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How many are new to school nutrition?

How many struggle with your menus?

…..with production records?
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• Mission 1: Understanding the basics 

– Meal Pattern Requirements

• Mission 2: Build a Menu

– Nutrition Documentation

• Mission 3: Evaluate your menu

– Menu Planner Tools

• Mission 4: Production Records

Objectives
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Mission 1:
Meal Patterns Basics Overview
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1) How many components are required at Breakfast?

2) What are the required components?

Breakfast Meal Pattern
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Breakfast – Fruit/Vegetable Component

• Fresh, Frozen, Dried, Canned or Juice forms

➢ Juice must be Pasteurized, 100% Full Strength 

• No more than half of the weekly fruit and vegetable offerings can be in the form of juice

• Credited based on their volume as served 

➢ Dried fruit credits as double the amount offered (1⁄4 cup counts as 1⁄2 cup)

➢ Frozen juice is credited based on the unfrozen liquid volume

• Minimum serving is 1/8 cup

➢ May offer vegetables in place of fruits at breakfast with some restrictions:

• 1 day per week → may offer any vegetables, including starchy vegetables

• 2 or more days per week →  it must be from two different vegetable subgroups

K-5 6-8 9-12

Daily – 1 cups
Weekly – 5 cups

Daily – 1 cups
Weekly – 5 cups

Daily – 1 cups
Weekly – 5 cups

K-12

Daily – 1 cups
Weekly – 5 cups
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Breakfast – Grain & Meat/Meat Alternate

• May offer meats/meat alternates, grains, or a combination of 
both at breakfast
– Minimum creditable serving is 0.25 oz. eq

Grains
• 80% of grains served at breakfast 

must be whole grain-rich (WGR)
• Any remaining grains must be 

enriched

• WGR is defined as 50%-100%

• Breakfast cereals must contain no 
more than 6 grams of added sugars 
per dry ounce

K-5 6-8 9-12

Daily – 1oz eq
Weekly – 7oz eq

Daily – 1oz eq
Weekly – 8oz eq

Daily – 1oz eq
Weekly – 9oz eq

K-12

Daily – 1oz eq
Weekly – 9oz eq

Meat/Meat Alternate
• Yogurt must contain no more than 

12 grams of added sugars per 6 
ounces (2 grams of added sugars per 
ounce)

• Nuts and seeds may be used to 
satisfy 100% of the meat/meat 
alternate requirement
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Breakfast – Milk Component
K-5 6-8 9-12

Daily – 1 cup
Weekly – 5 cups

Daily – 1 cup
Weekly – 5 cups

Daily – 1 cup
Weekly – 5 cups

K-12

Daily – 1 cup
Weekly – 5 cups

Milk may be fat-free or 1%:
** fat-free or 1% lactose-free & reduced-lactose fluid milk may 
also be offered

At least 2 choices of milk must be offered
• One of those must be unflavored
• Flavored milk must contain no more than 10 grams 

of added sugars per 8 fluid ounces
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Breakfast – Dietary Specifications

** When creating a K-12 menu:
▪ Average calories/week → 450-500
▪ Sodium → ≤540
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New USDA Added Sugars Resource
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Updated USDA M/MA Resource



13

Attend the School Breakfast Meal Pattern Session

• Tuesday → 8:30 am - 9:20 am
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1) How many components are required at Lunch?

2) What are the required components?

3) What are the vegetable subgroups?

4) What are common errors with subgroups? 

Lunch Meal Pattern
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Lunch – Grain Component

Grains
• Minimum creditable serving is 0.25 oz. eq

• All grains count

• 80% of grains served at lunch must be whole grain-rich (WGR)
• Any remaining grains must be enriched

• WGR is defined as 50%-100%

• Breakfast cereals must contain no more than 6 grams of added sugars per dry 
ounce

• May contribute up to 2 oz eq of grain-based desserts per week

K-5 6-8 K-8 9-12

Daily – 1 oz eq
Weekly – 8 oz eq

Daily – 1 oz eq
Weekly – 8 oz eq

Daily – 1 oz eq
Weekly – 8 oz eq

Daily – 2 oz eq
Weekly – 10 oz eq
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Lunch – Meat/Meat Alternate Component

