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Quick Trivia

 How long must you keep your Food Service 
Documents?



Menus

 The menu is the core of the program and must list 
all food items offered to students as part of a 
reimbursable meal.

 Menus must be dated and saved for three years 
plus the current year.

 Consider cycle menus.
 List milk choices on the menus.
 Keep the cooks copies in your monthly folders (so 

substitutions are easily identified for review).



Production Records

 Production Records (PR) drive your program!
 List everything you are preparing/serving.
 As far as an AR review goes, these are the documents 

which must tell us everything you serve on all lines for 
each of the meal services.

 Separate record for breakfast, lunch, dinner & snack.
 If these aren’t complete the review may not be able to 

be completed!  Or there could be fiscal.
 Can be multiple pages (for example: stations, 

fruit/veggies bars, separate lines).



Production Records  

Production records may vary in format, but they must 
accomplish two things: 
• Provide staff (and eventually ISBE) information 
regarding foods, recipes, and portion sizes of servings 
• Record actual foods used, recipes, and portion sizes 
served as well as leftovers and fat content of milk

Production records must contain all of the required 
information outlined above. 





Production records: required & must contain 
the following:

• Food components (meat/meat alternate, etc.), condiments, 
milk and specific types of juice & fruit.
• Recipe or food product used. 
• Planned/projected number of student & adult portions and 
serving sizes for each grade group and adults
• Total amount of food prepared (for example, number of 
servings, pounds, cans, etc.) 
• Number of reimbursable meals served (indicate this 
information for each grade group) 
• Actual number of non-reimbursable meals served (such as 
to adults or a la carte sales) 
• Leftovers and substitutions



Sample Production Record



Meat/Meat Alternates

 Chicken Nuggets
 Recipe or Product: Tyson 5325 (This is the PRODUCT 

number purchased)
 Grade Group
 Portion Size: 5 each/.68 oz. each
 Student Projected Servings (reimbursable only)
 Total Projected Servings (include adults and ala carte)
 Amount of Food Used: ex. 24 servings in a bag
 7 bags would give me 168 servings (is that enough?)
 8 bags would give me 192 servings (is that enough?)  

 Actual servings served, including leftovers



Food Buying Guide PR 

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

This means that 16 ounces (1 pound) divided into 14 servings equals  1.143 oz. for 
each serving of ¼ cup.

If you are serving ½ cup servings, then each serving will weigh 2.286 oz. 



Food Buying Guide PR 

Carrots, fresh (Baby, Ready-to-Use)=For every 1 pound purchased, you get 12.90 
servings at ¼ cup raw vegetable.

This means that 16 ounces (1 pound) divided into 12.90 servings equals  1.241 oz. for 
each serving of ¼ cup.

If you are serving ½ cup servings, then each serving will weigh 2.482 oz. 



Vegetables

 Broccoli, Frozen
 If you are serving ½ cup servings, then each serving will 

weigh 2.286 oz. 
 If you want to make 80 servings, how much do you need?

 Baby Carrots, Fresh
 If you are serving ½ cup servings, then each serving will 

weigh 2.482 oz. 
 If you want to make 155 servings, how much do you need?



Food Buying Guide PR 

Fruit Mixed, Canned (fruit & liquid)= For every 1 #10 can you get 46.9 Servings of ¼ 
cup fruit and liquid servings. 

This means that if you are going to serve ½ cup of fruit mix, you would need to divide 
the above servings in half (due to serving double the size) Thus one #10 can would 
yield you 23.4 ½ cup servings of Fruit Mix (undrained). 



Fruit

 If one #10 can would yield you 23.4 ½ cup servings 
of Fruit Mix (undrained) then…..

 How many cans do you need to open/use to get 
your projected 155 ½ cup servings?



Milk and Condiments

 Milk
 Specify milk types on your production record
 Counts via those types before and after service

 Condiments
 Record ALL condiments you offer each day
 Count your condiments before and after service
 These are required for nutritional analysis



Best Practices

 PR are for your staff as well as ISBE, so they must be 
easy to understand for all!
 To list a product as 1 ea does not tell ISBE anything
 To list a product as 1 ea/ 3.14 oz tells us what we need

 For example if you serve a Cheese Bread Stick and put 
“2 ea” as the serving
 Your staff needs to know to serve 2
 ISBE needs to know how the 2 meet the meal pattern, are 

they 1 m/ma, 2 m/ma??
 What happens if you change the brand and they are bigger 

or smaller, do you change your PR to reconcile with this?



