-admin-services/food-nutrition-services/paid-lunch-
equity 

PLE tool in Excel 

• Weighted average paid 
lunch price (district wide) 

• Month number of paid 
lunches for October 

• Paid lunch price/s 

• Generated weighted average 
price and requirement 
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13 

Option 2: 
PLE tool in web applications 

DESE FNS webpage to access PLE webinar: 
https://dese.mo.gov/financial-admin-services/food-nutrition-
services/newsletters-webinars-workshops 

Application packet must report the 
correct student paid lunch prices 

Web Applications PLE Tool 

https://dese.mo.gov/financial-admin-services/food-nutrition
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Option 3: 
PLE Exemption 

If a positive or zero balance in the non-profit school food service account as of 
December 31, 2019, then LEA is exempt from the PLE tool for that applicable 
school year. 

PLE Exemption form is required to be completed and submitted to state agency 
annually. 

DESE FNS webpage to access PLE Exemption form: 
https://dese.mo.gov/financial-admin-services/food-nutrition-services/paid-lunch-
equity 
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Resource Management: 
Non-program Food 3. 

 Maintenance of Nonprofit School Food Service 
Account 

 Paid Lunch Equity 

• Revenue from Non-program Foods 

• Indirect Costs 

What is Non-program Food? 

Food (including beverages) sold 
in a participating school other 

than reimbursable meal; 

AND 

Purchased using funds from the nonprofit 
school food service account 
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Types of Non-program Food Sales 

Adult Meals 
Extra milk 
Other food items outside of the reimbursable meal 

• A la carte 
• Vending machines 
• Fundraisers 
• Vending meals 
• Catering 
• School Stores 

Non-program Food Revenue Tool 

• Must be completed annually 

• Demonstrates compliance with Healthy Hunger-
Free Kids Act Section 206 
• SP39-2011; SP20-2016 

• Ensure that revenue from the sale of non-program 
foods generates at least the same proportion of 
revenue as they contribute to the LEAs food costs 
• Ensures that LEAs are not using program money to 

subsidize non-program food sales 
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Non-Program Foods Revenue Tools 

Non-Program Foods Revenue Tools 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/non-program-
food-revenue 
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Resource Management: 
Adult Meal Prices 

8/12/2020 

Adult meal lunch prices must be at or above the calculated 
minimum USDA adult meal lunch price requirement. 

Pricing Adult Meals 

FNS 782-5: LEAs must ensure that the Federal 
reimbursements, students’ payments, and other non-
designated food service revenues do not subsidize 
program meals served to adults. 

Minimum adult 
Payment 

Other sources designated 
specifically for the support 
of adult meals, i.e. local 
fringe benefits or payroll 
funds funding 
from voluntary agencies 

Must cover cost of the meal, 
including the value of USDA 
entitlement and bonus 
donated foods 

18 



    

     
  

   
  

   

  
 

  

    

   
  

  

     

      
  

   

      
   

  

    

    

    

    

  

-
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Pricing Adult Meals: Lunch 
Option 1: Pricing School 

Student Full Price (highest paid student price) 
+Plus Donated Food 

+Plus Federal Paid reimbursement 
=Adult Meal Price 

Option 2: Non Pricing School 

Free Reimbursement 
+Plus Donated Food 

=Adult Meal Price 

Option 3: Actual Per Lunch Cost 

Actual Per Lunch Cost 
+Plus Donated Food 

=Adult Meal Price 

Option 4: Food Service Management Company Charge 

Fixed price charged for each non-student lunch 
=Adult Meal Price 

*Value of donated commodities SY 19-20 = 
$.3625 per student lunch 

Pricing Adult Meals: 
Example 

Student Paid Lunch Price = $2.50 
+ 

Student Paid Reimbursement = $.39 
+ 

Donated Foods Entitlement = $.3625 
= 

Adult Meal Price = $3.2525 

(SY 19-20 numbers) 
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Pricing Adult Meals: 
Breakfast 

Although not mandatory, the SA recommends 
using at or above the free reimbursement rate for 

breakfast. 
(SY 19-20 numbers) 

Severe Need Schools 
Student Free Reimbursement 

($2.20) 

Non-Severe Need Schools 
Student Free Reimbursement 

($1.84) 

Resource Management: 
Unpaid Meal Charge Policy 

All school food authorities (SFA’s) operating the National School 
Lunch Program must have an unpaid meal charge policy. 

*USDA Food and Nutrition Services’ non-discrimination statement must be 
included in the policy. 
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Unpaid Meal Charge Policy 

All SFA’s operating the National School Lunch Program must have 
a local unpaid meal charge policy. 

NPS will: 
• Review and compare the approved and implemented policy 
• Interview staff 
• Ensure that the policy is provided in writing to: 

• Households at the beginning of the year 
• Households with students that transfer mid-year 

• Reclassifying debt process 
• Delinquent debt 
• Bad debt 

• Funding meets USDA regulations 
• Records are kept according to USDA regulations 

Resource Management: 
Indirect Cost 4. 

 Maintenance of Nonprofit School Food Service 
Account 

 Paid Lunch Equity 

 Revenue from Non-program Foods 
 Adult Meals 
 Unpaid Meal Charge Policy 

• Indirect Costs 
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Indirect Costs 

Indirect costs are incurred for the benefit of multiple programs, 
functions, or other cost objectives; not clearly identifiable with 

one program 

VS. 

Direct costs are incurred specifically for a program or other cost 
objective; clearly identifiable with a specific program 

NPS verifies web application answers to the nonprofit school food 
service account annual financial statement 

Indirect Costs 

Indirect Costs: 
• Payroll services 

• Human resources 

• Gas 

• Electricity 

• Sewer/water/waste disposal 

Direct Costs: 
• Wages and salaries of food 

service employees 

• Food 

• Food service supplies 

• Media/promotional materials 

related to food service 

• Equipment 

8/12/2020 

22 



https://dese.mo.gov/financial 
admin services/food nutrition 
services/newsletters webinars 
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8/12/2020 
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Off-site Review: 
Resource Management Comprehensive Review 
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Resource Management: 
Comprehensive Review 

There are four areas to the comprehensive review 

• Maintenance of the nonprofit school food service account 
• Paid lunch equity 
• Revenue from Non-program foods 
• Indirect costs 

A comprehensive review must be completed for the 
applicable resource management areas in which a 
risk indicators are indicated in the 700 Resource 

Management section. 

Resource Management: 
Comprehensive Review 

Maintenance of the nonprofit 
school food service account 

Risk indicator 

• LEA does not have separate financial account for the nonprofit school 
foods account 

• LEA does not conduct year-end review of total revenues and expenses 
• Identified year-end expenses in excess of revenues 
• Transferred surplus funds out of the school food service account to 

support other operations and/or to achieve zero balance 
• Did not measure its compliance with the requirement to limit net cash 

resources to a level at or below 3 months’ average expenditures 
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Resource Management: 
Comprehensive Review 

Paid Lunch Equity 

Risk indicator 

• If the LEA did not charge the weighted minimum average paid 
lunch price at all sites OR LEA did not use the PLE Tool to 
calculate paid lunch prices 

• Used non-federal funds to support its paid lunch price 
• LEA received an exemption to the PLE requirement 
• Did not raise lunch prices as required 

Resource Management: 
Comprehensive Review 

Revenue from Non-program Foods 
Risk indicator 

• The LEA does not have a system or process in place that allows non-
program food revenue from total program food revenue 

• The LEA does not have a system or process in place that allows non-
program food costs from total program food costs 

• The LEA did not use the USDA Non-program Food Revenue Tool 
• The SFA’s proportion of total revenue from the sale of non-program 

foods to the total revenue of the school food service account was less 
than the proportion of total food costs associated with obtaining non-
program foods to the total costs associated with obtaining program 
and non-program foods from the account 

• LEA chose to use general funds in lieu of or in addition to raising its 
non-program food prices 
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Resource Management: 
Comprehensive Review 

Indirect Costs 
To assess whether SFAs are correctly charging indirect costs to 

the nonprofit school food service account 

Risk indicator 

• Nonprofit school food service account was charged for indirect costs 

Certification and Benefit Issuance 
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Certification and Benefit Issuance 

Benefit Issuance List: 
1. District wide 
2. Alphabetical order by last name (do not categorize by benefit, building, 

grade, etc.) 

3. Student’s name 
4. Free or reduced meal benefit (do not include students eligible for paid 

meal benefits) 

5. Method of certification (application, SNAP, foster, homeless, extended, 

etc.) 

