Production Records

Idaho School Nutrition Reference Guide

OVERVIEW

Production records are the daily documentation that a reimbursable meal or snack was
prepared and served. Production records provide valuable information for planning menus,
forecasting student participation, writing bid specifications, and ensuring/documenting
compliance with the United States Department of Agriculture (USDA) school meal program
regulations. The National School Lunch Program (NSLP), School Breakfast Program (SBP), and
the Afterschool Snack Program (ASSP) all require production records to be completed on days
of operation. The State agency (SA) reviews completed production records to determine
compliance with the required USDA meal pattern for SBP, NSLP, and ASSP during an
administrative review.

TERMS TO KNOW

Afterschool Snack Program (ASSP) — Offered under the National School Lunch Program to
students after the school day, which meets nutritional requirements.

National School Lunch Program (NSLP) — The largest school nutrition program in the United
States and the first such mandated by Congress to offer lunch to students.

Production Record — A document of forecasted number for each menu item, actual food
produced, portion size, actual number served, and component crediting.

Reimbursable Meal — A meal that meets federal requirements for meal components and dietary
specifications.

School Breakfast Program (SBP) — A federal program that provides meals to children, at/close to
the beginning of the school day, which meets nutritional requirements.

Standardized Recipe — A recipe that has been tested for consistency, yield, and student
acceptability several times.

WHAT ARE PRODUCTION RECORDS?

The production record is a written record that all schools participating in the school meal
programs must keep to record the meals they produce daily. These records must demonstrate
how the meals contribute to the required food components, food items, or menu items for
each day of operation. In addition, these records must provide sufficient documentation to
determine how the school meals contribute to meeting the age/grade appropriate standard
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over the school week. Additional information, such as the food preparation process and
temperatures, may be included but are not required.

Production records must be completed for every reimbursable meal service and afterschool
snack service at each site. Production records must be recorded daily and must be kept on file
three years plus the current year. These records will be examined as part of the administrative
review.

Production records are prepared by the menu planner, but are completed by the food service
staff on site during the day of the meal service. Satellite production records may be completed
by site staff and satellite site staff. Central or base kitchens must keep records of the amount of
food shipped to each satellite or receiving kitchen as well as total production for that site.

Production records contain important information which may also include: the day’s menu,
temperatures of cooked food items and temperatures of foods at time of service, signature of
verifier, and can also include the names of student helpers (in the event of food borne illness, it
may be helpful to have documentation regarding who was working in the kitchen).

Food production records contain:

¢ Number of reimbursable meals planned, offered, and actually served.

e All menu items (or foods items) planned, offered, and served for the reimbursable meal,
including milk type and condiment/accompaniments, completed by the menu planner

e Portion of serving sizes for each grade group, completed by the menu planner

e Standardized recipe number if applicable, completed by the menu planner

e Brand name, CN label numbers, and identification numbers of commercially prepared
food products, indicated by the menu planner

¢ Notation of how each food item contributes to the meal pattern, indicated by the menu
planner

e Documentation of a la carte, adult, and/or other non-reimbursable meals, including the
number of portions and serving sizes for each of these food items, completed by site
staff

e Documentation of substitutions and or leftovers used, completed by site staff

e Leftover food / amount and what was done with the leftovers

Total amounts of foods planned, offered, and actually selected/served:
e The food planned column identifies how much of a food item the menu planner believes
the kitchen will need to have on hand (to meet meal pattern requirements).
e The food offered column identifies how much of a food item was actually prepared and
was available to serve to students by the site staff.
e The food served column conveys the amount of food that was actually selected by
students/served by site staff.
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WHY ARE PRODUCTION RECORDS IMPORTANT?

On site, production records serve three very important purposes:
e Give food service staff the information they need to prepare the meal or snack
according to the menu planner’s instructions
e Document what was actually prepared and served at each serving site
e Prove that reimbursable meals were available (i.e., demonstrate how meals contribute
to required food components for each grade group)

Well-developed food production records can be a valuable kitchen tool for forecasting future
food preparations when the same or a similar menu is planned. Adjusting menu choices,
removing unpopular menu items, or increasing or decreasing the quantity of a menu item to be
produced are all valid uses for historical menu information recorded on the food production
record. Production records serve as a guide to determine which food products need to be
ordered for future meals and they provide necessary information for procurement (purchasing)
procedures.

In the financial area, production records serve as proof that your program is serving meals in
compliance with the NSLP, SBP, and/or the ASSP. They are required by regulation and can be
requested by the SA to justify your claims for reimbursement.

During an administrative review, production records are examined to determine if reimbursable
meals are being served for all meals served. Fiscal action may occur if records are deficient or
inaccurate.

RESOURCES

Additional resources may be available for this topic. Please check the Idaho School Nutrition
Reference Guide website for copies of manuals, user guides, and helpful links to relevant
subject matters.

For Questions Contact

Child Nutrition Programs

Idaho State Department of Education
650 W State Street, Boise, ID 83702
208 332 6820 | www.sde.idaho.gov

UPDATED 07/19/2022 Production Records / Child Nutrition Programs / SDE / 3


file://sde-fsrv-01.edu.id/SDEDATA$/BOSPS/Shared/Child%20Nutrition/NSLP/Idaho%20School%20Nutrition%20Reference%20Guide/1-Annual%20Review%20of%20Chapters/2020%20Reference%20Guide%20Updates/www.sde.idaho.gov

USDA Nondiscrimination Statement

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 agency 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:

1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:

program.intake@usda.gov

This institution is an equal opportunity provider.
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