Best Practices

 Portion Sizes must be listed as they are on the 
meal patterns
 Fruit and Vegetable listed in volume (cups, ½ cups)
 Meat/Meat Alternate listed in weight (grams, oz, lb)
 Grain listed in weight (1 sl/1oz)
 When reviewing PR: try to reconcile each PR with the 

nutritional info you have for that product.
 Whether on the day of review or
 For the week of review



Basics-at-a-Glance

Scoops and Ladles or 
Portion Servers are 
really only volume 
measuring utensils.

They are not scales!

A #6 scoop = 2/3 cup, 
but does not weigh 
anything

A 4 ounce ladle or 
serving spoon is = ½ cup



Labels

From USDA: Processed Product Tip Sheet 
“Child Nutrition (CN) Labels, product formulation 
statements, and product labels provide a way for 
food manufacturers to communicate with school 
program operators about how their products may 
contribute to the meal pattern requirements for 
meals served under the Department of Agriculture’s 
(USDA) Child Nutrition programs.”
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In other words…

 Any meat/meat alternate you serve must 
have documentation to show how it meets 
the meal pattern

 All grains must have some type of 
documentation to show how it meets pattern

 All combination m/ma + grain must have 
documentation to show how it meets pattern
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Gold Standard: CN Labels
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“The CN Label provides a warranty against audit 
claims when the product is used according to the 
manufacturer’s direction.
 Program operators may submit an original CN 

Label or a photocopy or photograph of the original 
CN Label during an AR as acceptable and valid 
documentation.  

 If using a photocopy or photograph of the CN 
Label, follow this criteria:



Gold Standard: CN Labels
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 Photocopies of the CN Label must be shown 
attached to the original product carton; or

 Photographs of the CN Label must be shown 
attached to the original product carton.

 (CN Labels that are photocopied/photographed 
must be visible and legible)”



CN Labels

 Keep these safe and organized
 When using a new product or simply a short-

lived substitution—keep those as well
 Only used for meat/meat alternates or
 Combination m/ma plus a grain equivalent
 Generally will not say whether grain is 

whole grain, so, will need ingredient label
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CN Labels

 Voluntary program
 Manufacturer provides product
 USDA analyzes product
 USDA generates CN Label for product
 Generally not found at retail outlets
 Most of the big vendors carry CN labeled products
 Speak to your vendor about these products
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CN Labels for…

 All combo foods, like pizza example (grain + m/ma)
 Sausage patties, links
 Hamburger patties
 Salisbury Steak
 Deli Meats (ESPECIALLY IMPORTANT)!!
 Processed breakfast sandwiches
 Beef/Turkey Crumbles
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Shows:

• Size of 1 
patty: 2.5 
oz

• =2 M/MA

• Hard to 
believe a 
burger 
has that 
much 
filler! 



School Equivalents 
Statement

• Can only be used 
for the ingredients 
listing to determine 
whole grain (if 
necessary)

• Cannot be used for 
M/MA 

• If this is all you 
have for a grain, 
you can use the 
nutrient label for 
the weight



This statement is no 
longer acceptable:

• It does provide 
some 
information

• Where it states 
“Child Nutrition”  
&  an ASTERISK, 
this means it has 
a KEY

• In this case it 
states “USDA” 
which means it 
has a CN  label

• Search for the CN 
label and give us 
that



This was given along with the 
School Equivalent Statement

This CN Label tells you 
everything you need to know:

M/MA equivalent

Grain equivalent

RO Veg amount

Ingredients

Has Whole Grain Label which 
doesn’t mean it’s WG, must 
look at the ingredients

On School Equivalent 
statement it did indicate that 
whole grain flour was first 
ingredient and also on this 
label

Manufacturer Label 
Left off 



Let’s Talk 
Turkey…

And Other Deli 
Meats!
If commodity, you can 
always find the CN Label 
ON THE BOX

If not, must have a CN or 
PFS to serve

Even this USDA document 
is not a CN label!!

Deli meats are not a 1:1 
ratio, so you need a 
CN/PFS to tell you how 
much to serve.