6. Date the benefit was issued/updated 

7. Downloaded from the point-of-service (if applicable) 

Certification and Benefit Issuance 

NPS will request the total number of students eligible 
for free and reduced meal benefits on specified date 
• Submit to NPS on specified date 
• NPS will notify the number of students eligible for free/reduced meal benefits 

being reviewed 
• NPS will notify the interval to follow when preparing student documentation 

Preparing student documentation: 
1. Print the benefit issuance list 
2. Follow the outlined interval during the preparation of the students documentation 

Ex: select each third name on the benefit issuance list beginning with the first 
name listed 

3. Highlight each selected student, eligible for free/reduced meal benefits, being 
reviewed 

Do not email the benefit issuance list to your NPS. 
Student information is confidential and will be reviewed onsite. 



    

      

  

  
            

 

 

  

  

          
      -

8/12/2020 

28 

Certification and Benefit Issuance 

Supporting documentation needed for each selected student: 

• Free/reduced meal application 

• Direct Certification list 
• must be the download from MOSIS (cannot use a list from a student 

information system) 

• Foster documentation 

• Homeless documentation 

• Extended eligible list 

It is necessary for this documentation be organized and ready 
for review prior to the on site review. 



8/12/2020 

Verified Applications  

 

           
 

        
            

   
     

         
 

   
   

      
  

Verified Applications 

• NPS will notify which school year they will be reviewing this 
information 

• All verified application must be provided on-site for review 
• NPS will select 10% or at least 3 free/reduced meal applications to review 

• NPS will require the: 
• LEAs calculation/review of verification process 
• Template notification of the verification process letters sent to households 
• Template … 
• Original free/reduced meal application 
• Proof of confirming official??? 
• Submitted household income documentation or application 

documentation 
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Denied Applications 

Please have denied applications ready for review prior to the 
on-site review. NPS will review while onsite. 

Menu Documentation 
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Menu Documentation: 
Meeting USDA Regulations 

• All documentation completed 
and provided 

• Daily and weekly minimum 
ounce equivalents 
requirements are met for all 
components 

• Meat/meat alternate 
• Grain 
• Fruit 
• Vegetable/vegetable 

subgroups 
• Milk 

• Fruit juice and grain based 
desserts not exceed weekly 
requirement 

• At least 50% of whole grain 
products are served each week 

• Variety of milk offered 

• Other National School Lunch and 
School Breakfast Program 
requirements are met 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/meal-pattern-0 

8/12/2020 
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8/12/2020 

Pre-K Meal Pattern 

Required Menu Documentation 

• Menus 

• Production Records for the week of review 

• CN labels/Product Formulation Statements/ Nutrition 
facts labels and ingredient lists (grains only) 

• Recipes 

*Only recipes and labels related to the grain AND 
meat/meat alternate items 
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8/12/2020 

Child Nutrition Label (CN) 

•The CN labeling Program is run by the FNS of the U.S. 
Department of Agriculture in cooperation with Food Safety 
and Inspection Service, Agriculture Marketing Service and 
National Marine Fisheries Service 

•Provides warranty for products 

•Clearly identifies the contribution of a product toward the 
meal pattern requirements 

Child Nutrition Label (CN) 

Program operators must keep records of the original 
CN label. 

• If the actual CN Label is laser printed on the carton or 
cannot be easily removed, then a photocopy of the 
carton is acceptable. 

• If the actual CN Label, photograph, or photocopy of the 
valid CN Label is not available, school program 
operators may document the CN identification number 
and the product name on the Bill of Lading (invoice). 

33 
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CN Label 

Documenting Watermarked CN 
Label Requirements 

If the original CN Label from the product carton, or the valid 
photograph or photocopy of the original CN label is not 
available, program operators may provide the Bill of Lading 
(Invoice) containing the product name and: 

• A hard copy of the CN Label copied with a watermark 
displaying the product name and CN number provided 
by the vendor; or 

• An electronic copy of the CN Label with a watermark 
displaying the product name and CN number provided 
by the vendor. 
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CN Label (Watermark) 

Bill of Lading 
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8/12/2020 

Product Formulation Statement 

If a product does not have a CN label, a Product Formulation 
Statement (PFS) can also be used for crediting purposes. 

A PFS is obtained via a request to the food 

manufacturer. 
• An appropriate Product Formulation Statement will 

provide specific information about the product and 
show how the food credits toward the CN meal pattern 
citing CN Program resources and/or regulations. 

A PFS must be signed to be valid 

Product Formulation Statement 
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USDA Foods 

https://dese.mo.gov/financial-admin-services/food-nutrition- services/usda-foods 

Nutrition Facts and Ingredients List: 
Grains ONLY 

Nutrition Facts label 

Ingredients list 
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Menu Documentation Activity 

Using the breakfast and lunch menu below, what 
menu documentation would be needed for your 

Administrative Review? 

Menu Documentation Activity 
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Menu Documentation Activity 

Menu Documentation Activity 

Ingredients of Grilled Cheese that contribute to the M/MA 
or Grain component of the meal pattern 
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Menu Documentation Activity 

Bread Label: 
Serving Size: 1 slice 
1 Slice= 28 g 

Exhibit A, Group B 
1 oz. equivalent= 
28 g 

1 Slice= 1 oz. Grain 
2 Slices= 2 oz. Grain 

Menu Documentation Activity 

Cheese Label: 
1oz. cheese (2 slices) 
credits as 1oz. equivalent 
meat/meat alternate 

2 Slices Cheese= 
1 oz. Meat/Meat Alternate 

40 



    

      

         

             
           

  
             

          
            
          

   

    

      

        
        

         
            

8/12/2020 

New for School Year 2019-2020 

National School Lunch and School Breakfast Program: 

1) 50% of grains served each week be whole grain products 

2) Flavored low-fat (1% fat milk) to be sold in meal serves and as 
a beverage sale during the school day in addition to an 
unflavored milk 
• Applies also to Special Milk Program and CACFP for participants age 6 and older 

3) School Breakfast Program allowed to offer a vegetable in place 
of a fruit to meet the 1 cup fruit daily minimum requirement 
to children in all age/grade groups (7 CFR 220.8(c)) through 
June 30, 2021. 

New for School Year 2019-2020 

National School Lunch and School Breakfast Program: 

3) Sodium requirements are practicing Target 1 sodium limits 
• Target 1 extended through the end of SY 2023-2024 
• Require compliance with Sodium Target 2 starting in SY 2024-2025 
• Eliminate the Final Target that would have gone into effect in SY 2022-2023. 
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Sodium Requirement: 
Through SY 2023-24 

  
  

         

On-site Review 

Now lets dive a little deeper into each 
section! 
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On-Site Review Procedures 

Entrance Conference 
• Authorized Representative is briefed on purpose of 

review, on-site documentation is provided, etc. 

On-Site Review 
• Off-Site questions are validated and information is 

confirmed at this time 
• Complete a series of on-site questions 
• Meal observation takes place 

Exit Conference 
• Authorized Representative is presented with 

results/findings of review 

• Certification & Benefit Issuance 

• Verification 

• Meal Counting and Claiming 

On-site Review: 
Meal Access and Reimbursement 
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8/12/2020 

On-Site Assessment 

Certification and Benefit Issuance 
• Validate LEA’s procedures from off-site 

assessment tool 
• Validate student certifications: Review applications, 

direct certification, etc. and compare to benefit 
issuance document 

• Review denied applications 

Verification 
• Sample of applications is selected to determine 

compliance with verification requirements 

Meal Counting and Claiming 

Meal counts organized by: 

• Building/s being reviewed 

• Breakfast/Lunch 

• Free, reduced and paid meals 

• Month of review (organized by day; not month) 

• Day of review (day/s of on-site observation) 

44 
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Meal Counting and Claiming 

Meal counts are compared to submitted claims to check: 

• Average daily attendance 
• Daily totals 
• Number of those eligible for free, reduced, and paid meal 

benefits 
• Questionable patterns 

Example Daily Participation 
Record 

45 
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46 

• Meal Components & Quantities 

• Offer vs. Serve 

• Dietary Specifications & Nutrient Analysis 

When is Fiscal Action Taken? 