• Minimum creditable serving is 0.25 oz eq

• Must be served in the main dish or as the 
main dish and only one other menu item
– Overall - It cannot be split across more than two items

• Schools without daily choices should not 
serve any 1 M/MA or form of M/MA (for 
example, ground, diced, pieces) more than 3  
times in the same week
– This helps ensure variety in the meals offered

• Nuts and seeds may be used to satisfy 100% 
of the meat/meat alternate requirement

• Yogurt may have no more than 12 grams of 
added sugar per 8 fluid ounces

K-5 6-8 K-8 9-12

Daily – 1 oz eq
Weekly – 8 oz eq

Daily – 1 oz eq
Weekly – 9 oz eq

Daily – 1 oz eq
Weekly – 9 oz eq

Daily – 2 oz eq
Weekly – 10 oz eq
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Lunch – Fruit Component

• Fresh, Frozen, Dried, Canned or Juice forms

➢ Juice must be Pasteurized, 100% Full Strength 
• No more than half of the total weekly requirement may be met with 100% full strength fruit juice

• Fruit is measured in cups and is credited based on their volume as served 

➢ Dried fruit credits as double the amount offered (1⁄4 cup counts as 1⁄2 cup)

➢ Frozen juice is credited based on the unfrozen liquid volume

• Minimum serving is 1/8 cup

K-5 6-8 K-8 9-12

Daily – ½ cup
Weekly – 2 ½ cups

Daily – ½ cup
Weekly – 2 ½ cups

Daily – ½ cup
Weekly – 2 ½ cups

Daily – 1 cup
Weekly – 5 cups
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Lunch – Vegetable Component

• Fresh, frozen, or canned vegetables and dry beans, peas, and lentils may be 
offered

• Vegetables are measured in cups and is credited based on their volume as 
served 

Additional Crediting information:

➢ Dried fruit credits as double the amount offered (¼ cup counts as ½ cup)

➢ Raw leafy greens is half the amount offered (1 cup counts as ½ cup)

➢ Cooked leafy greens (i.e., collard greens) are credited by volume as served                          
(½ cup counts as ½ cup)

➢ Tomato paste and puree are credited based on calculated volume of the whole 
food equivalency (i.e., based on the amount of whole tomatoes required to make them rather than the 
volume)

• Minimum serving is 1/8 cup

K-5 6-8 K-8 9-12

Daily – ¾ cup
Weekly – 3 ¾ cups

Daily – ¾ cup
Weekly – 3 ¾ cups

Daily – ¾ cup
Weekly – 3 ¾ cups

Daily – 1 cup
Weekly – 5 cups
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Lunch – Vegetable Subgroups
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Lunch  – Milk Component

Milk may be fat-free or 1%:
** fat-free or 1% lactose-free & reduced-lactose fluid milk may 
also be offered

At least 2 choices of milk must be offered
• One of those must be unflavored
• Flavored milk must contain no more than 10 grams 

of added sugars per 8 fluid ounces

K-5 6-8 K-8 9-12

Daily – 1 cup
Weekly – 5 cups

Daily – 1 cup
Weekly – 5 cups

Daily – 1 cup
Weekly – 5 cups

Daily – 1 cup
Weekly – 5 cups
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Lunch – Dietary Specifications

Standards for calories, sodium, and saturated fat are based on averages for the week

K-5 6-8 9-12 K-8

Calories (kcal) 550-650 600-700 750-850 600-650

Saturated Fat (% of total kcal) <10 <10 <10 <10

Added Sugars (% of total kcal) <10 <10 <10 <10

Sodium (mg)
➢ SY 25-26 & 26-27
➢ Starting SY 27-28

≤ 1,110 
≤ 935

≤ 1,225
≤ 1,035

≤ 1,280
≤ 1, 080 

≤ 1,110 
≤ 935

Trans Fat - Nutrition label or manufacturer specifications must indicate zero 
grams of trans fat per serving
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Attend the School Lunch Meal Pattern Session

• Tuesday → 9:30 am - 10:20 am
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Mission 2:
Build Your Menus
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Building your menus

• Use the meal pattern charts as your guide

• Use past production records/meal count 
records

• Incorporate grade level choices in all menu 
planning

• Evaluate meals for variety as a key principle 

– Look at other schools' menus and/or 
restaurants for inspiration

• Need nutrition documentation to determine 
how food items credit towards the meal 
pattern
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You will need the following to determine how foods credit:

• Child Nutrition (CN) Labels OR Product Formulation 
Statements (PFS) for all processed foods

• USDA Foods Product Information Sheets (Commodities)

• Standardized Recipes

– Food Buying Guide

• Nutrition Fact Labels including ingredient list

• Exhibit A Grain Requirements Weight Chart
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Examples
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Child Nutrition (CN) Labels

▪ Tells us how a food item contributes to the meal pattern 
(main entrée, combination food items)

▪ Not needed for fruit, vegetables, milk

▪ Voluntary by the manufacturer

▪ USDA analyzes product/food item & creates the CN Label

▪ Generally, not found at retail outlets

▪ Most of the big distributors carry CN labeled products
▪ Speak to your distributor about these products
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CN Label:
• 1 patty (2.5 oz)

       = 2 M/MA
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Product Formulation Statements (PFS)

• Product formulation statements are like a CN 
label because they analyze the product

• Provided by manufacturer NOT USDA

• Gives you a breakdown for how much M/MA 
and/or Grain is in the food item

• For grain items, indicates if an item meets the 
WGR
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PFS:
• 4 pieces/strips

• G/B equiv.

• 0.75 eq

• Notice not 
WGR

• On letterhead 
signed
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PFS:

• 4 pieces/strips

• M/MA equiv.

• 2oz eq

• On letterhead 
signed
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USDA Fact Sheet
• Provides the CN 

crediting



3535

Let’s Talk Turkey…

And Other Deli 
Meats!

CN Label 
3 oz (6 slices) = 2 m/ma

If commodity, it MAY be on the box.
• cut from the product package
• photocopy the CN label from the box
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Documentation from 
your Distributor

• Cannot be used for 
crediting

• Must come from the 
MFR 

• Can only be used for 
the ingredients 
listing to determine 
WGR
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Standardized Recipes

• Are required for anything 
made in-house with 2 or 
more ingredients combined
– Examples:

• Casseroles

• Pizza

• Sandwiches/Wraps (Deli, 
PBJ, Grilled Cheese)

• Packaged Salads

• Provides consistent quality & 
yield every time when the 
exact procedures, equipment 
& ingredients are used
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Benefits of a Standardized Recipe

Consistent 
Quality

Predictable 
Yield

Customer 
Satisfaction

Consistent 
Nutrient 
Content

Food Cost 
Control

Efficient  
Purchasing

Inventory 
Control

Labor 
Cost 

Control

Increased 
Staff  

Confidence

Successful
SNP 

Reviews
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Components of a Standardized Recipe

The name on the recipe & on the menu

The number of servings/portions the recipe makes 

The amount or size of an individual serving  

List each ingredient & the measured weight/ 
volume

The step-by-step directions to make the recipe

Recipe Name

Yield

Portion Size

Ingredients 
& Quantity

Preparation
Procedures

List time/temp for prep/holding/cooking 
(critical control points)

Cooking Temps 
& Time

Crediting Info
List how much the recipe contributes to the meal 
pattern
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Sample Standardized Recipe
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Standardized Recipe Resource
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How do you know how a recipe credits? 
(i.e., in-house, recipe from another school, website, 

mosaic, distributor, etc.)
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USDA Food Buying Guide

• The Food Buying Guide (FBG) includes a comprehensive list of 
food items that are eligible for Child Nutrition Programs 
(CNP).

• It provides detailed information on portion sizes, 
purchase quantities, and how each food item contributes 
to the overall meal pattern requirements.

• It includes over 2,100 food items, covering various 
categories such as meat, vegetables, fruits, grains, milk, 
and other foods.
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USDA Food Buying Guide
• Published in 1947 and updated as needed!
• Available in multiple formats:

– Interactive Web based tool
• Navigate to: https://foodbuyingguide.fns.usda.gov/
• Create an account (eAuth) or log in as a guest.

