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School Nutrition Review

• ISBE Monitor on-site

• 5 Year Review Cycle

• Take away the stress

• Tips & Tricks to 
prepare
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Build a Binder for Success



4

Build a Binder for Success
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Binder-Table of Contents

• Eligibility 
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• Verification

• Claim for 
Reimbursement
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• Menus

• Food & Beverage 
Requirements

• Sanitation

• Program Outreach
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• Local Wellness Policy

• Other Programs

• Day of Review
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Build a Binder for Success

• Eligibility Documentation (Sponsor Documents)
– List of Chosen Students for Review
– Direct Certification Reports (each month)
– Extension of Benefit Forms
– Household Eligibility Applications (including all 

denied applications)
– Categorically Eligible Documentation
– Sample Notification Letters

Ensure you pull the applications/documentation only 
for the chosen students for review. 
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Eligibility Documentation Examples

Household Eligibility Applications
Homeless, Migrant, Head Start, Foster

Certification Form (50-73)



9

Eligibility Documentation Examples

Extension of Benefits form (54-45)
Direct Certification Reports
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Eligibility Documentation Examples

Notification Letters – Only need to show us 
the sample letters you use
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Build a Binder for Success

• Verification (Sponsor Documents)

– Verified Applications for Review

• All Income Documentation used

– Confirmation Review & Verification Tracking Form

• One for each application you are verifying

– Sample Verification Letters

Start Verification on October 1st to ensure you have 
time to complete all the steps by the deadline of 
November 15th!
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Verification Documentation Examples

Copy of the HEA that was 
selected for verification 

Confirmation Review & Verification 
Tracking Form (68-21)
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Verification Documentation Examples

Notification letters sent to households 
selected for verification
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Build a Binder for Success

• Claim for Reimbursement 
(Selected Site Documents)

– Month of Review Site 
Claim Report via WINS

– Back up data
• POS Claim Report

• Manual Checklist

• Tally Sheets (CEP only)
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Claim for Reimbursement Examples

Point of Sale Summary Report
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Claim for Reimbursement Examples

CEP Daily Meal Count Sheets CEP Meal Count Summary
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Build a Binder for Success
• On-Site Reviews (Sponsor Documents)

– Breakfast (50% of all sites)
– Lunch (100% of all sites)

• Ensure to fill out completely.
• If a corrective action plan is needed, ensure to 

conduct a follow up review.

• Create a Summary Form for easy tracking
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On-Site Review Examples

On-Site Reviews for ALL sites (breakfast & lunch)
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Build a Binder for Success
• Monthly Menus for Lunch & Breakfast (if applicable)

(Selected Site Documents)
– Choose a 5-day week

– Build each day to include the following:
• Production Records

• Child Nutrition Labels

• USDA Foods Product Information Sheets

• Product Formulation Statements

• Nutrition Fact Labels including ingredient list

• Standardized Recipes

• Only include product labels once; first time it 

appears on the menu. 
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Menu Documentation Examples

Month of Review Menus (breakfast & lunch)
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Menus & Documentation
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Build a Binder for Success
• Food & Beverage Requirements (aka Smart Snacks)

(Sponsor Documents)
• Nutrition Documentation

• Smart Snack Calculator Results (printout)

• Nutrition Fact Labels

• Ingredient List

– Separate your smart snack documentation into sections of where         

– they are sold (vending machines, service line, fundraisers, c-stores, etc.)

• Documented Fundraiser Days
– Requests & Approvals



23

Smart Snack Documentation Examples
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Smart Snack Documentation Examples
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Fundraiser Documentation Examples

Make your Exempt Fundraiser Tracking Sheet have space for 9 entries, 
so when you get to 9, you know you have run out of available exempt 
fundraisers!
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Build a Binder for Success
• Sanitation (Selected Site Documents)

– Copies of the last two Health Inspections at the 
selected site.

– HACCP Plan (Hazard Analysis & Critical Control Point)

• Food Safety Plan

• Standard Operating Procedures

– Temperature Logs from the Month of Review
• All Foods Served

• All Equipment & Storage Areas Used
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Sanitation Documentation Examples
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Build a Binder for Success

• Program Outreach (Sponsor Documents)

– School Breakfast Program

• Method used, copy of document/date distributed

– Summer Food Service Program

• Method used, copy of the document/date distributed

Announce your breakfast program at the beginning of 
the year (meal times, price, etc)… but also re-announce 
it with a flyer after your December holiday break. 
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Program Outreach Documentation Examples

• Social Media Posts

• Newsletters

• Bulk Email

• Flyer home 

• Website Posting
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Build a Binder for Success

• Professional Standards (Sponsor Documents)

– From the previous school year

• Tracking Tool (USDA version, excel, other)

• Documentation for all hours claimed
– Examples may include certificate of completion, print the last 

slide, dated agenda with signatures and presentation copy. 

• Required Trainings to include

– Civil Rights
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Professional Standards 
Documentation Examples
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Build a Binder for Success

• Policies (Sponsor Documents)

– Local Wellness Policy 
(must be made public)

• Triennial 
Assessment 

(must be made public)

–Must be done 
at ALL sites in 
your district!
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Build a Binder for Success

• Other Child Nutrition Programs 

(Selected Site Documents)

– Fresh Fruit & Vegetable Program (FFVP)

• Claim Documentation

• Copies of all invoices and expenses

– Special Milk Program (SMP)

• Claim Documentation

• Monthly Counts (checklists)

• Copies of all invoices
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FFVP Documentation Examples

Receipts to support costs on the 
monthly claim

Monthly Claim
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SMP Documentation Examples

Milk InvoiceSMP Claim for Reimbursement



36

SMP Documentation Examples

Site Claim Summary
Daily Milk Counts
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Build a Binder for Success

• Other Child Nutrition Programs

– Afterschool Snack Program

• Claim Documentation

• Checklists or tallies

• Menus & Production Records

• On-Site Reviews
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After School Snack Documentation Examples

Daily Meal Count Forms Snack Menu
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After School Snack Documentation Examples

Menu DocumentationSnack Production Records
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After School Snack Documentation Examples

After School Snack Review
First Review

After School Snack Review
Second Review
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Day of Review
• Meal Service (Breakfast/Lunch) (Selected Site Documents)

– Meal Counts
– Menus & CN/PFS/Recipes for all items served

• Planned in advance, so place in binder.

– Production Records
– Meal Modification Requests (Medical & Parent)
– OvS Signage (if applicable)
– Drinking Water Available
– Milk Variety Offered
– Portion Sizes Accurate
– Other Program Review (FFVP/ASSP/SMP)

• Health Inspection Posted
• Civil Rights Poster Posted
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Day of Review Documentation
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Build a Binder for Success

• BINDER COMPLETE

– READY FOR SUCCESS
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Questions
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