Certification and Benefit Issuance 
• Miscategorized certifications 
• Benefit issuance errors 
• Failure to update a change in status resulting from verification 

Meal Counting and Claiming 
Inaccurate meal counting and claiming 

• Counting errors include: 
• No Point of Service 
• Meal counts not equaling number of meals served to eligible 

students 
• Second and/or ineligible meals counted 
• Meal counts exceed number or eligible students by category 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/newsletters-webinars-workshops 

   

  

 
        

  
   

 
  

           

   
       

  

 

   

 
   

On-site Review: 
Meal Pattern & Nutritional Quality 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/newsletters-webinars-workshops


 

  
      

 

 
       

       
   

         
 
 

  

        

         

        
         

 

       
   

8/12/2020 

On-site Meal Observation 

Prior to meal service 
• Ensure all reimbursable meal lines offer all 

required components 
• Observe meal preparation 

During meal service 
• Observe a percentage of meal service for each line 
• Determine if meals contain correct components 

and quantities for grade group 
• Ensure students have access to, and know how to 

select reimbursable meal 
• Menu certification documents 

On-site Meal Observation 

Nutrition Program Specialist will assess whether the 
school: 

• Offers students the required meal components in the 
required quantities 

• Implements Offer vs. Serve by giving students access 
to all required meal components on all reimbursable 
meal service lines 

• Reimbursable meals meet dietary specifications and 
complete nutrient analysis if necessary 
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On-site Meal Observation: 
Offer vs. Serve (OVS) 

Nutrition Program Specialist will assess whether: 
• School offers enough food on all reimbursable meal 

service lines 

• Signage is posted explaining what constitutes a 
reimbursable meal 

• Students are selecting enough 
components/items to be considered a 
reimbursable meal 

• Food Service staff at the POS are trained and can 
recognize a reimbursable meal 

On-site Meal Observation: 
OVS 

• Meals selected by students contain minimum of 3 
food components (NSLP) or food items (SBP) as 
the students exit the meal service line 

• Each reimbursable meal contains 
at least ½ cup of fruits or vegetables 

• Staff accurately judge quantities 
when school utilizes self-serve 
stations 

48 
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Dietary Specifications 
and Nutrient Analysis 

Nutrition Program Specialist will determine if LEA is serving 
reimbursable meals according to Dietary Specifications 
• Calories 
• Saturated Fat 
• Sodium 
• Trans Fat 

Before on-site review, LEA will complete the Dietary 
Specifications tool 

• If LEA scores High Risk on Dietary Specifications Tool the 
Nutrition Program Specialist will conduct a one week 
weighted nutrient analysis for lunch and breakfast to assess 
if the reimbursable meal meets dietary specifications 
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When is Fiscal Action Taken? 

• If a meal component is completely missing, fiscal 
action MUST be taken 

• Repeated Violations 
• Violations involving milk and missing vegetable 

subgroups will require corrective action. If this is a 
repeat violation from the previous review, fiscal action 
MUST be taken 

• Violations involving, whole grain rich foods and more than 
50% fruit/vegetable juice will require corrective action. If 
this is a repeat violation from previous review, fiscal action 
MAY be taken 

• Civil Rights 

• LEA On-site Monitoring 
• Local Wellness Policy 

• Smart Snacks in School 
• Professional Standards 

• Water 

• FoodSafety 

• Reporting and Recordkeeping 

• SBP and SFSP/SSO Outreach (ifapplicable) 

On-site Review: 
General Program Compliance 
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8/12/2020 

Civil Rights 

Civil Rights regulations direct sponsors on the proper procedures 
to follow so that benefits of Child Nutrition Programs are made 
available to all eligible persons in a non-discriminatory manner 

NPS reviews: 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/civil-rights 

Non-Discrimination Statement 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or 
administering USDA programs are prohibited from discriminating based on race, color, national origin, 
sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity 
conducted or funded by USDA. 
Persons with disabilities who require alternative means of communication for program information (e.g. 
Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) 
where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may 
contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information 
may be made available in languages other than English. 
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint 
Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint filine_cust.html, and at any USDA 
office, or write a letter addressed to USDA and provide in the letter all of the information requested in the 
form. To request a copy of the complaint form, call (566) 632-9992. Submit your completed form or letter 
to USDA by: 
(1) mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 

Independence Avenue, SW Washington, D.C. 20250-9410; 
(2) fax: (202) 690-7442; or 
(3) email:program.intake@usda.gov. 

This institution is an equal opportunity provider 
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8/12/2020 

On-Site Monitoring 

• LEAs with more than one school operating the NSLP must preform 
on-site reviews of the lunch counting and claiming system 

• LEAs with more than one school operating the SBP must perform 
on-site reviews at a minimum of 50% of the schools 

• On-site reviews must occur by February 1 of each year 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 
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8/12/2020 

Local Wellness Policy 

• Copy of current wellness policy 
• Does it contain all required components? 

• Documentation on how policy and assessments were made 
available to the public 

• The most recent assessment of implementation of the policy 
• LEAs must conduct an assessment every 3 years, at a minimum 

• Documentation of efforts to review and update policy, including 
who was involved in the process and how stakeholders were made 
aware of their ability to participate 

Local Wellness Policy: Resources 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/wellness 
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8/12/2020 

LWP Triennial Assessment 
Flexibility for SY 19-20 

Flexibility extends the first triennial LWP assessment due date 
from June 30, 2020 to June 30, 2021 

LEAs choosing to implement this flexibility must notify the state 
agency and provide the following information: 

• LEA Name 
• Agreement Number 
• Anticipated Completion Date of Local Wellness Policy Assessment 
• LWP Contact, email or phone 
• A description of how this waiver improved services to program 

participants 
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8/12/2020 

Smart Snacks 

Ensure food and beverages sold on campus during the school 
day are compliant with requirements 

• School day: midnight of to thirty minutes after the end of school 

Applicable to: 
• A la carte items 
• Vending machines 
• School stores and cafes 
• Fundraisers 

• Interview school district staff and food service staff to gain 
understanding of food and beverage sales within the LEA 

• Review nutrition documentation of food and beverage items 
sold 

Smart Snacks 

Food and beverage must: 
• If grain product, contains 50% 

or more whole grains by 
weight 

• First ingredient a fruit, 
vegetable, dairy, or protein 
product 

• Combination food contains at 
least ¼ cup of fruit and/or 
vegetable 

• Meet nutrient standards for 
calorie, sodium, sugar, and 
fats 
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https://dese.mo.gov/financial-admin-services/food-nutrition-services/smart-snacks 

Smart Snacks: 
Calculator 

Asks for product specifics… 

• Snack 
• Side 
• Entrée 
• Beverage 
• Fruit 
• Vegetable 
• Dairy 
• Protein 
• Whole grain 
• Grade group 

https://foodplanner.healthiergeneration.org/calculator/ 
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8/12/2020 

Smart Snacks: 
Fundraisers 

Food and beverages sold to students during the school day on the 
school campus, including foods sold as fundraisers. 

Important that organizations planning fundraisers work with their school 
administration before initiating a fundraiser to ensure compliance with the 
Local Wellness Policy, Smart Snacks standards, and any other local policies. 

Maximum of 5 exempt fundraisers, per building, per school year, with a 
duration of one day. 

However….. 
Sale of frozen pizza, cookie dough and other items preordered and distributed 
in a precooked state or in bulk quantities (multiple servings in a package) for 
consumption at home is not required to meet the standards. 
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8/12/2020 

Professional Standards 

Nutrition Program Specialist will verify that training 
standards are being tracked and met for all staff with 

duties related to food service. 

• Verify number of staff and their job titles 
• Food Service Director 
• Manager/s 
• Full and Part time 
• Non-school Nutrition Staff with duties related to the program 

• Ensure all employees are receiving the correct amount of training 
hours that corresponds to their job title 

• Ensure hiring standards are met for new directors 

Professional Standards: 
Required Training 

Required Training for all School Nutrition Program 
Employees 

Food Service Director At least 12 hours annually 

Managers At least 10 hours annually 

Full time/all other staff At least 6 hours annually 

Part-time staff At least 4 hours annually 

*If hired January 1 or later, an employee must only complete half of 
the above required training hours 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/professional-standards 
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8/12/2020 

Professional Standards: 
New for SY 19-20 

•LEAs, with 2,499 or fewer students, are allowed to hire new Food 
Service Directors (FSD) with relevant food service experience rather 
than school nutrition program experience 

•LEAs, with 2,499 or fewer students, can accept documented volunteer 
or unpaid work as relevant experience for new FSD 

•LEA, with fewer than 500 students, can accept less than the required 
years of food service experience when an applicant for a new FSD 
position has the minimum required education. 

Professional Standards: 
New for SY 19-20 

•Adds flexibility to the hiring standards for State directors of school 
nutrition programs by allowing State agencies to consider applicants 
with either a bachelor's or advanced degree in specified fields. 

