
Roadtrip to a Successful 
Administrative Review

Here is where the adventure begins



Acknowledgment Statement

You understand and acknowledge that:
1. the training you are about to take does not cover the entire 

scope of the program; and that
2. you are responsible for knowing and understanding all 

handbooks, manuals, alerts, notices and guidance, as well as 
any other forms of communication that provide further 
guidance, clarification or instruction on operating the 
program.



TOP 4 AR FINDINGS - STATEWIDE
SY2023-24

24%:  Resource 
Management
• Revenue from 

Nonprogram Foods
• Nonprofit School 

Foodservice 
Account

• Paid Lunch Equity
• Ability to track 

Revenues and 
Expenditures 

• Allowable costs
• Indirect Costs
• Adult Meal Payments

15%: Meal Components 
and Quantities
• Planned menu does 

not meet meal 
pattern

• Minimum daily 
requirements not 
met

• Fluid milk
• FPRs and other 

supporting material 
not in compliance

• Line signage for 
reimbursable meals

9%: Wellness Policy
• Triennial 

Assessment
• Triennial 

Assessment results 
available to public

• Wellness policy 
posted on the 
website and 
available to the 
public

• Wellness committee 
does not include the 
appropriate 
stakeholders

9%: Civil Rights
• Missing NDS on 

program materials
• Training
• Media release
• Meal service
• Complaint procedure
• Wrong NDS



TOP AR FINDINGS IN REGION 11
SY2023-24

1.

3. 4.

2.
Resource 
Management 
(Nonprogram 
Foods) (21%)

Resource 
Management 
(Nonprofit School 
Food Svc Acct) (13%)

Meal Components 
– Lunch and 
Breakfast (15%)

Local Wellness 
Policy (10%)



AR/PR SCHEDULE - REGION 11
SY2024-25

Bluff Dale
Garner
Gordon
Graford

Granbury
Illumination 

Education (AVPA)
Lipan ISD

Mineral Wells
Morgan Mill
Palo Pinto

Ponder
Strawn

Rocketship



AR/PR SCHEDULE - REGION 11
SY2024-25

Arlington Classics
Burleson

Eagle Mountain-
Saginaw

Grandview
Keene

Northwest
Rio Vista



AR/PR SCHEDULE - REGION 11
SY2024-25

Castleberry
North Texas 

Collegiate
Premier High 

School
Venus



AR/PR SCHEDULE - REGION 11
SY2024-25

Aledo
Glen Rose



TX-UNPS: Update Contact Information



SquareMeals: Compliance



SquareMeals: Compliance Main Page



SquareMeals: Compliance



SquareMeals: Administrative Review



SquareMeals: Compliance Page



SquareMeals: Compliance Page



TX-UNPS: Compliance Dashboard



TX-UNPS: Review Tracking

Let's take a look...



Procurement Review

Stop 1



PROCUREMENT PROCEDURES
1. CEs must use create and use written procurement procedures specifically for Child 

Nutrition to guide them in selecting the appropriate procurement method
2. Check with purchasing department
3. Pull procedure directly from ARM section 17a



Code of 
Conduct

Procurement 
Procedures

Buy American

Cost Analysis



PROCUREMENT
TABLE

School Nutrition Programs > Compliance > 
Procurement Review Tracking > 
Procurement Table

• Use the Vendor Paid List (VPL) to add ALL 
vendors into the procurement table in 
TX-UNPS

• The GL will be reviewed to validate the 
purchases/total expenditures list on the 
Procurement Table and VPL

• Procurement Table is completed based 
on procurement method used

• If RFPs are used, the CE must add the 
RFP # in the procurement table

• Do NOT check the box “selected for 
review”



Stop 2 
Financial Review



What Documents You Need…

1. Chart of Accounts for CN Fund
2. CN General Ledger
3. Balance Sheet
4. Statement of Activity for 

Revenues/Expenditures
5. Vendor Paid List
6. Completed Adult Meal 

Calculator
7. PLE tool
8. Indirect cost documentation
9. Nonprogram foods tracking 

documents



Documents

Chart of Accounts for CN Fund Vendor Paid List

Statement of Activity for 

Revenues/ExpendituresCN General Ledger

Balance Sheet



Revenue From Non-program Foods

1. Includes a la carte 
items, adult meals, 
vending machine 
items, fundraisers, 
school stores, and 
catered and vended 
meals

