[image: ]School Nutrition Program At-A-Glance

Reporting and Recordkeeping 		School Nutrition Program At-A-Glance


Topic:  Reporting and Recordkeeping

Overview

Requirements Reporting:
The School Food Authorities (SFA) must submit reports as required by the state agency and maintain other program records for a period of three years after submission of the final claim for reimbursement for the fiscal year.  If audit findings have not been resolved, the three-year period is extended as long as required for the resolution of audit. Additionally, the record retention period required by a state may exceed the three-year period (7 CFR 210.23(c)).

Requirements Recordkeeping:
Retention of records. State agencies and school food authorities may retain necessary records in their electronically and/or hard copy original forms. School food authority records shall be retained for a period of three years after submission of the final claim for reimbursement for the fiscal year. In either case, if audit findings have not been resolved, the records shall be retained beyond the three-year period as long as required for the resolution of the audit.


Additional Information - Documentation may be electronic and/or hard copy:
	
	Submit to State Agency
	Maintain on File with Sponsor

	Daily
	Upon state agency request
	· Students’ free and reduced-price eligibility documentation
· Benefits Issuance Roster
· Meal Counts
· Production Records
· Menu Compliance Records
· Temperature logs – for 6 months
· Prepared menu items
· Coolers
· Dishwashers
· Hot carts
· Freezers
· Storerooms


	Monthly
	Reimbursement claim
	· Claim reports, point of service meal documentation, edit checks
· Menus and supporting documentation
· Revenue/expenditure reports
· Professional standards training tracking


	Annually
	· Civil rights documentation
· Health inspection reports
· Program renewal documentation
· Verification summary report
· State match 
	· Public press release (ODE-SNP sends out annually on behalf of sponsors)
· Audit reports
· Civil rights complaint log
· Direct Certification 
· A minimum of 3 times/year for standard counting and claiming schools
· For CEP sponsors download once/year
· SFA onsite monitoring for lunch and at least 50% breakfast by February 1 annually.
· Food, supplies and equipment bids
· USDA Storage Facility Self Evaluation
· Inventory (annually at a minimum)
· Nonprogram Food Revenue Tool
· Smart Snacks compliance documentation
· Wellness policy documentation including triennial assessment
· Afterschool Snack Service – Monitoring 2X 
· Buy American documentation


	In Perpetuity
	· Permanent agreement
· Free and reduced-price policy statement
· Corrective action plan(s) per review findings

	



Yearly financial reports to ODE-SNP-   School Nutrition Program webpage under Resource Management
· Excess Operating Balance (EOB) due on the prior school year’s audited books 
· Paid Lunch Equity (PLE) for sponsors charging for Paid Student meals 
· Revenue from non-program foods – those items sold outside the school meal program e.g., a la carte, adult meals, catering 
· State Match – for public school sponsors to contribute a specified amount to their school nutrition program

Helpful Resources: 
SNP newsletters contain links to memos, reporting tools and provided due date reminders.

Regulatory Reference: 
7CFR 210.15
7CFR 210.20
7 CFR 210.23(c)

This institution is an equal opportunity provider.

Acronym Reference and Definitions
NSLP		National School Lunch Program
CNPweb	Department of Education Child Nutrition Database
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