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DO YOU BUY MEALS FROM
     

( A VENDOR or   ( ANOTHER SCHOOL?

DO YOU SELL MEALS TO
( SCHOOL(s)? 

If you answered “Yes” to either of these questions, you will need to work together to submit the SMI review information.
The following chart shows the roles you each will have.


	Seller
	Task
	Buyer

	Contact school(s) to whom you sell meals.
Help purchasing school complete the 

· School Food Authority Profile
	1. Make contact with each other to begin organizing information to be submitted in SMI packet
2. Complete the School Food Authority Profile

	Contact vendor or food service director of the school you purchase meals from.

Complete the
· School Food Authority Profile

	Try to find a week that will work for all the school(s) you sell meals to as much of the documentation only needs to be submitted once.
	3. Select week of menus to submit – must be a week that has already been served, within the present school year
	Make sure meals were served a minimum of 4 days that week to obtain a more accurate nutritional analysis.

	Send copy of menu as sent to purchasing school(s).
	4. Submit copy of menu for the week
	List changes made or food items added by you to the weekly menu being submitted.

	Include information specific to schools purchasing meals, if possible.  

Provide help to purchasing school(s) in completing the
· Supplemental Information form
	5. Submit photocopies of 
· Production records 
· Standardized recipes 
· Nutrition fact labels for foods prepared and sent to purchasing school(s)

	Provide recipes and/or nutrition fact labels for all food items used but not supplied from school/vendor selling meals. 
Complete and submit
· Our Weekly Milk Usage form

· Supplemental Information form 

	Indicate 
· Number of meals ordered (by grade group/adults, if possible) 
· Portion sizes 
· Actual amounts of foods and condiments sent
	6. Send copies of packing or transport slips for each day of chosen week, if used
	Complete slips at end of meal to show 
· Actual numbers served by grade group and adult
· Amounts of foods used and/or leftover
· Condiments and amounts used each day
· Any seasonings and amounts added to foods at your school, if applicable


�








