
Administrative Review Document Checklist
Please use the checklist below to ensure all required documents are complete and readily available during the Administrative Review process. Ensure the documents are named correctly for easy identification. 
Complete the checklist below by marking the “Done” box/column for each item. Email the completed checklist to [email] by [date]. 
Review month: [review month and year] | On-Site Meal Observation/Site Visit Date: [date]
Provide records for the [school] site when specified in the checklist.
Providing all requested documents requires collaboration by both the SFA Bookkeeper and Food Service Director.
Bookkeeper Documents
	100: Certification & Benefit Issuance

	Done
	What
	Where

	
	Blank application packet provided to households, including Approval-Denial Letter (Attachment D). 
	Upload to Off-Site question 110 in CNP

	
	Direct Certification match list as of last day of selected month of review.
	Have available for on-site review

	Access resources at https://www.education.ne.gov/ns/forms-resources/national-school-lunch-program/application-income-eligibility/ 



	200: Verification 

	Done
	What
	Where

	
	All applications selected for verification during the current school year.
	Upload to “Review Attachments” in CNP

	
	All documentation related to verification: Verification Tracker Form (Attachment H-2); notification letter sent to households; all materials provided by households, and results letter.
	Upload to “Review Attachments” in CNP

	
	Alphabetized lists of Free and Reduced-meal price eligible students as of October 31st of the current school year. 
	Upload to “Review Attachments” in CNP

	Access resources at https://www.education.ne.gov/ns/forms-resources/national-school-lunch-program/application-verification/ 



	300: Meal Counting & Claiming 

	Done
	What
	Where

	
	Unpaid Meal Charge Policy.
	Upload to Off-Site question 305 in CNP

	
	Edit Check Worksheet (Attachment J) for the month of review.
	Upload to Off-Site question 306 in CNP

	
	Consolidated report showing daily meal counts for Breakfast and Lunch for the selected month of review.
	Upload to Off-Site question 311 in CNP

	
	Meal counts for the day of the visit for reviewed sites.
	Email to the NDE Program Specialist after the meal observation is complete.

	Access resources at https://www.education.ne.gov/ns/forms-resources/national-school-lunch-program/charge-policy/ 





	800: Civil Rights 

	Done
	What
	Where

	
	The district’s student handbook.

	Upload to Off-Site question 800 in CNP

	
	List of staff and volunteers who completed Civil Rights training in the previous school year.
	Upload to Off-Site question 806 in CNP

	
	Record of SFA’s student racial/ethnic data (e.g., Civil Rights Summary: Attachment H-1)..
	Upload to Off-Site question 807 in CNP

	All staff and volunteers involved in the School Nutrition Program are required to complete Civil Rights training annually. Access resources at https://www.education.ne.gov/ns/forms-resources/national-school-lunch-program/civil-rights/ 


	900: On-Site Monitoring

	Done
	What
	Where

	
	If SFA has >1 meal service site, complete Breakfast/Lunch on-site monitoring forms (Attachment I) for each site. 
	Upload to Off-Site question 900 in CNP

	
	If SFA has >1 meal service site and operates Afterschool Snack Program, complete Afterschool Snack on-site monitoring forms (Attachment I-1) for each site.
	Upload to “Review Attachments” in CNP

	Access resources at https://www.education.ne.gov/ns/forms-resources/national-school-lunch-program/meal-counts-claims/Q1768414341777-3aec873f-52b1 




	1000: Local School Wellness Policy 

	Done
	What
	Where

	
	Local School Wellness Policy.
	Provide a direct link or upload to Off-Site question 1000 in CNP

	
	The most recent assessment on the implementation of the Local School Wellness Policy (e.g., Step 3 Public Report of the Triennial Assessment, goal progress report).
	Upload to Off-Site question 1005 in CNP

	Access resources at https://www.education.ne.gov/ns/forms-resources/national-school-lunch-program/wellness-policy/ 



	1200: Professional Standards 

	Done
	What
	Where

	
	List of all School Nutrition Program employees with the number of weekly scheduled work hours for the selected month of review.
	Upload to Off-Site question 1201 in CNP

	
	Professional Standards training tracking documentation (training tracker, certificates, etc.) for all School Nutrition Programs employees for the previous school year and current school year.
	Upload to Off-Site question 1208 in CNP

	Access resources at https://www.education.ne.gov/ns/nslp/professional-standards/ 


	1600: School Breakfast and Summer Food Service Program (SFSP) Outreach

	Done
	What
	Where

	
	If the SFA operates the School Breakfast Program, outreach materials for School Breakfast Program.
	Upload to Off-Site question 1600 in CNP

	
	Outreach materials for Summer Food Service Program.
	Upload to Off-Site question 1601 in CNP




Foodservice Director
	600: Dietary Specifications and Nutrition Analysis

	Done
	What
	How or Where

	
	Breakfast and Lunch production records for the selected month of review.
	Upload to “Review Attachments” in CNP

	 
	Standardized recipes, food labels, ingredient lists, Child Nutrition (CN) labels, product formulation statements for menu items served during the selected week of review. 
	Upload to “Review Attachments” in CNP

	
	Meal Pattern Check Worksheet for the selected week of review.
	Upload to “Review Attachments” in CNP

	
	Calendar style menu for the selected month of review.
	Upload to “Review Attachments” in CNP

	
	Calendar style menu for the selected week of review. 
	Upload to “Review Attachments” in CNP

	Access resources at https://www.education.ne.gov/ns/forms-resources/national-school-lunch-program/meal-pattern-requirements/ 



	1100: Smart Snack 

	Done
	What
	How or Where

	
	Nutrition Fact Labels for all Smart Snack items sold at all sites, including a la carte and vending machine food and beverages.
	Upload to “Review Attachments” in CNP

	Access resources at https://www.education.ne.gov/ns/forms-resources/national-school-lunch-program/competitive-foods/ 



	1400: Food Safety 

	Done
	What
	How or Where

	
	Two most recent health inspections for the selected school site (The most current copy must be posted in the food service area and visible to the public.)
	Upload to “Review Attachments” in CNP

	
	Refrigerator and freezer logs for the selected month of review.

	Upload to “Review Attachments” in CNP

	
	Sanitizer logs for the selected month of review. 

	Upload to “Review Attachments” in CNP

	
	Most current food safety checklist.

	Upload to “Review Attachments” in CNP

	
	Complete HACCP plan.
	Have available for on-site review

	Access resources at https://www.education.ne.gov/ns/nslp/hazard-analysis-and-critical-control-point/
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