SFSP Sponsor Review Questions 2016
Training
1. Is Documentation available to show that all administrative level staff were trained prior to assuming SFSP duties?
2. [bookmark: _GoBack]Is documentation available to show that all site personnel were trained prior to program operations?
3. Is staff training adequately documented 9dates, locations, topics, and participants)?
Monitoring
4. Were all required visits conducted and documented? Required visits include:
· # of sites
· # of New Sites
· # of Sites with Problems in Previous Year
· # of Sponsor Pre Op Visits
· # of 1st Week Visits
· # of 1st Weeks Visits waives
· # Monitoring Reviews Conducted by Sponsor
5. Were all required pre-operational visits conducted and documented?
6. Were all required first week visits conducted and documented?
7. Were all required monitoring reviews conducted within the first four weeks of program operation and documented?
8. Has the Sponsor taken corrective action on problems identified?
Foodservice
9. Is the Sponsor using an approved menu record?
10. Review meal records and delivery receipts. Records should be reviewed from the start of the program to the review date. There can be no less than 5 serving days prior to the day of the review (unless the Sponsor operates for a period shorter than 5 days). Does the Sponsor maintain adequate records of meal preparation and ordering? If no, record number and type of meals which are not supported by adequate records. (Date, Production Facility Name, # of Meals Prepared/Daily, and Meal Count)
11. Do the Sponsor’s menu records and/or ordering show that meals contained all components, that serving sizes were measurable, and documented food items met meal pattern requirements? If NO, record deficiencies described. (Meal type, # of Meals Recorded, Missing or Inadequate Component (Describe Fully))
12. Describe the procedure used to adjust the number of meals ordered (for vended sites) or prepared (for self-prep and self-prep satellite sites) each day.
13. Is the adjustment procedure adequate to meet the objective of serving only one meal to each child?
14. Has the Sponsor adjusted the number of meals ordered or prepared during the operation of the program?
15. Does the Sponsor have documentation verifying that the local health department was notified of changes in the operation sites?
16. Do the delivery receipts for the vended or satellite meals support the daily meal count records?
17. Are unitized meals provided?
Meal Count Records
18. Are sponsor meal counts correct for the review month for sites reviewed? If NO, document name of site meal type, # of KDE verified, and sponsor count. 
19. Are the daily meal count forms signed by site supervisor or another designated person?
20. Do the site meal counts show a different number of meals claimed each day?
21. Are meals correctly counted on the site meal count sheets?
22. If there were vended sites, did any site serve above the approved CAP in the review month?
Financial Management
23. The current approved operation budget is:
24. The current approved administrative budget is:
25. Do the Sponsor’s operating and administrative cost receipts and documentation adequately support the approved line items below?
-Operating costs:
	a. Food for all vended and self-prep meals
	b. Non Food Supplies
	c. Operational Personnel
	d. Fringe Benefits
	e. Facility and Utility
	f. Equipment Rental
	g. Transportation
	h. Other
-Administrative Costs:
	i. Administrative Personnel
	j. Fringe Benefits
	k. office Expense
	l. Facility and Utility
	m. Transportation 
	n. Other
26. Were all reported expenses approved?
27. Were all reported expenses reasonable, necessary and allowable? If NO, explain.
28. Are Non Food Supplies recorded separately from food?
29. Is there documentation of payments to the FSMC? If NO, explain. 
30. Does the Sponsor receive income to the Program? If YES, indicate the source from which the funds are obtained. 
31. If a Sponsor received income to the program was it accounted for correctly?
32. Does the Sponsor collect money for meals from non-program adults? If YES, amount per meal.
33. If non-program adults are served but not charged, is the cost of their meals excluded from program costs? If YES, then how are the meals funded?
34. Does the Sponsor take an inventory to determine the food costs?
35. Does the cost of FSMC meals include delivery?
36. Did the Sponsor charge the delivery of vended meals to the budget appropriately, if the cost was not included in the per meal cost?
37. If there is a corrective action plan generated from an audit that affects SFSP, was the corrective action implanted successfully?
Claim Validation
38. Did the review of records result in a claim adjustment? If YES, indicate which month(s).
Eligibility (Note: Complete the Shared Eligibility Form and Worksheet for Incorrectly Approved Applications, if necessary.)
39. If the Sponsor uses shared eligibility information from an SFA, is the information adequate?
40. If the Sponsor collects income eligibility forms, are they completed and categorized correctly?
41. Does income eligibility documentation show of 50% or greater are income qualified? If NO, answer the following: Site Name, Total Enrolled, and Total Elig. For Free/Reduced Price Meals, and Meals Recorded to Date (Breakfast, AM Snack, Lunch, PM Snack, Supper)
FOR CAMPS
42. Was a roster of ALL children’s names available for every camp site and session?
43. Check the documentation used to establish the eligibility for needy students: Upward Bound or Other (if other, specify).
44. If the Sponsor collects income eligibility forms, are they completed and categorized correctly? Use Worksheet for Incorrectly Approved Applications.
45. Are all income eligibility forms current?
46. Are the current income eligibility guidelines used?
47. Does the Sponsor have documentation for all children claimed? If NO, complete the following: Dates of Session, Total Enrolled Children, Total Apps on File, Total of Eligible Children (Sponsor, Reviewer), and Problems Noted with Applications.
Civil Rights
48. Is the Current “….And Justice for All” posted at the Sponsor’s office in a place visible to the public?
49. Did the Sponsor make reasonable efforts to provide information in the appropriate translation concerning the availability and nutritional benefits of the program?
50. Does the Sponsor provide a nondiscrimination statement and a procedure for filing a complaint on information concerning the program and program activities?
51. Is documentation on file to show the media release was sent to local media outlets in the community(ies) served by the Sponsor identifying information on Program availability, complaint, information and the nondiscrimination statement when there are changes in site or program operations?
52. Has the Sponsor collected beneficiary data by racial/ethnic category for each site?
53. Is Program information made available to the public upon request?
54. Does the Sponsor ensure that meals are served to all children, regardless of their rac, color, national origin, sex, age or disability?


Administrative Responsibilities
55. Does the Sponsor retain all records pertaining to SFSP for 3 years or longer if necessary due to appeal or legal action? 
56. Does the Sponsor demonstrate management capability in the administration of the SFSP? If NO, explain. 
57. Does the Sponsor demonstrate accountability in the administration of the SFSP? If NO, explain. 
58. Did the Sponsor retain the program management duties that cannot be sub-contracted? If NO, explain. 