Let’s Talk Turkey…

And Other Deli 
Meats!
If commodity, you can always 
find the CN Label ON THE BOX

If not, must have a CN or PFS 
to serve

CN Label 3 oz = 2 m/ma
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Product Formulation Statements (PFS)

 PFS must be signed and on the company letterhead and demonstrates how the 
processed product contributes to the meal pattern requirements.

 Templates for documenting meal components are available on the FNS website 
at: http://www.fns.usda.gov/cnlabeling/food-manufacturersindustry

 PFS may be modified for various products contributing to more than one meal 
component. The crediting information for each meal component may be 
documented on the same PFS. 

 Creditable ingredients listed in the PFS must match a description in the Food 
Buying Guide for School Meal

 PFS should verify that the product’s contribution to the meal pattern 
requirements is not greater than the serving size of the product (i.e., a 2.15 
ounce beef patty may not credit more than 2.00 ounce M/MA).

 PFS should assure that the creditable components are in the finished product.
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PFS Statement

 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 is in a 

given ounce requirement for m/ma or combination 
m/ma + grain or a grain item

 For combination foods or grain only; should 
indicate whole grain
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Shows:

• Size of 1 
“Cheesey
Breadstick”

• M/MA 

• WG equiv.

• On 
letterhead

• Signed

Cheesey Breadstick



Shows:
• Size of 2 

English 
Muffins

• WG equiv.

• On letterhead

• Signed

Delicious 
Muffins



Processed products (m/ma or combo)

 Without PFS or CN Label
 Cannot serve that product
 If we review this product without this information we 

will give you the least amount allowed when we are 
analyzing how your menu meets meal pattern
 If grain is in a combo item: .125 grain equivalent
 If m/ma by itself or in a combo:  .125 m/ma equivalent
 Will result in citation for not meeting grain and/or m/ma 

for day and/or week
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Nutrient & Ingredient Label for Grains

 Some grains don’t come with a PFS only need a 
nutrient label

 Brown Rice
 WG Pasta
 WG Cereals
 WG Sandwich Bread/Pullman Bread
 In these cases only the nutrient label plus the 

ingredient label are needed
 Keep bags/boxes they come in
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Nutrient & Ingredient Label for Grains

 Use the grain equivalents chart to check to see the 
amounts you must serve to meet the meal pattern 
requirements for the age groups you are serving.

 Make sure you put the correct serving sizes on 
your production records

 SPECIAL NOTE: cannot serve more than 2 ounce 
equivalents of a grain-based dessert in a week at 
lunch!!
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Brown Rice
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Brown Rice Ingredient Label

Whole Child   • Whole School •   Whole Community



Grain Requirement for CNP

 Exhibit A: Grain Requirement for Child Nutrition 
Program
 https://www.isbe.net/Documents/grain-requirement-

cnp.pdf

https://www.isbe.net/Documents/grain-requirement-cnp.pdf


Standardized Recipes

 Standardized recipes are required for any menu 
item that contains 2 or more ingredients. 

 Standardized recipes produce the same good 
results and help: 
 Ensure product quality; 
 Make menu planning more consistent; 
 Make cost control easy; and 
 Produce the same consistent product.



Standardized Recipes

 If a school is standardizing a recipe, or modifying an 
existing recipe, detailed records must be kept. The 
following information must be included on the form: 
 Yield: Include serving size and number of servings. 
 All ingredients: Provide as much information as possible for 

each ingredient. Include the form such as fresh, frozen, or 
canned; packing medium such as canned in juice or light 
syrup, frozen with added sugar, or plain; fat content such 
as 20 percent fat ground beef or ground pork, no more 
than 30 percent fat. 

 Correct measures, weights, and/or package size. 
 Preparation procedures.



Standardized Recipes

 New and improved USDA Standardized Recipes on 
What's Cooking? USDA Mixing Bowl. These recipes 
provide Child Nutrition Program operators exciting, 
new, nourishing, and wholesome dishes that meet 
the current meal pattern requirements. These 
custom-made recipes have been standardized to 
provide updated crediting information, including 
the vegetable subgroups. They also provide recipes 
that include beans and legumes, whole grains, and 
dark green and red/orange vegetables.



