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Introduction

.Contents

(

Program
Basics

IntrodUction

The Summer Food Service Program for Children Sponsor Handbook.is
an administrative guide and viral reference document for any '

service institution participating in the federally' funded

Summer Food Service Program for Children. Section 1 gives guide-
lines to help potential sponsors determine their ability to,
participatelin the program, in addition to presenting abrief out-
line of general requirements and procedures. ,

?

Section 27-':Meals, Records, and Reimbursements," describes the spe-
cific meal patterns, recordkeeping requirementi, and reimburse-
ment procedures of the program. Section 3, "Vended Operations,"
applies to programs using the facilities of food service manage- 4

ment companies (called "vendors"-in this-handbook), white section
4, "Onsite Preparation," pertains to programs in which meals are
prepared at the site where the peals are to be served.

Section 5,."Reference," consists of necessary rms, checklists,

and other guidance materials which can be remo ed and'reproduced. `

Approved sponsors are required to operate their food services in
accordance with the provisions of this handbook.

The Summer Food Service Program for Children provides nutritional'
helpto children 18 years of age or younger who would otherwise
be deprived of the food assistance they get at other tides of the

year under theNational School Lunch and Breakfast Programs.

Persons,over 18 years of age determined by a State or local
educational agency to be mentally or physically handicapped and
participating in a public school program established for the
mentally or physically handicapped are also eligible. Summer

food services are organized and operated by public and private

nonprofit institutions. They are set up to benefit children
from areas in which at least one-third of the children are eligible
under a State's family-size and income standards for free or
reduced-price school meals and to benefit children in an enroll-
ment program in which one-third of the children enrolled are
eligible, for free or reduced-price school meals. Residential
camps can operate the summer feeding program, as well as sponsors
who enroll children in a regularly scheduled nonresidential
organized cultural or recreational activity and qualify as A
camp. Such sponsors must obtain family-size and income data on
the enrolled children who are individually documented as being
eligible for free or reduced-price school meals. jr

Sponsors-for the Summer Food Service Program for Children may

include agencies of city governments, county and municipal

school systems, recreational groups, churches, and social
service organizationt. Although geared,to operate primarily
during school summer vacation periods, this program also

provides for meal services in situations where schools' operate

r
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Introduction /N,

Organizational
Structure

Reimbursemeht

0

on ,a continuous school calendar basis. As in all federally
financed programs, discrimination against any child becauseof
race, color, or national origin is forbidden.

The Summer Food-Service Program is.adminiStered through an
.agency of the State government or .by a Regional Office of
the United States Department of Agriculture's (USDA's)
Food and Nutrition ServiCe (FNS). The administering agency-

.

deals directlywith sponsors operating within the agency's
geogroOhic domain. To,become eligible, however, a prospec-'
tive sponsor must demonstrate to the satisfaction of the
administering agency that it has the necessary financial and
administrative responsibility to meet program objectives and
comply with program regulations. The actual meal-service
function may take place at one or more sites under the respon-
sibility of the sponsor.

Administrative and financial responsibility cannot be delegated
below the sponsor level. The quality of meal service-as well as
the conduct of site personnel, reflect directly upon the sponsor's
performance and mray prohibit further participation in the program.
Consequently, the quality and quantity of selected sites, the con-
duct of site and sponsor personnel, and the quality of the meals
served must be primary concerns of any sponsoring organization
wishing to remain eligible for program participation. All
participating sponsors are subject to audit by USDA's Office of
4nspector General.

An approved sponsor must submit a claim to the administering
agency to receive reimbursement for meals which meet program
requirements. By March 1 of each year, USDA announces reim-
bursement rates for the coming summer. The following reimburse-
ment payments are in effects of March 1, 1978.

4

1. For each lunch or supper, 92.75 cents.

2. For each breakfaiitt 51.50 cents.

- .

3. Ffar each snack (supplement), 24.25 'cents.

Sponsors will receive administrative, monies bagedon a budget
which must be submitted with the application for participation
and will be reviewed and approved by the administering agency.("
The budget should include the projected administrative expenses
which a sponsor expects to incur. Payment to sponsors for
administrative cost's 14411'be the lesser of (1) the approved

budgetwith amendments, (2)°actual expenses incurred for
administrative-coats,' or (3) 7.25 ceiltsfor,lunches or suppers,
3.75 'tents for breakfasts and 2.00 cents'for snacks actually
served to eligible children.

z
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Introduptionc
Advance

. Payments
Advance payments for net program,,and administrative costs are
available to'approved sponsors. For net program costs, adVande
payments will be based upoh last year's expenditures or a
percentage of anticipated costs in an amount` determined by
the administering agency to be needed. Sponsors are required
.to.request each advance payment for net prOgram:costs from the 1

- administering agency 'at least 30 days prior to the payment
dated of June 1, July 15, and August 15. Before the second
month's advance, sponsors must certify that they have held
personnel traiding 'sessions which claFify program duties'and
responsibilities. If a sponsor is not scheduled to operate
for at least 10 days in any month no advance-payment for
net program costs will be made for that month.

Commodities

Sponsors are required-to request each advance payment for
administrative costs from the administering agency at.least.
30 days prior to the payment dates of June 1 and July 15.
Before the second month's advance, sponsors must certify that1'..
they are operating the number of sites for which the administra-
tive budget was approved and that there has been no significdrit-
change in'their projected administrative costs since approval:of

the administrative budget. In the case of sponsors which
operate under the program less, than 10 days in dune but at lease

10 days in August, the secand-iienth's'advance administrat
costs payment will be made on August 15. Advance admini
costs payments are not available to sponsors which will o
under the pfogram for less than 10 days. If the administering
agency his reason to believe, through monitoring or audits, ,416.41,

that a sponsor will not-be able to submit an adequate claim,
the advance payment for the ,following month will not be sent
until a valid claim has been received. In addition, a limited ,
amount of staft-up payments for pla ninvlay be available $1 the
discretion of the administering age y.

r*tve
erlte

As well as funds for reimbursemen , USDA also makes donated

'foods svailable to States. The State distributing agencies, in
turn, make the commodities available to those, sponsors
approved to operate programs u4ng onsite preparation and
those sponsors which have.enteeed into an agreement with a
school food service to prepare meals. The,CaMmodity
Distribution Agency informs eligible 'sponsors'abOut available
commodities as soon as the sponsor's application is approved.
Sponsors eligible to receiv commodities may not receive
commodities under more tha one program during the same period

of "time. ,

F1
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Sponsor Eligibility

Other
Assistance

Sponsor
Requirements

O

4

Administering agencies are available to help sponsors plan
and operate their programs, as well as to help them train their

supervisory personnel. During the summer, representatives from
the State agency or FNS Regional Office visit sites and.may make
suggestions to assist in program manageldent, Sponsors can contact

the administering agency at any time about questions or problems
they may have.

Sponsor Eligibility

In operating the summer program, a sponsor must do the
following things:

* Demonstrate adequate administrative and financial responsi-
'.bility to manage an effective food service.

* Provide an ongoing year-round public service to the area
in which it intends to provide a summer food service.
-(Residential camps, sponsors serving nigrantprograms, and
sponsors serving areas which would otherwise not be served
are exceptions to this rqUirtment.)

* Have a satisfactory program performance record, if appli-

cable. r

* Submit prior to deadline date, an' application, site information
sheet for each site, certification of nonprofit status if a
private institution, and written assurance that all meals will
be served free to eligible children without discrimination
against any child because of race, color, or national origin.

*. Prepare and submit a management plan including administrative
and operating budgets.

Document eligibility and meal service capabilities for each
site, or qualify as a camp and.pollect family-size and
Ancome information on the enrolled childiAn eligible for

Rree or reduced-price school meals.

* Enter into a written agreement with the administering agency.
This agreement is a legally binding document-.specifying the
rights and responsibilities of both the,sponsor and administer-
ing agenc9and s>ald be read carefully before being signed.

* Provide a regularly scheduled food service.

* Inform the local news media. of the ,availability of the

program and the nondiscrimination policy.

* Attend administering agency's training sessions on program
responsibilities.

-1
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Sponsor Eligibility
S

l'

. 'le H ld training sessions on program duties and responsi-
b ities for all site and administrative personnel and
ensure,that all administrative personnel attend training
sessions provided by administering agency.

* Enter.inp a contract with a registered vendor ore. Written
agreement with a school food authority, if meals are not prel,

_

pared at the site.-

Use competitive bid Procedures in contracting when the
contract will involve $10,000 or.more. (Agreements with
local school food'authorities do not require bidditig.)

* Provide for a CPA audit of food service operEitions if
$50,000'or more is 'anticipated reimbursemolult. 'A letter'

. of engagement with the CPA firm must besubm4ted.with the
program applicatiofi. A management` letter buet be provided
by the auditor yithin 10 days after commencee ent-of the
,program (publiesposors may meet this requirement by using
an.independent State or local government accountant).'

* Certify that, prior to operation, all food service sites
have been visited; all personnel are trained, and-the
facilities are adequate-to serve meals to.the number of
children anticipated.

* Provide adequate kersonnel for overall management and
monitoring of the Program.

* Arrange NtA. the delivery and holding of meals in.accordance
with standards prescribed by local health-authorities until
meals are served. (Thisapplies.only tovended,programs.)

11

* Have the cap bility of maintaining children on site while
. ,mealeare 6 umed.

. , c .
.
* -Arrange for proper/storage of any excess meals until they

-are served. .
,

* Establish procedures-for making daily adjustments in the
number of meals delivered to sites;

* Maintain accountability fox advance payments.

* Develop a4system for the regular submission of daily
site records.
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4

s Selection,
Priorities

1 e

Operating
Limitations

* Visit all sites within the first week of program operations,.
,take e-proMpt 'actioi to correct any deficiencies found; review/

food service oiteritionsSt every site at least once during
the first 4 weeks of-operations, monitor operations at
reasonable intervala'for, the duresion of thg program and
monitor:records of site, visits.- .

. ,

* Ensure that all mealsserved meet'or exceed nimum meal
requirements and ,serve'the-same meal to all children.

* Maintain. complete and accurate recordS on the food service.

* Pile a monthly- reimbursement voucher based on supporting -

documentation for each month of participation.

* Operate the program in.accortance with the provisions off-
this handbook and any other'authorized instructions and
hapdbooks. .

Program experience has demonstrated that when two or more
sponsors compete for the sameAsite and, attempt to serve the
same group of children,,corifueion and waste often result.
Such overlap conflicts with program objectives. Consequently,
administering agencies may allow only one sponsor to serve a
target population. The following order of descending priority
will be used when the administeringlbagency selects from among.
iuch'compecingsponsors.

1. Public or nonprofit private schools, and other applicant
'sponsors which have demonstrated successful program,
performance in a prior year.

2. Sponsors which propose to prepare meals at their own
facilities, or which operate only one site.

3., Sponsors which propose to utilige local school food
facilities for the preparation, f meals.

4. Other sponscors which have demonstrated ability'-for
successful program-operations.

5: Sponsors which plan to integrate the prog am with Federal,
State, or'lecal employment or train rograms,

.Sponsors Way-be approved for a
total average .daily attendance

A sponsor will not be approved

more than 100 children daily.

maximum of 10 QJsites and for a
of 50,000 children at all sites,

to operate any sitevhich serves
No sponsor may exceed any of'these

4
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Sponsor Eligibility

5'

Violations

4

Site
Requirements

ti

. .

A
.

maximums Ail the administering Agency deterdines that the ,,

J. sponsor has the,capability and facilities for managing a program '

of that'saze. .,

.

Only one meal service per day Will be approved unless each
meal service is delivered'separately within 1 Your of.the
beginning of the meal7service-or there are proper food,
holding 4cilities at the site:

Sponsors will be approved to servea maximum of thre
te

meal

types per day at each site, provided that one of the three

meals is a snack. Residential camps shall be approved tor,a

maximum of lour meal types per day., Nonresidential sponsors,
which qualify as camps shallbe approved for tour meal 'types -per

day (dr threeimeals consisting of a breakfast, lunch and supper).

No sponsor shall be approved 'for more than two snacks a 4ay: The

length of the Meal service may not'exceed 2 hours-for lath .or'

supper and 1 hour for all other meals. Meals served outside

the approved meal service period will not be reimbursed.,

Three hours must elapse between the beginning of one dial type

and the beginning of another, except that 4 hairs must elapse

between lunch and supper whei no snack'is served between ib

lunch.and supper. In addition, the supper meal terviEe may not

begin after 6 p.m. None-oftheee time restrictions eply, to

residential camps.

Violations of rogram requirements may be the basis for Te--

covery of overc ims, temporary suspension or termination and

exclusion from f are program participation. Such violations

includebut are n limited to: noncompliance with the time

requirements between meals, failure to, maintain adequate site

or sponsor records, failure 'to adjust meal orders to conform,

withAphanges in site attendane, serving more than one meal,

simultaneously to a child; excessfve instances of off-site

meal consumption, and claiming program reimbursement for meald

served to gRyone other than eligible' children. Sponsors

guilty orsuch violations during prior program participation

may be considered ineligible-by administering agencies.
,However; any sponsor denied participation may obtain a review .

by An offiOial Other than the one directly responsible for the

original determination. The same review proce4ure is available

to sponsors denied advance program payments or payment of claims,

,

Sponsors must assume-administrative and finandi41 responsibility

for the food service at sites under their supervision. Corse-

quently:-spohsors are required to ensurc that their sites comply

with the following requirements:
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4. .4

* . 'Draw attendance from an area sere at least one -third of: the
children are ellgibleefox free or reduced=price scbool meal"
under the State's family-'size'and _income standards. 4onsOrs
nhich:qualify as camps must obtain information on the number
of children' enrolled in each bession'whose4familyincomes
meet the eligibility.requirements for free or reduced ptice"
school'meals.

X
* ProvideaTegulaily-scheduldd, organized activity or foo

serviceJor the ,children attending.

°

Require pelsonnerto -ctend training sessions which describe'
program Objetives and requirements. .. '',.

.

1
.

,.. ,

* Have satisfactory arrangements for food Service during indle-:
ment .weather. .-

.

.

,

* Adhere to local health and sanitation regulations.
,. 1

* +Organize a supervised system for sqrvipg meals to partici-
pating children.

. ,

I .Ensure that all.meals are eaten at the'site. .

. ,
qJ

.*. Endure that the length of..mbalse6i6e does not emceed 2'
'hours for lung' or supper apd 1 hoer for all other meals.

,

*. Ensure that 3 hours,elapse been meals baccelYt that 4,
,

. . , . ,

must elapte between,lunoh-and supper, if' no supplement'

rved between'lpnch and (Ekceptions apply to
ential' camps ply.)

--
.

...

. , ,.,

Count and properly\record a number-of meals served-to
ligikle childiet. ,

., / ,.... .

* Ensuie that ;seals serVed'includellIquired qu titles of
-/

1

allmearcomponents. , ...

/
t

.
* Ensure that there is not a sidiUltaneous servi, e of more than

one meal to,enh'child. ,
.-

. .

:
, . .

Maintain aCcura g_ daily records of program operatl for

submission to gsponsor on,a regular basis.''
,.

\

I

4'

/

,

.5

1 .
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Program_ Planning
Progrim Planning

One-Third The Summer Food Service Program oasts taseve children
Needy Iiving in low-incomeareas. Documenting the need of an area-

` Provision to be served is adrequir:ed Part'Of the application process
unless the sponsor is a_Omp. By definition, the concept
of "ldw income area" is tied to the percentage of children
residing in an area eligible fdf free or reduced-price meals,
in the National School Lunch and BreakfastTrograms.lAt
least one-third of the children residing ins area of the
site must qualify for frte or reduced-price- chool meals,,based=
on family-size and income.

To determine the need of a particular geographical area, a sponsor
may contact the local school district or local nonprofit private
schools to obtain figures on the numbers of children eligible for

'free and reduced-price meals, as compared to total school enroll-
ment. It is not necessary to obtain the names of eligible
children from. school officials unless eligibility is being
determined on'an individual child basis.

An alternative method to determine area need is to consult local
social service agencies such asISCout groups, youth clubs, coot.-
munity centers sand churches to obtain demographic information
which reflects family-size and income levels. fs
Census tacata may be used as effectively as locally compiled
information7Niowever, sponsors planning to Ilse this"source must
refer to specific documents... For cities with a population of
over"50,000 the following docuMents may be used: '

"Table P-1, General Characteristics ofthe Population,"4which
lists by tract number or county the average number of persons
per household, and "Table P-4, Income Characteristics of the
P9pulation," which lists by tract number or county the median
income. For counties with a population of less than 50,000,
refer to, "Table 124, Income and Poverty States in 1969
for Counties" and "Table 16, Summary of General Characteristics."

Indian reservation population statistics may be obtained from
one of the 12 area offices of the Bureau of Indian Affairs.
Another document that may We used to determine area need is

2,the "Survey of Income,and Education for 1975"by States, which
can be obtained at the Census-BUreau, Office of Poverty
Statistics. The persons per household and''median income
information can be compared to the State's income eligibility

standards"to determine need on a tract basis. Census maps should
be consulted ta correlate tract numbers with the geographic areas

L')

A
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k Program Planning,
, .

.
.

from whiCh a sponsor plans to draw its particip*tion. State in-
Come elitibilit)Onformation may be obtained frtom the administer-
ing'agency.?*

0

,

It must be 'recognized that census tract data are dated and may
be unreliable.' The data 'May be almost 10 years old, and an area
as small as a census tract may have undergone substantial demo-

,
graphic change since.the time they were collected. If morel .\

-current sourcesof data,, such as applications for free and
reduced-price lunches are available, then these should be used.

t.

'
.,

. ,.
,

Enrolled Sponsors with an enrollment program may document eligibility
Program for the summer program if at'least-one-third of the children
Provision enrolled are eligible for free'or reduced-price school meals

)1 as determined by statements of eligibility based on the size
and incomes of the families of the children enrolled.

,..-
-

%

Residential summer camps aand nonresidential sponsors which
:qualify as camps do not bave to document that one-third of
the children residing in the area of the site are eligible
for free'or reduced-price school meals, 4)ut must gather
family-size and income data on the individual children
eligible for free or, reduced -price school-meats enrolled in
each session. Nonresidential sponsors may qualify as a camp
by operating as an enrolled program and serving,four meals to
each child each day (or three meals consisting of a breakfast,
lunch and supper). Camps may claim reimbursement only for
meals served to children eligible for free'or reduced-price'

-school meals. Information On each camp' session must be sub-
.

mitted prior to filing claims for reimbursement, for each session
unless otherwise' specified by the administering agency. Some
camps may be able to get family size and income data from local
social service agencies'or other organizati

li

ns which require
such information. If a sponsor is a school r school district
participating in the National Sdhool Lunch o Breakfast Program,
or is a sponsor in the Child Care Food Program, records from
'those programs may be used. It should be noted that other
poverty guidelines, such as Title Er, dre not acceptable.

Camps
Provisions

Most camps will have to gather this information directly from
parents. This datarcan be solicited in the camper's application,
or the sample Family Size /Income Statement included in Section 5
of this handbook may be:Used. If the sample' statement is used,
the reviewing officidl must compare the family-size and income'
to the current family siid/incoloe guidelines, and then note if
the family's income is below the guidelines for that size family
(qualifies) or is abdve the guidelines.(does not qualify).* If
the family had ctieeked7one of the four hardship provisions, the

`amount of hardship should be aubtracted from the gross income, ,

and that:net figure used for comparison purposes. Foster
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Program Planning

_.,..

Community
Support

Number.
of Sites

Children are considered a family of one. Any payments made
to the foster family for the child's upkeep are considered
the child's income.

0'

Potential sponsors need to assess the degree.of community and
parental support and ongoing community service programs so that
the food service can be integrated into local. recreational,
cultural, and enrichment activities. As part of this
involvement with the local community, a sponsor should:

* Contact local schooli in regard to their enrichment pro-
grams. (While academic summer schools are not eligible to
participate in the program, the programs may affect
attendance at individual sites.)

* Ask parks and recreation centersfabdutitheir summer
recreation programs. )-

* Contact loCal Y's, churches, and Scout groups about their
summer plans.,

I

* Notify the health departnihnt of all prospective site locations
and ask the department to inspect them to ensure they meet
local health standards.

*- Alert the sanitation department to ensure prolipb>,and regular
trash removal::

* Contact other groups in the area that mays be planning program
participation to prevent duplication.

This information about the community will provide the basis
for site selection.

The number of sites and estimated number of children to be
reached can be determined only after a thorough evaluation of
the resources available. Such resources include:

le Food preparation facilities if onsite preparation is
being considered.

'14 Food holding and storage facilities.

* Registered vendors in the a1ea if onsite preparation is
not feasible.

* Labor.

* Funds.to hire a&Itional personnel if necessary.

* Volunteer help.

* Anticipated Federal reimbursement.

1t t
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Program Planning.
Meal
Preparation

Staffing ci

Patterns

'°' Number of sites
. 7 .

0 10 -0

31-60

61-100

101-200

ft

Several fac s influence the decision regarding the best .

method for obta ning meals. These factors include the cost
of meals, the number of meals required, the type of meal
service, the number of sites participating, and the type
of site. Because most schools serve meals to. children during
the school year, schools usually have preparation and
serving. facilities, know USDA nutritional requirements for
meals, and understand children's preferendes. In addition,
school food service personnel are often available for summer
jobs. Sponsors are encouraged to contact, the superintendent
of schools, or principals of local nonprofit private schools
to obtain meals from the school. Such- an arrangement will
require either a written agreement or a contradt with the
school.

Staffing needs will be determined by the method of meal
preparation, number of sites, dates of operation, and number
,of children participating. The following staffing patterns
are recommended as generalized guides:

Staffing needs during Operating & supervising close -out

planning & organization

1 director
1 secretary
1 consulting

accountant*

1 director
1 secretary-
1 monitor **
1/CPA ***

1 director
1 secretary
2 Monitors *,
1 ***

1 director
1 assistant director
1 secretary
3-4 monitors **
1 CPA ***

1 director
"1 secretary
1 monitor per

15-20 sites
1 recordkeeper

*, --

1 director
1 secretary
1 recordkeeper
1 area supervisor
1 monitor per 15-,

20 sites

1 director
1 secretary
2 recordkeepers

. 1 area supervisor
per 50 sites

1 monitor per .

15-20 sites

1 director
1 assistant

director
recordkeepers

,1 area supervisor

per 50 sites
2 secrets ies
1 monitor per

15-20 sites1

1 C).

1 dir:Itor

1 secretary
1 recordkeeper
1 consulting
accountant*

_1 director
l'secretaty
1 recordkeeper
1 CPA ***

1 director
1 secretary
1 recordkeeper-
1 CPA ***

a

1 director
2 recordkeepers

1 secretary

1 CPA ***
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Program-Planning

Staffing

Staff
Duties

, .

: * To assist in setting up a recordkeeping system and
closing Program activity, if program will not require a CPA
audit.

,

** To assist director in required preprogram site inspection 1
visits-and selection.

* ** jtefers to,accounting,activity undertaken by CPA firms as
part of:audit, if program will earn $50,000 in reimbursement.

Because needs vary from program to program, the sponsoring
organizatiOn should consult with the administering agency
for specific staffing guidance. Many positions will require
only part-time employment, particularly in ,the planning and
close-out phases. The,need for recordkeeping personnel will
vary according to the extent of support services provd.ded to
.the program; One monitor for every 15-20 sites is recom-
Mended for urban areas. The number of monitors necessary for
rural sites-may incrpae dependent upon the geographic area
covered. Varying oPtining and closing dates, of individual
site operationsyill affect staffing needs.