•Excess training hours are allowed to be carried over to an immediate 
previous or an immediate subsequent school year, as long as a 
reasonable amount of training occurs in each school year. 

•Acting personnel, temporary workers, substitutes and volunteers are 
not required to complete training hours. 
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8/12/2020 

Professional Standard Exemption 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 

Professional Standards Opportunities 

dese.mo.gov/financial admin services/food 
nutrition services/newsletters webinars 

workshops 
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8/12/2020 

Water 

Ensure children have access to free, potable water during 
lunch and breakfast meal services 

• Free water must be available for consumption by all 
program participants during lunch and breakfast meal 
service 
• Pitchers and cups 
• Water fountain 
• Faucet to fill water bottles or cups 

• The water requirement for breakfast only applies when 
breakfast is served in the cafeteria 

Food Safety 

1. Written food safety plan/HACCP implemented and on file at each kitchen 
and storage facility 

2. Food safety inspections 
• Receive two each school year 
• Most recent posted in a publically visible location 

3. Recordkeeping 
• Food preparation/handling 

• Cooking, reheating, holding, cooling, etc. 
• Equipment and facility 

• Receiving, freezer, dry storage, etc. 

4. Food storage inspections 
• On-site and off-site 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/food-safetyhaccp 
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8/12/2020 

Buy American 

LEAs are required to purchase domestic agricultural 
commodities or products that are produced and processed in 

the United States 

Food categories include: 
1. Bakery, pasta, and miscellaneous 5. Canned fruit and fruit juice 
2. Canned vegetables and vegetable juice 6. Frozen fruit and fruit juice 
3. Frozen vegetables and vegetable juice 7. Frozen meat/entrée items 
4. Refrigerated foods 

• Limited exceptions exist when products are too costly or not available in 
required quantities. LEAs must consider domestic alternatives prior to 
approving exception. 

• Must keep back-up documentation justifying the use of the exceptions for 
purchasing non-domestic food items 

Buy American 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/procurement 
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8/12/2020 

School Breakfast Program (SBP) 
and SFSP Outreach 

Validate LEAs informed families of the availability of 
breakfasts offered under the SBP and meals offered 
through the Summer Food Service Program (SFSP) 

Reporting and Recordkeeping 

Ensure that reports are submitted as required by the State 
Agency and maintained with other Program records for a 
period of three years after submission of the final claim 

for reimbursement for the fiscal year 
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On-site Review: 
Other Federal Program Reviews 

• Community Eligibility Provision (CEP) 

• Afterschool Snack Program (ASP) 

• Fresh Fruit and Vegetable Program (FFVP) 

• Seamless SummerOption (SSO) 

LEAs Participating in CEP Only 

Certification documentation used to determine the 
identified student percentage (ISP) will be reviewed. 

Base year documentation includes: 
• Direct certification lists 
• Documentation for extension of eligibility 
• Official documentation for homeless, foster, migrant, head 

start, and any other categorical eligibility documentation 
used to determine the ISP Base years ISP roster of 
enrolled students 

• Documentation of Total Enrollment used to establish the 
ISP 

These documents must be uploaded to tiered 
monitoring 

64 



   

   
 

  
     
  

 
         

            
        

      

      
         

 

8/12/2020 

LEAs Participating in CEP Only 

LEAs Operating both Traditional 
and CEP Sites 

Certification and Benefit Issuance 
• Validate LEA’s procedures from off-site assessment tool 
• Validate student certifications 
• Review denied applications 
• Review all base year documentation retaining to the ISPs 
• At least one CEP site will be selected for an abbreviated review 

• Abbreviated review: verify the claiming percentages were 
applied correctly to the monthly claim for reimbursement 

Verification 
• Must conduct verification for sites not conducting CEP 
• Sample of applications is selected to determine compliance 

with verification requirements 
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Afterschool Snack Program (ASP)    

 

 

        

   
            

             
      

        

 
       

    
   

Afterschool Snack Program (ASP) 

1. Verify school eligibility 

2. Ensure accurate counting and claiming system is in place 

3. Make sure snacks meet requirements 
• Review production records for a minimum of 5 days from the review 

period 

4. Confirm that the SFA monitors activities twice per year 
• Monitored within the first 4 weeks of operation 

5. Documentation review or Snack Service Observation 

Fiscal Action 
• School claims meals for adults or ineligible students 
• LEA is missing a component 
• Not serving after school 
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Afterschool Snack: 
Production Records 

https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 

Afterschool Snack: 
On-site Monitoring 

134 
https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 
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Fresh Fruit and Vegetable Program (FFVP) 

Review the program to ensure participating LEAs are managing 
federal funds correctly and meeting program requirements 

There are three components to the review process: 

1. NPS will establish the review sample size 

2. Claim Validation 
• One month’s claim is validated per site 
• Any month can be selected 
• Status of administrative costs will be checked 

3. FFVP meal service observation 
• Occurs at each FFVP site selected 
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Fresh Fruit and Vegetable Program: 

Fiscal Action 

• Fruit is not fresh 

• Provide program foods to an ineligible school 

• Dips provided for fruits 

• Dips are not low-fat 

• Program foods provided to adults or ineligible students 

Seamless Summer Option (SSO) 

   

 

   

      

   

   

       

   

69 



8/12/2020 

70 

Seamless Summer Option (SSO) 

LEAs that are participating in SSO and have been selected for 
an Administrative Review in the SY 2019-2020 will receive a 

SSO review during the 2020 summer 

Review will include: 
• Observation of at least one meal service 

• Review menu and production records for one week to 
ensure meal pattern requirements are being met 

• Ensure the LEA advertises the availability of free meals and 
the location to children in the community 

• Any FA found will be added to your FA from your AR 

On-site Review: 
Complete 

  

           
         

    

 
     

          
     

           
     

           

  



8/12/2020 

Exit Conference 

Conducted on the last day of the on-site review 

Notify LEAs of: 
• Program violations identified 
• Extent of violations 
• Preliminary assessment of the actions needed to correct the 

violations 
The corrective action plan identifies: 

• Finding 
• Corrective action required 
• Timeframe by which the corrective action must be completed 
• Documentation needed for submission to demonstrate 

corrective action was completed 

       

 
 

 
          

   

 
       

     
  

Post-Review Procedures 
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8/12/2020 

Administrative Review Report 

After the review/exit conference, the NPS must provide 
written notification of the review findings to: 

• The Authorized Representative ; and 
• The Food Service Director 

Administrative Review Report will include: 

• Date of review and date of exit conference 
• Review Findings 
• Corrective action plan 
• Timeframe for completion of corrective action 
• Potential fiscal action 

Web Applications 
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8/12/2020 

Closing Review 

• LEAs have 30 calendar days after notification from the State 
Agency to complete and submit corrective actions (if 
applicable) 

• Once Nutrition Program Specialist approves corrective 
actions, a closing letter is sent. 

• The State Agency will publically post a summary of the 
Administrative Review Report on the DESE website 

Schedule 
AR Off site On site CAD (if 

applicable) Closed 

73 



   

     

     
 

  

    

 

8/12/2020 

REFERENCES & ADDITIONAL 
RESOURCES: 

CONTACT US: 

DESE, Food and Nutrition Services 

1. DESE Food and Nutrition Services: 
https://dese.mo.gov/financial-
admin- services/food-nutrition-
services 

(573) 751-3526 

foodandnutritionservices@dese.mo.gov 

2. DESE Food and Nutrition Services-
Administrative Reviews: 
https://dese.mo.gov/financial-
admin-services/food-nutrition-
services/administrative-reviews 

The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, religion, 
gender, national origin, age, or disability in its programs and activities. Inquiries related to Department programs and 
to the location of services, activities, and facilities that are accessible by persons with disabilities may be directed to 
the Jefferson State Office Building, Office of the General Counsel, Coordinator – Civil Rights Compliance (Title 
VI/Title IX/504/ADA/Age Act), 6th Floor, 205 Jefferson Street, P.O. Box 480, Jefferson City, MO 65102-0480; 147 
telephone number 573-526-4757 or TTY 800-735-2966; fax number 573-522-4883; email civilrights@dese.mo.gov. 
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	Unpaid Meal Charge Policy 
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	NPS will: 
	• 
	• 
	• 
	Review and compare the approved and implemented policy 

	• 
	• 
	Interview staff 

	• 
	• 
	• 
	Ensure that the policy is provided in writing to: 