QUICK NOTE-Administrative Review
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 We ask you to select a week from the month of review 
 We also need nutritional info for days we are conducting 

OUR on site reviews
 Try to, if you can, to repeat the week from month of review 

for the same week we are there.
 Usually don’t need milk or fresh, frozen or canned fruits or 

veggies:
 Unless in a salad/recipe
 May need romaine salad info

 We ask for all the nutritional info for that week
 CN, PFS, Standardized Recipes
 For M/MA; Grains, Combination Foods



Putting it all together for a review

 Separate breakfast from lunch, if file folders or 3 ring 
binder

 Separate each day
 If  you serve daily items (that don’t vary) you need only 

give us this information one time
 If you repeat certain grains throughout the week, you 

can give us those separately, too
 Generally we don’t need milk, fresh/frozen/canned 

fruits and veggies unless requested
 You must also give us the info for the days we are on-

site, which is why I suggest you try to repeat the week 
of review into the week we are there!



Resources: Admin Handbook pg. C-34



Leftovers & Share tables

 Schools should plan and prepare meals with the 
goal of serving one reimbursable lunch, and if 
applicable one reimbursable breakfast, per child 
per day. However, with fluctuations in attendance 
and participation, leftovers are likely. If a school 
has leftovers on a frequent basis, menu planning 
and production practices should be adjusted to 
reduce leftovers. All alternatives permitted by 
program regulations and State and local health and 
sanitation codes should be exhausted before 
discarding food.



Leftovers & Share tables

 Options MAY include:
 Using leftovers in subsequent meal periods
 Offering “Share Tables”
 “Share tables” are tables or stations where children may return 

unopened/whole food or beverage items they choose not to eat, 
if it is in compliance with local and State health and food safety 
codes.

 These food and beverage items are then available to other 
children at no cost who may want additional servings. 

 Food or beverage items left on the share table may be served 
and claimed for reimbursement during another meal service 
(i.e., during an afterschool program when leftover from a school 
lunch). 



Share Tables

 Offering “Share Tables”
 When the milk carton is unopened and the proper 

temperature is maintained and other meal components 
that were served may be for reservice if such a practice is 
permitted under local and State health and food safety 
codes. 

 Food or beverage items should only be reused in situations 
where it is necessary to prevent food waste.

 Operators choosing to use share tables must follow the 
food safety requirements outlined in 7 CFR 210.13, 220.7, 
226.20(l), and 225.16(a), respectively.



Share Tables

 Offering “Share Tables”
 CNP operators must be aware of all applicable local and State 

health and food safety codes to ensure their use of share tables 
does not violate any of those codes. 

 It is important to keep in mind that local and State health and 
food safety codes may be more restrictive than the FNS 
requirements, or may place specific limitations on which food or 
beverage items may be reused. 

 To ensure compliance with food safety requirements, CNP 
operators should discuss plans for a share table with their local 
health department and State agency prior to implementation.

 Further, schools must ensure that their policies for saving and 
sharing food or beverage items are consistent Miscellaneous 
Regulations J-9 with the LEA’s Hazard Analysis and Critical 
Control Point (HACCP) plan.



Leftovers

 Offering Leftovers:
 when it is not feasible to reuse leftovers, excess food may be 

donated to a nonprofit organization, such as a community food 
bank or homeless shelter or other non-profit charitable 
organization which is exempt from tax under section 501(c)(3) of 
the Internal Revenue Code of 1986 (26 U.S.C. 501 (c)(3), e.g. 
soup kitchens or homeless shelters. 

 This is called gleaning. The cost of such donated food is an 
allowable operating cost of the school foods service account.

 If schools choose to donate leftovers, documentation of the 
quantity and costs of the foods that were donated, as well as the 
name(s) of the receiving organization(s) must be kept, and 
ensure local health department rules and regulations



Leftovers & Share Tables

 More resources available in the Administrative 
Handbook (pg. J 8-9) on the ISBE Website.

 https://www.isbe.net/Documents/admin-
handbook.pdf

https://www.isbe.net/Documents/admin-handbook.pdf


Questions



Contact Us

Nutrition Programs
Illinois State Board of Education
100 North First Street, W-270
Springfield, IL  62777-0001
Telephone: 800/545-7892 (in IL only) or 217/782-2491
Fax:  217/524-6124
Email: cnp@isbe.net
Website: www.isbe.net/nutrition
_____________________________________________

mailto:cnp@isbe.net
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