The key to successful program operaqgns is found in the
quality of the site monitoring performed. As the link between
sponsor-level and site-leN41 operations, personnel hired fon
this function must be able to relate to the community being
served while ensuring that corrective actions are taken. Wages
for this position, as well as other positions, should be
equivalent to the responsibility. The following listing,of
responsibilities by position is offered as guidance:

Director
Responsible for:
* Providing overall management

of the program
. * Maintaining outreach efforts
* Coordinating with other agencies
* SelectingiteS
* Corresponding with administrative agencies
* Handling all contracts, bidding, and negotiatigns
* Submitting applications
* Arranging for food preparation or, delivery and

adjusting meal orders 2

* Hiring stjtf
* Training staff
* Supervising staff

* Submitting reimbursement vouchers

Assistant
ReSponsible for:
* Training site personnel
* 1esigning forms for recordkeeping purposes
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'Program. Planning
* Maintaining liaison with vendor to adjust meal ,

deliveries
Providing ongoing training to staff
Checking reimbuitement
vouchers
Maintaining time and attendance records
of staff

Maintaining records on number of meals served,

Accountant
Responsible for:

Maintaining records on the following:
Daily reports, invoices, and bills
Cost of food
Cost of labor
Administi4ive costs
Other hosts
Program income
Preptring payroll

* Purchasing office supplies
Preparing reimbursement vouchers

\

Area Supervisor
This person is in charge of several monitors and reportiKi
site deficiencies to the director or his/her assistant. ,
Responsible for:
* Scheduling, of visits by monitors
* Checking monitors' reports
* Preparing weekly summaries of

monitoring efforts
* Providing ongping training of

monitors
* ,Visiting sites with monitors
* Determining need for corrective action

.4?Monitor
This is a person who visits sites on a regular bails
and observes meal service operations.
Risponsible for:
* Checking onsiee operations to ensure

that records, are maintained And that 'the
program\is operated in accordance with
requiremaTt
Visiting all sites within the first
weeklpf operations
Reviewing'food service operations of all

sites Within the,first weeks of operation
Revit4ting sites as deemed necessary
Preparing reports of visits
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Program Planning

Selecting
Sites

41.

* Suggesting corrective action for problems
encountered

* Ensuring corrective action is carried out

* 'Conducting onsite training as necessary

Site Supervisor
This is a person who is in charge of the program at
the site level.
Responsible for:
* Making meal arrangements during Wilt weather
* Receiving and accounting for delivered meals
* Serving of meals and clean-up
* Submitting daily records
* Assuring safe- and sanitary' conditions at the site,
* Planning and organizing daily site activities

Sponsors must always visit locations before selecting sites.
Locations where site supervisors havie had a poor performance
record in past programs and were unable to institute corrective
action, should not be selected for participation. The adminis-
tering ageney may deny approval for suchNites.

Sponsors planning, a multiple site operation wits sites that are
not under their direct adminiltrative control Chould.enter into
an agreedent with the administrator of the individual sites.
Such an agreement should list in specific terms the respon-',
sibilitieb of the site administrator in regard to the food
service program. This agreement of reeponsibilitiegOwill
facilitate taking corrective action in the event the program is
not operated in aceordance with the agreement. However, this
agreement does not relieve the sponsor of'the final adminis-
trative and financial responsibility with respect to the
operation of the lorogram.

When selecting sites, the sponsor needs to consider the

adequacy of facilities for.onsite meal consumption, availabili67.
of holding facilities, site size in relation to anticipated
attendance, and the reasonableness of the numbers and types
of meals requested. Sponsors should exercise their authority
to limit meal service to whichever patterns seem suitable for
a particular site.
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Training

Scope

Trainizig

The ttalning ofoitg fnd sponsor personnel is not only a pro
,gramrequiiement, but is also good managetent. As with
adanistrativesndfinancial responsibility, training is a
'sponsor Obligation. However, conducting a training session
prior totthe opening of the program does not mean' that
training is.completed. Weekly or biweekly sessions throughout
the summer sre;essentials of a comprehensive training effort:
This ongoing process allows everyone a chance to discuss findings
at the sites and enables the spore or to offer additional .

training as needed. Regular meets s with site supervisors
offer itilar opportunities. In dition, monitors should
conduCt onsite training if they encounter a'sitejsupervisor
having difficulty with recordkeeping or any othei area of
food'sgrvice operations. Sometimes a site supervisor who
attends the training sessions may be replaced,by a new
*Peryisor. It is then the sponsor's responsibility to
ensure that this new site supervisor iatrained.

Training Sessions must be plannedsfor two different groups of personnel,
Sessions divided according to areas of responsibility. Office staff,
Required area supervisors, and monitors 4Sponsor personnel) comprise

one group; site supervisors and their assistants make up
another. At the very'least, two training sessions should be
conducted prior to the beginning of the program--one fOr
sponsor personnel and one for site Supervisors:

5

It is important that sponsor personnel attend the site
training session so that-they know what the site personnel
have been told, and so that the} become acquainted with the
site supervisors they will be visiting thrhout the summe
If the services of a vendor are to be used, representatives
of the company should be invited to attend such sessions and,
possibly, invited to participate in the discussion of menus
and delivery schedules. All personnel shdUld receive a
letter or flyer announcing the date, time, locating and
importance of attending the session,. This notification
be more effective if followed by a

,

teliphone reminder.

Sponsor Sponsors operating a large program must haver an office staff
Personnel which may consist of assistants, accountants, secretaries and

clerks, in addition to the staff employed as area supervisots
and monitors. Although the sponsor personnel training seas
will be of pritary importance to the monitor, all office
should attend to gain.a. general background in vdgram operatio
A- separate siesion is advised for training the accounting
staff. As a zinimum; the following topics should be covered
in the session with office staff and monitors;

2



18

Training
Training Out=
line for Spon-
sor Personnel.

Site
Personnel

1

C

Topics

Begin with a geneal
explanation ofthe
program emphasizing
the following topics:
a. Purpose of the program

, -

1 b. Site eligibility
c. Recordkeeping require-

ments
d., Organized site activity,

Meal requirements

2. Describe how the program ,illr
operate within, the framework

outlined in this, handbook.
a. How meals will be,-provided

The delivery schedule
(ifapplicable)

,c. The 'recordkeeping forms to
be Used by site pvsonnef
and Fethods of submission

Materials

You will need these materials
for this/part of the
prograi:<:_/
"Sponsor Hal41631e.

"Summer Post7071.

"Site Supervisor's Guide"

4

Menu rIchedule,

Sample delivery receipts
SardOld daily .reporting

formsiror sites

4.1k

3. .Outline the specific duties of Monitor report form
Mileage log

. 1

monitors.
.

a. Sites for which they
will be'responsible

b. (Monitoring schedule
' c. Reporting procedure
d, Foilowup procedure
e. Office procedures

Sponsors .must document attendance at the.site personnel training
sessions'and schedule additional session's for personnel ho were
absent. Since monitors act as liaison between the sponsor-office
level and the site-operational level, their attendance mist
be requested at the training-session for site personnel: The
site personnel training session is a logical time to obtain the
dignaturesofite supervisors and assistants who-will be
responsible for signing daily records. (A, signature flAe should' '
be kept in the sponsor's office for ts0,ilireviewing weekly
records.) As a minimum, the following toplcs should be covered
in sessions with §itesupervisors and their assistants., Since
this program provides meals meeting exacf nutrition standards,'it
is an excellent focal point for nutrition eddcation. Nutrition
education materials may be obtained from the administering agency.
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Tra;i4ing
Training Out-.1.

line for Site
Personnel

Topis
...._

. General explanation, of

, the program.

a. Purpose .of the program
b. Site eligibility

.

c. tiecessity for accurate.
records

Importance of Organized,\
activities at sites

. Site Operations
a. Vendor relationship

I) Meal pattern.

or requirement
type of meal service
offered Monitor's

2) Delivery s hedulgs number t%(exact ti s) t....._ ....-

3) Adjusting deliyery amount
4) Holding facilities

available
,

5) Who to contact about
problems 1. .

..- b. Onsite preparation'

4.

Materials

"Sponsor HandbOd0
(foi instructor's-use)
"Monitor 'Handpook",

(for instructor's use)

0

I

4

"Site Supervisor's Guide"
(for each supervisor)
Menus

problems .

1) Inventory
2) Menu adjustment s'

3. Recordkeeping
a. Daily recordkeeping

. requirements
b. DellVery receipts

S?ecial problems
1. Seconds
2. Leftovers
3. Spoiled food

d. Daily labor time spent
on food service

e. Collection of_ daily

record forms

. Monitors
a. Duties and authority
b. Area of assignment

and introduction to

site supervisors

. Miscellaneou
a. Inclement weather
b.' Unauthorized adults

eating

.h

name sad telephone

Inventory forms

Sarcille forms

"cE

4

Monitoring form-

SVOnsor policy
Instruction.
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TraAt,±1.g

Monitors
.,

O
Sr,

*Topics
c. Disc e problems
d. Equipadlftt, facilities and

materials availablefor
organized recreational
activities

e. Trash removal

Materials

A sponsor With multiple -sites must regularly monitor those
sitesto ensure that all program regulations are anPotced.
Regulatory violations at the site levermay lead to reduced
reimbursement. An efficient and capable monitoring staff
is essential. The sonitor(s) must not be mere collection-
agents lor records. They must understand and be able\to
enforce program-requirements, and must .spend enough time
at each site to_review.all pertinent operations.

The monitors' authority all responsibility should be made
clear to the monitoring Staff, site supervisors and office'
personnel: In vended programs, the monitor should ensure
that necessary increases or decreases inthe number of
delivered peals are made, if the site supervisor has failed
to do so. Ths Immitor should also have available additional
copies of the necessary forms*, site supervisori' guides, and
summer posters to give to sites as-needed.

The sponsor muht design a system for handlinglknito reports.
These reports should be returned to the sponsor frequently,
ideally every day. They would be immedia0aly reviewed by
a specific member of the sponsor'estaff,/who will be
responsible' for following up on an'Yproblems, either with
the monitor;. or directly with the site supervisor. A system
should be established to ensure timely follow up ofdeficien--
cies at the site level. Depending on the seriousness of the
deficiency folltiup should be done within specified time frames.

The monitors shbuld begin work several days before sites open.
If possible, they may be used to complete the required pre7
operation visits. This will allow them to familiarize
themselves with the locations and personnel of the sites.

'Since monitors serve asOvital link-between the spOnsor level and
the site level, they siesta be present at both the site 'and
sponiortraining meetings, to ensure their grasp of,operatidts at
both levels. The monitors' handbook will outline theiruties and
responsibilities. Additional training will be necessary regarding
the specific functions required by She sponsor. They should also
become familiar withe Site Supervisor's Guide.

x'.yYr Apr 41
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Administrative Procedures

Training Topics
Outline for 1. Outline the specific duties of-monitors
Monitors a. Sites for which they will be responsible

-b. Monitoring Schedules

Application

R. Reporting procedures
d. FolloWup procedures
e. Office-proceaures"
f. Local sanitation and health laws
g. If necessary (a; in some urban

areas), safety considerations
h. Nutrition education

Administrative Procedures 7

Materials
Monitor handbook

Monitor report form

Mileage log

A list of application requirements cannqt be all-inclusive
since variations occur with each administering agency and
with the nature of partidular food services. Hoiwever, the

following list indicates the basic application requirements
that will need to be satisfied. The referenIe section of
this handbook contains sample sponsor and site application
forms which may be used by the administering agency.

* Spa or application (with management plan including
proposed budget and btaffing).

Site information application for each proposed site
including documentation of eligibility criteria or

documentation of the number,of children enrolled eligible
for free or reduced-price school meals.

Signed program agreement. P

News release on nondiscrimination policy and' accessibility
of program.

* Extent of program payments needed, including a compete
administrative budget and requests for advance payments and
start-up payments, if appliCable.

* 'Certification of training program'for sponsor and site

personnel.

* .-Synopsis of the invitation:to bid, -or the

with school( food authority, and plans for

appropriate.
a

proposed agreement
advertisement, if-

.

*' Letter of 'engagement with CPA firm if more than $50,600 is
anticipated in program reimbursement (public sponsors may
met this requirement, by using an independent State or
local go'vernment accoudtant).

q
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Adminis-trative Procedures'

Communications

3

Planning
Checklist

* Ptoof of tax - exempt, status if the sponsor is a nonpublic

entity.

AIL
The administering agency will review and determine whether the
applicatAn will be approved. If approyed, the sponsor must keep
all signed materials as part of his records. Tbe program agree-

aents should be examined carefully as it'is a binding, legal
document which specifies the responsibilities of all parties
concerned.

The administering agency must negotiate administrative costs with
% the sponsor. Such negotiable costs categories will be stipulated
in the approved agreement returned to the sponsor. Any changes

in expenditures falling within this category must be discussed
with and'approved by the administering agency in order to be
eligible for reimbursement.

To ensure' efficient administration, internal and external
channels of communication must be established. Internally,

diseussing job descriptions and explaining the organizational
structures enables staff members to understand their own
responsibilities as well as tholligf their co-workers.

A communications network should include a system for talking
to the administering` agency, tRe vendor or onsite preparation
manager, the in-office stiffmembers, ;monitors, and site,
personnel. As a minimum, the'sponsor and site personnel must
have daily telephone cqntact to allow timely changes in the
number of meals ordered, immediate reporting, of meal
deficiencies, and efficient requesting of desired menu
changes;

The Lministering agency. will be communicating with the

' sponsor representative in writ4ng and by phone during the

approval procedure. Once the7ipplication is approved, the
administering agency wilX he10 arrange the final operational
details of the program. Representatives from the adopistering
agency arid. USDA official& will review the program clueing the

summer and off probleffsolving assistance in this and other

are*.

The following program director's planning checklist is intended

as a suggested manage;ent tool to give filn,orderly and Comprehen-

sive overview of administrative procedures. Although this

checkli4t may not be all inclusive for every type of food service,
its use as a pilgram aid is highly recommended.

Date Cbmpleted

1.-

Action Taken.

Survey community for areas of need; begin
choosing possible-sites and compiling
written documentation of need for each.

2
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Adrhinistrative Procedur.

ofr

4

V.,

e.

4.

7

Meet with community leaders, if possible,
011

for assistance in ,determining suitable
site locations.

ContactU)cal schools concerning the
possAllity of vending meals for. the programs.

Contact recreation departments,,schools and
local service organizations to coordinate
recreational activities with food service '

at sites.

' Contact reliable former site supervisors to
q determine if, they have a ,continued interest

in the'mgram., .

e

Attend 4rkshops offered by State or Federal
iUSDA)

--*.

the

. .

Hire a sedretarial4stafflto assibt'
program director.

/ \I!. :1

8. Develop specifications for the invitation

10.

11.

12.

to bid' (icapplicable).

PieliOry adveliK2eqbid, at least 14
days pti9r,to d penings.

Develop budget. and staffing plans for the
',41prograrift.

. Secure a etter of enga with
an indepen nt CPA, or St e or local
'government ccountant for rograms over
$50,000. .

01As. 6.-

Solicit volunteer help at sites whenever
possible. 4414,

Hire an ampisiant program!dired.tOr,,,if

mecesdgry.

14. Design.forms.or use sample forms in thif
'handbook for all aspects of program
operatiops:`,

L

15.' I Set up 'a filing system for documents which
must be mainCnined for 3 years.

. \



16. Obtain individual child data for camps
for 'children eligible forlree or reduced-
price school meals.

O

20.

.

5.
22.

Notify the health department of the -

intention to operate a food service
program, giving a list of sites to be

served. r

Submit a completed application with accompany-
ing documents to the administering agency.
Include all attachments as requested by the
administering agency.

Use proper procedures to select a registered
,vendor (if applicable) .

Meet the vendor and develop delivery
schedules (if applicable).

Hire monitors and site supervisors.

Holdtrainins"workshops for monitorsand
supervisors.

23. .Obtain signatures from .site personnel.
,

.-
24: ' . Advertise the program and the

.nondiscrimination policy,in local media.

c.;

Finalize monitoring schedules and any
emergencyprocelires.

°

If program is Ever $50;000, begin plans
for management letter from an auditing
firm.

25.

26.

Regulations require that sponsors visit all food service sites
at least once dUring the first ,Week of operation and that

prompt action be taken to correct deficiencies. In addition,

all sites must be thoroughly re7jewed at least once during
the-rtrst.4 weeks of program operations. Records for each

'site visit, each review, and any-followup visits must
11e documented And maintained on file. Monitoring must oontinue

throughout the program at a level sufficient to ensure
'clompliadce withprogram;regulations.

I
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Administrative Procedures

a

Sponsors must have a monitoring schedule to ensure that all
'sites are covered, a monitoring form to ensure thaall facets
of site.operatIons are checked, a reporting system from the
monitors to the office staff to infoim them ofisproblem areas
,and a follQwup procedure to ensure that corrective actionb
are taken. Multi-site sponsors will need to develop detailed
methods for monitoring and maintaining the resulting import
system. Sample forms to cover most monitoring activitItes
are included in section 5.

Site reviews and visits.by monitors are vital functions of
sponsor operations. A site review requires'the monitor to
observe at least part (preferably all) of the'meal service
to determine if program requirements are being met; Without
this direct link between the sponsor headquarters and the
actual food services, no program can function adequately.

The monitor review form incitdes information concerning the
adjustment%of meal orders on a regular basis,,menu adfustments
as necessary, problems in regard to recOrdkeeping, and
delivery schedule problems. This report is an accurate
means of determining the ability of the monitor to perform
preicribed duties

Additional monitor training may be necessary if:

* Comments are not included in the remarks section of
a report.

* The number of meals delivered or served and the-number
of children in attendance are always the same.

4141c

* Comments by site personnel are not included.

* Action recommended, if any action to correct deficiencies is
not noted.

* Adjustments in meal orders-are not recommended' when
the number of meals exceeds attendance.

Site Reports Daily site reports may be collected either daily or weekly.
A sponsor may wish to have the monitor pick up, the site
report on a designated day or nay ask the site supervisor
to mail it to the sponsor office periodically. Whatever
method is selected, it is important to collect the reports
on a frequent, uniform basis to minimize the possibility of

2
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Administrative Procedures
. losing these reports. The site's,copY of the daily delivery
invoices shOuld be collected at a regular time, checked for
the signature of the site supervisor, and checked for agree=
went between the figures entered on the site report and those
on the vendor's reports. Any discrepancies should be resolved

immediately'by contacting the site supervisor and vendor
representative:. Written evidence of the resolution of,any
discrepancy should be obtained from:the appropriate source.

Reimbursement Although vended and onsite operations will be discussed in

Clem detail later, this section would not be complete without a
brief introduction to bile manner in which a food service is

funded. As previouslY noted, eclaim for reimbursement must
be filed monthly, as a minimum. The sponsor assumes complete
responsibility for information submitted on the claim. Claims

for reimbursement must' include data in sufficient detail to
justify the reimbursement claimed and to enable the adminr
istering agency to provide the required infOrmation for program

report's. Claims must be tiled monthly by the 10th day following
the period of operations covered by the claim. If the program

extends only into he first 10 operating days of the lastlimonth,
all operational data for that month must be included on the
voucher of the previous month. Administrative costs should

take into account all salaries paid throughout the program,
including salaries paid to personnel retained for the purpose
of closing the program (usually the director, a secretary,
and an accountant), and all other expenditures incurred up
to and related to the termination of the grogram.`

All records_should be compiled and deposited in a safe place.
They must be retained for a period of 3 years after the end of
the fiscal year to which they pertain." Such records must be
accessible to Federal officials for audit and review.

k

Evaluation of the, program upon its completion is necessary.
The following format is suggested for such an evaluation:

* ,Sponsor Personnel--Evaluate the si ;e and efficiency of the
staff.

* Ute Personnel--Evaluate the ability of site personnel to
control and supervise the program at the site level.
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AdminiStrative Procedures
* Food Preparation -- Evaluate the major facets of ,food

preparation, as well as the quality and variety of foods
offered within meal requirements.

ft Organization -- Evaluate the administrative structure
of the organization

State Agency or FNS Regional Off ice -- Evaluate the

relationship between the sponsoring agency and the
administering agency, noting the adequacy of training
efforts, availability of guidance and information, and
the availability of assistance.

Th
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Meal Requirements
Moil Requirements

Meal Patterns The goal of every Summer Food Service Program for Children

should be to serve nutritionally adequate, wholesdie, and

appetizing meals to children., Careful planning is necessary

to mee194this goal. Meal requirements set for this-program
sssuretwell-balanced, nutritious meals that supply the

kinds and amounts of food children need to help meet their'

nutrient and energy needs. The following are minimum

requirements for. each meal:

BASkfast *Fluid Milk--1/2 pint (1 cup)
*Fruit 'or Vegetable or Juice, full strength--1/2 cup

*Bread or Cereal (one of the following or a combination to give

equivalent quantities):
Bread, or bread equivalent, whole-grain or enriched--1 slice

Cereal, whole -grain or enriched or fortified--3/4 cup

(volume) or 1 ounce (weight), whichever is less

Snack A (Two ofthe following):'

L(Supplemental *Fluid Milk--1/2 pint (1 cup)

Food) *Juice or Fruit or Vegetable (one of the following or

combination to give equiValent quantities):

Vegetable or fruit juice; full strength--8 fluid ounces of

full strength fruit or vegetable juice (juice shall not be

served when milk is served) or 1 cup of fruit oT vegetable

*Miat or Meat Alternate-1 ounce
*Breaeor Cereal (one of the following Or a combination to

give -equivalent quantities):
Bread, or bread equivalent, whole-graid or enriched--1 slice

Cereal, whole-grain or enriched or fortified--3/4 cup

(volume) or 1 ounce (weight) whichever is less

Lunch or *Fluid Milk--1/2 pint (1 cup)

Supper *Meat''. or Meat Alternate (one of the following or combination

to give equivalent quantities): Cooked lean meat, poultry,

or fish-2 ounces, cheese-2 ounces, egg-1, cooked dry

beans or peas-1/2 cup, or peanut butter-4 tablespoons

*Vegetable,or Fruit--3/4 cup of two or more (full-strength

vegetable or fruit juice may be counted as not more than

1/4 cup of this requirement) 40
*Bread, or Bread Equivalent, whole-grain orenriched--1 slice,

Other
Foods

Other foods, such as butter or fortified margarine, spreads,

desserts, etc:, which,,are not a part of the requirement, should

be included to improve acceptability, and provide additional

calories and nutrients.

Quantity 'The,quantities of food specified in the meal pattern are

Adjustment I approxipate amounts of food to serve 10-to 12-year-olds.

34
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Alternate
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s'
Description ,.of Food Compapnents

Greater or lesser amowts of these foods may be Served if
participating children are older or younger, and if the
sponsor has the capability of controlling portio size to

ensure tha variations are'in accordance with th age levels of
the children served. Remember that meals not se ed as a

complete unit are lot eligible for reimbursement,

Description of FoOd Components

Milk meana fluid types of pasteurized whole, dowfat, skim, or
cultured buttermilk, flavored or linflavored milk which meet
State and local standards. Fluid, evaporated, or dry milk
used in preparation of soups, puddings, baked products, ,

and other foods may not be counted as meeting the milk require-
ment. Such foods do add to the total milk intake of children,
however, and are encouraged; At breakfast, milk may be
served as a beverage, on cereal, or used in part foreach
purpose. At lunch and supper,,milk must be served as a
beverage. Milk is also a good beverage to use for mid-
morning or mid-afternoon snacks. If only snacks or a meal and
two snacks are served at a center, it is a good idea to include
milk in at least one snack. Milk provideb calcium and riboflavin,
some protein, 1.7itamin A, vitamin D (if fortified), phosphorus, and

other nutrients.

Meat or meat alternates must be served at lunch and supper
(and mely be served as part of the sneak) in the amounts
specified in the meal pattern requirements. A serving

of cooked lean meat (+ leef, pork, lamb, veal),'poultry,

fish, cheese, cooked dry beans or peas,-.aft egg, or an
'equivalent quantity of peanut butter may be used to meet

this requirement. A combination of anyof these foods may
also be served as the meat or meat alternate. For example,
a peanut butter sandwich and deviled egg may be served as
the meat alternate in a meal, or ground meat and cheese'
(meat and meat alternate) conbined in a casserole also
-meet the requirement. These foods may be fierved as the

entree (main dish) or the entree and one other menu item.

A serving of cooked meat is defined as lean meat iiithout

bone. A serving of cooked chicken or turkey 'includes meat

and skin as normally served unless otherwise indicated.
When cooked dry beans-or peas are counted as
part of the meat alternate requirement, they cannot
(be counted toward' meeting the vegetable/fruit require-
ment as well.