	• 
	• 
	• 
	Households at the beginning of the year 

	• 
	• 
	Households with students that transfer mid-year 



	• 
	• 
	• 
	Reclassifying debt process 

	• 
	• 
	• 
	Delinquent debt 

	• 
	• 
	Bad debt 



	• 
	• 
	Funding meets USDA regulations 

	• 
	• 
	Records are kept according to USDA regulations 


	Resource Management: Indirect Cost 4. 
	 Maintenance of Nonprofit School Food Service Account 
	 Paid Lunch Equity 
	 Revenue from Non-program Foods  Adult Meals  Unpaid Meal Charge Policy 
	• Indirect Costs 
	Indirect Costs 
	Figure
	Indirect costs are incurred for the benefit of multiple programs, functions, or other cost objectives; not clearly identifiable with one program 
	VS. 
	Direct costs are incurred specifically for a program or other cost objective; clearly identifiable with a specific program 
	NPS verifies web application answers to the nonprofit school food service account annual financial statement 
	Indirect Costs 
	Figure
	Indirect Costs: 
	• 
	• 
	• 
	Payroll services 

	• 
	• 
	Human resources 

	• 
	• 
	Gas 

	• 
	• 
	Electricity 

	• 
	• 
	Sewer/water/waste disposal 


	Direct Costs: 
	• 
	• 
	• 
	Wages and salaries of food service employees 

	• 
	• 
	Food 

	• 
	• 
	Food service supplies 

	• 
	• 
	Media/promotional materials related to food service 

	• 
	• 
	Equipment 


	Figure
	https://dese.mo.gov/financial admin services/food nutrition services/newsletters webinars workshops 
	Figure
	Off-site Review: Resource Management Comprehensive Review 
	Resource Management: Comprehensive Review 
	Figure
	There are four areas to the comprehensive review 
	• 
	• 
	• 
	Maintenance of the nonprofit school food service account 

	• 
	• 
	Paid lunch equity 

	• 
	• 
	Revenue from Non-program foods 

	• 
	• 
	Indirect costs 


	A comprehensive review must be completed for the resource management areas in which a risk indicators are indicated in the 700 Resource Management section. 
	applicable 

	Figure
	Resource Management: 
	Comprehensive Review 
	Maintenance of the nonprofit school food service account 
	Risk indicator 
	• 
	• 
	• 
	LEA does not have separate financial account for the nonprofit school foods account 

	• 
	• 
	LEA does not conduct year-end review of total revenues and expenses 

	• 
	• 
	Identified year-end expenses in excess of revenues 

	• 
	• 
	Transferred surplus funds out of the school food service account to support other operations and/or to achieve zero balance 

	• 
	• 
	Did not measure its compliance with the requirement to limit net cash 


	resources to a level at or below 3 months’ average expenditures 
	Figure
	Resource Management: Comprehensive Review 
	Figure
	Paid Lunch Equity 
	Risk indicator 
	• 
	• 
	• 
	If the LEA did not charge the weighted minimum average paid lunch price at all sites OR LEA did not use the PLE Tool to calculate paid lunch prices 

	• 
	• 
	Used non-federal funds to support its paid lunch price 

	• 
	• 
	LEA received an exemption to the PLE requirement 

	• 
	• 
	Did not raise lunch prices as required 


	Figure
	Resource Management: 
	Comprehensive Review 
	Revenue from Non-program Foods 
	Risk indicator 
	• 
	• 
	• 
	The LEA does not have a system or process in place that allows non-program food revenue from total program food revenue 

	• 
	• 
	The LEA does not have a system or process in place that allows non-program food costs from total program food costs 

	• 
	• 
	The LEA did not use the USDA Non-program Food Revenue Tool 

	• 
	• 
	The SFA’s proportion of total revenue from the sale of non-program foods to the total revenue of the school food service account was less than the proportion of total food costs associated with obtaining non-program foods to the total costs associated with obtaining program and non-program foods from the account 

	• 
	• 
	LEA chose to use general funds in lieu of or in addition to raising its non-program food prices 


	Figure
	Resource Management: Comprehensive Review 
	Figure
	Indirect Costs To assess whether SFAs are correctly charging indirect costs to the nonprofit school food service account 
	Risk indicator 
	• Nonprofit school food service account was charged for indirect costs 
	Figure
	Certification and Benefit Issuance 
	8/12/2020 27 Certification and Benefit Issuance Benefit Issuance List: 1. District wide 2. Alphabetical order by last name (do not categorize by benefit, building, grade, etc.) 3. Student’s name 4. Free or reduced meal benefit (do not include students eligible for paid meal benefits) 5. Method of certification (application, SNAP, foster, homeless, extended, etc.) 6. Date the benefit was issued/updated 7. Downloaded from the point-of-service (if applicable) 
	Certification and Benefit Issuance 
	NPS will request the total number of students eligible for free and reduced meal benefits on specified date 
	• 
	• 
	• 
	Submit to NPS on specified date 

	• 
	• 
	NPS will notify the number of students eligible for free/reduced meal benefits being reviewed 

	• 
	• 
	NPS will notify the interval to follow when preparing student documentation 


	Preparing student documentation: 
	1. 
	1. 
	1. 
	Print the benefit issuance list 

	2. 
	2. 
	Follow the outlined interval during the preparation of the students documentation Ex: select each third name on the benefit issuance list beginning with the first name listed 

	3. 
	3. 
	Highlight each selected student, eligible for free/reduced meal benefits, being reviewed 


	Figure
	Do not email the benefit issuance list to your NPS. Student information is confidential and will be reviewed onsite. 
	8/12/2020 28 
	Certification and Benefit Issuance 
	Figure
	Supporting documentation needed for each selected student: 
	• 
	• 
	• 
	Free/reduced meal application 

	• 
	• 
	Direct Certification list 

	• 
	• 
	be the download from MOSIS (cannot use a list from a student information system) 
	must 


	• 
	• 
	Foster documentation 

	• 
	• 
	Homeless documentation 

	• 
	• 
	Extended eligible list 


	It is necessary for this documentation be organized and ready for review prior to the on site review. 
	Verified Applications 
	Verified Applications 
	Figure
	• 
	• 
	• 
	NPS will notify which school year they will be reviewing this information 

	• 
	• 
	• 
	All verified application must be provided on-site for review 

	• NPS will select 10% or at least 3 free/reduced meal applications to review 

	• 
	• 
	• 
	NPS will require the: 

	• 
	• 
	• 
	LEAs calculation/review of verification process 

	• 
	• 
	Template notification of the verification process letters sent to households 

	• 
	• 
	Template … 

	• 
	• 
	Original free/reduced meal application 

	• 
	• 
	Proof of confirming official??? 

	• 
	• 
	Submitted household income documentation or application documentation 




	Figure
	Denied Applications 
	Please have denied applications ready for review prior to the on-site review. NPS will review while onsite. 
	Menu Documentation 
	Menu Documentation: Meeting USDA Regulations 
	Figure
	• 
	• 
	• 
	All documentation completed and provided 

	• 
	• 
	Daily and weekly minimum ounce equivalents requirements are met for all components 


	• 
	• 
	• 
	Meat/meat alternate 

	• 
	• 
	Grain 

	• 
	• 
	Fruit 

	• 
	• 
	Vegetable/vegetable subgroups 

	• 
	• 
	Milk 


	• 
	• 
	• 
	Fruit juice and grain based desserts not exceed weekly requirement 

	• 
	• 
	At least 50% of whole grain products are served each week 

	• 
	• 
	Variety of milk offered 

	• 
	• 
	Other National School Lunch and School Breakfast Program requirements are met 


	Figure
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/meal-pattern-0 
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/meal-pattern-0 

	Figure
	Pre-K Meal Pattern 
	Required Menu Documentation 
	Figure
	• 
	• 
	• 
	Menus 

	• 
	• 
	Production Records for the week of review 

	• 
	• 
	CN labels/Product Formulation Statements/ Nutrition facts labels and ingredient lists (grains only) 

	• 
	• 
	Recipes 

	•The 
	•The 
	CN labeling Program is run by the FNS of the U.S. Department of Agriculture in cooperation with Food Safety and Inspection Service, Agriculture Marketing Service and National Marine Fisheries Service 

	•Provides 
	•Provides 
	warranty for products 

	•Clearly 
	•Clearly 
	identifies the contribution of a product toward the meal pattern requirements 


	*Only recipes and labels related to the grain AND meat/meat alternate items 
	Figure
	Child Nutrition Label (CN) 
	Figure
	Figure
	Child Nutrition Label (CN) 
	Figure
	Program operators must keep records of the original CN label. 
	• 
	• 
	• 
	If the actual CN Label is laser printed on the carton or cannot be easily removed, then a photocopy of the carton is acceptable. 