– Mobile App
• Download Food Buying Guide for CNP

– App Store: IPhone or IPad
– Google Play for Android platforms

– Downloadable Print Based Tool-PDF Version
• Navigate to: 

https://foodbuyingguide.fns.usda.gov/Appendix/DownLoadFBG

• All versions provide the same information.

https://foodbuyingguide.fns.usda.gov/
https://foodbuyingguide.fns.usda.gov/Appendix/DownLoadFBG
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Spaghetti & Meat Sauce-USDA
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Standardized Recipe Activity

How to calculate the 

contributions for

Spaghetti with Meat Sauce recipe



48

Ingredients

• Beef, Fine Ground, 85/15, Raw, Frozen (USDA)

• Pasta, Spaghetti, Whole Wheat Blend (USDA)

• Spaghetti Sauce, Meatless, Low-Sodium, Canned, 
#10 (USDA)

• Notes:

– Yield is 50 servings

– Serving 9-12 Grade Group

– Everything gets mixed prior to service
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Beef, Ground Frozen (Search)

• 1 Pound = 16 oz. 

• 12 serving per pound.

•  Each serving of RAW BEEF 
weighs 1.34 oz. 

• Meal Contribution= 1oz eq.

How much beef do we need in a 
recipe for 50 servings to equal 
1.0 M/MA?

1.5  M/MA?
2.0  M/MA?
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Sauce, Spaghetti (Search)

Pasta, Spaghetti (Search)

How much does a ¼ cup serving of Spaghetti Sauce weigh?
How much would you need in a 50 serving recipe?

How much pasta do you need for 50 servings?
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Nutrition Fact Label

Ingredients:

Question:  Is this Whole Grain-Rich?
Answer:  No
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Exhibit A Grain Chart A tool to use that determines how a 
grain credits by weight when a 

CN/PFS is not available 
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Exhibit A Grain Weight Chart
Step-by-Step directions:

• Step 1 → Must have a nutrition fact label 

• Step 2 → Look at the Serving Size on the nutrition fact label.  It 
will state the serving size in grams and/or ounces (i.e., weight 
of the product)  

• Step 3 → Use the Exhibit A Grain Weight Chart to determine 
which “group” the product is listed under.

• Step 4 → Compare the calculated weight of your grain food 
item to the weight on the chart
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Let’s Practice

WG Hamburger Bun

 

How to Calculate

• Hamburger Buns are located in Group B

• USDA 1 oz. eq. = 28 grams or 1oz

• Divide 57 grams by 28 grams

• Answer  =  2.03  (2 oz. eq.)

• Pancakes are located in Group C

• USDA 1 oz. eq. = 34 grams or 1.2oz

• Serving size is 3 pancakes (105 grams)

• Each pancake is 35 grams

• Divide 35 grams by 34 grams

• Answer  =  1.02   (1 oz eq/pancake)

Grains round down to 
the nearest 0.25
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Let’s Practice

Obtain the 
CN/PFS as 
much as 
possible

The CN/PFS 
overrides the 
Exhibit A Grain 
Chart

• Muffins are located in Group D

• USDA 1 oz. eq. = 55 grams or 2oz

• Divide 51 grams by 55 grams

• Answer  =  0.92   (0.75 oz eq.)
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Use Cycle Menus

• A series of menus planned for a 
period (i.e., 4-6 weeks) 

• Different each day during the 
cycle 

• After serving the entire menu, 
the cycle is complete, and it 
repeats in the same order
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1) How many of you have a cycle menu?

2) For those that have a cycle menu, how many weeks 
is it?

Cycle Menus
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5 REASONS 

Rock a Cycle Menu

T
O

Controls 
costs

A menu rotation means you’ll always know 

which products you need & how much

Improve 
efficiency

When your team members repeat meals, the 

process becomes quicker over time

Reduce 

Waste
With a regular list of                     

entrees, saves on time                 

gathering nutrition information 

(CN labels/PFS/Recipes)

Meet  
regulations

Cycle build regular customers, 

so you can gauge how much 

to stock & prepare each time  

Makes students 
happy 

Survey students to add 

variety, allow creativity & keep 

popular items in the mix to 

boost participation
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Tips for using Cycle Menus

Plan a different main dish 
for each day in the cycle, 

alternating between 
types of meats.