To improve the nutrition of children, meat or a meat
alternate should be included at breakfast as often
as possible. Eggs, cheese, and peanut butter may be

. ;
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Description of Food Components
ti

ser

Fruits
and
Vegetables

I

served as such or used in preparation of breads, such-
as cheese biscuits or peanut butter tolls. Children

enjoy cheese cubes or sticks, peanut butteron bread
or crackers, meat cubes, and other protein rich foods
at snack time: Snacks between meals provide excellent
opportunities for introducing unfamiliar meats or meat

alternates :to ,children.

One ounce (dry weight) of protein-fortified, enriched
macaroni-type foodsmay be counted as meeting 50 percent
of the meat or meat alternate requirement only whet served

with cheese, meat, poultry, or fish. Textured vegetable
protein products may be counted as meeting part (30 percent)
of the meat and meat alternate requirement when combined
with water and served in combination with meat, poultry, or
fish. Protein-fortified, e;fiched macaroni -type foods and
textured vegetable protein products must meet USDA

specifications. For detailed information and assistance on

the proper use of these two products, contact the administering
agency.

/r

Meat and meat alternates, as a group, provide protein, iron,
R vitamins (thiamin, riboflavin, niacin), and other nutrients.
Fruits and vegetables which Are simply prepared and easy to eat
are the most practice; to serve in the Summer Food Service

Program for Children. Fruits and vegetables as'a grod$ provide

most of the v amin C.and a large share of vitamin A in meals.

They also suppl Iron as well as other vitamins and minerals.
In selecting it ms'for the menu, include foods which are good .
sources of these vitamins and minerals in at least one meal

or snack each day. (See section 5, for the foods rich in iron and

vitamins A and C.)

k serving of cooked vegetable means a drained vegetable as',
usually served. A serving of cooked fipit consists of fruit
and juice: -A serving of thawed frozen fruit is fruit and ,the

juice that accumulate during thawing.

At breakfast, a serving of fruit or vegetabl or full-strength

fruit or vegatablejuice is required. Breakfat is an
excellent time to nerve vitamin C foods. Citrus fruits or

juices such as orange or grapefruit are excellent' choices.
Other,good choices are tomato juice, strawberries, and
cantaloupe (when in season). Dried fruit may also be served.

Dried apricots, raisins, and prunes prOvide variety it menus

and are rich in iron.
,

To -meet program requirements for lunch and nipper, two or
more vegetables or fruits must be served Vt each meal. A
serving (one- fourth cup or more) 'of full-strength vegetable or

r
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Description of Fbod Components
.0

%fruit juice may4,sicounted towardrmeeting no more than
one-fourth cup of he vegetable or fruit requirements.

/1115r variety,: full-strength fruit er vegetable juices, fruits,

or vegetables, may be served in place of niik'for snacks
between meals. Snack time is a good time to introduce new

,vegetables and fruits to children.' A vegetable or fruit
may be offered for tasting in addition to a snack of milk and
enriched crackers. Beverages made from fruit juice drinks,
fruit flavored powders and, syrue§er fruit punch do not meet
program requirements.

Breed and Bread and bread produdts provide some of the Bvitamins
Cereals and (thiamin and niacin), minerals (especially iron), and °

Equivalents calories. Breads or bread equivalents must be tuarisbed
or made of whole-grain or enriched flour or meal to meet
the bread reqUirement of this program. Refer to section 5
for guidelines-on acceptable bread and bread equiplents.

At breakfast, a serving of enriched or whole-grain bread; or
a serving of cornbread, biscuits,'rolls, or muffins made from
enrichted.or whole-grain meal or flour; or a serving of
enriched or whole-grain or fortified cereal; or a combination
of bread and cereal may be served. -

For mid-morning and mid-afternOon supplements, a serving of
enriched or whole-grain bread; or enriched'ortwhole-grain7or
fortified cereal; or an equivalent serving of cornbread,
biscuits, rolls, muffins, crackers, or cookies, made of
enriched or whole-grain meal or flour, may be served; ,Rot
bre ucti as rolls, biscuits, cornbread, muffins, or.raisin
Brea variety and appeal as well as nutrients to meals for
children.

At lunch or supper, a serving of enriched.-or whole-grain
bream is required. An equivalent servingof cornbread,
or whole -grain meals or flour may be substitutes.

Cereal may be served at breakfast or as a mid-morning or_
mid- afternoon snack, but it may not be used. in place of
bread at lu3ch or supper Acceptable "fortified grain-
fruit products" meeting FNS alternatefood.r&gulations
and USDA spetifications may be used at'breakfastand for
midmorning or.midafternoon snacks to provide the bread
and fruit requirement. These products are intended for
use where kitchen facilities are not available for
preparing and serving the regular breakfast :or snack menu.
Enriched cookies mai not be served as bread ecidivalents at
breakfast, lunch, or supper.

-94
I),
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Description of Food CsmpOnents' ,,e-

Other
Foods

o

Points to
Remember

4 ,

Other foods which Are not a part of the meal pattern
. , f

requi?aments may be served at all7teals to improve p

Acceptability,. *satisfy the children's'appOtes, and, . .

if wisely chosen, to increase the nutritiCahl quality of
the meal. c d'

4

--/

A serving of butter or fortified margarine may be used
,

as

a spread for bread or as a seasoning in food' preparation,
providing additional calories and vitamin A, as,wellas,'
enhancing flavor and inc ;easing acceptability.

Desserts served at lunch and supper may assist i41 meeting
nutritional needs. For example, cakes andother baked
products made from enriched flour supply iron and. B
vitamins.. Lce cream and other desserts made from milk
furnish calcium as well as Other nutrients.- BAiChed
or whole-grain products, such as enriched macaroni, rice,
noodles, and spa etti served at lunch or supper not
only add variety to menus but also furnish minerali, vitamins,
and calories. B con, jams, jellies, honey, and syrup may be,
served occasions ly at breakfast to add variety. Their
contribution, however, is ptiMarily calorie/L.1,-

.The follotAng,pbints should'be remembered in planning
menus to meet meal_patternsi a

*Cheese and- luncheon meats iay'be used in combination
(1 ounce of cheese mull ounce of. meat) to meet the
meat or meat alternate requirement.

- °

*Serving 2 tableyspoons of peanut. butter and lounce of
neat or cheese is another way to meet the meal requirement.
Peanut butter may be served with soda crackers, graham '

crackers, or on. white or, whole wheat bread. When the.

peanut butter is served.on eight soda.Crackers, three
graham crackers, or on at least one slice of bread, the
bread requirement will also be fulfilled. .

*

*1111-strength juices mak be credited as part of the
getable /fruit requireient. Although anly'ohe-fourth

of juice may be cre4ited towards the threw-fourths cup,
requirement, the.suggested'serving size forluice is one-
'half cup.

*A blend of full-strength juices may be used, such rib

orange and grapefruit..

r
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Recoirdkeeping Requirements

Retention
of Records

7

*Two fruits or vegetables may be used as the vegetable/
fruit requirement, but they must be two different kinds--
such as apples with oranges, plums)with bananas, tomatoes
with green beans, and potatoes with carrots.

*Two forms'of the same vegetable or fruit, such as a,
whole orange and orange juice, cannot be served in the
same meal and counted as the three-fourths vegetable/
fruit requirement. Variety of vegetables and fruits
is necessary to ensure a nutritionally well-balanced
meal.'

A

*PotatO chips and sticks, catsup, jams, and jellies cannot
be counted as vegetables or fruits. They may be served
only to add appeal to menus. e

.4
*Macaroni products, noodles; and rice may not leecounted

/ ,towards meeting the vegetable/fruit or bread requirements.

*Sweet-type foods such as cake and pie crust, which are
customarily served as dessert items, cannot be counted
as bread requirement.

*Snack&type foods such as popcorn, hard pretzels, corn
chips, and other extended or shaped items made from grain
cannot be Ipunted as bread.

*Small amounts of onions, pickles, relish, and other extras
used as garnishes or for appeal should not be credited
toward the vegetable/fruit component.

*Cookies may not be used for the bread requirement at
. breakfast; lunch, or supper.

*Doughnuts may not be counted towards the bread require
ment at lunch, supper apd sngtk.

Recordkeeping Requirements se

All records must be kept for, 3 years after the end of the
fiscal year in which the program operated. For example,
records for the summer of 1978 must be kept ufttil October 1,
1981. If any audit findings arestillnot resolyed by the
end of the 3-year period, the records must be kept as long
as required to resolve all questions raised by the audit.
These records must be readily available, upon request, to

auditors and representativeg'of the administering agency
or USDA. An organized filing system that rapid
access to required records should be establi hec0

c

ti
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Recordkeeping Requirementh
4c.

Types
of
Ricords

Daily
Site
Records

To justify claims for reimbursement, theIollaqing records

must be Maintained:

*Participation figures

*Food service costs

*Labor-costs

*Equipment and 'pace costs "_

*Menu records

*Other costs

*Administrative costs

*Program income

440

Detailed information on each of these categories is included in

this section. Some costs may require advance approval from
administering agencies. 'All claimed costs must be documented.,..
Failure to maintain adequate records may result in less
reimbursement than anticipated. A checklist of all records _,

that must be kept is included in section 5.

Daily site records must be based on actual daunts taken at

each site.) Suggested site record forms are included in

section.5,1 Site records must include; 400

*Count of children in attendance at each site:

Non -allowatile

Reimbursements

*Count of meals prepared or delivered, by type
(breakfast, snack, lunch, supper).

*dbunt of
- *
complete meals served to eligible, children, by

type.
4

*Count of meals salvdd to aAults, by type.

Reimbursement may not be claimed for:

*Meals served to non-program adults%

*Meals that do riot meet-meal requirements.

*Meals not servedas a coLpleste unit.

*Meal patterns or types no approved by

viagencies.

.40
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Zecordkeepirig Requirements

Food Service
Costs

Food
Costs

0

Labor
Costs

*Meals served at sites not approv4ed by administering
agencies.

*Meals consumed offsite.

*Meals served outside of approved ime frames. >

*Meals served to in0kgible children in camps (those not 4

meeting the family-size and income guidelines for free
or reduced-price school meals).

The allowable food service costs are the cash payments
made by the sponsor for the preparation and sere
meals. These costs include food, labor, nonfoo ies,
and equipment and space for the, food service. An- ded
explanation of each of these costs is preseqsed,* the
following paragraphs.

Food costs include the following:
Asim 4

*The cost of purchased food used. These costs must be
based on inventory records. They do not include the
value of USDA-donated foods.

*The cost of processing, distributing, storing, and
handling any food purchased for or donated to the ,A

program. These costs must be supported by invoices
and receipts.

*The cost of unitized-meals purchased from a vendor
and served to children. These costs must be
supported by delivery receipts and invoices:

Er

*Food service cost in camps (food Aervice cost for meals.
served to ineligible children in--camps gay not be claimed).
Only,costs for mealg served to eligible children may be
claimed. Eligible food service cost can. be determined
by applying the percentage of. eligible Children to the
(various food service costs categories.

Labor costs are limited to wages and related expenses paid
for time spent in the fowl service operation at the site
level and. in central food preparation areas operated by
the sponsor. Only time spent in activities related to the
Summer. Food Service Program for Children and paid for by the
sponsor may.be counted as a Ilbor cost. These costs must be ti

supported by payroll and time and attendance records reported)
to the administering agencies. Time records may be includ0
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,.,

Re cordke epint Requirement
9

e.

on site records (see section.5 for sample forms). Labor

. costs include the following;

-"Gross wages_paid to personnel involved with .j .

...- 'preparing and serving meals, including' clean -up. ..,

*Gross wages paid to site personnel for supervision ,

during delivery of food and during meal service. !'

*Meals provided at no cost to site stf members, if
authorized by the. administering agency.

i

*The employer's she of48 cial security taxes and
unemployment compensati .

-r",,, - i
,-J----c,

*Allowable fringe beriefits provided employees-by

the sponsor.'
-

,0,
A

ii! A 1
,

NonfoOd Nonfood supplies must be directly felated bd. the food'serice

Supplies program. Invoicessandjeceipts for supplies-received must----T7-

4e be kept on file. Nonfood supplies includeluch items as:

*Paper goods, straws, and disposable dishes'and eating 4

A !
LIZOISilS

..--'
r

*Dishwashing and cleaning supplies.

*Food wraps and Etkid storage containers.

Equipment Equipment and space co must be supportediby ilivoices,

and ii, I receipts, and rental agreements. They include:
Space

V

*Rental of equipment used in preparation and
serving of food.

*Minor repairs to food service equipmenv(only if equipment
is listed-on\apoved equipment list).

*Rental of food preparation and cafeteria facilities
* approved in advance by'the administering agency.

*Charges for opening and closing school food 'service .

facilities.

//

*Charges for xage Of food service equipmeili-owned,by
the sponsor add approved in advance by theoadministering

agency.

*Utilities for food service,facilitir and garbage removal
fees. le°

4 t'sJ
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Administrative Costs

of
Administrative
Costs

Planning
Costs

Organizing
Costs

Managing
Costs

Administiative Costs

Administrative costs include, within reasonable limits set by
the addinistering agency, cash expenditures for planning,
organizing, and managing the food service program. These
costs must be substantiated by appropriate invoices, receipts,
rental agreements, payroll and time recotds, reportarto Federal
and State governments, and mileage records: Only time spent in
activities related to the administrAtion of the food service
program and paid for by the sponsor may-be counted as
administrative costs. Although some activities may overlap,
the following list of possible administrative costs should be
helpful. ,

A

Planning the-program may include costs for:

*Time and travel expenses related to site visits.

*Assessing community needs and support.

*Developing budget and staffing -plans.

*Preparing documents required by the administering` agency.

*Negotiating a written agr4ment withithe
administering agency.

Organizing the program may include costs incurred

*Hiring and training employees.

*Prbcuring facilities'and equipment.-

*Negotiating contracts with food service management
companies or agreements with local schools.

Managing the program may include such costs as:

#
*Salaries of administrative personnel and of secretaries,
accountants, and other personnel necessary to support
administrattOe activities.

*Rental of office spaceand equipment.

*Communication expenses, including telephones.

*Office supplies.

A
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Administrative Costs

Unallowable
Costs.

AO

*Transportation expenses incurred by monitors when
reviewing site operations.

*Audits by CPA firms or independent State or local
government accountants and legal fees.

*I%urance and indemnification premiums.

4

Costs that are nbt allowable under any category include:

*Costs of purchasing land, acquiring or 'constructing
buildings, or making alterations to existing buildings.

*Costs of purchasing nonexpepdable equipment, whether
food service, office, automotive, or any other kind of
equipment or costs of repairs to any equipment that
materially increase the value or useful life of the

equipment. 4

*Use al4pwance-for buildings or any kind of equipment

. except `food service equipment, and use allowance for
food service equipment that is not specifically permitted
in the sponsor's written agreement with the State agency.
No equipment purchased with Federal assistance may have
a use allowance applied. Use alloWences may qt be
applied to idle equipment.

,*Fees, when such fees are credited to the final purchase
price of equipment or space, which result from written
or verbal contractual arrangements for mental-purchase
or lease of equipment or space with an option to purchase.,
Rental fees claimed by a sponsor for equipment owned by
that sponsor or sub-elements of its organizhtions, or other
rentals not provided for in the budgettor written agreement.

*Value of donated food, cash, labor, space, and land used,
except that a use allowance can be authorized on donated
non-expendable equipment.

,

*Administrative costs not included in the approved sponsor,
,budget, or amendments subsequently submitted and approyed.

*Food service costs in sponsoring organizations Qualifying
as camps, for meals served to children who are not
eligible to receive their meals free or at a reduced
'price during the regular school year.

_.
.

*Interest or other financial costs.
r

- ,,,
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Reimbursement Procedures

Income

*4;

Reimbursement
Claim Form

*Costs or proration of costs which result from thsponsors
maintenance of a legal staff nor legal expenses for
proiecution of claims or'other legal actions against the
Federal government or the State agency responsible for
disbursement of program funds to the sponsor.

*Fines and penalties.

*Bad debts.,,

'Income accruing to the .food service prograd includes
all funds received from State, local, and other sources*
except program advances or reimbursement. .These funds
must be designated specifically for the food serviae

rprogram. Records reflecting income may include deposidi
records, voucher stubs; or receipts. Sources of funds/

earmarked for food service and counted as income include:

I

*Monies received from Federal, State, intermediate, or local

governments.

*Income,from sale of meals to adults.,

*Cash donations or_grants from benevolent

organizations or individuals.

'
*Interest earnedion Federal advance payments
'and start-up payments. (Such interest will be
deducted from the amount due-to the sponsor and

-%Y.1

returned to the Federalgovernment.)

Reimbursement Procedurei
,

The sponsor must regularly collect data from all sites on
the number of meals by type served to children. All this

data has, to be compiled and includedbn the monthly reimburse-
ment claim form.

In addition, the sponsor must comeile information On the cost
of food used during the month, the cost of labor, and other
costs directly related to the food service, aswell as thoee
which relate to the administration of the'food service program.
These costs also go on the claim form:

A

Finally, the amount ol income accruing to the pr,gramrmust be
calculated and put -on the claim form. Then the form must be

signed and`eent on to the administering agency.'
f.

4
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Reimbursement Proceduges

6-

Reimbursement
Rates

Estimating
Reimbursement

The amount of reimbursement to be paid to the4,sponsor is
determined by the administering agertcy. It i calculate&
in the tollowing manner and based on the rates as indicated.
As of March I, 1978, the following rates are in effect:

*For a lunch or supper, 92.75 cents.

*For a breakfast, 5i.50 'cents.,

*For a snack, 24.25 cents.

The following steps illustrate how the sponsor can estimate
the amount of reimbursement due him or heri

1. Reimbursement far net program costs is computed by
multiplying the number of meals, by types served to .

children times the applicable reimbursement rates for
netiprogram costs. This dollar figure is compared to the
cost incurred for. costs of food service, less any income
accruing to the program. The lesser amount Is phe
reimbursement -for which the, sponsor is, eligible.

2. The total reimbursement for administrative costs. shill not
exceed the lesser of: (1) the approved administrative
budget and any amendments tp it as approved by the
administering agency or (2) the actual amount incurred
for administrative costs, or (3)'thb per-meal administrative
rates times the number of meals served by,type to eligible
children.

. -
3. The lesser amounts from steps 1 and 2 are combined for a

potential reiMbursemeht figdre. This amount minus any
start-up and advance payments will be paid. If any
interest was earned on start -up or advance payments,
the interest will be deducted from the spo sor's a
reimbursement check and returned to theoF oral Treasury.
Detailed worksheets td assist in.calctitati g anticipated
reimbursement are included. in section 5.

t.:
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Selecting a .Vendor

Reasons for
Using a
Vendor,

Using School
Food Service
Facilities

Using
Commercial
Vendors

Vendor
Registration

Contract
.,Procedure

LA

Selecting a Vendor

Generally, onsite preparation of meals mans better quality,
bettet control, andbetter acceptance by the children. How-
ever, several factors should influenceS sponsor's decision.
t employ a commercial vendor. ,These may include the cost
oi producing the meal onsite, the large number of meals re-
q ired, limited personnel or transportation for dellimery of
meals, a type of site unsuited to meal preparatiomror a
large number of sites spread over a wide geographical area.

%

.BefOre inviting vendors to bid on 'a program, sponsors must
contact their local school food service authority about the
possibility of using schoof facilities. to prepare meals, or of
obtaining meals under agreement from a school. Local public
or private schools are usually a good meal preparation source
since they do volume preparation and are accustomed to pre-
paring meals which(meet Tfik requirements. When exploring
a school meal service, sponsors should consider whether an
adequate delivery service to sites can be established which
will not be prohibitive-in cost, yet will meet local health
and sanitation requirements. ,Sponsors able to utilize local
school food service facilities must enter into a written
agreement with the school:

14 , -,.

.

If contracting with a local school is not possible, contracting
with a vendor (or other commercial enterprise) for the prepa-
ration and delivery of meals may be considered. In fact, a
sponsor may employ a food service management company to operate
its entire food service. The sponsor remains, however, legally
responsible for seeing'that the feeding operation meets all
requirements specified in the agreement signed with the admini-
stering agency.

Only vendors registered with the administering agency may be
used. A list of registered vendors should be obtained from
the adlinistering office as soon as possible.

Sponsors entering into a contract with a vendor must use the
standard form of contract established by the administering
agency. The standardized contract protects both sponsor
and vendor. Sponsors which egg public institutions, sponsors
desiring to contract only for the management of the pfogram, and
sponsors whose contract with a vendor will not exceed $10,000
may' use their own form of contract if die contract is submitted
and approved by the administering agency. The importance of the

4
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Bid Procedure

4.

°

Bonding

Unitized
Meal,
be livery

contract procedure sheuid not be underestimated. The com-,
petitive bid procedures are very strict And are required of
sponsors whose contracts will exceed $10,000. If these
procedures are not adhered to, the program may, be terminated
and future participation seriously jeopardized Careful
.planning at every stage of the contract procedure will
ensure that the sponsor can pro e a quality meal, service
with enough flexibility tedra high participation all summer.

Bid Procedure'

All sponsors contracting for $10,000 or more must adhere to
the bid requirement and procurement standards set forth
in the regulations gov erning the.program The objective
of these rules is,toensure maximum open and free competition.
If the proposed contract isor more than $100,000, at the,
time the bids are sUbMitted, a bid guarantee frog each bidder
equivalent to5 to,10 percent of the bid pride as stipulated
by the sponsor . -'required. The bid iitarantee must consist
of a firm commitment,.such as a bid bond,' certified
cheek, or other negotiable instrument accoilienying a.bid. 6

This acts as assurance that the bidder w , upon acceptance.
of his bid,, complete the required-contr 1 documents'
within the ime specified. (VendOrs must btain bid
bonds frOm su ty companiei listed in-the current Department
of Treasury Circular 570.)

/

Bid specifications must ensure the quality of meals and
. must restrict bidders to vendors who will. emselves assemble
unitized meals, with'ihe exception of milk. This means that
all components of each individual meal must be assembled as
a unit by the vendor. Milk, however, may be delivered
separately. Requests for exceptions tounitizing certain
components'of a meal, may be submitted,in writing to the .

administering agency. Examples of exceptions would include
fruit or vegetable juice and a meal combining hot and cold
components. Such things as bulk delivery to sites may not
be allowed as an exception to the unitized meal requirement.,
Vendors'may wish to secure certain food items fromcommodity
distributors. This is permissible as long as the vendor

purchase of products, such as.sandwiCh or fruit-filled
assembles unitized meals for deliverll the site. The

bakery specialties which meet more than one of the meal
component requirements, is also permissible when delivered
to sites in unitizekmeals. This unitized meal requirelent
does not apply to snacks.

'i
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Bid Procedure

Subcontracts

Bid
Procedure

Invitation
to Bid

,

A vendor may not subcontract with'another'company for the total
meal, with or without milk, or for the assembly of the meal.
The variation between contracted and subcontracted seal prices
is an unnecessary expense which contributes nothing to program
goals. Furthermore, subcontracting places the company im-
mediately responsible for the quality and supply of meals beyond
the direct contractual control of the sponsoring organization.

A competitive bid procedure must.be conducted. if the proposed
contract will total pore than $10,000. The Standard bid pro--
dedure consists of the following basic ceps, which are further ,

clarified in the paragraphs below:

1. Publishing an' announcement of the proposed contract,

.2. Supplying all companies which respopd with bid speci-
fications.

3. Opening the bids publicly. .

Sponsors must adhere to the following requirements when inviting
bids for food service:

* The invitation to bid cannot specify a minimum price.

* The invitation to ,bid mist contain a cycle menu approved by
the administering agency upon which the bids shall be based.

* The invitatiod to bid must contain food specifications and
meal quality standards approve8 by the administering agency
upon which the bid shall be based.

* The inv[tation to bid must not specify special meal
requirements to me thnic or religious neses, unless it can
be. demonstrated thiletch special-requirements are, required
for the children to be served.

* The on to bid cannot provide for loans or any
other of monetary value or term or condition to be made
to sponsors by'vendors.

* Nonfood items must be excluded from the invitation to bid,
except where such items are essential to the conduct of the
food service (such as condiments-salt, pepper, spreads; r

eating utensils; and napkins).

* A copy of the health .certification on drenprOposed food
preparation facility mist be submitted by the vendOr with
each bid.