	• 
	• 
	If the actual CN Label, photograph, or photocopy of the valid CN Label is not available, school program operators may document the CN identification number and the product name on the Bill of Lading (invoice). 


	Figure
	CN Label 
	Documenting Watermarked CN Label Requirements 
	Figure
	If the original CN Label from the product carton, or the valid photograph or photocopy of the original CN label is not available, program operators may provide the Bill of Lading (Invoice) containing the product name and: 
	• 
	• 
	• 
	A hard copy of the CN Label copied with a watermark displaying the product name and CN number provided by the vendor; or 

	• 
	• 
	An electronic copy of the CN Label with a watermark displaying the product name and CN number provided by the vendor. 


	Figure
	CN Label (Watermark) 
	Bill of Lading 
	Product Formulation Statement 
	Figure
	If a product does not have a CN label, a Product Formulation Statement (PFS) can also be used for crediting purposes. 
	A PFS is obtained via a request to the food manufacturer. 
	• An appropriate Product Formulation Statement will provide specific information about the product and show how the food credits toward the CN meal pattern citing CN Program resources and/or regulations. 
	A PFS must be signed to be valid 
	Figure
	Product Formulation Statement 
	USDA Foods https://dese.mo.gov/financial-admin-services/food-nutrition-services/usda-foods 
	Nutrition Facts and Ingredients List: Grains ONLY Nutrition Facts label Ingredients list 
	Menu Documentation Activity Using the breakfast and lunch menu below, what menu documentation would be needed for your Administrative Review? 
	Menu Documentation Activity 
	Menu Documentation Activity 
	Menu Documentation Activity Ingredients of Grilled Cheese that contribute to the M/MA or Grain component of the meal pattern 
	Menu Documentation Activity 
	Figure
	Bread Label: Serving Size: 1 slice 1 Slice= 28 g 
	Exhibit A, Group B 1 oz. equivalent= 28 g 1 Slice= 1 oz. Grain 
	Figure

	2 Slices= 2 oz. Grain 
	Figure
	Menu Documentation Activity Cheese Label: 1oz. cheese (2 slices) credits as 1oz. equivalent meat/meat alternate 2 Slices Cheese= 1 oz. Meat/Meat Alternate 
	New for School Year 2019-2020 
	Figure
	National School Lunch and School Breakfast Program: 
	1) 50% of grains served each week be whole grain products 
	2) Flavored low-fat (1% fat milk) to be sold in meal serves and as a beverage sale during the school day in addition to an unflavored milk 
	• Applies also to Special Milk Program and CACFP for participants age 6 and older 
	3) School Breakfast Program allowed to offer a vegetable in place of a fruit to meet the 1 cup fruit daily minimum requirement to children in all age/grade groups (7 CFR 220.8(c)) through June 30, 2021. 
	New for School Year 2019-2020 
	Figure
	National School Lunch and School Breakfast Program: 
	3) Sodium requirements are practicing Target 1 sodium limits 
	• 
	• 
	• 
	Target 1 extended through the end of SY 2023-2024 

	• 
	• 
	Require compliance with Sodium Target 2 starting in SY 2024-2025 

	• 
	• 
	Eliminate the Final Target that would have gone into effect in SY 2022-2023. 


	Sodium Requirement: Through SY 2023-24 
	Figure
	On-site Review 
	Now lets dive a little deeper into each section! 
	Figure
	On-Site Review Procedures 
	Figure
	Entrance Conference 
	• Authorized Representative is briefed on purpose of review, on-site documentation is provided, etc. 
	On-Site Review 
	• 
	• 
	• 
	Off-Site questions are validated and information is confirmed at this time 

	• 
	• 
	Complete a series of on-site questions 

	• 
	• 
	Meal observation takes place 


	Exit Conference 
	• Authorized Representative is presented with results/findings of review 
	Figure
	• Certification & Benefit Issuance • Verification • Meal Counting and Claiming On-site Review: Meal Access and Reimbursement 
	On-Site Assessment 
	Figure
	Certification and Benefit Issuance 
	• 
	• 
	• 
	Validate LEA’s procedures from off-site assessment tool 

	• 
	• 
	Validate student certifications: Review applications, direct certification, etc. and compare to benefit issuance document 

	• 
	• 
	Review denied applications 


	Verification 
	• Sample of applications is selected to determine compliance with verification requirements 
	Figure
	Meal Counting and Claiming 
	Figure
	Meal counts organized by: 
	• 
	• 
	• 
	Building/s being reviewed 

	• 
	• 
	Breakfast/Lunch 

	• 
	• 
	Free, reduced and paid meals 

	• 
	• 
	Month of review (organized by day; not month) 

	• 
	• 
	Day of review (day/s of on-site observation) 


	Figure
	Meal Counting and Claiming 
	Figure
	Meal counts are compared to submitted claims to check: 
	• 
	• 
	• 
	Average daily attendance 

	• 
	• 
	Daily totals 

	• 
	• 
	Number of those eligible for free, reduced, and paid meal benefits 

	• 
	• 
	Questionable patterns 


	Figure
	Example Daily Participation Record 
	8/12/2020 46 • Meal Components & Quantities • Offer vs. Serve • Dietary Specifications & Nutrient Analysis 
	8/12/2020 46 • Meal Components & Quantities • Offer vs. Serve • Dietary Specifications & Nutrient Analysis 

	When is Fiscal Action Taken? 
	Certification and Benefit Issuance 
	• 
	• 
	• 
	Miscategorized certifications 

	• 
	• 
	Benefit issuance errors 

	• 
	• 
	Failure to update a change in status resulting from verification 


	Meal Counting and Claiming 
	Inaccurate meal counting and claiming 
	• Counting errors include: 
	• 
	• 
	• 
	No Point of Service 

	• 
	• 
	Meal counts not equaling number of meals served to eligible students 

	• 
	• 
	Second and/or ineligible meals counted 

	• 
	• 
	Meal counts exceed number or eligible students by category 


	Figure
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/newsletters-webinars-workshops 
	Figure
	On-site Review: Meal Pattern & Nutritional Quality 
	On-site Meal Observation 
	Figure
	Prior to meal service 
	• 
	• 
	• 
	Ensure all reimbursable meal lines offer all required components 

	• 
	• 
	Observe meal preparation 


	During meal service 
	• 
	• 
	• 
	Observe a percentage of meal service for each line 

	• 
	• 
	Determine if meals contain correct components and quantities for grade group 

	• 
	• 
	Ensure students have access to, and know how to select reimbursable meal 

	• 
	• 
	Menu certification documents 


	Figure
	On-site Meal Observation 
	Figure
	Nutrition Program Specialist will assess whether the school: 
	• 
	• 
	• 
	Offers students the required meal components in the required quantities 

	• 
	• 
	Implements Offer vs. Serve by giving students access to all required meal components on all reimbursable meal service lines 

	• 
	• 
	Reimbursable meals meet dietary specifications and complete nutrient analysis if necessary 


	Figure
	On-site Meal Observation: Offer vs. Serve (OVS) 
	Figure
	Nutrition Program Specialist will assess whether: 
	• 
	• 
	• 
	School offers enough food on all reimbursable meal service lines 

	• 
	• 
	Signage is posted explaining what constitutes a reimbursable meal 

	• 
	• 
	Students are selecting enough components/items to be considered a reimbursable meal 

	• 
	• 
	Food Service staff at the POS are trained and can recognize a reimbursable meal 


	Figure
	On-site Meal Observation: OVS 
	Figure
	• 
	• 
	• 
	Meals selected by students contain minimum of 3 food components (NSLP) or food items (SBP) as the students exit the meal service line 

	• 
	• 
	Each reimbursable meal contains at least ½ cup of fruits or vegetables 

	• 
	• 
	Staff accurately judge quantities when school utilizes self-serve stations 


	Figure
	Figure
	Dietary Specifications and Nutrient Analysis 
	Figure
	Nutrition Program Specialist will determine if LEA is serving reimbursable meals according to Dietary Specifications 
	• 
	• 
	• 
	Calories 

	• 
	• 
	Saturated Fat 

	• 
	• 
	Sodium 

	• 
	• 
	Trans Fat 


	Before on-site review, LEA will complete the Dietary Specifications tool 
	• If LEA scores High Risk on Dietary Specifications Tool the Nutrition Program Specialist will conduct a one week 
	weighted nutrient analysis for lunch and breakfast to assess if the reimbursable meal meets dietary specifications 
	--i i -. i l. --l i , 
	8/12/2020 
	When is Fiscal Action Taken? 
	• 
	• 
	• 
	If a meal component is completely missing, fiscal action MUST be taken 

