Administrative Review (AR) Specialist:  Click or tap here to enter text.   Email:  Click or tap here to enter text.
	Office Phone:  Click or tap here to enter text.	Cell Phone: Click or tap here to enter text.
 2019 -2020 Administrative Review Checklist			Month of Review: Enter MOR/YYYY
	2019-2020 Administrative Review Checklist

	CE Name:  

	CE ID Number:  Enter the CE’s ID Number

	Access to TX-UNPS:
       to       
	On-Site/Day of Review Date(s):
       to       
	Month of Review:
     

	Site Selection

	The 19-20 Administrative Review will review the following federal meal program(s) that are operating at the following site(s):

	[bookmark: Check1]|_|
	School Breakfast Program (SBP)
	[bookmark: Text6][bookmark: Text5]          

	[bookmark: Check2]|_|
	National School Lunch Program (NSLP)
	[bookmark: Text7][bookmark: Text8]          

	[bookmark: Check3]|_|
	After School Care Snack Program (ASCP)
	[bookmark: Text9][bookmark: Text10]          

	[bookmark: Check4]|_|
	CACFP At-Risk Snack
	[bookmark: Text11][bookmark: Text12]          

	[bookmark: Check5]|_|
	CACFP At-Risk Supper
	[bookmark: Text13][bookmark: Text14]          

	[bookmark: Check6]|_|
	Fresh Fruit and Vegetable Program (FFVP)
	[bookmark: Text15][bookmark: Text16]          

	Meal Compliance Risk Assessment Tool (MCRAT)

	|_|
	CEs with site selection of 1 NSLP sites are not required to complete a MCRAT to determine the targeted site for the review of the nutrient standards. Complete the Dietary Specifications Summary. Responses should be based on the Food Production Records submitted for Month of Review.
	Complete in TX-UNPS no later than:
     

	|_|
	If more than one school site is selected for review, complete the Meal Compliance Risk Assessment Tool into TXUNPS. TDA AR Specialist will email the Dietary Specifications Summary to the CE. Complete for the school designated by the TDA Specialist.  Responses should be based on the Food Production Records submitted for Month of Review.
	Complete in TX-UNPS no later than:
     

	Off-Site AR Questions in TX-UNPS

	CEs must respond to all Off-Site AR questions in TX-UNPS for each section listed below. Explain all policies, processes and procedures.                         
	Complete in TX-UNPS no later than:
[bookmark: Text18]     

	Series Number and Section Names in TXUNPS
	Required Responses to Questions

	Section 100 Series
	Certification & Benefit Issuance
	Questions 100-121

	Section 200 Series
	Verification
	Questions 200 - 204

	Section 300 Series
	Meal Counting and Claiming
	Questions 300- 311

	Section 800 Series
	Civil Rights
	Questions 800- 807

	Section 900 Series
	On Site Monitoring
	Question 900

	Section 1000 Series
	Local School Wellness Policy
	Questions 1000-1006

	Section 1100 Series
	Smart Snacks
	Questions 1100-1103

	Section 1200 Series
	Professional Standards
	Questions 1200-1209

	Section 1600 Series
	School Breakfast & SFSP Outreach
	Questions 1600-1601

	Section 2100 Series
	Special Provision Options
	Questions 2100-2110, as applicable

	

Off-Site Review Documentation

	100 – Certification and Benefit Issuance

	Step 1: The AR Specialist will request the CE to upload two rosters: 1) students certified for free and reduced-price meals, 
and 2) students denied for free and reduced-price meals based on submitted School Meal applications. 

	Master Student Roster showing all students certified for free and reduced-price meals
	Based on the first day of the Month of Review.

Using the Excel format provided, submit the roster in alphabetical order by student name, eligibility and date benefits were approved.

The roster contains all free and reduced-price students certified by application, direct certification (DC) or is categorically eligible.
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text19]     

	Denied Student Roster
	Upload the Denied Master Student Roster:
· Roster contains all denied students based on submitted School Meal applications.
	

	Step 2: The AR Specialist will provide the CE the sample of students for the Certification and Benefit Issuance review.

	School Meal applications, direct certification (DC) and categorical eligibility lists for the students in the sample
	a. Upload all applications and categorically eligibility lists for all student names in the sample.
b. Ensure all required information is required; including reviewing official, received date, and approval date.
c. If utilizing batch processing, provide documentation showing approval.
	Upload into Review Attachments in
TX-UNPS no later than:
[bookmark: Text21]     

	Template letters used in the Certification and Benefit Issuance process
	Upload the following template letters:
· Household Eligibility Based on Household Meal Application
· Household, Predetermined Free Eligibility for Individual Student(s)
· Letter to Household, Predetermined Free Eligibility for Household
	

	Applications for the selected students whose School Meal applications were denied
	Upload:
a. Applications of students with denied eligibility in the sample
b. Upload the actual notification letter sent to each student notifying the household of denied benefits.
	




	
200 – Verification

	Step 1: The CE uploads the list of all names of all verified students.

	List of verified students
	Upload the roster or list of students selected for verification
	Upload into Review Attachments in 
TX-UNPS no later than:
[bookmark: Text22]     

	

Step 2: The AR Specialist will provide the CE the selected sample of students.

