DOCUMENTS NEEDED IN ORDER TO COMPLETE THE OFFSITE REVIEW AND ASSESSMENT TOOLS
1. Meal Counting and Claiming policy and procedures from the Districts current Policy Statement:  Upload policy and procedures to question # 300 and use document(s) to answer questions in the 100 and 300 series.
2. Copies of letters with the nondiscrimination statement:  Use to answer question #800.
3. Public Release for School Year:  Upload a copy of the release to question #801.
4. SFA’s procedures for receiving and processing complaints alleging discrimination with FNS School Meal Programs:  Upload a copy of policy and any related forms to question #803.
5. Infinite Campus Ethnic Racial report for District: Upload to question #807.
6. Last year’s on-site monitoring reviews:  Use to answer 900 series questions
7. Wellness Policy:  Upload to question #1000.
8. Other documents related to the Local Wellness Policy – documentation of notifying the public, review and updates made to the policy, list of persons involved with updating and reviewing policy and their relationship to the SFA, how potential stakeholders are made aware of their ability to participate, public notification of most recent assessment of implementation:  Use to answer questions in the 1000 series.
9. Most recent assessment on the implementation of the Local Wellness Policy:  Upload to question #1005.
10. Documentation of Breakfast and SFSP outreach:  Use to answer questions in the 1600 series.
11. Revenue from Non-program food tool:  Upload into the Review Attachments in the Review Tools located on the Review Dashboard page.
12. Child Nutrition Program Financial Documents for most recently closed fiscal year – Year End Balance Statement and Year End statement of revenues and expenses for nonpublic schools and RCCI’s; Month 13 Balance Report from Munis if a public school:  Upload into the Review Attachments in the Review Tools located on the Review Dashboard page.
13. A menu worksheet for the review week for each school selected for review (for each age/grade group in the school):  Complete and submit in the inTeam software system.
14. Meal Contribution documentation for the menu items listed:  Production records, Standardized recipes, CN labels, Manufacturers Statements, Food Labels, etc.: Scan and save all documents as one PDF and submit in the InTEAM software system (instructions forthcoming). 
Here is a list of documents that you will need in order to complete the offsite review.  The documents listed will be needed to either answer a question set or needs to be uploaded into the review itself.  The documents to be uploaded are listed in red font.  Save a copy of the documents to a flash drive and bring to your training session. 