	• 
	• 
	Repeated Violations 

	• 
	• 
	Violations involving milk and missing vegetable subgroups will require corrective action. If this is a from the previous review, fiscal action MUST be taken 
	repeat violation 


	• 
	• 
	Violations involving, whole grain rich foods and more than 50% fruit/vegetable juice will require corrective action. If this is a from previous review, fiscal action MAY be taken 
	repeat violation 



	Figure
	Figure
	• Civil Rights • LEA On-site Monitoring • Local Wellness Policy • Smart Snacks in School • Professional Standards • Water • FoodSafety • Reporting and Recordkeeping • SBP and SFSP/SSO Outreach (ifapplicable) On-site Review: General Program Compliance 
	50 
	8/12/2020 
	Civil Rights Civil Rights regulations direct sponsors on the proper procedures to follow so that benefits of Child Nutrition Programs are made available to all eligible persons in a non-discriminatory manner NPS reviews: https://dese.mo.gov/financial-admin-services/food-nutrition-services/civil-rights 
	Non-Discrimination Statement 
	Figure
	In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA. Persons with disabilities who require alternative means of comm
	http://www.ascr.usda.gov/complaint 

	(1) 
	(1) 
	(1) 
	(1) 
	mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 

	Independence Avenue, SW Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or 

	(3) 
	(3) 
	email:program.intake@usda.gov. 
	email:program.intake@usda.gov. 



	Figure
	This institution is an equal opportunity provider 
	On-Site Monitoring 
	Figure
	• 
	• 
	• 
	LEAs with more than one school operating the NSLP must preform on-site reviews of the lunch counting and claiming system 

	• 
	• 
	LEAs with more than one school operating the SBP must perform on-site reviews at a minimum of 50% of the schools 

	• 
	• 
	On-site reviews must occur by February 1 of each year 


	https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 

	Figure
	Figure

	Local Wellness Policy 
	Local Wellness Policy 
	Figure
	• 
	• 
	• 
	• 
	Copy of current wellness policy 

	• Does it contain all required components? 

	• 
	• 
	Documentation on how policy and assessments were made available to the public 

	• 
	• 
	• 
	The most recent assessment of implementation of the policy 

	• LEAs must conduct an assessment every 3 years, at a minimum 

	• 
	• 
	Documentation of efforts to review and update policy, including who was involved in the process and how stakeholders were made aware of their ability to participate 


	Figure
	Local Wellness Policy: Resources https://dese.mo.gov/financial-admin-services/food-nutrition-services/wellness 
	Figure
	LWP Triennial Assessment Flexibility for SY 19-20 
	Figure
	Flexibility extends the first triennial LWP assessment due date from June 30, 2020 to June 30, 2021 
	LEAs choosing to implement this flexibility must notify the state agency and provide the following information: 
	• 
	• 
	• 
	LEA Name 

	• 
	• 
	Agreement Number 

	• 
	• 
	Anticipated Completion Date of Local Wellness Policy Assessment 

	• 
	• 
	LWP Contact, email or phone 

	• 
	• 
	A description of how this waiver improved services to program participants 



	Smart Snacks 
	Smart Snacks 
	Smart Snacks 

	Figure
	Ensure food and beverages sold on campus during the school day are compliant with requirements 
	• School day: midnight of to thirty minutes after the end of school 
	• School day: midnight of to thirty minutes after the end of school 

	Applicable to: 
	• 
	• 
	• 
	• 
	A la carte items 

	• 
	• 
	Vending machines 

	• 
	• 
	School stores and cafes 

	• 
	• 
	Fundraisers 


	• 
	• 
	Interview school district staff and food service staff to gain understanding of food and beverage sales within the LEA 

	• 
	• 
	Review nutrition documentation of food and beverage items sold 


	Sect
	Figure


	Smart Snacks 
	Smart Snacks 
	Figure
	Food and beverage must: 
	• 
	• 
	• 
	If grain product, contains 50% or more whole grains by weight 

	• 
	• 
	First ingredient a fruit, vegetable, dairy, or protein product 

	• 
	• 
	Combination food contains at least ¼ cup of fruit and/or vegetable 

	• 
	• 
	Meet nutrient standards for calorie, sodium, sugar, and fats 


	Figure
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/smart-snacks 
	Smart Snacks: Calculator 
	Figure
	Asks for product specifics… 
	• 
	• 
	• 
	Snack 

	• 
	• 
	Side 

	• 
	• 
	Entrée 

	• 
	• 
	Beverage 

	• 
	• 
	Fruit 

	• 
	• 
	Vegetable 

	• 
	• 
	Dairy 

	• 
	• 
	Protein 

	• 
	• 
	Whole grain 

	• 
	• 
	Grade group 


	Figure
	Figure
	/ 
	https://foodplanner.healthiergeneration.org/calculator

	Smart Snacks: Fundraisers 
	Figure
	Food and beverages sold to students during the school day on the school campus, including foods sold as fundraisers. 
	Important that organizations planning fundraisers work with their school administration initiating a fundraiser to ensure compliance with the Local Wellness Policy, Smart Snacks standards, and any other local policies. 
	before 

	Maximum of 5 exempt fundraisers, per building, per school year, with a duration of one day. 
	However….. Sale of frozen pizza, cookie dough and other items preordered and distributed in a precooked state or in bulk quantities (multiple servings in a package) for consumption at home is not required to meet the standards. 
	Figure
	Professional Standards 
	Figure
	Nutrition Program Specialist will verify that training standards are being tracked and met for all staff with duties related to food service. 
	• 
	• 
	• 
	• 
	Verify number of staff and their job titles 

	• 
	• 
	• 
	Food Service Director 

	• 
	• 
	Manager/s 

	• 
	• 
	Full and Part time 

	• 
	• 
	Non-school Nutrition Staff with duties related to the program 



	• 
	• 
	Ensure all employees are receiving the correct amount of training hours that corresponds to their job title 

	• 
	• 
	Ensure hiring standards are met for new directors 


	Figure
	Professional Standards: 
	Required Training 
	Required Training for all School Nutrition Program Employees 
	Food Service Director 
	At least 12 hours annually Managers 
	At least 10 hours annually Full time/all other staff 
	At least 6 hours annually Part-time staff 
	At least 4 hours annually 
	*If hired January 1 or later, an employee must only complete half of the above required training hours 
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/professional-standards 
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/professional-standards 

	Professional Standards: New for SY 19-20 
	Figure
	•LEAs, 
	•LEAs, 
	•LEAs, 
	with 2,499 or fewer students, are allowed to hire new Food Service Directors (FSD) with relevant food service experience rather than school nutrition program experience 

	•LEAs, 
	•LEAs, 
	with 2,499 or fewer students, can accept documented volunteer or unpaid work as relevant experience for new FSD 

	•LEA, 
	•LEA, 
	with fewer than 500 students, can accept less than the required years of food service experience when an applicant for a new FSD position has the minimum required education. 


	Professional Standards: New for SY 19-20 
	Figure
	•Adds 
	•Adds 
	•Adds 
	flexibility to the hiring standards for State directors of school nutrition programs by allowing State agencies to consider applicants with either a bachelor's or advanced degree in specified fields. 

	•Excess 
	•Excess 
	training hours are allowed to be carried over to an immediate previous or an immediate subsequent school year, as long as a reasonable amount of training occurs in each school year. 

	•Acting 
	•Acting 
	personnel, temporary workers, substitutes and volunteers are not required to complete training hours. 


	Professional Standard Exemption https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 
	Professional Standards Opportunities dese.mo.gov/financial admin services/food nutrition services/newsletters webinars workshops 
	Water 
	Figure
	Ensure children have access to free, potable water during lunch and breakfast meal services 
	• 
	• 
	• 
	Free water must be available for consumption by all program participants during lunch and breakfast meal service 

	• 
	• 
	Pitchers and cups 

	• 
	• 
	Water fountain 

	• 
	• 
	Faucet to fill water bottles or cups 

	• 
	• 
	The water requirement for breakfast only applies when breakfast is served in the cafeteria 


	Figure
	Food Safety 
	Figure
	1. 
	1. 
	1. 
	Written food safety plan/HACCP implemented and on file at each kitchen and storage facility 

	2. 
	2. 
	2. 
	Food safety inspections 

	• 
	• 
	• 
	Receive two each school year 

	• 
	• 
	Most recent posted in a publically visible location 



	3. 
	3. 
	3. 
	Recordkeeping 

	• 
	• 
	• 
	• 
	Food preparation/handling 

	• Cooking, reheating, holding, cooling, etc. 