	School Meal Applications and verification documentation
	Upload:
· School Meal applications for the selected students
· Verification Individual Household Report form for each selected student.
· Actual verification letters sent to the household of each selected student.
	Upload into Review Attachments in
TX-UNPS no later than:
[bookmark: Text23]     

	Upload template letters used in the verification process.
	Upload the following template letters:
· Verification Notification-Selection Letter for Households
· Verification Notification-Continuation of Benefits Letter
· Verification Notification-Verification Results/Adverse Action Letter
· Verification Information Request: Statement of Earnings Form, if utilized
· Verification Information Request: Statement of Social Security Income form, if utilized
	

	Sections 300 and 1700 – Meal Counting and Claiming

	The CE uploads the Student Activity Report/Transaction Summary/Rosters for the date(s) of the sample(s) listed below for each site selected for review on page 1 of this Checklist.

	Breakfast
	Date of meal count sample

[bookmark: Text24]     
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text31]     

	Lunch
	Date of meal count sample

[bookmark: Text32]     
	

	After School Snack Program (ASCP) only

	5 consecutive days of meal counts

[bookmark: Text25][bookmark: Text26]          to          
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text33]     

	CACFP At-Risk Snack Program only

	5 consecutive days of meal counts

[bookmark: Text27][bookmark: Text28]          to          
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text34]     

	CACFP At-Risk Supper Program only

	5 consecutive days of meal counts

[bookmark: Text29][bookmark: Text30]          to          
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text35]     

	Site and CE-level claims for reimbursement
	Upload the following:
· Accuclaim(s)/Edit Check(s) for the CE-level claim for reimbursement for the Month of Review
· Accuclaim(s)/Edit Check(s) for all sites in the CE for the Month of Review
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text36]     

	

Section 400 – Meal Components and Quantities

	The CE uploads the menus and Food Production Records for the date(s) listed below for each site selected for review on page 1 of this Checklist.

	Breakfast and Lunch
	Month of Review Dates

[bookmark: Text37][bookmark: Text38]      to       
	Day of Review
(Week of Review) Dates

[bookmark: Text39][bookmark: Text40]      to       
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text41]     

	After School Snack Program (ASCP)

	[bookmark: Text42][bookmark: Text43]      to       
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text44]     

	CACFP At-Risk Snack Program

	[bookmark: Text45][bookmark: Text46]          to          
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text47]     

	CACFP At-Risk Supper Program

	[bookmark: Text48][bookmark: Text49]          to          
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text50]     

	
Resource Management

	The CE completes and uploads the Resource Management Summary. The AR Specialist will conduct a Comprehensive Resource Management Review if the following occurs:
1) Any of the four sections of the Resource Management Summary form trigger; and/or
2) The Resource Management Summary is not uploaded into TX-UNPS on or before the required due date.

	Resource Management Summary

Based on the 
2018-2019 School Year
	Complete and upload:
· The Resource Management Summary form
· Chart of Accounts for the General Ledger
· Detailed General Ledger showing all accounts for the nonprofit school food service account
· Statement of Net Assets (Balance Sheet) for the nonprofit school food service account
· Statement of Activity
· Adult meal price calculation tool
· Paid Lunch Equity (PLE) Tool, if applicable
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text51]     




	
Section 800 – Civil Rights

	Civil Rights documentation
	Upload:
· Annual civil rights training for all Child Nutrition staff
· Current civil rights complaint procedures and complaint form(s)
· Current media release publication or documentation attempt of publication
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text52]     

	

Section 1000 – Local Wellness Policy

	Local School Wellness Policy
	Upload:
· Current Board-approved Local School Wellness Policy
· Current assessment of the Local School Wellness Policy
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text53]     

	Section 1100 – Smart Snacks

	Smart Snacks Documentation
	Upload a list of all Smart Snacks Sold in the CE
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text54]     

	Section 1200 – Professional Standards

	Professional Standards Documentation
	Sample of current employees for Professional Standards review:
· Upload a list of all current employees in the Child Nutrition Department.
	Upload into Review Attachments in TX-UNPS no later than:
[bookmark: Text55]     

	Equipment Grants

	Equipment Grant
	All sites within a CE that were awarded equipment grant funds will be reviewed on-site. Invoices and purchase orders, as applicable, will be reviewed.

	
Documentation to be available during the On-Site Review

	The CE must have the following documentation available for the On-Site Review. This list is not all-inclusive. During the Off-Site Review, the AR Specialist may request additional documentation to be available for the On-Site Review.

	Section 300 – Meal Counting and Claiming
	CEs must file their claim for reimbursement for the Month of Review prior to the On-Site Review. Accuclaim/Edit Check for each school and the consolidated Accuclaim/Edit Check at the CE-level for the Month of Review.

	Section 400 – Meal Components and Quantities
	All Child Nutrition Labels, Production Formulation Statements, Nutrition Fact labels, recipes and any other support documentation to support the food production records for the meals served during the Month of Review and served/planned during the Week of Review 

	Section 900 Series – On-Site Monitoring
	On-Site Monitoring Forms for Breakfast, Lunch, Snack and Supper, as applicable for all sites in the CE.

	Section 1100 – Smart Snacks
	Smart Snack approval documentation and/or calculations

	Section 1200 – Professional Standards
	Training logs and supporting documentation for selected sample of employees.

	Section 1400 – Food Safety
	· Two most recent health inspections for the selected sites
· CE-wide and site level HACCP Plan(s), food safety procedures and temperature logs

	Fresh Fruit and Vegetable Program (FFVP), if applicable
	All invoices pertaining to the FFVP for the Month of Review

	Equipment Grant
	Invoices and purchase orders supporting the equipment purchased using the Equipment Grant



CE Checklist_Standard Counting and Claiming, P2 Base Year, RCCI with Day Students			1
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