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You will need the following :
• Menu (Dated daily, weekly or monthly)

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

• USDA Foods Product Information Sheets (Commodities)

• Standardized Recipes

• Nutrition Fact Labels including ingredient list
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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
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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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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



1313

Standardized Recipe Resource
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Sample Standardized Recipe
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Nutrition Fact Label

Ingredients:

Question:  Is this Whole Grain-Rich?
Answer:  No
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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

• 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
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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
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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, Canned  ½ cup (4oz ladle) 
 Pancakes  2 each
 Cherry tomatoes  4 ea (1/4 cup)
 Deli turkey  6 slices (3oz)



3636

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

• 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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Actual Meals Served Column 

 Student, a la carte, and 
adult numbers should 
come from your ACTUAL 
POS report.
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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



4444

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
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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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Sample After School Snack PR
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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/


50


	Slide Number 1
	Slide Number 2
	Child Nutrition (CN) Labels
	Slide Number 4
	Product Formulation Statements (PFS)
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Standardized Recipes
	Components of a Standardized Recipe
	Standardized Recipe Resource
	Slide Number 14
	Slide Number 15
	Nutrition Fact Label
	Production Records
	Production Records Overview
	Benefits of a Production Record
	Benefits of a Production Record
	They are important!!!
	Production Records: Basics
	Production Records: Basics
	Slide Number 24
	Slide Number 25
	�Production records must contain the following:�
	Slide Number 27
	�(Continued…)�Production records must contain the following:�
	Slide Number 29
	Slide Number 30
	Food Items Column 
	Recipe or Product Column 
	Grade Groups Column 
	Portion Size Column 
	Best Practices on Portion Sizes
	Basics at a Glance �Poster
	Slide Number 37
	Projected Servings Column 
	Amount of Food Used Column 
	Using the Food Buying Guide Calculator to determine how much
	Actual Meals Served Column 
	Leftovers Column 
	Slide Number 43
	Common Errors
	Slide Number 45
	My school building serves K-12 in the same building or MS/HS together…
	Slide Number 47
	Sample After School Snack PR
	Nutrition Department�Illinois State Board of Education�
	Slide Number 50