Vary the preparation 
methods to avoid 

overloading/overworking 
kitchen staff & 

equipment.

Include in-season foods.

Balance higher-cost foods 
with lower-cost foods in 

each week.

Include raw and cooked 
vegetables.

Include a variety of foods 
so children get a wide 

range of nutrients.

Try some new recipes 
along with the standard 

ones.

Remember that cycle 
menus can be adjusted to 

allow for holidays, 
unexpected leftovers, or 

seasonal produce.

Consider the arrival date 
and shelf life of fresh 
foods and store them 

properly to reduce waste.

Consider delivery times 
and storage capacities of 

freezers and 
refrigerators.

Think about the 
children’s likes and 

dislikes. 

Include different shapes, 
colors, textures, 

temperatures, and flavors 
for added appeal.
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Cycle Menu 
Quiz
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Mission 3:
Evaluate Your Menus
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Menu Planning Tools

• USDA Certification Worksheets

• Approved Alternatives to the USDA Certification 
Worksheets

• ISBE Meal Planning Tool
– Breakfast Planner

– Lunch Planner
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Menu Planning Tools - USDA Certification Worksheets



66

All Meals Tab         

Menu Planning Tools - USDA Certification Worksheets
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Daily Tabs

Menu Planning Tools - USDA Certification Worksheets
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Weekly Report Tab

Menu 
Planning 
Tools – 
USDA 
Certification 
Worksheets

Example:
In compliance
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Weekly Report Tab

Menu 
Planning 
Tools – 
USDA 
Certification 
Worksheets

Example:
Not in compliance
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Menu Planning Tools - Approved Alternatives



71

Menu Planning Tools - ISBE Planner Tools

Breakfast Menu Planner
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Menu Planning Tools - ISBE Planner Tools

Lunch Menu Planner
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My name is Emma the Eggplant, and 
I will be your guide on how to use 

the ISBE Menu Planner tool to 
evaluate your menus for 

compliance.  

Let’s try one out!
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✓ Know how to plan meals 
that meet the daily 
requirements

✓Know how to review the 
weekly menu to ensure it 
meets the weekly 
requirements.

✓Tips for substitutions
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Column Breakdown Explanation:               
Component Column

Required Daily Components
Milk

Meat/Meat Alternate
Grain/Bread

Vegetable
Fruit
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Column Breakdown Explanation: 
Weekly/Daily Requirements Column
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Column Breakdown Explanation: 
Monday – Friday Columns



7878

Column Breakdown Explanation: 
Weekly Requirements Columns
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Determining Your Grade Group

The first decision that should be made as 
the menu planner is to determine which 

grade group you will be planning for.

Since my school has students in grades K-8, 
I have planned this menu based on the K-8 

grade group requirements.

I could have chosen to plan 2 different 
menus: one for K-5 and one for 6-8. 

However, it will be easier for me and my 
staff if I just plan on using the K-8 menu.
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Now let’s evaluate my K-8 lunch menu!  We will 
fill one week’s menu and make sure we meet 
all the components & serving sizes as we go 

along!
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Here is the K-8 menu I 
have built for the week.

Let’s see if it complies.
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5 cups

10 oz 
eq

8oz 
eq

1/2 
cup

1 ½ 
cups

1/2 cup

3/4 cup

3/4 cup

2 ½ 
cups
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Now here is the 9-12
 menu I built for the week.     

The high school has 2 entrée 

choices.   

Let’s see if this one complies.

Pizza

Sweet Potato Fries

Celery/Cucumbers

Peaches

Assorted Fresh Fruit

Alt: Hot Ham & Cheese on    

         a Hoagie Bun  

Chicken Nuggets

Macaroni & Cheese

Tator Tots

Coleslaw

Mixed Fruit

Assorted Fresh Fruit

Alt: Fish Sticks

Spaghetti w/ Meat 

Sauce & Garlic Bread

Romaine Salad

Mixed Vegetables

Applesauce

Assorted Fresh Fruit

Alt: Chili Dog on Bun

Salisbury Steak w/ 

Dinner Roll

Two Potato Mash

Green Beans

Mandarin Oranges

Assorted Fresh Fruit

Alt: Chicken Patty on 

        Bun

Beef Tacos

Carrot Sticks 

Corn

Pears 

Assorted Fresh Fruit

Alt: Cheeseburger on Bun  
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5 cups

10.5 
oz eq

10 oz 
eq

1/2 cup

1 ¼ 
cups

0 cups

1 ¼ cups

2 cups

5 
cups

20.5
24 
85%
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Evaluate a subgroup that is over the 
minimum requirements.