*

4
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1 Bid Procedure
1rMeal Because the specifications'of the invitation to bid must

Specifice- contain a cycle menu on which vendors must bid, sponsors will
tions need to carefully plan a series of quality meals which will be

appetizing and meet all,requirements listed in section 2 of this
handbook. Sponsors are not restricted to the miriimum re-
quirement; however. The meal pattern maybe improved to
increase the variety and appeal of menus and meet any particular
nutritional needs of the children. Specifications should be so
,worded and in such detail that abidders will have an equal
chance to compete on the same menu. The specifica4ons should
also indicate under what conditions substitutions may be made
by the vendor if, during the courser of the program, certain speci-

,i.
oods are unavailable or become prohibitive in price.

Public
Announcement

menus lasting 2 or 3 weeks are one way to-provide variety
d av repetitioir in foo

sandwich'imenus is included

of hot meals are also i
advantageous to
section 3,'"Onsite Pre
menu cycle._ For addit
the FNS RegItnal Nutr
administering agency.
sion.Service, Americ
Economics Association,
to help in menu planni
pate in preparing the

service. A sample 15-day cycle of
in section 5 of this handbook. Cycles

strated there and sponsors may find it
rize themselves with the Contentof
aration" before attempting to plan a
onal assistance in menu planning, contact

tion and Technical Services Staff or the
Local members of the CooVerative Exten-
'Dietetic Association, American Home
or dietetic interns are also available
g.) Potential bidders may not partici-
al specifications.

0
Sponsors should follo S ate or local laws, regarding the

that in he absence
announc nt of the ro osed contract. Regulations require

any State or local Lik, the announce-
ment of the proposed o tract be published no less than 14 days
prior to the opening the bids. Sponsors should advertise
the contract for.bid in the newspaper with the largest circula-
tion.n the area. Administering agenties may require that the
sponsor submit the entire newspaper page containing the` advertise-
ment from each paper in which it appears.

Sponsors may also be required to send a letter announcing the
contract to the largest local school food authority, and to
subilit a copy of this letter to the' administering agency. If
thesponsor chooses to send additional letters of announcement,
a complete list of recipients, together with a copy of the fora
letter may be required by the administering agency. The
administering agency also may wish lo require submission of a
list*of all companies that requested bid specifications. Adminis-
tering agencies may want photocopies of all bids received by the

sponsor.

A r
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Awarding Contracts

Bid
Openings

Acceptance
of Bids

Sponsors shall follow State or local laws %%girding bid openings.
Regulations require that bathe absence of any State or local law,
all bidders be invited to the opening of the bids, and that
they be informed of the time and place no less than'S days .
in advance of the event. This may be-done in the advertisebent. ,

A representative oethe administetlng agency may also
attend the opening. The administering' agency should be notified
at least 14 days prior 41 the opening ofthe bids of the time

.and place.

104,

All bids totaling $100,000 or more ,4t be submitted ,to the
administering agency for approval before. acceptance by thi-
s Onsors. All bids in an amount which exceeds tile lowest bid

2 cents per meal or more must be submitted to
the administering agency for approval before uaCceptance.

1111*

The sponsor must make available to the administering agency copie
of all bids received and the reason for selecting the Nod servic
management company chosen. Contracts May be bade only with re-
sponsible contractors who possess the potenti 1 abilitytto perfo
successfully under the terms and conditions of e proposed
contract and are registered with the State.-

Sponsors should take man§ factors into consideration before
awarding contracts. These include the vendof's performance .

in past feeding -operations, cost per delivered meal, ability to
meet all the specifications in the invitation to bid, ability to
increase or decrfase meal deliveries within a reasonable time
frame,,proximity of vendor's preparation facility to sites being
sgfved, use of refrigerated delivery trucks, and ability to meat
local health and sanitation 4equirements. Sponsors, hould also
consider contract -integrity, financial and technical resources,
and accessibility to other -necessary, resources. These are the
standards ring.,agencies use in their evaluation of the
sponsor's selion. ,

Selection
Criteria

I

Standard
. Contract

,
1 e 4

Awarding Contracts

Theibidding,and
listed in regulat
administering age
tract by,all spon
will be provided_1
is available from t
additions by spo rs
administering, agency.

.

contracting,bust donform to the standards
ons. These' regulations mandate that:
cies require the use of a standard con7
s under their'juriediction whose mealb.
a vendor. ThAs "Solicitation/Contiact"

iniiterfoE agency. Alteration or
e subject to prior approval of the (/.

rprograa regulations must
-

r

I
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Awarding Contracts

,other

Contract
Provisions,

V

C

be affixed to both the sponsor's and the vendor's copy of.
the Contract to assure that hod.; are aware ,of program-

requirements,. ,

This standard "Solicitation/Contrace,serVes a dual, purpose
since it contains all the informatio a bidder needs to make

an offer and also tells him how to submit the actual bid.
The sponsor must complete certain attachments to the
"Solicitation/Contract" so that bidders will know exactly
what the specifications 'of the bid include. Oneattaeb-
ment is 'a list of proposed site names, addresses, delivery,

locations, and times. With this information a bidder can
estimate the cost of,delivery and the feasibility if meeting.,

the sponsor's requirements. A. second attachment is at least

a 10-day cycle menu with complete specifications on types .

and amounts of food desiredtin'each unitized meal. The
sponsors must reject all offers which do not meet specifications.

In addition to the provisions of the standard contract
given above, the sponsor/vendor contract must expressly-
provide that:

* The ii.6.dor will maintain such records (supported by
invoices, receiptsor other evidence) as the sponsor
will need to meet program responsibilities and will
'report to the sponsor at the end of each month, as a

minimum. J

.* The vendor must have State or local health certi-.
fication for the facility in which it is preparing
meals for use in the program and will ensure that all
health and sanitation requirements are met at,all times.

* The vendor must provide for periodic inspection of the meals

being served by local authorities or independent agencies
to determine bacteria le els. These levels must conform to
the standards applied to other establishments in the area.
Results of these inspecti ns m t be submitted directly to

the administering agency.

* The vendor must certify that it is familiar with the regula-
tions attached to the contract.

* The books and 'records of the vendor pertaining to the
sponsor's food service operation will be kept for a period
of 3 years from the date of receipt of final payment.

These records must be available for inspection and audit by_,/
representatives of the administering agenc?, of USDA, and of
the United States General Accou%ting Office at any reasonable
time and place.

5 4.
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Awarding Contracts

C--

,Reduced
'Tarticipation\
Adjustments k

Financial ,

ResponWibility

* Unitized inealsWill be delivered in accordance with the
delivery schedule prescribed in the contract.

* Increases and decreases in the number of meal orders may
be made by the sponsor as needed within a-period.of prior
notice mutually agreed upon. (A minimums period of 24 hours
optics is specified 'iii the standard,contract.)

*"No payment will be made for meals that do not meet'meal
pattern fequirementi, are spoiled, are delivered to non -
approved sites or for meals which are deliyered to
approved sites outside of the agreed upon delivery time,
or otherwise do not meet USDA requirements and meal quality
standards and food specifications as specified in thecontract.

* Remedies for nonperformance are stipulated in each contract.

* Copies of all contracts between sponsors d vendore'along
with a certification of independent price de erminatiOus
must, be submitted to the administering agency prior to the
beginning of program operation. A sampleof the certifica-
tion may be found in section 5.

* Each vendor entering into a food service contract for over
$100,000 with a sponsor must obtain a performance bond in
an amount determined by the administering agency, but no
less than 10 percent nor more than 25 percent of the value
of thelcohtract: Sponsors must require the vendor to
furnish a copy of the bond within 10 days of the awarding of
the contract./ (Vendors must obtain performance bonds from
surety compadies listed in the current Department of the
Treasury Circular 570.)

Adual participation under a given sponsorship sometimes
varies from the estimate which appeared in the bid specifi-,
cations, and upon which' e contractor based hisbid. A
si able discrepancy betwe estimated and actual participation.
-co ld increase ordecrease e vendor's unit production cost.

ref ore, there is usually a provision for adjustment of meal
rices to be paid by the sponsor.

The administering agency is not responsible'for the performance
of either party to.the contract unless it relates to irogram
requirements., Each request for an exception to the administering
agency's standard contract jiust be approved by the administering
agency. The vendor and the contractor shoul. {i understand that

54,
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Delivery and Service at the Site

Daily Meal
Adjustments ,

Sanitation
Requirements

' si

the sponsor is responsible for paying vendors for meals delivered

in accordance with the contract. Administering agencies and USDA
are not parties to such contracts, and Federal reimbursement is
based solely upon program performance.

Delivery and Service at the Site

Sponsors with experience in the summer program are aware
that their job is not over when they,sign a contract for
food service. In 'fact it is only beginning. Constant
monitoring of the food service at sites is necessary to
ensure that meal quality'remains high and that problems which
arise during the course of the summer are solved quickly and
routinely.

Attendance at sites will probably decrease during the summer,
especially if.there is no organized activity at a site

other than the food service. SOonsors need to remind site
supervisors often of their responsibility to report changes
in site attendance and to take whatever steps are needed to
adjust meal delivery, up 6r.down. The sponsor maybe able to
anticipate certain fluctuations in attendance (suet as local.
events which may interfere with site participation) and make
arrangements with the vendor in advance. For example, a ,

conlistent drop on each Friday'could be handled by reducing
the number of meals delivered on that day only.

If possible, meals can be transferred from a site with -an

excess to a site with a shortage. Monitors-should be aware of
procedures for handling excess meals in order to assist site
supervisors'in making transfers or other a angements.. In

addition, the delivery schedule must be s v( tured to

ensure that all meals are delivered withi oil ho r of
the meal 'service tf there ar no-adequate storage facilities.

Sponsors should-discuss all sanitation requirements with the
vendor before signing the con act and again during the

operation of the program. Food poisoning, though infre7
quent, is Serious. ,It is the sponsor's duty to ensure .

that site personnel are trained on the topic of/proper
sanitation and food handling at their sites. Most
vended meals are packaged in such a way as to prevent

contamination. Thus, the greatest danger usudlly results
when meals are held for too long or are under improper
temperature control,

s
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p

Deliveiy a'nd Servie at the Site **.

Inclement
Weather

1

Site personnel should kn4w the following:

*Persons who handle food are riquired to wash hands'
thormighlyeith soap and water before handling food,
aftevisiting the_restrOam, after coughing, sneezing,
or blowing nose04and after handling gairbage..Food handlers
should keep finger naileshort'and clean and should wear' -

hair nets when handling or serving foods.

* Hot foods must, belept hot (above 140 7) and cold foods
kept cold (below 45° F). o'Foqd. should not be held 'for
more than 2 to 3 hours at temperatures between -60.," and

125' F. Ms holding time includes all timeduring
pieparatiM, unrefrigerated, storage and° transporatat, on
and service. Fillings or sandwiches held longer etkg,

be discard.

* toots se covers, and Other barriers should be used to
'prevent foods from becoming contaminated.

* Handling foods quickly helps keep them at desirable tem-
peratur a ° "
f,neces 41d sandwiches may be stored 12 to 24 hours

at temperatures under 45' F if allowed by local "health
authorities.

* If the sponsor tfansports meals to sites,-he should move
them' rapidly and in ii-frigerated trucks. Meals must' be
served immediately, or be refrigerated until served.

* Meals should never be stored in direct sunlight or directly, -
`on the ground.

Before starting a program, sponsors should plan a systee
for meal service during bad weather or a system to cancel
meal service at those sites without adequate faciliEntrto
deal with inclement yeather. Site personnel must bd well-
trained on this aspecf-of their responsibilities. I

O

Daily Sponsors should be aware, thrpughout the pla tages
Records ,and during the summerthat Complete and urate daily .

records at the.site level are the only ways to document
program performance And 8Mierantee refAbursement. .-

'1 .

.

.41i

1/4 41.

I
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Deli Very and Service at the Site

Receipts furnished. by vendors on the number of meals
delivered to sites do not by themselves constitute
evidence for reimbursement. Accurate signed daily reports/
by site supervisors which account for all categories
of meals served are the sole,basis for reporting number
of meals serOed.

)
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Selection of the Food Service Facility ,

dr

_

Sponsor',

Duties

Selection of 'the rood Service Facility

sponsor must carefully select the food service facility
tobe'used for onsite preparatitn. Regardless of the type'

of facility selected (school, camp, churth, community
building, etc.), there must be adequate space and equipment
available for meal preparation, and the facility should comply

with local health department codes.

The responsibilities of the sponsor in selecting sites
include:

* Visiting all sites to certify that the sites
o

have-t;:(--?
capability and th,facilities to serve'the anticipa
number of Children..

* Visiting all sites to examine the food service equipment

available. Because of the many variables in sites, it
is impossible to give,the exact type and quantity of
equipment that will be needed. However, the chart on
tine following page can be usedin determining whether
or not.eqUipment available is adequate, provided that
Significant variables (such as menu, number of meals to be-
served,, etc.) in the operation are considered. The
sponsor should also determine the condition of equipment
and who. will be responsible for maintenance and repairs.

ls
. ,

* hecking to see that the facility has or can obtain the.
required health department certification. (The local

health department can assist,in planning for compliance
with all State and local rules and regulations.)

cr

(
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Selection of the Food cervicFacility
Equipment Number of Children.

1 to 50 51-100 101-200* . 201-300*

Range 1 range 1 range 1 range . 2 ranges
30" domestic 30-36" cola- 10-36" com- 30-36" commercial
OR mercial mercial OR 1 range
30-36" com- (2 if over 60" or larger
mercial 150) (2 ovens)commercial

Refrigerator single section double double triple section
domestic (18 cu. section bection commercial reach-in
ft.) OR commer-
cial (20-25 cu.

commercial
reach - in

commercial
reach-in

(60-75 cu. ft.),
OR

ft.) reach-in (40-50 cu. X40-50 cu. any size walk-in
OR any size ft.) OR ft.) OR any size .

walk-in any size

walk-in
walk-in

Freezer same as above same as above same as above same as above'

Mixer w/
Attachments

10 quart 110 quart 20 quart 20 quart
4

(veg. slicer,
Inset & food

chopper)

Work Tables

(Allow 4 1 table
linear ft. -6 - 8 ft.

per Worker)
Countertops can serve as worktables

1 table
6 - 8 ft.

1 table
6- 8 ft.

2 tables /

6 - 8 ft.

Sinks

Dishwasher

1 sink 1 sink 1 sink 1 sink
3 compartments .3 compartments 3 compartments'- 3compartmedts

. /

1 surge tank
OR

,

I single tank
door

1 single tank
door

*If the-site will serve over 100,.some of the following pieces of"equipment should
be used.to supplement the minimum amounts listed Above:
Mentally operated electric foodslicer Mot food holding cabinets.
Steam - jacketed kettle . Convection oven

Steamer,

leepcfat fryer / Tilting braising pan

a
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Selection and Tiaining of Personnel

Staffing
Pattern

Hiring

Training

Outline, -I,

Selection and Training of Perionnel

The first step in selecting food prepartition personnel for the
program is to determine how mahy people will be needed. The
following schedule was developed as a,guilie in staffing a
program serving lunch and snacks. A range of hours is given
to indicate variations in the skill of the food preparation
personnel end extent of the, use of convenience foods. If

breakfast is served, add 1 hour. labor for eadh.50 break-
fasts served. If supper is served, add 4'hours of labor for
each 50 suppers served.

Number of Meals

'Up to 50

Hours Staffing
of Labor Examples

f 6 - 8 1 full-time employee

51 to 100 8 - 10

101 to 200 . 16 - 20
4 =

201 0 30 24 - 30

rSee sect4on 1, under "Program Planning,' for additiorial
information on staffing patterns.)

1 full-time employee,
1 part-time 'employee

(optional)

2 full-time employees
1 part-time employee

(optional)

3 full -time employees

1 parttime employee
(optional)

Note: -Fewer labor hours may be needed for snacks
than for other meal types.

After dAgraning the number of staff needed, the sponsor
can-begin hiring people based on their food service skills
and experience, and their health. The type and amount of
experience needed will vary with the duties to be performed.
'However, all food,service workers should meet the health
diandards. set by ocal -and Statellealth authorities and
be physically eq Al to the often strenuous job of food
preparation and service. The sponsor can also Use quell/died
volunteer personnel When they are available.,

-
. .

After all food service personnel Rave been selected, it will

be necessary to train them as to program operations. They
should be informed of their responsibilities for maintain-
ing necessary' records and meet!. meal requirements. Generil

_. ,
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Menu Planning
.1

4101.

Additional
Assistance

Advance .

Planning

,

S

personnel practicem0 such as hours of employmeat, proper
food service techniques, the-necessity for wearing clean
clothing, and requirements for hair restraints, should be
included in'the training as well as menu planning, food storing,
purChasing, preparing, and serving.

The - information in this Section should be used as guidance
for training sessions. SponsOrs may find it helpful to
duplicate the following materials from section 5.

* Serving size and yield for selected fruits and
vegetables

* Food sources for vitamin Af vitamin C, and iron

* Acceptable bread and bread equivalents

* Inventory form

*Daily menu and production worksheet

* Sample menus

Personnel.from the administering agency are available Npon
requestif the sponsor wants more assistance in trainifig its

personlbel. In addition, many local organizations can provide

needeeassistance.

Menu Pluming ct h:

Menus for.the Summer Food Service Program for Children must
be planned to incldde the kinds and amounts of fqods required
by the regulations. These requirements are outlined in'
section 2. .

4

Creative menu planning calls for originality and imagination.
The menu should be planned for the children, incorporating-foods
fiom their ethnic and cultural backgrounds and other foods which'
are usually acceptable to children.

Menus ithould be planned in advance - -2 weeks to a month ahead

of the time they are to be served.'" Advance planning is
important asa basis for food purchasing, cost control, and
scheduling food preparation. Menus should be recorded on a
Vorksheet designed for that purpose and suited to individual
needs.' The quantity productItn records can be kept on the

same worksheet.

F
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Menu Planning

Cycle
Menus

Variety in
Meals

Cycle mentacan provide s ngs in time and money,and good
emanagement control. A cycle of menu is a series of carefully
planned menus,.,used and tlepeated in the same order for ,

adefinite perfe# of time. ,.The cycle does not always have to
begin am the fir's -'day of the week and menus do not have to

fall on the same day each week. A Cycle of 11 days of

breakfast, snack, and lunch or'supper menus has been included

41, section 5.

Variety is the. key to appetizing meals. The food served

should have variety in form (cooked and raw), size and

shape (round, sticks, cubed, etc.), color, texture (crisp

and soft)..and flavor (strong or mild, sweet or sour).
Foods in forms children can manage easily, such as foods
they can pick up with their fingers (vegetable sticks or
wedges of fresh fruit) are best with young children.

Foods with contrasting colors, like the natural red,

green, and orange colors of fruiti and vegetables, add eye

appeal. Colorful foods should'be used in combination with

those of little color. Mashed potatoes, green beans, carrot

sticks, and tomato wedges make an appialing color combination.

These combinations of foods, however, should be those most
acceptable to children. Other things to consider include
color in the foods themselves and as a garnish; texture -

soft, crisp or firm textured foods; shape.- different sized

pieces and shapes of food; flavor - bland and tart or mild,

and's,trong flavored foods; temperature hots and cold foods.

I s,
-

Special iielow are some tips to help the menu planner:

Tips in
Menu Planning * Plan special menus Ior national holidays, children's

birthdays, and other special days at the site,.if

possible.

a

* Plan to use foods in season., Most fresh fruits and vegetables

are plentiful during summer months and iiybe more economical

to serve at this time of year.

.* Consider regidhal, cultural, and 'personal food preferences of

children when planning menus.

* Be sure menus do not reflect personal food preferences of

the menu planner°.

,* Plan meals that can be prepared by the employees in the

allowed time.

* Plan mealithat can be prepared and served with available

facilities and equipment.

61
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Menu Planning
Situations to
Avoid in Menu'
Planning

Steps Involved
in MenuTlan-
ning

A goodnenu planner will avoid the following:

* Serving the same food on consecutive days; foleximple, ground -

beef In meatloaf on Monday apd in "Sloppy'Joes" on Tuesday.

* Serving the same food on thesame day of the week. Every'

Monday should not be "soup and sandwich" day and every
Friday'should not be "fish day."

* Preparing two foods in the same way in the same meal.

* Prepiring foods in the same way each time they areserved.

Good menu planning goes beyond the listing Of specific
foods to be included daily. Recipes to be used, food
costs, facilities, and personnel must be carefully con-
sidered in the planning process. Here are. the steps

involved in menu planning:

1. Select the specific recipes to be used in preparing
the menu 'items and determine the serving size to be
offered. Estimate the -number of meals to prepare and
:. it

ad

;

ust the recipes to provide. he number of servings
ne ded.

'2. Calculate the amount of food required for the total
number of meals to be served.

*3. Estimate the total food Cost of each mend item.

4. Calculate how muchit costs to serve the foods as`
a single menu item or in a recipe. Estimates based on
cost of the main ingredients, not. counting cost, of
seasonings, are accur4eenough for ,planning purposes.
Compare.the estimated e6st of the menu with the food
'budget: If this cost is too high for the food budget,
some of the foods in the menu should be replaced,by less

. 'expensive ones.

5. From calculated amounts of foods needed to prepare
menus, determine quantities of food to be issued from
the storerbom and/or to be pdrchased.

6. Schedule production tine and develdp w schedules.

IP
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Food Purchasing 1
a-

Evaluating
Menus

Introduction

,Careful systemati& planning of menuswell in advance - -is

a keyto good management. The following checklist can be

used to evaluate menus before their preparation.

Check Sheet for Evaluating the Menus Yes No

1. Are all required components
of the meal included?

2. Are serving sizes sufficient for
the 'age of the children?

3. Are other foods included to help
meet the nutritional needs of boys
and girls and to satisfy appetites?

4. Are the combinations of foods
pleasing and acceptable to children?

5. Do meals include a good balance ,of
color, texture, shape, flavor and

temperature?

6. Ari foods high in vitamin A,
vitamin C and iron offered
.frequently?

7. Have children's cultural and
.ethnic practices been
considered?

8. Are foods varied from day 'to day,

week to week?

9. Are diffe5ent kilids or forms of
foods (fresh, canned, dried)
included?

10. Are seasonal foods included?

rood Pirchasing
; )

Gettig the most for the food dollartaket careful planning
and buying experience: Careful use of food buying power will
not only help control food cost but also reduce waste and help
upgrade the quality of meals. Success in fodftuying means

. getting,foods ofgood quality in the proper quantities at'the
befit possible prices. Quantities to buy depend on the number

A

b

OP'
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Food Purchasing

Where to Buy.
Food .

of children eating at the site, the menus and recipes used,
the amount and kind of Storage space available, inventory on
hand, perifbibility of the foOd, and.length of time the order
Is to cover.

In deciding where to buy foods, th sponsor should do'

the following things:'

Check the food companies (distributors) inthe area:
to decide which offer foods that are used frequently,
which offer the service required (prompt and frequent
delivery, credit, discounts), which offer'quality food
at a reasonable price. RP

* Buy from suppliers that provide 'the, best quality too&

at the most reasonable prices.

* Follow a strict code of business ethics ;when purchasing

foods for the program. Know what the fOod suppliers
expect, and let them know what is expected of them.

What to Buy How the food is to be used determines the form and 'quality
t4t *should be bought. The sponsor needs to consider the

P
product's style, .size,..count, container, and packing medi

The label tells what the product is. It should be ins ct-
ed before purchase add upon delivery. Whenever possi e, the
sponsor should purchase foods,that are feddrallir graded.

-2

Here are' some addition1,1 tips 'to help the sponsor -decide what

to buy:

f.

111

' * Buy federally inspected meats and poultry.

* Purchase only pasteurized Grade A milk and milk products.

,,qc Purchase federally inspected seafoods wheneva'possible.'

* Purchase bread and bread products that are properly
wrapped or kept in paper lined containers with covers
to keep bread ana'bread products fresh end wholesome.

'* purchase frozen foods that have been kept hard frozen.
Do not accept delivery on frozen foods that are, or have
been, thawed_or partially thawed.

* Purchase perishable foods that have been kept under
refrigeration.

t
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4.Z.0 d Storage

Ps

Stands ds

How Much
to Buy

When to Buy

.* 4.0°

Records

orage
licilities

0

The spOnsor should provide the distributor with clear
standards for each food item ordered. Once the order
is received, the sponsor needs to check to see that
the food meets the standards and is in good condition.

