

Production Record Basics – State Prototype
	WHAT
	WHEN
	HOW 

	Food Component
	Before Service
	· Leftover to be used for service – indicate date food was originally prepared
· Age-grade group – if serving multiple age-grade groups and portion sizes is different for different age-grade groups

	Menu Items
	Before Service
	· ALL food items being served
· Brand name and product code number
· Mark WG next to food item  to indicate whole grain products
· BREAKFAST – 
· M/MA as grains belong in the Grains section
· M/MA as extras belong in the Extra Foods section
· Condiments belong in the Other Foods section

	Actual Portion Size
	Before Service
	· Purchased combination foods: weight on label 
· Unless serving size is larger than 1 portion per nutrition fact panel or CN label
· M/MA: ounces (meats, yogurt, cheese); cups (beans, soups, casseroles, sauces); 1 large (eggs); tablespoons (nut butters)
· Grains – Refer to Exhibit A: ounces (Groups A-G); cups or dry grams (Group H); ounces or cups (Group I)
· Milk: cups or ounces
· Fruits & Vegetables: cups

	Creditable Portion Size (Breakfast)/
School Equivalencies (Lunch)
	Before Service
	· Determined using FBG, CN labels, Recipes Yields, Exhibit A or Manufacturer’s Spec. Sheets
· M/MA & Grains: ounce equivalents
· Fruits, Vegetables, & Milk: cups
· Can credit combination foods on one line (lunch)

	Recipe Number
	Before Service
	· Standardized Recipe Number 

	Planned Number of Portions
	Before Service
	· Number of servings for reimbursable meals and non-reimbursable meals (adult meals, a la carte sales) planned
· Use number of portions, NOT weight or volume planned

	
Prepared Number of Portion
	
After Service
	[bookmark: _GoBack]EVERYTHING FROM THIS POINT SHOULD BE HAND WRITTEN
· Number of servings for reimbursable meals and non-reimbursable meals (adult meals, a la carte sales) prepared
· Use number of portions, NOT weight or volume prepared

	Number of portions sold as a la carte
	After Service
	· Number of non-reimbursable servings (adult meals, a la carte sales) used
· Use number of portions, NOT weight or volume used

	Leftovers
/Waste
	After Service
	· Leftovers (L): Number of portions that were not used, but can be stored and used at another meal service
· Waste (W): Number of portions that were not used and went in the trash
· Use number of portions, NOT weight or volume leftover or wasted