That would be either the starchy 
or other subgroup.

What changes would you make?
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Now let’s start go to breakfast! 
The concept is just like lunch!
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Now here is my 9-12
breakfast menu for the week.  
The high school has 2 entrée 

choices.   

Let’s see if this one complies.

French Toast Sticks 

Assorted Canned 

or Fresh Fruit

100% Fruit Juice

Alt: Cereal & Toast

Breakfast Pizza

Assorted Canned 

or Fresh Fruit

100% Fruit Juice

Alt: Cereal & Toast

Pancake 

Sausage Patty 

Assorted Canned 

or Fresh Fruit

100% Fruit Juice

Alt: Cereal & Toast

Biscuit and Gravy 

Assorted Canned 

or Fresh Fruit

100% Fruit Juice

Alt: Cereal & Toast

Muffin

Yogurt

Assorted Canned 

or Fresh Fruit

100% Fruit Juice

Alt: Cereal & Toast
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5 cups

10 oz 
eq

15.5oz
17.5oz
88%

5 cups

Grain/MMA

Fruit/Veg
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Here are some tips when food items do not 
come in and/or you need to make changes on 
your menu for inventory or special occasions….

✓ Replace food items with a “like” item.
▪ Choose an entrée with similar crediting amounts (i.e. 2 

M/MA & 2 G/B)
▪ Choose another vegetable from the same subgroup

✓ You can move days around in the same week.  
▪ Example – switch Monday and Thursday’s menu. 
▪ Example – switch the R/O vegetable for a different day 

in the same week

✓ Order 2-3 weeks in advance (if possible)
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High School Menu (grades 9-12)

2 Menu Entrees Daily

Monday – Friday Menu

Complete the Lunch Menu Planner

Note any issues with the menu

MENU ACTIVITY
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Menu Simulation-Sample Menu
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Menu Simulation-Errors
• What issues did your group find with the menu?

– Milk (OK)
– M/MA-

• M, W, F-Only 1 oz offered with Uncrustable
• Daily did not total 2 oz; Weekly did not total 10 oz

– G/B-
• M, W, F-Only 1 oz offered with Uncrustable
• Daily did not total 2 oz; Weekly did not total 10 oz

– Vegetable-
• Tuesday did not offer 1 full cup
• Dark Green only ¼ cup (weekly required ½ cup)

– Fruit-
• Friday did not offer 1 cup
• More than 50% of juice offered because of Fridays offering only ¾ cup.
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Menu Simulation-Errors

• What changes would you make?

– Add a Grain/M/MA to the uncrustable option Or the 
5.2 oz uncrustable option

– Add a M/MA to the Breakfast Sandwich

– Add Dark Green Vegetable (1/4 cup)

– Add additional Fruit on Friday (1/4 cup)

• Will meet daily

• Will fix juice issue
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Mission 4:
Production Records
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Production Records Overview

• WHAT-USDA required document that records ALL reimbursable 
meals prepared and served daily 
– Breakfast, Lunch, Snack (if applicable)

• WHO-any school that participates in NSLP, SBP and After 
School Snack Programs.

• WHY-to support meals claimed for reimbursement
– Ensures meal pattern component requirements are met

• WHEN-prior to production, at time of meal preparation and 
immediately after meal service
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Benefits of a Production Record

• Serves as a communication tool and daily “to 
do” list for staff 

• A valuable planning and forecasting tool
– Evaluates what works best with your customers

– Helps decide what changes need to be made
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Benefits of a Production Record

• Provides a daily 
written history of the 
foods planned, 
prepared and served

• Documents crediting 
and provides data 
needed for nutrient 
analysis
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They are important!!!

