2014-15 Sponsor Checklist for Administrative Review (Full CEP)
Central Office:

· Wireless access passcode for each reviewed site and central office (from District Technology Coordinator)
· Alphabetized Direct Certification (DC) list history file (printed or downloaded in Microsoft Excel) 
· Alphabetized Benefit Issuance Document (BID) for DC students saved as a Microsoft Excel spreadsheet
· Lists of homeless, migrant, foster, head start, and runaway students, signed and dated by the district liaison
· Level 1 Certification/training file 
· HACCP Plan

· Signed Confidentiality Forms for all those who have access to meal status through Infinite Campus
· Monitor Reviews (including after school snacks, if applicable)
· Approved Meal Counting and Claiming Procedure

· Special Dietary Needs Forms
Review site (school):

· Review period monthly meal counts  

· Review period daily meal counts

· Review period edit check
· Review period claim printout from CNIPS
· Temperature logs for review period
· Two most recent Health Inspections 

· Site-specific HACCP Plan
· Review period production records

· Day of review production records

· Milk invoices for review period
· Refrigerator menu for month of on-site review

· After school snack meal counts, menus, and production records, for the review period and day of review (if applicable)