A

a'

To determine 11.w much tbuY, the sponsor must ca?culate
th# quantities of food n eded to serve the children eating
aethesite., The publication, "Food Buying Guide--Type A
School Lunches," has been especially designed to help in
determining quantities of.food to purchase for preparing
mealgfor 10-to-12-year-old children. The "Food Buying
Guide for Child Care Centers" contains similar inforMation for
younger thildren. These publications and a new publication
called Purchasing Pointers, which are available from
the administering agency, would help those purchasing food for
the Suffer Food Service Program. By considering the number
of servings per, vund or per can for each item to be purchased,
the sponsor can-INlect the most suitable amount. He must keep
in mind, however,'the size of his storage facilities and bur
only quantities that can be stored properly.

4rots

_pie -following guidelines can help the,,sponsor decide when
to 'buy each type of ,food. Bread and milk should ,be purchased
daily. Perishable foods, such as meat, fish, poultry, and-fresh
and frozen produce., should be purchased for daily delivery, or
if -storage space is sufficient, two deliveries Eweek may be
adequate.Amiianne nods and staple groceries may be purchNel,
monthly, or twice mo thlyl.depending stofage space.

To keep accurate records, :the sponsor should r'cord the date
foodthe as ordered, the date it was rekeived, its condition .

on arrivitl,.the price paid, and when and how much was used.
These records can be ifahelp.in planning future purchases and
menus.

rood storage
,

Good storage facilities, both dry and refrigerated, help keep
foods safe, wholesome,.and appetizing. Food products Exist be

in excellent conditioh when ahey'arrive at the receiving area
and maintained in that condition until they are prepared and
Served. Sponsors who accept USDA-donated foods also accept
the reavOnsibility to handle and store them correctly. Fail-

° ure to d6:so-may result is eithethe withholding of further.-
donations or the requiring of restitution for foods that are

lost or spoiled or-both. Food loises fraM deterioration and
infestation by insects and rodents can be controlled with
preventive.meaiures. , r.
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V

Fobii Preparation
Guidelines,
for Proper
Storage

Amounts to
. Prepare

;Pr

Guiaeltnes for the'proper storage of food include:

)-
* Examining all foOd upon delivery to 6 sure it is
not spoiled, dirty, or insect infested. Do not
Sculpt or Ales bulged or unlabeled cans. Do set
accept frozen foods that have started to thaw.

1110

* Storing all foOd off the floor on clean racks, dollies,
or other clean surfaces. 'Pallets and dollies should
be at least 6 inches off the floor to welt cleaning
under them.

-

* Storing-fbod proper4temperatures immediately upon
delivery (0° F or below for freezer storage, .36 -45' F

for refrigerated storage,and 50 -70' F for dry storage.) .+

* Keeping foods covered while in storage.

* Keeping storage rooms clean, sanitaryt and free frog
rodent infestation.

_*--Protecting foods such as flours, ceraels, cornmeal,
sugar, dry beans, and dry peas from rbdents.snd
insects by storing the in tightly covered,antainers.

* Using foods on a'"first in, first out" basis by storing
foods, so older supplies will be usedlirst. ,

Food Preparation

Serving acceptableand nutritious foods depends nbt onl3c on
good Planning, selection, and storage, but also on-preparation.
The first concern for food preparation pers,onnel is. to determine

..how much food to prepare. This is done.by examining'the menu
(which shows the kinds of foods to prepare and the serving 'size
of each), determining e total number of children to be served,
using standardized reci es, and becoming faniitiai-:Vith fopd
yields'(how many servin of what 'size a particular amount of
food will provide). Th "Food Buying Guide forType A School
LUnches" is available from administering agencies and provides
a listing, of food yields. helpful in'computing the amounts of
foo to prepare. In addition, section 5 of this handbook
pro ides information on serving size and yield of selected
fru a and vegetables., Sponsors which prepare food onsite
ahou maintain daily food production records to document
that sufficient types and quantities of food were prepared
to meet USDA requirements. for the number of meals claimed
for reimbursement. A sample worksheet is included in
section 5.

bu
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Food Pieparation

Sta4dardized Standardized recipes should be used whenever possible to h elp

la Recipes determine the amts of food required to prepare for a partic-
ular number of servings. Such'recipes should.be follow-ea care-

' fully-to produce consistent results. Quantity recipes are avail-
able from many sources4ncluding administering agencies.

Sanitation
a

Sanitation is one of the most important aspects of good food
service. Food'workers Can help prevent food contamination
and can keep harmful' bacteria out of food'by:

Wa

* Washing hands thoroughly with soap and water before
AP

handling food or utensils. Repeat after each visit
to the restroom. ,

4

* Meeting health standards set by State and local health
authorities.

* Not allowing food service workers with cuts, sores,
colds, or other communicable diseases to prepare or
serve food.

washing hands, utensils, and work suifaces'Ooroughly
after contact with raw eggs, fish, meats, and poultry.

* Wearing clean,uniforms and hair restraints.

* Properly cleaning and sanitizing eating apd cooking utensils
and eqtipment.

* Not touching surfaces on which food is served or
. surfaces which come in contact with the mouth.

* Not using cracked otchipped utensils and dishes.

* Thoroughly washing, all raw fruits and vegetables before
-cooking or servieg.

* Thoroughly cooking meats such at pork or poultry,.foods con-
taining'eggs, and stuffings.

* Preparing sandwiches and salads from chilled ingredients
with a minimum of_Tanual contact.

* Using sh low pelts for heating or cooking food so it will

heat or cool quickly.
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Food Service. and Cleanup:if;
4

* Keeping hot loode at temperatures above 140' F

* Keeping cold foods covered andprefrigerated at 45' F drj
lover until served.

rood arvice and Cleamip 2
Portion To be reimbdigable under the p gram, meals must be served
Control as a:unit whichscontaint,all f theerequired food items in

the proper amounts. This is true whether food is served
cafeteria or family'style. terving'uensils which mast in

-measuring foods as they are served are useful in, meeting
these requirements,(e.g., a #16 ice-cream scoop makes a
1/4-cup serving). Additionally, fobd service,personnel
should'be trained to recognize proper portion sizes. A
sample plate containing proper Amounts and the most,
appealing arrangements of foods can' be-used as a guide in
portioning servings. Not only tan'tha sample serve as a
trainingvebicle, but it may also be used on the serving
line when'feasible.

te

Family-Style Family-stile service presents uniqde problems requiring
Service , special training fdr site personnel. Site and sponsdr

personnel must'carefully monitor immily -style service t .

to see thaethe meals served meet program requirements
and that serving personnel rceive necessary follqpdp
training. It is especially. important in.family -style

service to provide appropriate serving tools *which allow-
for theproper'portioning of food while minimizinimanual

I contact with food.
- .

.

-.
....

,

Serving Even when f6od is ready to serve, efforts to,retain food

Guidelines quality and avoid food contamination must be continued.

)
In summary, the following poigts should be.reiembered:rf

l 41,

* Foods readf to serve must not-atand at noom temperature '-

longer than 1 hour. i 7
.

0

* Foods must be maintained at correct rompeutares before
. . .

and during service. °

46 ,

. ,

* Suitable utensils should be used to reduce manus41 contact,
'with plastic gloves being used when fbod must be served
by'hand.

* Meals must be served as a unit with only one meal being
served per child.

* An. accurate count of the number of children and adults,
served must be maintained.'
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Recordkeeping.

Cleantip Careful attention must be given to cleaning up following

:food preparation and service. /f-disposable ware is used

(dishes, trays, utenalls, glassei, etc.):the main concern
is the prompt and careful removal of the disposables from

the site. However, if permanent ware is used, proper

cleaning and sanitizing is necessary.
t

----Dishwashing Whether washing dishes by hand or by machine, the procedures

and the same. They include, as a minimum, the following:

Cleaning
Schedule

Net Program
Costs

Records
and Reports

1. Scraping-and prerinsing before washing.
4

2. Washing in hot water (100' to 120° F if washing by hand, .

140° F if washing by machine).

3. Rinsing with clear, hot water..

4. Sanitizing with a final rinse of at least 186° F or a final.

rinse containing a chemical sanitizing agent.

5.' Air drying on a clean dish table.

6. Storing in:a clean area, protected from contamination.

In addition to the cleanup of dispoial4e or permanent ware,

it is necessary to properly clean and sanitize food service

facilities (equipment, floors, etc.). A cleaning schedule

should be part of the overall work schedule, to,assure that
cleaning is done regularly.

Recordkeeping

In order to receive reimbursement from USDA Or neals served
under the vrOgra*, the sponsor Must Alentain sufficient records

to substantiate costs claimed. The sponsor may. elect to claim

payment, for all or any paii of net-program costs -(cost of

food used, direct labor costs for food service, certain costs
for facilities, costs of "supplies received, and administrative

costs as justified). Cqmplete records must support the costs

claimed. S tion 2 of this handbook addresses recordkeeping
itnrequirement d provides information on allowable costs.

Additional idance can he obtained from administering agencies.

,The _data necessary for computing the cost of food-used, often

the most sUbstant al element of cost,,is more extensive whenk,,i,

food is prepared an served onsite. Records maintained to

support the cost of food used shouldinclude as a minimum:
..-
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_Recordkeeping

ti

Inventory

Unused Food

* Receiving reports.'

* Purchasing invoices.

**.

* Records of any returns, discounts, or other
Credits not reflected on purchase invoices.

* Inventory records that'show lbe kinds oflood
items on hand at the end of sYperiod, the quantity"
of each item, the dollar value assigned td each
item, and the total value,af the inventory.

* Records of major inventory adjustments showing the
'same kinds of information as inventory records.

* Records of'quantities used in the preparation of meals.

* Menu records for all meals served.

A sample inventory form has been provided in section 5. A
form such as this should be used to list all'food items and
to dete ne the total value of all items on hand at the end
Of each Mon of operation. Incoming invoices should be Used
to determine the unit cost per item. After taking a physical
count of each item on hand, multiply this number by the unit

"east to get the total inventory value for each item. Adding
the total inventory values for all items will then provide
the vete of the entire inventory, or the "ending inventory."

//,

If there ts'stock on hand at the beginning of program \'

operations, it should be inventoqed and listed as
"beginning inventory." Beginning\inventory of a given
,period is the sameas the ending inventory of thelpre-
ceding period. "Cost of400d used" is, in its simplest

' form, beginning inventory, plus focid received,cless
ending inventory. Sponsors mmsreport the cost of
food used, not the cost of all food purchased. . A

)1i 10.:4
Food purchased but not used for theprogram cannot be
claimed for reimbursement. Careful planning and ordering,
especially'towardsthe close of .program operatiohls, is
essential., Disposition of leftoversis tobe determined

__by the sponsor. _USDA commodities are issued for use only
for the duration of the program. The commodity,distributing
agency must be contacted for proper diaposition of unused
cOmmodites at the end Of the program.

,/
4 4 L
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Site aelec ton 'Worksheet

4

le

4

Siie name

Site address

Site phone number -(

person to contact for use of site

Type ollsite:

Recreation Center PiTk
School , n Residential Camp

Church Playstreet

Playground Other

'Settlement House

Estimated. number of children the site could serve:

Estimated number of,needy children in area:

Estimated` number of supervisory personnel needed to, adequately

control theofood service:

Is anothdr site needed in this area?

Are the present facilities adequate for an organized.meal

service?

If not, comments:

Does site have:

Shelter'(inclement we4ther) Refrigeraekon

Cooking facilities '(if applicable) Telephope

Place to store prepared or delivered foodr
Place to' stare records at site

0

What types of organized activities are possible at this

site? //r

(1
U

'4
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4'
Letter of Engagement

Sample Eng?ge7.

ment Letter

-V

i

ia
Q

Dear M.

This letter will confirm the verbal understanding'as to our,
examination of, your claims for Federal reimbursement for your
summer 1978 operations under the Summer Food Service Program
for Children. We realize that this understanding is.contiftent
upon your approval as a sponsor in the program.

Our examination will be conducted in accordance with standards
developed by .the U.S. General Accounting Office for audits of
governmental programs. In order to provide a 'sound basis for
the expression of our opinion on the fairness of your-claims
for.Federal reimbursetent, the examination will include:

1) A tudy and evaluation of the system of

in nal4ontrol to include visits to a
repre entative sample of sites selected on
a random basis to determine compliance with
program regulations.

t,

2) Tests and procedures prescribed in the'
U.S. Department of Agriculture Audit Guide
for sp'onsors.of the Summer Food Service
Program for Children. (Audit Guide 8270.6)

3) Preparation of an audit report suitable for
submission with your final claim for Federal
reimbursement.

AO%

We will prepare a management letter within the first 2/weeks

of commencement of program operations to evaluate internal
'control procedures. 'Recommendations and opetations observa-
tions concerning these controls will 'he stated at that, time

and'a copy of the letter will be submitted to you and your
administering agency.

Our examinagn dill evaluate the fairness of your claims
for Federal reimbursement, but it is not designedto un-,
cover fraud or misapprdpriation of funds, although if such
irregularities do. exist, the examination-may disclose them.

4

fp 7
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Letter of 'Engagement

t

Our fees for this examination will be-contingent upon the
actual man-thours spent by our staff members at the going
,rates forcomparable services, as shown below.

Range

FROM TO

Junior Accountants /

Semisenior Accountants

Senior Accountants

Managers

Principles

Junior Partners

Senior Partners

Reasonable expenses incurred by us in the performance of the
audit including, but not limited to, travel, typing, postage,
printing, etc., shall be billed to you.

In order for ul to work as effiCiently as possible, it is
understood that your staff will maintain the basic accounting
records, including site supervisory reports, summary of site
reports, and documentation tdiupport administrative expenses.

It is also understood that for a period of 3 years after the
audit the work papers of our auditing firm will Vemade available
for Qualley Peer Reviews.by the United States Department of
Agriculture. .

,-

Our examination shall be completed and our report submitted
to you by 1978:

AN,.

Si ely,

Accepted by
Date

/

mr.

SP.
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Sponsor /Site Agreement

e

iC

Name of site

Address of site

Administrator in c

Tel

The person named above agrees to:

1. Serve meals to children 180years of age and under (or
persons over 18 years of age if they are mentally or
physicallyjhandicapped and participating in a public
school program for the mentally.or physically handicapped).

2. Serve meals whichomeet the minimum nutritional requirements.

3. Provide adequate supervision during the meal, service.

4. Maintain and submit on a timely basis such reports and
records as required by the sponsor.

5. Report, to the sponsor any changes in thejnumber of meals
required as attendance fluctuates.

6 , Report any other problems in regard to the meal service.
=a.

Signed:
c

Administrator

Sponsor Representative
P

. Date .

.

',

I
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Application-for Participation

A

or8wmttlan abaalate

(4.761
U S. DEPARTMENT .OF AGRICULTURE

0000 ANO NUTRIT ON spoe.cr

APPLICATION FOR PARTICIPATION
MUMMER FOOD SERVICE PROGRAM FOR CHILDREN)

INSTRUCTIONS, Complete at duplicate. Swialit oeigtaal wet* an animal Forte FNS 411-f ,
Site infeemeNort Sbeet, for each lee0404 ails ohd lie each aoasion (if more than one ix
offered) */Belt will be adrairrietered by Me Auticant. If ewe 'payola needed, continue
on a plain sheet of paper, numbering each item Type o*prtnt clearly ell information'

FORM APPROVED OMB NO 40443SIMI

FOR FNS USE ONLY

1 AGREEMENT NUMBER

2 NAME ANO MAILING AODRESS OF APPLICANT /SPONSOR

3 HARE ANO TITLE OF rOMINISTRE7M-( rio.homzed-Spon..or representative who win vign the agreement, Form FNS-801

4 IS PPLICANT A PUBLIC ENTT V' of "NO" attach a copy of (row/ (N dovurnenting tax exempt swim.)

0 ES 0 ,...0 'Aimeh COPY)

OES APPLICANT-PARTICIPATE IN ANY OTHER PROGRAMS FUNOE0 BY"<;000 ANO NUTR.T ON SERVICE'

NO El YES 'Specify)

SA 00E5 APPLICANT PARTICIPATE IN ANY OTHER PROGRAMS FUNOE0 BY THE FEOECAL GOVERNMENT'

NO El YES ,,Syeci'y,

6 15 APPLICANT PLANNING TO USE SCHOOL F000 SERc/,CE FACILITIES FOR THE PREPARATION OF M S' 'ff 'WO- describe your efforts lo
such facilities')

DYES NO (Describe)

0
6A 15 THE P000 TO BE PREPARED AT A LOCATION OTHER THAN THE FOOD SERVICE SITES' (11 YES' list location of food preparation site.)

NO ci YES (Specify)

7 ARE YOU TO CONTRACT WITH AP000SLRVICEMANAGEMEN7.007ANv FOR THE PREPARATION 0FUN UNITIZED MEALS'

NO
YES

A7S.
mvrfaupi to

bid the planned dale and pls., of publication, and 'be planned date and place of opening of the bids )

IF PROGRAM PAYMENTS UNOER YOUR AGREEMENT WILL EXCEEO 550 000 ATTACH A COPY OF YOUR
A LETTER OF ENGAGEMENT FROM VERTIFIE0 PUBLIC ACCOUNTANT
B SERVICE INSTITUTION ORGANIZATIVeCHARt INCLUDING OFFICERS AND OIRECTORS WITH NAMES (Identify the Administrator named in Item 3)

9 IF APPLYING UNOER THE C0NTINUOUS SCHOOL CALENOAR PROVISION GIVE DATES OF vACATIDON $ERIODS (Continuous school calendar means
situation in which all or part of the schools student body or closure, are on vacation for periods of IS or.more continuous school days duringthe period October
atm Apr,!)

10 DID THE APPLICANT PARTICIPATE IN ANY PRIOR YEAR S SUMMER F000 SERVICE PROGRAM' III 'YES' glee agreement number from last year 1

aNO YES (A prremeneurnber)

4

11 010 ANY OF THE APPLICANT 5 PERSONNEL OR OFFICERS NAMED IN TEO., ,1)8E LOW WORK FOR A SUMMER F000 SERVICE PROGRAM SPONSOR OR
VE,NOOR IN PRIOR YEARS? "If "YES", brae name and addre, of spons,a, v., nth.. I

0 NO YES Marne and Add)Ps/

WI

12 ODES THE APPLICANT PROVIDE AN ON GOING YEAR-ROUNO SERVICE 70 THE COMMUNITY THAT WOULD BE SERVED BY THE SUMMER FOOD
SERVILE PROGRAM? (II YES , describe the nature of the service the da4 was instituted, and the average number of paid and volimteer workers during
the ant months preceding eh.. spjlication

lt

a.

I

13

41

GATES OF OPERATION'

FROM

....

TO
,..

14

I

.

NUMBER OF° DAYS C)
OPERATION ...

..

*
...

,....--

15 truMBER OF SITES

.
,

16 AvERAGES0AiLY PART;Ci.
RATION

6

.

No Portocopoticto stay boouthomod o complotojApplocatoon hos boon tecoved (7 C F R 225)
PAGE 1 OF 4

o
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Application for Participation
w.

FORM FDISAI

17 LIST SPONSOR LEVEL PERSONNEL RHO BE INVOLVED IN ADMINISTERING THE SUMMER F000 SERVICE PROGRAM (511. ;streamer amid A. Mead on
Parra I.1431114. are Inlamalaa

TITLE OF POSITION

.
IA)

NuNI1R
OF

CRSONNE
IN 7.4T
POSITION

III

OF
MRS PER

y CPC..
NPLOYEE

NoocTED
IN COL e
RN,. SPEND
ON pftoo

ICI

PER HOUR(Wk.,.
Vol.., ,
ra Vopood
Worker

PIP ''V. '1
,

(0)

TOTAL
SALARY

FOR
PROGRAM

IC)

SOURCE
OF ,,,Nos ,

:REIN.
Ruts[.
MEN,'
Cards

. , ETC .

I IF/

.
SPECIFIC FOODSERVICE DUTIES

1C1

DATES OF
EMPLOYMENT

IN THIS YEAR'S
PROGRAM

110

1

-

S S

.

.

. - 1

S S
. .

S

. .
.

s

0

S . ,.

S

,

. .

-..

il°1111

. ,
I

i
.$

9

S

le

S

.
.

.
(...

\

IS TRAINING SCSSIOMI
A NAME OF PERSON RESPONSIBLE FOR CONDUCTING TRiPAQ SESSIONS ON

P110011Am REQUIREMENTS

C NUMBER OF SITE PERSONNEL TO RECEIVE TRAINING

E OUTLINE /aF TOPICS TO BE COVERED

,

NURSER OF SPONSOR PERSONNEL TO RECEIVE TRAINING

D OATES OF TRAINING SESSIONS

.

t

S

V

4

p

(
PAGE 20r
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Application for Participatioh
FORM NS-01

**;'/II OUTLINE YOUR SCHEDULE FOR VI oN0 ALL SITES LISTED ON THE SITE INFORMATION SHEETS (FORM F NS.AI-II ;WRING THE FIRST WEEK OF
OPERATION AND OR REVileNO LL SITES DURING THE FIRST FOUR Y5EEKS OF OPERATION (If nom \pal e Is needed, Otoch sheot(s).)

4
I

20 PROPOSED SUMMER FEEDING ADMINISTRATIVE BUOI,ET ESTJMATE ALL COSTS FOR WH CH YOU PLAN TO

ALL SUCH COSTS MUST BE DOCUMENTED

SIBURSEMENT FROM USDA

A ESTIMATED OPERATIONAL COSTS 0 *ESTIMATED ADM N STRATIVE COSTS

F000 MANAGEMENT SALARIES a

LABOR f MONITORING SALARIES

NON-F000 SUPPLIES S CLERICAL SALARIES e

UTILITIES S RENTAL OF OFFICE SPACE 5

RENT
1

UTILITIES

/RENTAL OF EOSJIPMENT f OFFICE SUPPLIES

SE ALLOWANCE ON EOWPMENT OFFICE BUILOING MAINTENANCE
. ..

OTHER (Specify)
USEIALLOwANCE C4R

FuRVTURE ANO FIXTURES

. TOTAL .
.

AUDIT FEES

C

ESTIMATED GRANO TOTAL S'%

'Tool PoNtnam Coo r Sum of A and 8)

LEGAL FEES
4

TRANSPORTATIONli ,,

O --SIVE APPLICANT REQUESTS START UP PAYMENTS
7, yes
r ' ON \"II

--\ COMMUNICATION S

E THE APPLICANT REQUESTS ADVANCE PAYINTS

r-1 YES
E.I NO

OTHER (Speedy)

TOTAL 1110. S

FOR FRS USE ONLY

ITOTACIIUDGET AM011111APPROVED S *PRO-RATED IF APPLICADLE, PLEASE INDICATE

25 SNOW PROJECTED INCOME FROM ALL SOURCES OTHER TNAN USDA IDENTIFY EXACTLY FOR WHAT COSTS TRIM INCOME WILL BE USED (Bosch ddllsonal Owteo,

it nee 00000

INCOME

SOURCE

COME

AMOUNT

. - ,

DESCRIVE THE COSTS FOR WHICH THIS INCOME WILL BE USED 06,

s-

a,

ti

s,

PAGE OF 4
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Application for Participation
r1WrNS.41

122 REFINE YOUR PROCEDURE FOR COLLECTING INFORMATION ON THE DAILY NUMBER OF MEALS SERVED TO THE CHILDREN THE OAILY NUMBER

OF MEALS SERVED TO AOULT SITE PERSONNcL ANO THE NUMBER OF HOURS wORKE0 BY SITE PERSONNEL (II Woo coats Iva/ be ekalamd) FROM
UCH SITE ItocLos IA) THE FREOUIENCY OF INFORMATION COLLECTION ANO lel THE METNOODSIE0 TO COLLECT INFORMATION PROM\TNE
SITES

4

)

c- 4 e

23 SPECIFY YOUR TIME LIMITS FOR CORREC T61,, PROBLEMS AFTER WHICH FOOD SERVICE TO A SITE OR TO THE PROGRAM &OULD BE TERMINATEO
ANO THE METHOD or FOLLOWING UP TO ENSURE PROBLEMS NAVE UEEN CORRECTED

2 ATTACH COPY OF YOUR LETTER TO LOCAL HEALTH DEPARTMEN1 NOTIFYING THEM C2t YOUR INTENTION TO OPERATE A FOOD SERVICE AT
THOSE SITES LISTED ON THE A+TACHEO SITE INFORMATION SHEETS (FORM FNS81.1

25 WHEN ANO HOW WILL PUBLIC STATEMENT ON NON DISCRIMINATION BE ISSuE0214ttech copy of staleittent)

26 MANAGEMENT PLAN. IDENTIFY BY NAME ANO TITLE THE PERSON'S):

A AUTHORIZEO TO APPROVE PURCHASES OR RENTALS (Spec Ily doll., lonviletton. Plahrble)

..