2. ANY non-reimbursable 
items

÷ 0.38

$0.50 for item

= $1.32 or $1.35



Menu Costing: 5-Day Reference

1. Select a week on 
October Menu

2. Use tools provided by 
Wisconsin School 
Nutrition

3. Let’s take a closer 
look…

4. Then plug these 
numbers into your 
Resource Management 
Summary



Risk Indicator Tool



Adult Meal Calculator



Honeybee ISD

1. Universal free breakfast at all sites
2. USDA foods used at breakfast and lunch
3. Severe need for lunch reimbursement
4. Highest student meal breakfast $1.25
5. Highest student meal lunch $3.00



SY 23-24 Reimbursement Rates

Breakfast:
• Paid - $0.38 
• Reduced - $1.98
• Free - $2.28
• Severe need: $0.45

Lunch:
• Paid - $0.40 
• Reduced - $3.85
• Free - $4.25 
• Severe need: $0.02
• Performance base cash assistance: $0.08
• USDA: $0.3650



Honeybee ISD: Answers

BREAKFAST LUNCH



Paid Lunch Equity (PLE)

1. Required annually
2. Not required if you are CEP districtwide or have a 

positive balance as of  June 30, 2023
3. Will require previous and current school year tools



Stop 3
Certification & Benefit Issuance

Verification





Follow the Timeline

October 1, 2024
Count of approved 
applications on file

October 31, 2024
Count of students for 
annual Verification 
Report

November 1, 2024
Verification Report 
opens

November 28, 2024
Verification Report 
is due in JotForm

November 15, 2024
Verification Process 
Completed



Attachment B

Ensure this reflects what is actually 
happening



Perform Edit Checks

⬘ Perform daily edit checks
⬘ Create a monthly summary- can use the TDA 

Accuclaim form
○ Report must contain:

■ Number of students served daily and 
monthly

■ Number of adults served daily and 
monthly

■ Average Daily Participation
■ Attendance Factor



Ensure Counts are Consolidated Accurately

● If using a manual counting system, ensure 
counts are consolidated correctly.

● If there is a change in eligibility or 
notification of improper use of accounts, 
ensure corrections are made before claim 
is filed.



Cruise through Counting & Claiming

Stop 4



Counting and Claiming System

Electronic or 
Manual?

How are Meal 
Counts Combined?

Edit Checks Cashier Training

Reimbursable Meals 
vs a la Carte

What Is the Charge 
Policy?



Attachment B



Attachment B Upload



Local Charge Policy

Required for ALL 

Must Be Board 
Approved

Customize to the 
Needs of District



Stop 5
Navigate Meal Components & Quantities



MCRAT



Menu for Day 
of Review

Chicken Nuggets
Cheese Pizza
Strawberry 

Uncrustable

Mashed Potatoes 
with Gravy
Steamed Broccoli

Orange Smiles

Variety of Milk



The Wrong Item Was Delivered!

• Received a 1 oz MMA, 1 oz Grain
• Planned a 2 oz MMA, 2 oz Grain
• AND it’s not even Whole Grain!
• We better check our weekly 

totals…

Grains Total

Whole Grains for 

Week

8

Non-Whole Grains 

for Week

1

Total Grains 

Served

9

8 / 9 = 0.88 x 100 = 

89% 



Does It Meet?
Time for an Edit check!

1. Correct meal 
components

2. Is milk offered?
3. Fruit and vegetable 

requirement
4. Whole grains



Edit Check

● Add up all of the components served:
168 + 147 + 57 + 133 + 46 + 220 + 102 + +45 + 285 = 1203
● How many meals served? 372
● 1203 / 372 = 3.23 components/items per student



Be Prepared

• OVS required for High School
• Buy American
• HACCP
• Staff training
• Storage/inventory
• Labels, FPRs, recipes
• Signage



Pack for 
your trip



Utilize the Local Wellness Policy Checklist to 
ensure compliance

• Correct any discrepancies before the review

Local Wellness Policy Checklist



Triennial Assessment
• Compliance with the wellness policy,

• How the wellness policy compares to model wellness 

policies, and

• Progress made in attaining the goals of the wellness 

policy

• Can use Wellness Policy Assessment Tools:
• WellSAT3.0
• Alliance for a Healthier Generation

• Results should be presented to the School Board and 

published for the public --> Put it on your website!