• ISBE looks at these during 
your Administrative Review

• Lack of complete and 
current PRs can result in 
withholding and/or 
reclaiming federal funds
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Production Records: Basics

• Who is responsible for completing the production 
record?
– Food Service Director

– Head Cook

– Kitchen Staff/Servers

• When should production records be filled out?
▪ Majority can be completed prior to meal service

▪ Remaining information is completed after the meal service

= Everyone
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Production Records: Basics

• Where should records be kept?

– On site where staff can refer to 
and complete as necessary

• How long must records be kept 
on file?

– 3 years plus the current year
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Production Records: Basics

Production Records (PR) drive your program!

• List everything you are preparing/serving

• The PR documents everything you serve on all lines 
for each of the meal services

• Separate record for breakfast, lunch & snack

• Formats vary
➢Can be multiple pages (for example: stations, 

fruit/veggies bars, separate lines)
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SAMPLE 1 – on ISBE website 
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SAMPLE 2 – on ISBE website
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Production records must contain the following:

• Site name

• Meal date

• Food items

• Recipe OR Product used

• Grade group(s) – K-5, 6-8, K-8, 9-12

• Portion size

• Planned/Projected servings (students/adults)
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(Continued…)
Production records must contain the following:

• Total amount of food prepared

• Actual meals served (students/adults/a la carte)

• Leftovers
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Food Items Column 

▪ List all items served on the line

▪ Including condiments

▪ Be specific → types of fruit, juice, 
milk

▪ Best practice → indicate WG 

▪ If you have substitutions → mark 
out item and record the item served 
in it place and what happened

▪ Product supply issues



11211
2

Recipe or Product Column 

▪ Recipes are required for menu items 
when 2 or more ingredients are 

combined 
▪ You may breakdown sandwiches by listing 

out the food items separately (bread, deli 
meat, cheese OR bun, hamburger, cheese)

▪ Product – list either brand, fresh, 
frozen, USDA, etc.

▪ Processed food = CN Label or PFS



11311
3

Grade Groups Column 

▪ List the grade group(s) for 
which the menu is planned

▪ Breakfast →K-5, 6-8, K-8, 9-12, K-12

▪ Lunch → K-5, 6-8, K-8, 9-12
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Portion Size Column 

▪ List the portion as it served on 
the tray. 

▪ Make it easy for your staff to 
understand exactly what should 
be served

▪ Without this guide on the PR, 
the server may have no way of 
knowing the correct portion 
size for the grade group
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Best Practices on Portion Sizes

➢ Cheese slice → 1 slice

➢ Cheese shrd → 1oz

➢ Turkey taco meat → 1.72oz (#16 scoop)

➢ Bun → 1 bun

➢ Peaches, Cnd → ½ cup (4oz ladle) 

➢ Pancakes → 2 each

➢ Cherry tomatoes → 4 ea (1/4 cup)

➢ Deli turkey → 6 slices (3oz)
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A great 

resource 

on portion 

sizes!
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Basics at a Glance 
Poster

Scoops and Ladles or 
Portion Servers are only 
volume measuring 
utensils

They are not weight!

A #6 scoop = 2/3 cup

A 4 oz ladle = ½ cup
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Weight 
G/B and M/MA

ounce equivalents (oz eq)

Volume 
Milk, Fruit & Vegetable

cups
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Projected Servings Column 

▪ Student Projected = morning 
count or what is being 
prepared for reimbursable 
meals only

▪ Total Projected = students + 
adults + a la carte
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Amount of Food Used Column 

▪ Record the amount of food 
prepared 

▪ Projected quantity based 
on FBG 

▪ pounds, ounces, #10 cans,  
quarts, gallons, cases, etc.

▪ Amount of chicken nuggets     
(24 servings/bag)

▪ 7.5 bags
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Using the Food Buying Guide Calculator to 
determine how much

• Broccoli, frozen (florets, Trimmed) = For every 1 pound purchased, you get 14 servings at ¼ 
cup cooked vegetable.