AuTHORt2E0 TO APPROVE THE NUMBER OF HOURS or REGULAR AND OVERTIME PAY FOR EMPLOYEES

C RESPONSIBLE FOR RECEovINc. PARTICIPATION AND COST DATA AND FOR pREPAR,NC CLAIMS FOR REIMBURSEMENT

D RESPONSIBLE FOR SCHEDULING AND SUPERVISING MONITORS, REVIEWING SITE REPORTS OF OEFICiENCiES RESTRICTING OR TERMINATING too
SERVICE IF NECESSARY AND EFFECT NG CORRECTIVE ACTION '°

E RESPONSIBLE FOR COOROINA TING WITH OFFICIALSTO wROM SITE SUPERVISORS REPORT IF APPLICABLE
*Or

CERTIFY THAT THE INFORMATION ON THIS APPLICATION AND IN THE ATTACHED SITE INFORMATION SHEETS (FORM ENSOI-I) ,S TRUE TO ME
BEST tel, MY KNOWLEDGE THAT REIMBURSEMENTS WILL RE CLAIMED ONLY FOR MEALS SERVED TO ELIG*HILDREN AT APPROVED FOOD
SERVICE SITES. AND THAT THESE SITES HAVE BEEN VISITED AND HAVE THE CAPABILITY AND FACILITIME MEAL SERVICE PLANNED FOR'
THE NUMBER OF CHILDREN ANTICIPATED TO BE SERVED I UNDERSTAND THAT THIS INFORMATION IS BEING GIVEW IN CONNECTION WITH THE
RECEIPT OF FEDERAL FUNDS, AND THAT DELIBERATF MISREPRESENTATION MAY SUBJECT ME TO PROSECUTION UNDER APPLICABLE STATE AND

FEDERAL
CRIMINAL STATUTES THE PROGRAM MOST HE MADE AVAILABLE TO ALL ELIGIBLE CHILDREN REGARDLESS OF RACE, COLOR, OR NATION--,

AL ORIGIN
OA TE

a

TITLE SIGNATURE OF AUTHORIZED REPRESENTATIVE

PAGE 40r
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1

$ite Information
OR. A RpROv F O O.. NO 40 P3S44

FORM YNS1.1 U S DEPARTMENT OF AGRICULTURE
F000 AND tomtit, riON 'LP v iCA13441

SITE INFORMATION
(SUMMER P000 SERVICE PROGRAM FOR CMILORENF

ISISTEGCTIONS Complete In duplitate for eat h feeding 111, and for each seo
*ton Of more than one is offered) which will be administered by the Applicant.
Attach one copy to FORA FC4S81, 'Application for Participation" retain a copy
for your file. If more space Is needed, Ctenlinue on a plain sheet of pone,, num-
bertng each item and attach to Site sheet. A Site Information shret must be
submitted and pprov d before trieleesce2;1 the site are eligible for reirn

fsement.

AGIMIAINT MAMMA
(Pm INS Ulm 0.1,1

I NAME OF APPLICANT /SPONSOR

FILE...0NA ...RCP AC _
NAME AND TITLE OF PERSON IN CHARGE AT SIT f J, dent

NAME an A EIS FOOD SERVICE SITE aA IMIAI4,074ZOGRAII
XtPAISINTA TtVE

B EiMODESST7NSOR REPRESENTATIVE *NO

.4'

5 TYPE OF SITE

I II 1 RESIDENTIAL CAMP 'Serving 1-4 mesh')
C

B NONRESIDENTIAL CAMP SITUATION Snk 'Heal.)

TELCO...ONE 3407.OF Ft AC - O I C OTHER SITE. (Serytnt2 1.1 mealy)

WA API 7,0 ITEM "8 InPRO,IvIDE DATA vTO, DOCUMENT THE ,C,,HiEL:SRERN ELIGIBLE Fa.011, RED,U,,CEtb,PRIC,E,3,CM0b0L MEALS SER vICED

9 IF AttSBER TO ITEMS IS 'C' PROVIDE DATA 70 DOCUMENT THAT AT THE SITE FOR WHICH REIMBURSEMENT WILL BE CLAIMED AT LEAST ONE THIRD OF THE ENROL
LED CHILDREN ARE ELIGIBLE FOR FREE OR REDUCED PRICE SCHOOL MEALS OR THAT ALL CHILDREN PARTICIPATING COME FROM AREAS IN WRICH POOR ECONOMIC
CONDITIONS 91ST (it.Ch Self IC! document velovartoble now .1 moor be prov,dod lo the ENS Rolo., °Noce or leoI 14 day. prior to theb000nnong 01 upeanon

7 PERIOD OF OPERATION OF FOOD SERVICE
A.SCGINNING DATE B CLOSING 04 TE

(Mo , d , A (No do

TYPES OF MEALS
TO SE SERVED

; ISIA OF AST

AMSUPPLCMCNT

C LLOst

0 CM ALIPIALVAEmT

SUPPER

ESTIMATED
NUMBER OF

EL GIBLE
MEALS TO

BE SERVED

TiME Oi
MEAL SERVICE

C NUMBER OF OPERA ,TING DAYS
JUNE IDLY AUGUST SEP TEM.{ R "TOTAL

EONS ENOS

FOR 91,4$ USITEWLA,t9 METHOD OF MEAL PREPARATION

Ammosmd

0a-TOT4L EXPECTED AVE
DAILY PARTICIPATION

A USE OF SCHOOL FOOD SERVICE FACILITIES

B ON SITE PREPARATION

C CONTRACT WITH FOOD SERVICE MANAGEMENT COMPANY

0 OTHER (Sp. ely)

10. INDICATE GEOGRAPH C BOUNOARIES OPsitREA SERVED UNLESS ELIGIBILITY IS ESTABLISHED BY ENROLLMENT
4.4

EL, 13 LI i5 NASE- 0 AREA G1
EST SCO PCMCC h SA OA 01 ce,,Rt. eLor
NLE FOP FREE OR PE LUCE., PRICE ;trot,

12 DESCRIBE THE MEAL SERVICeXpEAS INCLUDING 'Al FEEDING CAPACITY ,e, SYSTEM FOR SERVING MEALS TO CHILDREN AND !CI SYSTEM OF SUPERVISING MEAL

SERVICE 3 PR.

13 PERSONNI3L WORKING AT SITE

Nas

Title

Al1

s

Number of
Pe,onnel

a that
Position

OI

Nun**, of Hon', pet
El3,Tdy,eacn Employee

.1f0III 4.teednd'on ;40,7,
h Sefy.te

rpC i

"Moe. en, Hon
Undcols Vol.

.,..--,r,7,7.,,u,-,-
wIN 'V

01

To,., w....
to. p.,,

' , 4 1

Soso., of Funds

(A-...,..--
CETA, etc i

I C I

,

Spec Food Seeect
DOW,

c

4/
Dates of Employment

in this Nowa'',

Ni

.

. ,

Ala, \--- /
..

o

r

)

......

.

NsOrrficiest on May imetaiholsoli lonles 1I oppilmotiao IiSa hen mcimad (7 C.F.R. 22511

a ma.
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,

Site Information 7:

Jo

6

!ORM f1041 I lotEvEltscl
'II IS THERE A REGULARLY SCHEDULED ORGANIZED ACTIVITY/ YES I 1 NO (II I,. , ch0.0.03.

k

IS DESCRIBE THE PROVISIONS FOR MEAL SERVICE DURING PE111005 Of INCLEMENT ATHER.

3

'

16 010 THE SITE PARTICIPATE IN ANY PRIOR YEAR S SUMMER FOOD SERVICE PROGRAM, YES MO 0/ 'P.m olove name al sponsor .tale )

PO

ITEMS 17* AND C ARE TO 6E ANSWERED ONLY IF MEALS ARE TO BE DELIVERED To CAMP OR SITE

17A DESCRIBE THE MEANS OF COMMUNICATION KITH THE SPONSOR 001011 WILL BE USED TO ADJUST MEAL OIELIOERIES

171/I, WILL DELIVERY BE *Oro*. ONE HOUR OF THE FOOD SERVICE' YES NO 01 No cf..yrobe .0.4ernenr nottan standards prescribed by local health
412onef*. lot doh**, nd Aoldeng 01 mei* until tome of meal fr,voc

nos

070 IF THERE IS AN Ex GESS OF MCA LS,pELIVERE0*, OESCRIBE ARRANGEMENTS FOR RETURNING TO VENDOR Of STORING UNTIL THEY CAN WE
SERVED IF NO IF NO SUCH ARRANGEMENTS EXIST NOR WILL ME ,S BE DISPOSED OF'

1'

O

13 ,
IXERTIFY!thot the. !q bet boon ves d and Aar thr\onfoonotion on 111,* form Is It and corm*, to.,the b.*/ ottirtY.Mnowhai 1 undeltand rho, Ali Infaintari Is

, boron.; 913,1n on connectIon wofh the arc, of Federal !orate and that delobrot rnisrepr * , *** of on rnoylky_brect me to proseciotTon and.* applicable state.orid Fdgrol
crooning,: 'Statures., The program must be de ovootobl to dl! .1foobl chrld,en regardless of race, color, or norional orolln.
DATE 4

.

ITITLE
1

1

L

la

P l.

,^-...N SIGNATURE,OF AUTHORIZED SPONSOR REPRESENTATIVE
3 \

)
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J_

Family Size/Income Statement

rir'lDear Parent.or Guardian:

The- , serves nutritious
(breakfgsts) (lunches')- (suppers) (snacks) 'as part of the

federally funded Summer Food Service Program for Children.
fn order to.be eligible for these Federal funds, we"must-
document the number of enrdlled children who are eligible
for free'and reduced-price school meals, following the
USDA family size/income guidelines. WjAt.h your400peration,
we can qualify for Federal reimbutsement and keep costs to
you at a minimum. Please complete and return this statement.
All inkoAation will be kept confidential -. '

Total numbefl.infamay (family is defined as a.group of related
or nonrelated individuals living as one economic unit)
--

Names of children enrolled in this - program

04 \Jd
,

Name and address of parent or.guardlan

Total family income;before duction;
include wages of all working members,
welfare payments:, pensions, social!. yearly $ ..--

security, and other income monthly $ ii

weekly $-

#
every 2 ..

; i weeks' $"
other 4

fill in one,:

(indicate)

.."4. ,
''. ...

Foter children _who receive:an %ncome'.%,from.the State or other
welfare departments are considered a family of One, and 'that.
income should be applied for that child.. If this 4.s the cal,
please indicate child's name and'income:. Name

,, Income'(yearly).$ . (monthly)- $ (weekly).$
(every 2/weeks) $ (other spedlky)

6,1
r,

1-

r

,

°
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Family Size/Ingome 'Statement

.0.

'6

r

A

If any of the following special haidship provisions applyjio',
to your family, please indicate the cost, and summarize the
reasons -below: .

7

Yearly or Monthly,

j] -unusually high medical bills. -$
r

disaster or clMalty losses

shelter"cost in exceas of 30
perceht of income

[.] special educatiot'expenses due
to the mental or physical Con-
dition Of a child

I certify that all the above information is true and correct.;
It understand that this information is being given, in connection
with the receipt of Federal funds, and that deliberate mis-
Irep'resentation may subject me to prosecution under applicable
State and Federal statutes.

Signature of parent of eardian,
.

_FOR ,INSTITUTIONUSE ONLY

qj qualifies under guidplines [] does not qualify

Date

Signature of reviewing official

4'

b's

I

4
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.

Vended Pro-.
4 vams, Contract

for Over
$10,000

/Sample Bi
Advert is ent

O

Bid Advertisement
1111

# ,

SUMMER FOOD.$ER):TICE PROGRAM FOR CHILDREN
=

name of s offsor (address) , announces
intention; of,sponsori g the USDA4Summer Food ServiceFrl,
in (nameolo,f city). 'fanned operations dates are
of week ,through (day of week,) ((date} month, day) -

da" Bids are soliCited'from vendors registered
th (admimiteping.agency''s name and address), which his the

',right toserevitl all bids and contracts. Anticipated service
'is-(number of meals by types) at ( ber of siteli Bids must
be received by (time, place, address). The public bid opening
will be same time place. Copies of the Solicitation
to°0id.maY e obtairied from (name of sponsor, address J ).

g*The Springfield Community Organization, 123 Main St:, 'Springfield,4

,announces its intentibn of sponsoring tIcLUSDA Summer Fbod
Service Program in Springfield and Columbusville. Planned
operating dates are:Mondays through 'Fridays, June 15 Sept. 9.-
Bids are s icited from vendors registered with (administering
agency's.'n e and address), which has the right to review all
bids and contracts. .Anticipated,service is 5 O'breakfasts and
1,200 lunges daily, at 30- sites. Bids must received by
noon, 30,Nat 123 Main-St., Springfield. The public bid
opening will be at the same time and place. Copies of" the '"

solicitation to bid may be obtaj.ned from the Director,
Speingfield Summer Prs<am,.123 Main St., Springfield.

Contracting
-for °Ver.

$100,000

I

(Ifthe contract is expected .tdi exceed $100',.000, the amount
.of fie required bid and performance bonds should bencluded
in the advertisement'.)

et
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.

1

,
.

4

Certificate of Independent
Price Determination A 3
(a) By submission of tHis offer, the offtror certifies

...

and in the case of a joint offer,.each party thereto cer
.fies as to its own organization, 'that in connection with

, .this procurement:

(al (2)

A

The prices in this offer have° been arrived at:independently,
.

ithout'cOnsultatiOn, cdftmunication or agreement, for the purpose
of restricting compefition,'Sa to any matter relatift,to such
prices with any other'offeror or with,any competitor;

Unless otherwiseherwise required by law, the prices which have been
quoted in this ffer eve not been knowfri,gly disclosed by the
offex_or and wilt not knowingly be disclosed by the offeror
prior\to opening in the case of an adlertised.procufemeht r

prior to award in the case of a negotiated procurement, di tly
or indirectly to any other offeror or to any competitor;

4 .

. .

(a)(3), No attempt has been-made or will be made by the offeror to
(

induce anx person or firm to submit or not to submit, an offer
for the pUrpose of restricting competition.

(b)(2)(i)

A

(b)(2)(ii)

Each person signing ,offer ctrtifies that:

He is the person ieth offeror's organkzation responsible
within t0 organization Pk the decision as to ,the. prices
being of red herein and that he has nop participated,, and will

payticipate,in any action contrary to (a)(1). through (a)
(sr above; or

He is not the.person in the.oeroei organizatiOn responsible
within that -organization for the decision as to the pice& °

being offered herein but that he has been authorized in'writing
to act as agent for rthe persons responsible for Such decision
in certifying that,such ,persons have pot eiticipated and will At
participate, in any action contrary ro (a)(1) through (013), 5

.,above, and as their agent does hereby se mortify:
and he has not participated, andwill notarticipate, in
any action contrary to%(a)(1) thrpugh.(a)(31 above,

Signature of vendor's/authorized representRtive

'Title Date
,

In accepting this offer,the sponsor certifies,that the fore-
goin.is to the best fits knowledge true and Correct and
that the sponsor's of icets, employees or agents have not
taken any action whic may have - jeopardized the independence
of the offer referre to above. -

Signature 61Authorized Spongor Representative

(Accepting a bidder's off )does nor,,,

,constitute aeceptance of M,conttp.A5)
. -s.

I! . 4-11

.:

, : .f

.4
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Agreement to Furnish

Food Service (Sponsor/School)
)
THIS AGREEMENT is made and entered into by and between (school) .

1

and the (sponsor) .

4'
N a'

WHEREAP

"°

the facilities of the (sponsor) are not adequate
for preparing and serving meals to children, while the facilities
of the (school) are adequate to serve meals to children
from the institution; the (i400l) agrees, to supply

.

unitized meals (inclusive /exclusive) of milk to the (sponsor)
with and foIr the rates herein 'list 4:.

Bfeakfasts
4 ,,

$ . each Lunches $_ each
each 'Supper each$6. . c

It is further agreed that the (school), pursuant to the
provisions of the Summer Food Service.ProPram Regulations,"attached
copy.of which'is apart of this agreement, will assure that) said
meals meet, the minimum requirements as to nutritive value and .'

content,,and will maintain full and accurate records that the,
. institution will need to meet its responsibility including

the followingC. '
. .

1. Menu Records: including amount'of food prepared.
. 2. Meals, incAldi4 daily number of meals delivered by,iipe.

,

ii,

"Thede r ords muSt tie eporeed to the i titutionTromptly at the
-enA of e ch month. (school) ,agrees also to retain records
rAllit andet the precedlw Ciause for a idriod of 3 years.after

, the end of the:fiscal.year to which they pertain (or lofger, if
,

an'audit is in pfoaress); and upon request, to.make all accounts
'and recordS,pertaiting to the program available to.representatives

.

of the U.S. DePartment bf Agriculture and theGeneral Accounting
Offlee fon audit or administative review at a teasonable time and

.

.

.

is 'agreement shall be effectiVe as of (date) 4 f'
It may lbe,termlnated,by notice in writing' given by ,party ,

.

hereto the 'prier parties at least 30 days prior t e date of
to ination... '4 a

,

''.

IN ItMESS4WREREOF,,the parties hereto have executed this agreement
a f'ellietlates indicated below: X -4
Aare to this date : Sponsor official_
School ff:l.cial '.i. 'Ale
Title. .

,
-

\Location of foodprepatatia center(s):
.

--- ;

( :.
.', /

r. A

at
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Daily Meal l-pesrvioe and Personnel
Time Report (Lunch Only)

Sponsor

Site

.

lifnch '' 1.
2.

3.

4%

5.

egligible

Daily/Mel ServiicyReport

Name

Address

eport period ,

T lephone

Contact person

Name Telephone

Address

11.

Site sUpervisor,

S W Th F Sa'
.

Nurilber of children in attendaix.t , k.

Number of meals received
Numbpr Of meals served to children
Extras served as seconds*
Number ofomeals sei-ved to adults**

, . . . ,

The sponsor should b e n e41fiedNximmediately, if there is a ,need to410

increase or decrease, mael, thee meals do notypeet meal require-
ments, the meals/are unsap.sf4etoryor-the deliury is tea late

f or too' early: If you receive meals, from another agprovedIsite
record name and 116.dation Of other

Cash-
Received'

k

4

le date, nuniber,Of'meals,
site. L. -

r
. 1. "

,

*If you are ordering darefully, the pumber of extras available to
..- yO should be

.

'allowed
1

4*If by ponsor. ,

Paying adUlts

- . . f

ilp
1 Alv

SuPervis04'S comberits (account for all other.meals):- ,-,..

4.

4 /
.

. o o

. e

nch cost -% Total

I
it,

ly



0

.
89

Daily Ueal $ervice A3rsonnei
Time Report (Lunch Only)

Salaried
Emplotyees

(salaries
'paid by
sponsor) ,

4

,

Personnel Time Report ,

...

t , .

Hours worked in food fervice Total' Hour ' TOtal wage's
S M T W Th F 5a hours x Wage = claimable

f

-4

Site supervisOr'sysignature

bate

I UNDERSTAND THAT THIS INFORMATION'IS BEING GIVEN IN CONNECTION
WITH THE RECEIPT OF FEDERAL FUNDS AND THAT DELIBERATE MISREPRE-
SENTATION MAY SUBJECT ME TO PROSECUTION UNDER APPLICABLE STATE
AND 'FEDERAL CEIMINAL STATUTES.

o°

4
*

ttf

??

0

p

*

O

V



Daily Meal. Service and Personnel
Time Report (More Than One Meal.

Sponsor

441.
Site

Breakfast
ti

Lunch,

P.M. Stack

Supper

Name

Address.

Report period,

Telephose

Contact person

Name

4

%Address

Telephone

11.

Site supervisor

1. Number otglItchildrett in attdndin2e
2. Number'of meals received
3. Number of meals served to children

....t.._

4. Extras served as seconds* r
5. Number of meals served to adult0c*

...... ..-
, .

1.' Number'of children in attendance . .-__ --. '......'

-:-..
; e

2. lgumBer-.of meals received
..--=,,

.3.-Number of mealeAerved to children,
..-4---

--.-
4: 'Extras served as:seconds*
5.' Number of meals served to adults** -
.3,4

,I....le
.; Number of children in attendance* a t--
2. Number of meals Deceived
3. Number of meals'srved to children .___,..-4. .

4. Extras served as seconds* . --.- --iik
5. ,Number .of meals served to 'aduit**

tt.

)

1. Number of children in a'itindance

2. Number of, meals received
Number of meals servAd to children
Extras served,as seconds*
umber of meals erved to adults** ..2.-4.

T

,.

W- Th P Sa

-111 1111

1. Numbei.of children in aitendaffce __..-. ___

2. Number of meals received .

3. Number of meals served to children ilif -7-
4..*Extras served as seconds* .,.
5. Number of meals served to adults** .

,.. \.-r-- e---.

*If you are ordering carefulli,'the ;**Some sponsors may not allow
number of extras available td'yoil the'serving of meals to adults
should .be egligible.

4
1 01

96

((19 years of age and 'over).

You should have guidelines on

this from.yoursponsor.

ro-

kt,
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Daily Meal Service an4. Personnel
. Time Report (More Than One Mealy'

;

Cash Received

,Salaried

Employees
(Salaries paid

by sponsor)

I

Number of
paying *hilts , Meal cost Total

Breakfast X = $

A.M. Snack X = $

Lunch X $

P.M. Snack 2 X = $

Supper . X = $

Supervisoe,,s comments (account for all other meals)

444.

..
. .

Lhe sor should be notified immediately if there iS A need to
incr, ,se or decr se meals, the meals do trot meet meal requirements
the meals are QUS tisfactory, or the delivery is too late or too
early.' If ydu receive meals ftom-anothet site or transfer some
meals, to apather1appled site record the date number of misals,

name anieroeatiOn of o her site.
. o

. .

kessonel Tim. Report

.Hours work d in food 'service 1'.' total H iriy . Total

Name S.--M T W. Th F Sa hours wage claimable

0

I UNDERSTAND THAT THIS INFORMATION IS BEING GIVEN IN CONNECTION WI
TIDE RECEIPT OF.FEDERAL FUNDS; AND THATI/DELIBERAtE MISREPRESENTATION
MAySUBJECT,ME.TO PROSECUTION UNDER APPLICABLE STATE AND FEDERAL
caamINAL STATUTES.

.

S,ite*supervisor's signature

Date
1
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:Expees for
Administrative Cbsts

. .

4.

o f

a

Name of sponsor

Date

IT.sit.ion No. of Salary No. of I Total:.

people hours /

, in that

position food

40

s rvic7

X

X

X

X

x
A.

p

X

X

X

X

X

Salary total

2. Transportation
'JO

3. Communications

4. lantal of office space

5. Office supplies

6. Utilities

7. Use allowance of furni-
ture and fixtures

8. Audit fees

9. Legal fees

'10. Ofe building
maintenance

r

11° Otheir(specify)

TOTAL Administrative costsIsum of Items 1 throUgh 11)

5
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Worksheet for Estimating
Reixnbursgment

' 1. tiaximum.