	• 
	• 
	Equipment and facility 


	• Receiving, freezer, dry storage, etc. 

	4. 
	4. 
	Food storage inspections 


	Figure
	• On-site and off-site 
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/food-safetyhaccp 
	https://dese.mo.gov/financial-admin-services/food-nutrition-services/food-safetyhaccp 

	Figure
	Buy American 
	LEAs are required to purchase domestic agricultural commodities or products that are produced and processed in the United States 
	Food categories include: 
	1. Bakery, pasta, and miscellaneous 
	1. Bakery, pasta, and miscellaneous 
	5. Canned fruit and fruit juice 

	2. Canned vegetables and vegetable juice 
	2. Canned vegetables and vegetable juice 
	6. Frozen fruit and fruit juice 

	3. Frozen vegetables and vegetable juice 
	3. Frozen vegetables and vegetable juice 
	7. Frozen meat/entrée items 

	4. Refrigeratedfoods 
	• 
	• 
	• 
	Limited exceptions exist when products are too costly or not available in required quantities. LEAs must consider domestic alternatives prior to approving exception. 

	• 
	• 
	Must keep back-up documentation justifying the use of the exceptions for purchasing non-domestic food items 


	Buy American https://dese.mo.gov/financial-admin-services/food-nutrition-services/procurement 
	Figure
	School Breakfast Program (SBP) and SFSP Outreach 
	Validate LEAs informed families of the availability of breakfasts offered under the SBP and meals offered through the Summer Food Service Program (SFSP) 
	Figure
	Figure
	Reporting and Recordkeeping 
	Ensure that reports are submitted as required by the State Agency and maintained with other Program records for a period of three years after submission of the final claim for reimbursement for the fiscal year 
	Figure
	Figure
	On-site Review: Other Federal Program Reviews 
	• 
	• 
	• 
	Community Eligibility Provision (CEP) 

	• 
	• 
	Afterschool Snack Program (ASP) 

	• 
	• 
	Fresh Fruit and Vegetable Program (FFVP) 

	• 
	• 
	SeamlessSummerOption (SSO) 


	LEAs Participating in CEP Only 
	Figure
	Certification documentation used to determine the identified student percentage (ISP) will be reviewed. 
	Base year documentation includes: 
	• 
	• 
	• 
	Direct certification lists 

	• 
	• 
	Documentation for extension of eligibility 

	• 
	• 
	Official documentation for homeless, foster, migrant, head start, and any other categorical eligibility documentation used to determine the ISP Base years ISP roster of enrolled students 

	• 
	• 
	Documentation of Total Enrollment used to establish the ISP 


	These documents must be uploaded to tiered monitoring 
	Figure
	LEAs Participating in CEP Only 
	LEAs Operating both Traditional and CEP Sites 
	Figure
	Certification and Benefit Issuance 
	• 
	• 
	• 
	Validate LEA’s procedures from off-site assessment tool 

	• 
	• 
	Validate student certifications 

	• 
	• 
	Review denied applications 

	• 
	• 
	Review all base year documentation retaining to the ISPs 

	• 
	• 
	At least one CEP site will be selected for an abbreviated review 


	• Abbreviated review: verify the claiming percentages were applied correctly to the monthly claim for reimbursement 
	Verification 
	• 
	• 
	• 
	Must conduct verification for sites not conducting CEP 

	• 
	• 
	Sample of applications is selected to determine compliance with verification requirements 


	Figure
	Afterschool Snack Program (ASP) 
	Afterschool Snack Program (ASP) 
	Figure
	1. 
	1. 
	1. 
	Verify school eligibility 

	2. 
	2. 
	Ensure accurate counting and claiming system is in place 

	3. 
	3. 
	3. 
	Make sure snacks meet requirements 

	• Review production records for a minimum of 5 days from the review period 

	4. 
	4. 
	4. 
	Confirm that the SFA monitors activities twice per year 

	• Monitored within the first 4 weeks of operation 

	5. 
	5. 
	5. 
	Documentation review or Snack Service Observation Fiscal Action 

	• 
	• 
	• 
	School claims meals for adults or ineligible students 

	• 
	• 
	LEA is missing a component 

	• 
	• 
	Not serving after school 




	Figure
	Afterschool Snack: Production Records https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 
	Afterschool Snack: On-site Monitoring 134 https://dese.mo.gov/financial-admin-services/food-nutrition-services/most-requested-forms 
	Figure
	Fresh Fruit and Vegetable Program (FFVP) 
	Fresh Fruit and Vegetable Program (FFVP) 
	Figure
	Review the program to ensure participating LEAs are managing federal funds correctly and meeting program requirements 
	There are three components to the review process: 
	1. 
	1. 
	1. 
	NPS will establish the review sample size 

	2. 
	2. 
	2. 
	Claim Validation 

	• 
	• 
	• 
	One month’s claim is validated per site 

	• 
	• 
	Any month can be selected 

	• 
	• 
	Status of administrative costs will be checked 



	3. 
	3. 
	FFVP meal service observation 


	• Occurs at each FFVP site selected 
	Fresh Fruit and Vegetable Program: Fiscal Action 
	Figure
	• 
	• 
	• 
	Fruit is not fresh 

	• 
	• 
	Provide program foods to an ineligible school 

	• 
	• 
	Dips provided for fruits 

	• 
	• 
	Dips are not low-fat 

	• 
	• 
	Program foods provided to adults or ineligible students 


	Figure
	Seamless Summer Option (SSO) 
	8/12/2020 70 
	Seamless Summer Option (SSO) 
	LEAs that are participating in SSO and have been selected for an Administrative Review in the SY 2019-2020 will receive a SSO review during the 2020 summer 
	Review will include: 
	• 
	• 
	• 
	Observation of at least one meal service 

	• 
	• 
	Review menu and production records for one week to ensure meal pattern requirements are being met 

	• Ensure the LEA advertises the availability of free meals and the location to children in the community 
	Figure

	• 
	• 
	Any FA found will be added to your FA from your AR 


	On-site Review: Complete 

	Exit Conference 
	Exit Conference 
	Figure
	Conducted on the last day of the on-site review 
	Notify LEAs of: 
	• 
	• 
	• 
	Program violations identified 

	• 
	• 
	Extent of violations 

	• 
	• 
	Preliminary assessment of the actions needed to correct the 


	violations The corrective action plan identifies: 
	• 
	• 
	• 
	Finding 

	• 
	• 
	Corrective action required 

	• 
	• 
	Timeframe by which the corrective action must be completed 

	• 
	• 
	Documentation needed for submission to demonstrate 


	corrective action was completed 
	Figure
	Figure
	Figure
	Post-Review Procedures 
	Administrative Review Report 
	Figure
	After the review/exit conference, the NPS must provide written notification of the review findings to: 
	• 
	• 
	• 
	The Authorized Representative ; and 

	• 
	• 
	The Food Service Director 


	Administrative Review Report will include: 
	• 
	• 
	• 
	Date of review and date of exit conference 

	• 
	• 
	Review Findings 

	• 
	• 
	Corrective action plan 

	• 
	• 
	Timeframe for completion of corrective action 

	• 
	• 
	Potential fiscal action 

	• 
	• 
	LEAs have 30 calendar days after notification from the State Agency to complete and submit corrective actions (if applicable) 

	• 
	• 
	Once Nutrition Program Specialist approves corrective actions, a closing letter is sent. 

	• 
	• 
	The State Agency will publically post a summary of the Administrative Review Report on the DESE website 


	Figure
	Web Applications 
	Closing Review 
	Schedule AR Off site On site CAD (if applicable) Closed 
	Figure
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	REFERENCES & ADDITIONAL RESOURCES: 
	REFERENCES & ADDITIONAL RESOURCES: 
	REFERENCES & ADDITIONAL RESOURCES: 
	CONTACT US: DESE, Food and Nutrition Services 

	1. DESE Food and Nutrition Services: https://dese.mo.gov/financialadmin-services/food-nutritionservices 
	1. DESE Food and Nutrition Services: https://dese.mo.gov/financialadmin-services/food-nutritionservices 
	-
	-

	(573) 751-3526 foodandnutritionservices@dese.mo.gov 

	2. DESE Food and Nutrition Services-Administrative Reviews: https://dese.mo.gov/financialadmin-services/food-nutritionservices/administrative-reviews 
	2. DESE Food and Nutrition Services-Administrative Reviews: https://dese.mo.gov/financialadmin-services/food-nutritionservices/administrative-reviews 
	-
	-
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