	WHAT
	WHEN
	HOW 

	Menu Items
	Before Service
	· ALL food items being served

	Meal Component
	Before Service
	· Records which component group each food item belongs to
· Select “Whole Grain” to indicate whole grain products 
· BREAKFAST – 
· M/MA as grains, select “Meat/Meat Alternate – Grain”
· M/MA as extras, select “Meat/Meat Alternate – Extra”

	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 
	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
· Condiments always credit for zero

	Recipe # or Product Name & Code
	Before Service
	· Use brand name and product code number OR
· Standardized Recipe Number 
· Recipe should include brand name and product code number for each food item in recipe

	# of Students Planned
	Before Service
	· Number of servings for reimbursable meals planned.
· Use number of portions, NOT weight or volume planned

	Adults/a La Carte Planned
	Before Service
	· Number of servings non-reimbursable meals (adult meals, a la carte sales) planned.

	Total Portions Planned
	Before Service
	· Number of Students Planned + Adults/ a La Carte Planned

	Blank Lines
	Before Service
	· Use for substitutions or leftovers to be used for service 
· For leftovers,  indicate date food was originally prepared
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After Service
	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

	# Portions Served to Students
	After Service
	· Number of reimbursable servings used.
· Use number of portions, NOT weight or volume used

	# Portions Served to Adults /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
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