• We are serving a ½ cup which now means 7 servings/pound.
• We need 80 servings.  Therefore 80/7 = 11.4286 lbs.                                                                          

(round up to 12 lbs)
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Using the Food Buying Guide Calculator to 
determine how much

• Baby Carrots, Fresh = For every 1 pound purchased, you get 12.9 servings at ¼ cup
• We are serving a ½ cup which now means 6.45 servings/pound
• We need 155 servings.  Therefore 155/6.45 = 24.03 lbs (round up to 25 lbs)
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• Mixed Fruit, Canned = For every 1-#10 Can, you get 37 servings at ¼ cup (drained)
• We are serving a ½ cup which now means 18.5 servings/#10 can
• We need 145 servings.  Therefore 145/18.5 = 7.8379 lbs (round up to 8-#10 Cans)

Using the Food Buying Guide Calculator 
to determine how much
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Actual Meals Served Column 

▪ Student, a la carte, and 
adult numbers should 
come from your ACTUAL 
POS report NOT from 
tray counts, etc.
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Leftovers Column 

▪ Once the meal service is over, staff should record leftovers 
in servings

▪ This will assist with any revisions when the menu is served 
in the future to reduce leftovers

▪ NOTE – should only plan/prepare one meal per student
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▪ It is very important that the 
entire production record is 
completed at the end of the 
day that the meal is served 

▪ Accuracy fades as time 
extends 

▪ It is easiest to remember what 
was done on the day of service
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Unique Situations and What to Do
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My school building serves K-12 in the same 
building or MS/HS together…

▪ You do not have to do separate PRs for each grade 
group in same building

▪ However, you must separate the amount by grade 
groups and portions

▪ List the grade group(s) for which the menu is 
planned. 
▪ Breakfast →K-5, 6-8, K-8, 9-12, K-12

▪ Lunch → K-5, 6-8, K-8, 9-12
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I receive my food from another school…

▪ Even if you receive your meals from another 
school, you still need a production record

▪ Separate PR for each site

▪ The school preparing the meals completes the first half 
of the PR and is sent with the food when delivered

▪ Receiving school fills out the second half of the PR and 
keeps for recordkeeping
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Prep Kitchen completes this section

Receiving school 
completes this section
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Sample Salad or Food Bar PR
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Sample After School Snack PR
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Common Errors

• Incomplete PR

– No portion size listed

– No leftovers recorded

– All items offered are not listed (i.e. condiments)

• Information that is not accurate of what was 
served

– Turkey taco meat → 2oz versus 3.44oz

– French Fries → 4oz versus ½ cup



135

Production Records Activity

Complete the production record from 
our Sample Menu for Monday
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Start off by……..

• Write in your menu items

• Recipe/Product Name

• Grade Group

• Portion Size

• Once you get here, think about how you would 
split these items based on 350 projected student 
servings!
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Multiple links to various resources to 
take back to school with you

Menu Pattern/Planning 
Resource Handout
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Nutrition Department
Illinois State Board of Education

Telephone:  800/545-7892 in Illinois only   
  217/782-2491

Fax:     217/524-6124

Email:   cnp@isbe.net

Website: www.isbe.net

 

mailto:cnp@isbe.net
http://www.isbe.net/
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Breakfast Meal Pattern:    USDA Certification Worksheets

Lunch Meal Pattern USDA Approved  Software

Vegetable Subgroup ISBE Breakfast Menu Planner

Exhibit A: Grains Chart Reducing Sugars at Breakfast

Menu Planner for School Meals ISBE Lunch Menu Planner

MISSION 1: RESOURCES



USDA CN/PFS Webpage Food Buying Guide

USDA CN Labeling Page ISBE Standardized Recipe Form

PFS Tip Sheet USDA Foods Fact Sheet

CN Recipe Box Cycle Menu Resources

Menu Planner for School Meals

MISSION 2: RESOURCES



Breakfast Menu Planner Food Buying Guide

Lunch Menu Planner ISBE Standardized Recipe Form

PFS Tip Sheet USDA Foods Fact Sheet

MISSION 3: RESOURCES



Sample Production Record v1 Sample Production Record v2

USDA Training Course Lunch Assist Training Course

Basics at a Glance USDA Crediting Webpage

MISSION 4: RESOURCES
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