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How to Plan Your Menus: 

A Step-By-Step Instruction
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My name is Emma the Eggplant, and 
I will be your guide on how to plan 

and evaluate your menus for 
compliance.  
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Today’s Objective

✓ 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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Planning for the Week → Lunch
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Column Breakdown Explanation:               
Component Column
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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
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Column Breakdown Explanation: 
Weekly Requirements Columns
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You will need the following:

• Child Nutrition (CN) Labels

OR

• Product Formulation Statements (PFS)

• USDA Foods Product Information Sheets

• Standardized Recipes

• Nutrition Fact Labels including ingredient list

• Exhibit A Grain Requirements Weight Chart

• Common Conversion Handout

• Calculator                              
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Menus & Documentation
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Weight
G/B and M/MA

ounce equivalents (oz eq)

Volume 
Milk, Fruit & Vegetable

cups
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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’m going to plan 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 start building our 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 my tentative 
K-8 menu 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 my tentative 
9-12 menu 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?

Equity ● Quality ● Collaboration ● Community



19Equity ● Quality ● Collaboration ● Community

Now let’s start go to breakfast!  For time sake 
we will do a high school menu.  The concept is 

just like lunch!
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Now here is my tentative 
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
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• Saves time 
➢Gathering nutrition documentation

➢Planning menus

➢Standard grocery list

➢Staff become more familiar with recipes 
& production procedures

• Controls food cost
➢Forecasting

➢Reduce food waste

Cycle Menus
Tips to Help 

You Plan 

Menus Like 

a Pro
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Unfortunately, the Product Supply Chain issues 
are not any better.  So here are some tips 
when food items do not come in and you need 
to make changes on your menu….

✓ 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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When all else fails….

Document
Document
Document

Equity ● Quality ● Collaboration ● Community



25Equity ● Quality ● Collaboration ● Community



26

Contact Information

Nutrition Department

800.545.7892 or 
217.782.2491

cnp@isbe.net

https://www.isbe.net/nutrition

Thank you!

mailto:cnp@isbe.net
https://www.isbe.net/nutrition
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5.5oz eq
5.5 oz eq