Reimbursement
for Food ser-
vice Costs
For,Meals
Served to.,
Children

2. Actual-

Food Service
° Costs

3. Maximum
Allowable --

. FoodoService

Costs

4. Maximum
Reimbursement
for 'Adminis-.

41/ trgtive Costs,

Maximum
Allowable
Administrative
054ts

6. Potential
Reimbursement

7. Advance'
Payments and
Start-up
Payments

8. Sponsor
Receives,

4-

P
a. Year-to-date-breakfasts
b. Year-to-date lunches
c. Year-to-date suppers
d. Year-o7date snacks
e: TOTAL(a, b, c, & d)

X 51.50 = $

X 92.75 = $

X - 92.75 = $

X 24.25 = $

a. YearLto-date food costs $
b. Year-to-date labor, costs $

c. /4er-to-date other costs $

d. TOTAL,Year-to-date costs $

...

e. Subtract any income accruing
to the program fr 2d $

f. Net Program costs $

ILssa of le and 2f

a. Year-to-date breakfasts
b. Year-tO-date lunches
c. Year-to-:date suppers
d. Year-to-date snacks
e. TOTAL (a, b, c, & d)

X 3.75 = $,
I

'I

X 7.25 = $
X7.25 =
X 2.00 =

$

f. Administrative monies negotiat and
approved by State agency

g. 'Year-to-date actual administrative
costs 7

Lesser of 4e, 4f, an

Line 3 and 5

r4gi,

= $

= $
q

s. )
I

3

Document all year-to-date advance administrative and net
program pgYments, als startvip payments received. (Interest
received'from chese avances dnd start-up payments is returned
directly to *IA and does not appear on the claim)

Subtract 7 from.6

1 7, 3
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Adniiiii6trat ileage ROcoid

a
I

Date

0

. .

Name'
..

_ , .

Odometer Odorieter Number It inerary

reading reading of r .

start 'stop miles, .

.., ., .

.

.

.
,

. .

.

.. . .
. , .

. . ...

. . .' .
.

a

. ,

A ."

, V\..... . .
.

.
. .t.

e .-4

* ..

.
Note: If,mdnitors or %supervisors are to be reimbursed for travel,

comprehensive mileage documentation will be needed.in order to --

,claim this expense as an' adminatrative cost. The foregoing.

rt is suggested, simplified 'format for this recordkeepink.

. .
_ .

srA

so.
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Checkl si for Required Records

4

r:

J
1

4

1.

All of these records
maintained in a safe

Records that document
Program: In the case

enrolred children:

roved Agreement

Application

that apply to your meal service must be
place, preferabily, in the sponsor's=office.

'eligibility for the Summer Food Service
of camps, family-size and income data

(

e Information Sheets for each site
A.

evidence to show eligibility for each site based oniOtrling needy
children, or in t'he case of camps, eVidence',to show°40at
children are individually documented as being eligible, for free or
reduced-price school deals

Public release

Letter from IRS showing tax exempt status

---Certification by health authorities fOrlsites

-,Zre-apgroval site forme;
-

e

Management plan

'NcSponsnr/site agreements,

Certification of train)ing

4-

' 2'.

0
Letter of engagement of CPA firm or ndependent State or local
govgrnment ac6-Untant4nd management etter

0

Records'that support ehe,number of meals seryed.to children:

Daily count of meals prepared or receive

Daily count of meals served to cHhoren

meals, served to adUlts

children in attendance,at each site

Daily count. of

Daily count (6,f

Records that support 'food serviAe,costs
t ,

POO& inventor1gs

ArDelivery receipts for vended meals

Payroll and time and attendance:e rec9rgk. site- personnel .

e.;_, Q r ?ore $ - , .1. ;.4,.;.,: .-- - :' ...;''; . ' '.l-f LI .. -el!'l , ,%. `' ''',^ rV4 '
it, e;V ..., -'' -= \ '+!1_ \, .4,10;1 i- -*'',.---a- .: ::
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Checkli6t for Required, Records

Records that support administrative costs:

Payroll and time and attendance records for administrative
personnel

mental aveemens1771:ifie' equipment or,,space

Mii6ge records

s to support income to the program:,

441"41.,"",441,,

Site records of cash collected

Reseipts given for cash donationg
,

RecordhS' of any other 'funds received for the fpod semice

program,

Records of in-kind contributions

b
'6. Other required recorde:

a,-

Agreement with Schools to furnish meals

'Contract with registered vendor

Bid procedures used

Records and inventories of USDA donated foods

Monitor's reports .of site visits,

Records of training conduCted
. . ,./

Menu records; e .

Quantity production records for each meal

Receipts, invoiesi,-)and bills
.

for all Tented.oT
items and sevices// d

...

$

sand
....

Ban statements And deposit stlpS

- 1

Accounting ledgers,

A 10r.
Sanit ( and health,reports

4 . ) ; 4 ih:

t . / .
,,, .

Urtification [Independent Price Determination
*

"e 4/ l'kt ,
,_

----.

,, ff.
... ,,J / 9 6

I .4

giurchased

4

. e
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CPA's ISka:nagement setter

.(Must be sub
mitted. within

2 weeks after
commencement
of program)

Anytown
4
Summer Food program:

100 Main Street
Anytown, USA

Dear

A study and evaluation of your submer program's accounting
system and internal controls have been made in accordance with
generally accepted auditing standards.

In our opinion, the 4nterhal accounting and administrative
control procedures are in general agreement with prodedures
prescribed in Federal Regulations and the requirements of
section 9.1 of the U.S. Department of Agriculture's Audit
Guide for the Summer Food Service Program for Children (April
1978), except as follows:

Sincerely,

Smith and Smith Co.

Accepted by

Date

k

I
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Wor.oksheei for Camps A
to Allocate Costs I

/

Rrogram and Administrative costs should be allocated for each

camp session.

Number of Total number Percentage

eligible of children = factor

children enrolled

Program Costs:

3

1: Percentage factor x $ (food cost) = $

2.
Percentage factor x $ (labor cost)= $

3\ Percentage favor x $ (other cost)= $

4., Actual program costs. (Total of 1,2,3) $

52 Meals served x-maximum rates x No.,
eligible children = $

6. Program costs = lesser of 4.and 5
Administrative costs

7.. Budgeted administrative cdsts' $

(actual costs

8. Percentage factor x $ for administration)F $

9. 'Meals served x maximum rates )e No.

eligible children
10. Administrative costs = the lesser of 7, 8, 9

11. TOTAL COSTS = 6 and 10

4

$

V*

4
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Monitor's Review .Form
Vended Programs

Major Viola
'tions

,-

Check..if folio

ing, apply

4
'Sponsor

Site,address

Site I.

Date of review

Site supervisor

Phone

Person contacted at site

Averag daily partidipation (ADP)
Attendknce on day of visit

Time of site review

Type ofmeal service review

r 'to

am pm

Day of visit Breakfist Snack Lunch Snack Supper

No. meals delivered

Time\vTiich meals were
del-ivered

Time which meals'
were served

meals, served to

children

No. meals 7ryed as
seconds

No. jpwals served to

adults

4

Nonproram adult .

iLfsite consumption (children')

More than one meal per person

4

Actgal Count Type of Meal

Meal pattern not met (specify)
No records
Inco;plete records
Poor sanitation

Other

O
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Mionitoi's Review Form
Vented Programs

Explain any.
"NO" answers

Yes No

Does staffing pattern correspond to that listed on

approved site - sheet?

Has site supervisoriattended training session?

q3s

Does site supervisor use site handbook?

boes, site have sufficient food service supervision?

Are meals counted before delivery receipt is signed? ,

Are meal counts taken of meals served?

Do meals meet approved menu?

Do meals meet requirements?

Are meals 'checked for quality?

Is there proper sanitation/storage?

Is
`

kite following procedure established, to make meal

order adjustments?

,

Are meals served within time frames?

Does site have inclement weather provisions?

Is meal served as A unit? 4

3'

Monitor signature
'4.

Site supervisor sign.pture

°'")

Date :Date,
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Monitor's Review-Forrri
ChAite Preparation

*Meal

Sponsor ,

Site address

Site.

Date of review Phone`

Site supervisor

Person contacted at site.

Approved average daily participation
Attendance on day'of visit

(ADP)
4

No. eligible for free/reduced price meals (camps only)

Time of site review to

Type of meal service review

Day of visit

No. meals prepared

Time which meals were
served

No. meals served to
children

No.'mealS served
as seconds

No. meals served
to adults

am - pm

Breakfast 'Snack Lunch Snadk Supper

Requirement Food Quantity Allowp.ble Number of Servings
For meal used used servings total Over Shor

per unit

I

Other Foods

*Refer to "FoOd Buying Guide for Type A School Lunches."
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v

Monitor's Review Yorm
Onsite Preparation \

Explain any ?nol!

answers:.

Notd Plate wast
if.any:

On

Yes No

a

Are meals served as a unit?

Did meal. meet menu as planned?

Were all requirements met?

Are all children fed onsite?

Are meals planned with one meal per child in mind?

Are meal counts taken of mealsserved?

Are meal production records kept?

Is required health department certification available
for .inspection?

,-a

Is an inventory being kept?

Are receiving reportsand. purchase invo'ces kept?

\:Does staffing pattern correspond to that isted on

approved site application sheet?

Has site superviser attended training session?

Are prpgram aids being used?

v .

. Is there proprr sanitation and storage?
-a----

.C.-----
Are meal's served within time frames? a

Aie.records of adult meals kept?

Is:there documentation of children eligible for free
and reduced price meals?

Monitor signature Site supervisor signature

Date Date.

1
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pummary Sheet for Monitor's
Review Forms

1.

2.

'Monitor's Name

Site

Site Supervisor

Date

Problems

Site contact

Resolution/Recommendation

Site
I.

Site Supervisor

Date Site contact

Problems

Resolution/Recommendation

o,

19
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Daily Menu and
Production Worksheet.
MENU '

Breakfast

A.M. Snack-($pPlement)

Lunch

MEAL *PATTERN

Milk or
Juice or Fruit or
Vegetable
Bread or
Cereal

Milk,or
Juice or Fruit or
Vegetable
Meat

Bread or
Cereal

P.M. Snack (Supplement)

Supper

Milk
-Meat or Poultry or
Fish or cheese'or
Eggs or
'Peanut Butter or
Dried Beans and Peas,
FruitS (2 or more) 'or
Fruits & Vegetables
Bread

Milk or
Juoite o' Fruit or
Vegetable
Meat
Bread or
Cereal

Milk'

Meat 'or Poultry 'or

Fish or Cheese or
*Eggs or

Peanvf'Butter or
Dried' Beans and- Peas

Frgits (2 or more) or
Vegetables (2 or more)
or Fruits & Vegetables

. -

FOOD ITEM USED,
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Inirentory Record. 4
a

Item

/

Name Of site'

Inventory period

Purchase
unit

.

.

.

.

-

, -Beginning inventory $

Tot'al

inventory
Value
.

lb
: .

1 ,

`,

pnit Quantity
cost' X .on hand =

.
,
. ,.

._
I

(

.

.

.

,

.

.

.
. .

:.

. '

.

. .

.

.

,
. .

. .
.

, .
.

1.. °

fr. .

,

.
4

'
. r

. ( ,P

,

. f

'
, .

.

I

,

,

I.
....

r

.0

.

-.

.

, - ..
gw=~~- .

.
.

. .
.

, '
-,

-

,

.

.

,

.

..

.

? . ,' . . . .

,

.
,

.

. , .

,

-

.

.

.

.
.

-,

r .

.
.

.

, . . ,
, .

, .

\

,

.

.

,

, .

.

.

.

.
.

.

, .

.
.

.4,

.
.

4

,
.

\ ,

.

. ...
.

.

.
.

,
.4.

I

.

d

,

,

,

,(:),

~'

1

,

.
Total ending inventory $

.

.
.

'..1 u . .

:- ,

,
,

,

-

. ..
.

-
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Suggested Sandwich lirenus.=
Lunch 'or Supper

MONDAY

TUESDAY

WEDNESDAY

THURSDAY

FRIDAY

V

4

Pickle loST sandwich (2
oz. meet/bread)

Mustard
Carrot4and cucumber
sticks (1/4 cup?

Canned peaches (142 cup)
M111/2 pint)

.

Peanut butter & jelly
sandwich (2 Tbsp.
peanut butter/tread)

Cheese wedge (1 oz.),
Coleslaw/carrot, green
pepper (1/4 cup) .

panana, petite (1/2 cup)
Milk (1/2 pint) -

Cookie - 1,

Hamburger on bun (2 oz.;
meat/bread),onion slice
'Mustard catsup
Garden salad/dressing
(1/4 cup vegetable), '

Fresh orange (medium)
(1/2 cup)

Milk (1/2 pint)

Cheese sandwich (2 o z.

cheese/bread) 4
Cherry tomatoes (1/4
cup)

Fresh 'fruit cup (i/2

- cup)

Milk (1/2 pint)

Bologha and cheese on
sesame seed bun (1 oz.
meat/1 oz. cheese/T.
bread) "

Shredded lettuce and
tomato /dressing (1/4,
cap vegetable)

Orange(medium)(1/2 cap)
Milk (1/2' pint)

4,

Frankfurter on bun (2 Cheese sandwich on
oz. 'meat/bread wheat bread (2 oz.'.

Mustard, catsup cheese/bread).
Coleslaw with carrots Relishes "(Ceiery;.

(114 cup) carrot, pickle sticks.,

Nectarine (medium) olives) (1/4 cup)
,1

'(1/2 cup) Apple-sauce (1/2 cup)
Milk (1/2pint) Milk (1/2 pint)

Tunaburger.on bun, (2 oz.

fish/bread)
Tomato juice (1/2 cup-
1/4 cup vegetable)

-Peach (vedigUm) (172 clip)

Milk (1/2 pint)

:

Spiced luncheon meat Salami sandwich (2 oz.
on wheat bread '(2.oz. meat/bread)

meat/bread) Mustard
Mustard Garden salad/dressing
Tossed salad/dressing (1/4 cup vegetable)+:

(1/4 Cup vegetable) Fruit cocktail (1/2'oup).

Raisins "(174 cup) . Milk (1/2 'pint) ''

Ofange juice (I/2 cup -
1/4 cup credit)
Milk (1/2 pine).*

A. 44

Turkey sandWich (2 oz.
meat/bread)

Mustard /mayonnaise .

Relishes (celery,
cucumber., carrot sticks
anti olives) (1/4 cup)

Fresh pear (media)
(1/2 cup)

Fish on bun (2 oz. fish/
, bread)
Catsup/tarter sauce
Coleslaw/green pepper
(1/4 cup),

Fresh plums (2small)
(1/2 cup)

Milk (1/2-pint)
Milk (l /2 pint).

.
-iv

Elam on bun (2 oz.` meat/ Bologna sandwich , 1 '

breLl) . (2 oz. meat/bread)

Mustard Mustard
pill pickle wedge (1/4S '. Tomato 'slices (1/4 cup)

cup) , Pineapple tidbits

Cantaloupe wedge (1/2 cup) (1/2 pint),

Mill (1/2,pint)' Milk 1/2 pint) .

Cookie - 1 . Peenuts(1 oz.) ,

v.

Hoagie sandwich (2 oz.)

meat/cheese/1/4 clip,
vegetable/bread)
Banahajpetite (1/2 cup)
milic(1/2
Totato chips 3/4 oz.)

-
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.

,Suggested Menus
Orisite Preimpatfon

Menu 1
4,.

Menu

Mend 3

.

Menu 4

Menu 5

Menu

,4

Breakfast

Caglaloupe*(1/2
cup)

Baked scramble
Egg (I)

Whole wheat toast,
(1 slice)

Milk (1/2 pint)

BaAna, petite
(02'cup),
Cornflattes '(3/4

cup)

Milk (1/2 pint)

Pineapple. 1

juice (1/2 cup) 41.

Muffin (1)
Milk (1/2 pint)

1 '

Hash brown
potatoes, (1/2-cup)

Lint sausage (1)
To5st,(1 slice)
Milk (1/2 pint) '

Grape juice
(1/2 cup)

Peanut
honey
whole

er/

) on
at toast

Milk (1/2 piht)

Appie,juice(172
cup)

English muffin (1)
Jelly (1 tsp.)
Milk (1/2 pint) I

4

Snack

Milk (142 pin7
Doughnut

Tomato Inice,,(3/4'

cup)

Celery sticks (l/4°
Cheese toast (1
stick)

Milk (1/2 pint)
Graham crackers

(3)

t

Apricot,halves4
(3/4 cup)

Raisins, 1-1/2
ounce box (1/4 cup)

Enriched cookies

Milk -(1/2 pia

0 Rice krispies
.cup)

. '

-

-\

..Lunch or Supper

Bougie sandwich (2 ounces '

of meat/cheese, 1/4 cup
vegetable, bread) --

0 Nectarine, medium (1/2 cup)
Milk (41/2 pint)

Brownie-(1)

a

,Oven-fried .chicken /g'
12 ounces meat>
Mashed 'potatoes (1/2 'cup)

Green peas (1/4 cup) -

Biscuit /honey (1)

Milk4(1/2 pint) '

,

.

'Hamburger on bun
(2 ounces meat, bread)

FrenCh fried potatoes
(1/2 cup)

Lettuce, onion and pickles
(i/4 cup)

Milk (1/2 pint)

tuna fishsal4d Oa lettuce
(2 ounces ffsh)

Tomato juice, (1/2 cup)
'(1/4 cup. vegetable)

Apple, Small (1/2 cup) ,

q Whole wheat bread (1.s/ice)
Milk pint)

Potato chips, 3/4 ounce pkg.

Maaatiini and.cheeeel(1/2
(1 mince cheesq'

Spinach C1/4 cup with
Hard- cooked egg (1/2 egg).

Orange, medium (1/2 cup)
Hot roll (1) .

-Milk X1/2 pint)'
Oatmeal cookie (1)

Sliced b6ann 1// Frankfu
cup) in orange meat, b
juice (1/2 cup) . Baked be

Crackers ('2) Cole sLa
'. Cheese (1/2 ounce)

- e
I

1!

r on bun (2 ounces
ad)

s (1/2 cup)
(1/47,cup)

Milk (1/ pint)

Ice cream -1 serving)

.."

e
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Suggested Menus
cnsite Preparation

Meiau 7

1

Menu 8

Menu 9

Menu 10

Menu 11

Breakfast

ToMato slices (1/2
cup)

Hard-cooked egg ,(1)

Toast .(1 slice)

Milk (1/2 pint)

Orange juice i
cup)

Oatmeal/raisin/
brown sugar (3/4
cup)

Milk (1/2 pInt)

Applesauce (1/2 cup)

Padcakes/syrup

(?)

Milk. (1/2 pint)

Orange section (1/2cup)
Cheese toast (1
slice) '

Milk (1/2 pint)

,Blended,jUlCe
(1/2 ,cup)

CinnaMon roll (1),

Milk (1/2 pint)

I
7/

fnack .

Milk (1/2 pint)
Cinnamon toast
(1 slice)

Sliced fresh
peaches (1/2 cup)

Milk (1/2 pint)
Puffed wheat(3/4
,cup)`

Milk (1/2 pint)
Bagel (1)
Cream cheese (1 '

tsp.)

Lunch or Supper

Pizza (2 ?unces meat4Cheese,,
bread) '

Relishes (carrot sticks,
cauliflower and olilies)

(1/4 cup)
Grapes (1/2 cup)
Milk (1/2 pint)

Chicken-vegetable soup
1/2 cup\(1-ounce mealt, 1/4
cup vege able)

'\utPeanut b ter 5 jelly sand-
wich (2 Tbsp. peanut butter,

0 bread)
Watermelon (1/2 cup)
Milk (1/2 pint)

.K.

Ground beef and spaghetti
(2 ounces meat)

Tossed grieen salad/dressing
(1/4 cup vegetable)

Plis, 2 (1/2 cup fruit)
French bread (1 slice)
Milk (1/2 pint)

Grape)juice (1 cup)*
1/2 peanut butter

= sandwich (1 tsp.
peanut butter, N.--

. .

bread)

Milk (1/2 pint)
Entiched cookies
(2)

fl

Fish sticks (2 ounces')
French fried potatoes (1/2
cup)

Tomato salad/dre70.ng
(1/4 cup)

Cornbread (1 square)
Milk (1/2 pint)
Tapioca pudding (1/2 cup)

Bean tacos, (2) /

(2 ounces meat/cheese,
. bread)

Shredded lettuce (1/4 cup)
Strawberries (1/2 cup)
Milk (1/21.pint)

A
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Seliving Sie.and Yiel,d fore
Sele6ted Fresh Vegetable's and. Fruits

Vegetable

Carrot Sticks
,

Cauliflower

Celery Sticks

O

Cucumber

Slices

)

Sticks

Lettuce Head
(Iceberg)

Leaf

Olives, Ripe

Dill Pickles

Size and. Count
4111

, r

Specify U.-01'illowith'1-1/8
inch minimum diameter. About
7-1/2 ches.long.,Six per
pound. Fifty-pourid mesh bag.

Specify in cartons,18-24
pounds, or wirebound' crates
45-50 pounds.

Specify 2, 2-1/2, or 3'dozen
stalks per crate. Crates
weigh 65-75 pounds net.

Specify 2-inch minimum
diameter.'This infOrmation
will be stamped on basket.
Cucumbers will vary from 2, to
2-1/2 inches in diame`ter and
are about.7-1/2 inches long.

1/8 inch thick slices

Cut in thirds crosswise and
then each third int fourths
lengthwise for sticks.

Specify 2 dozen heads, *weight

40-48 pounds. One piece
(4-1/4" x 4-1/2").

Specify 2 dozenheads, weight
18 pounds.

Large

Specify large siz, 4 to ,

4-3/4 inches long,'22 to 39
,

count per gallon.

Serving Size and Yield

1 stick is 4 inches long x 1/2
inch wide\

12 sticks = 1/2' cup

6, sticks = 1/4 cup

3 sticks = 1/8 cup
E2-

1 medium head = about 6cupg,
florets

1.$

1 stick is 3 inches long and
3/4 inch wide

8 sticks = 1/2 cup
4 sticks = 1/4 cup
2 sticks =-1/8 cup

8 slices = 1/2 cup
4 slices = 1/4 cup
2 slices-= 1/8 cup

'1 cucumber = 12 sticks
4 sticks = 1/2 cup
2 sticks = 1/4 cup
1 stick = 1/8 cup

4

2 pieces = 1/2 cup
1 piece = 1/4 cup
1/2 piece = 1/8 cup,

/ 1 Jorge leaf ='1/4 cup
2 medium leaves = 1/4 cup
3 small leaves = 1/4 c

14 olives = 1/2 cup
7 olives =.1/4 cup'
4 olives = 1/8 cup.

1 pickle = 1/2 cup

1/2 Pickle = 1/4 cup
1/4 pickle = 1/8 cup
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Serving Size and Yie-a. for
.Selected Fresh Vegetables and Fruits

Vegetable,

Sweet

Radishes

C Tomatoes

Wedges ./

Slices

Cherry

Fruit .

Apples.

,.-Bananas

Size and Count

Specify small size, 2-1/2 to
4-1/2 inches long, 52 to 99
count' per gallon.

Specify U.S. #1,,1/2-inch
diameter minimum, without tops.
Small, 45 radishes per pound.'

Specify 5 x 6 size, extra
large, 30 pounds net per'
container. Tomato is 2-1/8
inches x 3 inches in diameter,
2-1/4 tomatoes per pound.

Specify 6 x 7 size, medium
Slice in 1/4 inch slice.

Specify standard size,
r agonably uniform in size.
Vooiume given in cups.

Size and Count.

Specify U.S. #1 wholesale
basket with apples having a
minimum of 2-1/4 inch diameter
(small apple). ,"

Purchased by fingersNo traEe
size. Small or petite bananas.
Three bananas per pound.

Berries
Strawberries Specify U.S.: Aa. Minimum

diameter 3/4 inch. Sold'in-
-quarta and pints.

-

Blueberries Specify U.S: #1. No minimum.

Sold in quarts and pints.

Serving Size and Yield

3 pickles = 1/2 cup
1 1/2 pickles = 1/4 cup
3/4 pickle = 1/8 cup

8 radisheS. = 1/2-cup
4 radishes = 1/4 cup
2 radishes.= 1/8 cup

1/2 tomato = 1/2 cup
1/4 tomato = 1/4 cup
1/8 tomato = 1/8 cup

r--f
)

4 slices =-1/2 cup
2 slices = 1/4 cup
1 slice =.1/8 cup

8 tomatoes = about 1/2
4 tomatoes = about 1/4

2 tomatoes about 1/8

Serving Size and Yield

1 apple'= 1 /scup
1/2 apple = 1/4 cup

1/4 apple 1/8 cnp

1 banana = 112- cup
1/2 banana = 1/4 cup
1/4 banana = 1/8 cup

1/2 cup
1/2

1/4 cup
1/4

1/8 cup
1/8

4

cup
cup

cup

,ready-to-eat berries =

cup /,

ready-to-eat berries
cup
ready-to-eat berries =

cup *

N
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Serving Size and Yield for
Selected Fresh Vegetables and Fruits

Fruit

. Cantaloupe

Grapes

'Nectarines

Oranggs

Plums

Peaches

Pears

Size and Count

Specify Size 36. Medium size,
5-1/2 inches diameter. One and
2/3 pounds per melon.