Resource

esc11.net/childnutrition

https://www.esc11.net/childnutrition


Corrective 
Action
How to write a CAD that will be 

accepted



YEAR 1

YEAR 2

YEAR 3

Repeat Violations



Let’s Write Some CADs!

1. Incorrect eligibility determination
2. Incorrect portion size and incorrect 

component contribution
3. Incomplete Civil Rights procedures 



What to Include

1. Describe process the CE will put into place to prevent the finding from 
reoccurring in the future at all sites

2. Response should identify:

a. What happened – provide details that caused the finding to happen

b. How the finding will be prevented from occurring again – provide 
step-by-step plan

c. Who is responsible for implementing the changes and ensuring 
compliance

3. Any documentation requested by the ARS
4. Must meet timeline – to prevent financial holds



Example: CAD
Documentation for meals served during the WOR (production records and other supporting documentation) did 
not indicate that all the required meal components per weekly meal pattern requirements were offered and 
served to students.
On June 9, 10 and 11, 2021, the CE provided sack lunches to students on a field trip. The meals provided during the 
field trip did not have a sufficient amount of vegetables to meet the meal pattern requirement. The CE was using 
Baked Potato Chips as a vegetable that is not credible, thus leaving a serving size shortage. The minimum amount 
required daily was .75 cups; however, the CE only provided .5 cups, a difference of -.25 cup.

Required Corrective Action:
1. The Contracting Entity (CE) must ensure food components meet requirements for both daily 

and weekly servings. Finding may result in fiscal action.
2. Please submit 1 week of completed and corrected Food Production Records and menus as 

well as all CN labels, Product Formulation Statements and recipes , as applicable, for the week 
of June 21-25, 2021.

3. Please describe below in the Contracting Entity Corrective Action Response box the processes 
that will be put into place to prevent this finding from reoccurring in the future at all sites.

What to do



Example: GOOD CAD Response
1. During the week of June 7-11, 2021, sack lunches were requested for field trips for some of our 

summer school attendees. The following finding happened due to human error and being 
overwhelmed due to all the Covid-19 processes and constant changes while being a new director.

2. The following actions will be put in place:
a. Director and staff will attend a meal pattern class by the Education Service Center and 

document the class is taken.
b. Director and staff will attend a food production record class by the ESC and document the 

class was taken.
c. The menu will be created by the director and reviewed by the head manager, and if anything is 

in question, we will ask the ESC to check it.
d. The menu is created annually and updated as needed; updates will also be created by director 

and reviewed by head manager. In addition to this process, the menu will also be entered 
into Nutrikids, and the software runs an analysis.

e. Director will approve menu substitutions by managers and distributer.
f. Cashiers and staff on the line will double check that the meals are reimbursable when coming 

through the line.
g. Any meal/sack lunches for students going on a field trip will be checked for accuracy by the 

manager and additional staff members to make sure that the meal meets all meal pattern 
guidelines and meal count for field trip students are properly documented.

What happened

Prevention plan

People 
responsible



Example: BAD CAD

The Contracting Entity (CE) at a minimum must ensure students be allowed to choose from 
a variety (at least two different options) of low-fat and fat-free fluid milk. On the day of 
review, at Bread & Butter Intermediate School, the CE did not replenish the 1% white milk 
for the Grill line and 26 students went through the line without a choice of milk.
Please describe below in the Contracting Entity Correction Action Response Box the 
processes that will be put into place to prevent this finding from reoccurring in the future 
at all sites.

CAD Response
Bread & Butter ISD is committed to remaining compliant at all our campuses. Our goal is to 
serve all the same kind of food throughout the service day.

What 
happened

Prevention 
plan

People 
responsible



Let’s Write Some CADs!

• Read the finding assigned to your table. 

• Work together to write a CAD.

• Share your CAD with the class.



In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating 
on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program 
information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local ag ency that administers the program or USDA’s 

TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877 -8339.
To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online 
at: https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling 
(866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the 

alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The 
completed AD-3027 form or letter must be submitted to USDA by:

mail:
U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

fax:
(833) 256-1665 or (202) 690-7442; or

email:
program.intake@usda.gov

This institution is an equal opportunity provider.

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov
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