Specify variety; desired.
Concord, Delaware, etc. (slip
skin) average 2-3/4 cup$ per
pound.

Tokay, Thompson' Seedless, etc.,
.(adherent skins) average 163
grapes per pound.

Specify Size 3 x 4. Size is
standard with fruit having a
1-3/4 to 2-1/2 inches diameter.

Specify 138,Calif.' or Ariz.)
or 125 size-(Fla. or Texas).
Size designation, printed on
carton, indicates number of
fruit in carton. Medium (or,
smaller) orange, 4 per pound.

Specify Size 3 x 4 x 5. Con
tainers yield a count of 60
pieces Of small fruit. Avail-
able in 4 baskets per crate.

Specify 2 to 2-1/2 inch Minimum
tiameter. Available in Eastern
basket. Four peaches per pound.

Specify 150 or 135 count.
Diameter of pears of both counts
is 2-1/2 inches. 150 count is a
'short fruitilwhile 135 count is
a\ong fruit. Four pears per
pound.

Serving Size and Yield.

1/4 melon = 1/2 cup
1/8 melon = 1/4 cup
1/16 melon = 1/8 cup

16 grapes = about 1/2 cup
8 grapes = about 1/4 cup
4 grapes'? about 1/8 cup

LIZ

38'grapes = about 1/2 cup
19 grapes.= about 1/4 cup
10 grapes = about 1/S cup

1 nectarine = 1/2 cup
1/2 nectarine = 1/4 cup
1/4.nectarine = 1/8 cup

1 orange = 1/2 cup.
111 orange = 1/4 cup
1/4 orange = 1/8 cup

2 plums = about 1/2 cup
1 plum = about 1/4 cup

1/2 plum = about l/8 cup '

1 peach = 1/2 cup
1/2 peach = 1/4 cup
1/4 Peach = 1/8 tup

1 pear = 1/2 cup
1/2 pear = 1/4 cup
1/4 pear = 1/8 cup

I-



Fruit

Raisins

Tangerines

Watermelon

.

113.
Seriring Size ar).d Yield for

SelectedFresh Vegetable6'and Fruits

Siie,:and Count&

4pecif}7 bulk purchase. or ,

individual packages, 1-1/2
ounce wcif.

Specify size 176. Fruit will
average 2-3/8 inches in
diametef. Four tdrigeyine-g per
pound.

Specify averagesize. Melons
will average about 28 poundS.,
Serving size determined by
quarteririg the melon.

1/,

Serving Size and Yield

Yield of bulk:
'5-1/3 oz. = 1 cup
2-2/3 oz. = 1/2 cup
1-1/3 oF. = 1/4 cup
Yield of individUal package:
1 package (1 -1/2 oz.) about
1/4 cup fruit

I tangerine = about 1/2 cup

Yield of qudrtet of
melon:

1/16 quarter = 1/2 cup
1/32 quarter = 1/4 cup--
1/64 quarter = 1/8 cup

1
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Food Containing Vit6,min A,
Vi)Aamin C- and Iron

Vitamin A

Vitamin C

VEGETABLES

Asparagus
Broccoli
Carrots
Chili peppers (red)
Collards
Kale
Mixed vegetables
Peas and carrots
Pumpkins
Spinach
Squash, winter
Sweet peppers, red
Tomatoes
Tomato juice,

paste or puree
Turnip greens
Vegetable juices

VEGETABLES

Asparagus
Broccoli
Brussels sprouts'
Cabbage
Cauliflower.
Chili peppers
'Collards

Kale .

Okra
Peppers, sweet
Potatoes, white
Spinach

Sweetpotatoes
Rutabagas
Tomatoes
Tomato juice,

paste or puree,
Turnip greens
Turnips.

4e
FRUITS

Apricots'
Cantaloupe ,

Cherries; red sour's-
Nectarines
Peaches
Plums, purple
Prunes

FRUITS

Cantaloupe
Grapefruit
Grapefruit juice
Grapefruit-Orange juice
Honeydew melon
Oranges
Orange juice
Pineapple juice (vitamin C restored)
Raspberries
Strawberries
Tangelos
Tangerines

<V/
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Food Containing Vitamin AI
Vitamin C and Iron

VEGETABLES

Asparagus
Beans - green,,

wax, lima
Broccoli
Brussels sprouts
Dark green leafy

vegetables
beet greens,
collards, kale,
spinach, turnip

greens
Peas, green
Squash
Sweet potatoes

Tomatoes (canned)
Tomato juice,

paste'or puree,

ti

FRUITS

Apples (canned)
Berries
Dried fruits
dates
apricots,

figs,

peaches
prunes,

raisins
Plums

11-

MEAT AND MEAT ALTERNATES
I

Dry beans and peas
Eggs

Red meats, especially
liver and other 4-

organ meat
Peanut butter
Poultry
Shell fish
Tuna

,
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4.

.Full-Strength'quices

c.

a

The fdliowing is a list of full-strength fruit and vegetable juices

which may be served-in the Summer Food Service Progtam for
,

@itIldren:

:Apple-

Grape,1

.Grapefruit ,

Grapefruit70Apge
Orange i ,

Pineapple
Prune"

Tangetipe
Tomato
Any blend or combination of the above juices 4uld also be

acceptable.

f

1161

I.

111
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f

11.

.A.cceptable.Bread:and
Bread Equivalents

ITEM

Bagel y

Biscuit§,
Boston4own bread
Buns (a/11%'txpes)

Cookie (use at snack only)
Cornbread
Doughnuts (use at breakfast only)
English muffins
French, Vienna or Italian bread
"Fry" bread
Muffins'
Pretzels, Dutch (soft)
Pumpernickel :
Raisin bread J

Rolls

Rye bread *

Sale sticks
Stuffing (bread portion weighs"

25 grams).
Syrian bread (Flat)
White bread
Whole wheat bread

.

Bread sticks (dry)
Graham crackers ,.,

toast

"Pilot" bread
Rye wafers (whole-grain)
Saltine crackers'.
Soda crackers
Taco shells
Zwieback

Dumplings
Hush puppies
Meat/meat alternate pie crust
Meat/meat alternate turnover crust
Pancake
Pizza crust
popovers
SopaWlas
Spoonbread
Tortillas
Waffles

SERVING QUANTITY

1-.

.(Grams)
t

40
28

48

30

1 50

1. 28
r

1 .32

40

1 `28

1 32
-1 40

2 320.

1 28

, 1 ,25

'1 28

1 25

1 25

1 80
1 25

1 25

1 ' 25

3 ;N 21

3 21

5 20

2 32
4 20
8 22.4

3. 21

2 20

3 1

1 45

1 30
1 30

1

,i

4 42

1 '50

1 c 30
1 50

1 30
1 '30%

2 50'

1 30

(Ounces)
Jr.

.41

.0

1.70
1.1

1.0
1.1

4 1.4

1.0

1.1

1.4

1.2

1.0

. 1:0
AO 09

0.9

2.8

0.9

0.9

0.9

)(
0.6

00.6

0.5

0.8

0.8(---

0.6,

'0.8 C
0.6

/ Sdrving sizes given are equal to 1 slice of bread, children younger
thin 6 years should receive 1/2 of serving.
Note: All products must be,pade of whole-grain or ell!qched flodr
or. meal.

1 I. .
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Glossary of Terms Used

Administering
Agency .

Camp

Child

a

onent

Meal

Meal Type

Needy
Children

Onsite
Preparation

Program Adult

t

Unitized Meal

Vendor ..'

Net Program
Costs

A if

IN

The State Agehcy oi.\--the USDA Food and Nutrition Seivice Regional

Office which directly administers the'Sumdter Food Service Program

to sponsots: This is the agency which"approves'applications.
,

Residential summer camps,whi6h offer a regularly' scheduled fOod:¢
service as part of an organized program forgenrolled children'
and which serve up to four meals% day, and nonresidential programs
which offer a regularly scheduled, Organized cultural or recreation
program for enrolled children and which serve such children four
meals a day or three meals consisting of a breafast, lunch and
supper.

ALy person age 18 and under and persons Over 18.where
determined by a State or local educational agenCy to be mentally
.or physically handicapped and who partidipate in a public school

program for such handicapped persons.
f

Each required item of meal, suckas milk, meat or meat alternate,

two or more fruits or v getable§ ana bread'or bread trivalent.

A breakfast,. lunch, supper or snack which meets USDA nutritional
standards and which is served'to children at a food service site..

Any one of the four kitids of meals eligible; for USDAt***mburse-

ment.

Children from families whOse income is below the USDA i\come'

poverty guidelines. (The National School Lunch Program, the School
Breakfast Program and Child Care Food Program use the sameguide-
lines. Children eligible for frde or reduced -price meals in'those

-
program's are considered needy)°.

Meals prpared and served at the same location.

Adult staff, who prepare or serve meals ar superipd children

it meal tide. This does not include adults'Whose jobs. are on
the administrative staff, such as mon ovs.

Serving all components of a meal together at the same.time.
For example, the milk and fruit components of a lunch ,cannot
be served as a "snack" later in'the day.

4

Meals delivered by a vendor with all components of each meal
in one package (with the exception of milk). The administerrg
agency may approve exceptions to unitizing certain other'

components of a ial suctras
,

fruit juice.
4.-,

,
.

A commercial operation catering meals, algo referred to as a food
-

service management company: , .

o

TEe-cost of operatina food service including food costs,
labor costs, cost of nonfood supplies\and rental and use
allowances of equipment and pace. 11

_LC)

,-, ,
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1



P ogra.m Evaluation F,ortn.

0

of

1.

2.

3.

4.

5.

O

7.

9.

10.

11,

.

Please complete, detach this form and mail to the Child Care and
Summer Programs Division, Food and Nutrition Service, U.S.
Department of Alkicultute, Washington, D.C. 20250. If more
space is needed'for answers, please attach additional sheets
of paper.

Did you receive adequate assistance in planni?g, organizing, and'
managing the program? If no, please explain.

Did you receive sufficient training in all area of program ad-
ministration and operation? If no, please explain.

Did Qu have problems in training your administrative and site
personnel and monitors? If yes,, please explain.

if you contracted with a vendor for the ,preparation and delivery
pi meals did you have problems wi the bid procedure, the contract
procedUre, timely delivery of unitized meals, quality of meals,
or recordkeeping? If yes, .please describe and include any other
problems with the,vendor.

If you used onsite reparation, did you have problems with'preparin
meals onsite,., such as adequate food preparation, refrigeration and
storage facilities, planning menus which meet the meal pattern
requirements, purchasing appropriate foods and recor ng? If

yes, please describe and include any other problems w on ite
preparation.

If you had to provide for an audit of the program, did you have
problems in 'securing an appropriate auditing firm? If yel, pleas*
explain and include any other problems you had in.providing for an
audit.

Did you receive copies Of the Sponsor Handbook, §ite,Handbook,
Monitor Handbook, Audit"Cuide and posters? Are these pr4bgraM

aids Clear and understandable and can they be improved? If so,

give suggestions for areas whicll could be improved.

Are the regulations clear and do you have any suggestions for
changes which should be incorporated in the regulations?

Was there adequate personnel our staffto effectively monitor
sites?

..g

Did site supervisors maintain all required records such as food
purchase receipts, attendance records, where applicable menus,
etc'." ?. Describe your sysieVdr collecting these records.

af you are a sponsor iR a rural area, what extraordinary adminis-

trative costs did you incur that perhapa urban type Sponsors mayno
1*."

,

orr.cr 1076-7
j

4.00.3-2A,3603
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Sponsors of the Summer Food Service
Program for Children %sant to provid meals
to children durine. the surnm:e months %%hen
school is nut in session \ our site is the
means of pros 'ding this ei-% ice to chtlelren
That makes you th,: most important 'Art of
ths Summer Food Ser:ce Program for
Children. V, stn a I :tle efort. o'u can make
the meal serttce art enjo,able experience for
'hour neighborhood children,

April 1978 Revised

kg

14

dow
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You have an 'obligation to the., children to
make sure that your-site's food entice is run ,

in accordance with program regulations and
the instructions provided to you by yocour
sponsor, Your sponsor will be financially ,
responsible fy.sr an)' meals that are 'served
incorrectly or Are served to ineligible people.

'This booklet shOuld answer most of your
questiorig about your job. You will hive many\
things to do. But remember, the most important
things you hav, to do for your sponsor are
these:

'Make sure the meals servedt.meet the
meal pattern requirements and the /
nutritional needs of thechildren.
Order or prepare only the number of .

meals yOu need, since attendance may
v2 summer progresses.

s to adjuSt,meal .delivery up or
down as attendance varies.,

, Serve meals only during the designated
meal time.
Sign for only the number of meals
delivered.

3
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.

SerVe-one complete mull to each child.
Be sil r e that all !meals are eaten on site.

.-Sepie meals only to, children, Persons of
all ages who are mentally or physically ,

. handicapped can also be served, if they./ participate in a public selv&ol program:
IStep.. accurate daily records. , i

Count and record the numberOf meals
served, by type, each day. "

Before the pragram begins, your' sponsor
must conduct a training session for all site -

personnel. You and yoUr coworkZ at the site *

must 'amend. If you) have nq a ded such a
session, be sure to let.your sOnsorknow.
You must not st4irt t5e procram until yoir
knots and urtdcfst:artd your duties and
rtspon,sibilities Ainong, thellipngs your sunsbr
will cover during the opining session are the ).

following: , ,-

Menu 9ele for your site.
Types of meals your site will serve.

, ot Delivery time, if your site ito receive
prepared meals, and designated meal '

service time. ...
Trash removal scheddle.

,...

Preparation. and submission of daily-
report shetis.

P

4

I 41.

,

le

S
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J

4

Whom to call about problems and when
to rill them.
SIO9e.y eolleetion procedures for adult 1,
staff meals..
Local health and sanitation. standards.

You should know the following Fedetar -
regulations.

Vendors must deliver each meal in a
single package or unit. Only milk can be
delivered separately.
Meals must be delive,red within 1. hoe.,

4 of serving time if Youtoite does floc/lave.
adeqUate storage facilities.. ,

Three hours must elapse between the
beginnint of one meal service and'
peginning, of another (breakfast, lunch,.
'supper, and snacks)But, if you
serve a snack betweeft lunch and super,
you must serve supper 4 Ours after

beginning lunch service.
\Lunch and supper service cannot last
more than 2 hoofs: Breakfast and snack
serer nnot !At more than 1 hour.
Supp m '_service may, not begin after

)0t, ,v5:00 p.m. t .
None of these time restrictions aptly to

112...

0 raj camps.,
.

er.
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,
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Vefore mealtime on the first day of )qpr
..- progrqm. take time to 'tall; with the chillren

about the food service. Signs posted around
the site will'help the children and neiehborhood
adults remember the rldes: -

. \ .'You shou
1

d emplidsize: .
e flir and ilhen meals Ail' be:Served,

including Planslikr days 1,s hen flit
neather is bad.
That only shildren (1,r, etirs of age/and
'younger) and eligible mentally and &-

physically har*a.ppecipersons Can be
1 - served meals. *

,

That meals must be ease /the site.
That meals mar-only bt'served as
ctRnplete units: '.. < .p 4)

,. Was in NI hich members of the local -,

copimunity may assist y ou,rand encobrage
thar suggestions for a better-prograrn.

9

7
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For the program to ruaXmoothly throughout,
the summer, you and your coworkers must
be aware of your daily sit responsibilities.
In general, these responsibilities may be
grouped into three major categories.

Receipt of meals fro'm the vendor
/. (or preparation of meals).

Remember to count the number
of meals..
(If yotc.prepare ineals, your sponsor
will hold a special training session
with you. He will also provide you
with additional Information and
menu suggestions.)

Service of meals to the children.
Count the number of children sered.

3:. Daily. reCtirdkeeping.
'ecord counts and sign reports.

2.

Each category is d4ussed in detail on the
following gages. '

19
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Receipt of meals from the vendor.

. J ).

1. Make sure the delivery schedule set by
your sponsor is being followed

, Do the meals arrive at the same time ever}
day?

Does the driver bring the right number of
meals you need?

2. Count the meals delivered' before the
driver leases your site'.

Was the planned meal delivered that day'
Is the vendor making unauthorized

substitutions?
Does your count equal .he number of meals

indicated on the deb ry receipt? (Do not
sign the receipt until t le number on the
receipt aszrees with you count and unless the
meals are in accep:abie c minion )

Have you,told the sponsor if you need
more or fewer meals'for the next day?

3. Check the food quality.
Are the.rieht foods. as listed in this booklet,

being delivered?
Is any food spoiled?
'Are foods delivered at proper temperatures?

8

A

1 21-{-

4. Write the time of delivery on the receipt.
If everything has been delivered correctly,
sign the receipt. Otherwise, make a note odthe
delivery receipt and notify your sponsor.

5. Keep dcopy;pf the delivery receipt with
your daily report.

Remember that your sponsor has entered
into a contract with the vendor: It is up to you
to let your sponsor know if there are problems

e. with the jdod service.

Service of meals to the children.

1. Organize your activities so that at mealtime
the children still be able to arrange themselves
into an orderly serving line.

2. Count the meals as you serve them to the
the children, and record your count on the
daily record sheet. Remember that adults
(other than staff) ate not allowed to receive
meals under this program.

oe

A4

Y.



3. Serve meals during the designated meal
'service 4imijour sponsor will not be paid for
meals serfeilbutside these time frames.

4. Serve the meal as a complete unit without
separating the items. Each meal is specifically
desijgned as a unit to fit the food-needs of a

`Trolling child. Your sponsor will not be paid
for meals not served as a unit.

5. Never serve two meals at the same time
.--to one child.

6. Plan the staff members! time to let them
sit with the children while they eat.

7. Encourage children to try new foods and
to like the foods their bodies need.

8. Follow the spons procedure for
leftover meals. If y have many leftovers,
Itotify your sporisor to order fewer meals.
Remember that the intent of the program is
to serve one meal to each child at each meal
service.

A

a

10

OOP

g.7

3. Daily recordkeeping.

12_5

1. Count and recordthe following inforrnatio4
e served at your site

pper, and snacks):
eals received or prepared
nch, snack, supper).

eats, by type, served to

seconds served to children,
reason for seconds.)

of meals, by type, served to

for eactinw...
(breakfast, lunch,

The number of
by type (breakfast,

The number of
children.

The number
if any. (Record

The num
adults.

The number of hours that each paid food
service employee worked on food service.

The amount of money, if any, received from
adults.

1 2

2. Your sponsorwill give you a daily meal
record sheet to complete and'return to his.
office. Your sponsor will receive reimbursement
for the meals served to children based on your
daily records. Thus, yctur records must be
accurate and must be recorded daily. Your
sponsor will explain the system for Collecting
the records.



It is your "responsibility to make sure that
the meals served meet the meal pattern
requirements listed on this page and the
following page. Study the patterns of the meals
to be served at your site and learn to recognize
deficiencies. Record deficiencies on the-delivery

'receipt before you sign it, and notify your
sponsor as soon as possible

BREAKFAST

4Mi1k (fluid) 1 cup
Juice (fruit or vegetable) or

Fruit or Vegetable 1/2 cup
Bread or 1 slice
Cereal 3/4 cup or

1 ounce'

s.

12

tr.

SNACKS
, ppiewrini /cod)
house two Oche folurcomponeios

Milk (-4 .

Milk fl_uid).
. 1 cupeMeaior Meat Alternate 1 ounce

illJuice (fruit or vegetable) or
______.

Vegetable or Fruit 1 cup
r iiiireaTO;----- 1 slice

. .

Cereal ' 3/4 cup
or 1 ounce!

LUNCH or
SUPPER

emlik (fluid) cup
4e Meat or Poultry or Fish or Cheese or 2 ounces

Eggs or
1

Dry beans (cooked) or peas or 1/2 cup
Peanut butter 4 tablespoons

111Fruits (2 or more) pr
Vegetables (2 or more), 3/4 eup2_______. _

V Bread 1 slice

1. whichever is less
2. vegetable or fruit juice not more than 1/4 cup

13
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Sponsor personnel, called monitors, will visit
your site on a regular basis. They will assist
with day-to-day problems and explain the
daily recordkeeping requirements. Questions
they will be asking wheh they visit your site
include'the following:

1: Are all children eating at the site?
2. Are ineligible adults tieing fed?.

Are th meals served as a unit? -01%

Do the eats meet the meal patterns?
5. Are the l equir number of hours'

elapsing betwe meals?
6. Are meals sere only during the

designated meal serlice time?
7. What is done with leftovers?
8. What is done in case of bad weather?
9. Are daily records accurate?

10. Are Meals counted Before delivery
receipt is signed?

11. Do you make adjustments in the
number of meals at your site based on
the number of children in attendance?

4.

14
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From time to time you may-have official
visitors who will want to talk with you about
the food service at your site. You should keep
a written record of these visits for reference
purposes. In addition to the monitors from
your sponsor's office, yop should expect to see
someone from the local health department.
State and Federal personnel who administer
the Summer Food Service Prognim'for
Children will also be performing reviews of
the program. All of these people wiiwant to
work with you and your sponsor to help make
your food service better.

Remember, these officials will note any
problems they observe. Because 'your sponsor
may 'not be paid for meals that you do not,
serve in accordance with program regulations,
you must make sure all requirements are met
and problerhs are corrected immediately. If
you are given a violation notice from a
monitor or health department representative,
take immediate steps to correct the violation
and inform your sponsor.

15
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What should I do if my fats are not
IcID delivered?

Call your sponsor immediately and explain
that you did not receive your meals. The
sponsor will notify the vendor.
2. What, should I do if meals are delivered late?,
First, discuss the problem with the driver.
If the problem continues, call your sponsor
and snake a note*, the problem on the

'delivery receipt.
3. May I serve meals to adults who are
working with the food program?
Your sponsor will give you instructions
regarding adult staff meals.
s

6

fir
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.4. May I serve meals to adults in the
community?
This program is primarily for children. Only
handicapped adults enrolled in public school
programs may participate. You should post
signs at the site so adults understand that the
'program is not for them. You may want to
check on feeding programs in sour area which
serve adults and senior citizens so you can

%refer them to the appro'priate- place.
5. What should be done if adults demand
meals?
Call your sponsorjmmediately. The sponsor
will probably send someone to the site to deal
with the problem.
6. What if the food is spoiled?
If you-realize the food is spoiled before you
have signed for the meals, refuse to accept
them. If you do not realize there is a problem
until yoti are serving the'food, immediately
stop the meal service and call back all meals.
This can he a very dangerous situation, so do
not serve any part of the meal. Fall the
spon,sor immediately. The sponsor will notify
the vendor and someone ill come to pick up
the spoiled meals.

1 ?,
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7. May I serve seconds?
No, you should not plan to serve seconds.'
The general rule to follow is 'one Meal per
child," However, sometimes, even with good
planning, yoy.will have extra meals left. Then,

'and only then, should you serve. complete
second meals. Always indicate on your daily
report hoti, ',laity seconds yott serve. Contact
your sponsor to adjust your meal order if you
are receiving too many meals.
8. What should I do if the children o not
want to eat at the site?
Explain to t1-4 children that if they do not
eat at the site, the feedinc' program may be
discontinued if'ith good supervision and
control, you should not hate problems ,keepink
the children at the site. If feel the
situation is out of control. call your sponsor.
The sponsor still he able help you.

C.

18
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You signed a daily records account for all
categories of,meals served. They are the sole

/basis for reporting the number of meals served.
They are also the only basis for payment tot
your sponsor.

Rules foracceptahce and participation in
this program are the.samc for all, without
regard to race/color, or national origin.

.19
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Site Super%Isor's Name

Sponsor's Name .

Sponsor's Representatie

Sponsor's Address

Sponsor's Phone Number
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