
Administrative Review and You
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DPI School Nutrition Team

https://dpi.wi.gov/school-nutrition/administrative-review 

https://dpi.wi.gov/school-nutrition/administrative-review


Objectives

1. Define the Administrative Review process

2. Summarize the school food authority’s (SFA’s) responsibility 

before, during, and after an Administrative Review

3. Identify the program areas that will be reviewed by the 

Nutrition Program Consultant (NPC) and the Public Health 

Nutritionist (PHN)

4. Become familiar with SNACS (School Nutrition Accountability 

Software) and its use for the Administrative Review.



Contract and Permanent Agreement

DPI

SFA

FSMC Vendor Joint
Alternate 
Authority 

Agreement



The AR Process

Getting Started Offsite Review Onsite Visit

Completing 
Corrective 

Action
Closure



Timeframe

Review Period
the month the most 

recent claim was 
submitted

Week of Review
one, 5-day week of the 
SFA’s choice from the 

review period

Day(s) of Onsite 
Review

the day(s) of the onsite 
visit



Getting Started

Announcement 
Letter

Set a Date Begin Review 
Process

The DPI Review 
Team

Site Selection



The DPI Review Team

Nutrition 
Program 

Consultant 
(NPC)

Public 
Health 

Nutritionist 
(PHN)



Review Sites

Number of Schools in the 
SFA

Minimum Number of 
Schools to Review for NSLP

1 to 5 1

6 to 10 2

11 to 20 3

21 to 40 4

41 to 60 6

61 to 80 8

81 to 100 10

101 or more 12



Offsite Review

Questionnaire
Financial 

Management 
Questions

General 
Program 

Areas

Benefit 
Issuance



Onsite Review

Logistics

Parking/Entrance

Security

Service Times Workspace

Internet Access

Time to Talk



Onsite Review

Entrance 
Conference

Review 
Areas

Meal 
Observation

Technical
Assistance

Exit 
Conference



Who is on your team?

Authorized Representative

Food Service Director and Staff

Administrator and Business Director

Principal and Teacher



Review Areas



Meal Access

Applications
Direct 

Certification
Verification



Meal Counting and Claiming

Point of
Service

Edit 
Check

Monthly
Claim



Financial Management

SNACS Questionnaire – 700 Series Questions

Nonprofit Food Service Account

Indirect Costs

Paid Lunch Equity (PLE)

Nonprogram Foods

Annual Financial Report (AFR)



General Program Areas 

Food Safety

Professional 
Standards

Onsite Monitoring

Local Wellness 
Policy

SBP & SFSP 
Outreach



Civil Rights

Self-Evaluation (PI-1441)

Public Release

Annual Training

Special Dietary Needs

“And Justice For All” Poster

Nondiscrimination Statement



Technical Assistance

A Clearer 
Understanding 
of Regulations

Solutions You 
Can Use

New Ideas



Other Child Nutrition Programs

Special Milk
Wisconsin School 

Day Milk
Afterschool Snack

Fresh Fruit and 
Vegetable

Elderly Nutrition



Public Health Nutritionist Review Areas
Performance 
Standard I

Performance 
Standard II

General Area General Area General Area

Access & 
Reimbursement
• Eligibility 

Determination
• Benefit 

Issuance
• Direct 

Certification
• Verification
• Meal Counting, 

Claiming and 
Reimbursement

Nutritional 
Quality/Meal 
Pattern
• Meal 

Components
• Offer versus 

Serve
• Dietary 

Specifications 
& Nutrient 
Analysis

Resource 
Management
• Resource 

Management
• Nonprofit 

School Food 
Service Account

• Paid Lunch 
Equity

• Revenue from 
Non-program 
Foods

• Indirect Costs
• USDA Foods

Program 
Compliance
• Civil Rights
• SFA Onsite 

Monitoring
• Local Wellness 

Policy
• Smart Snacks
• Water
• Food Safety
• Buy American
• SBP & SSO 

Outreach
• Professional 

Standards

Other Federal 
Program 
Reviews
• Afterschool 

Care Snack 
Program

• Fresh Fruit and 
Vegetable 
Program

• Special Milk 
Program

• Professional 
Standards

• Elderly 
Nutrition

• WDSMP



Week of Review

November 2023

1 2 3 4

5 6 7 8 9 10 11

12 13 14 15 16 17 18

19 20 21 22 23 
Thanksgiving

24 25

26 27 28 29 30



Prior to the Onsite Review

Phone call from PHN

Meal Compliance 
Risk Assessment Tool 

(MCRAT)

Dietary 
Specifications 

Assessment Tool 
(DSAT)



What documentation do I need to upload?

Monthly Menus
Production 

Records
Standardized 

Recipes

Crediting 
Documentation

Nutrition Facts 
Labels

Product Labels



Monthly Menus

Submit breakfast and lunch menus 
from both the review month and the 
month containing the onsite 
observation.

Menus must include: “This institution 
is an equal opportunity provider.”



Production Records

• Completed breakfast and lunch production records from the 
week of review and day of observation

• Before sending, ask yourself…
o Are these from a full, five-day week?
o Are all five days from the review period?
o Is everything filled in (including alternate entrée options)?
o Did I include all grade groups served at the review site?
o Am I forgetting any supplementary records (such as garden bar, or 

condiment record)?



Standardized Recipes

Recipes are required for any menu item with more than one 
ingredient. A Standardized Recipe must include:
• Recipe name
• Recipe number/category/meal
• Ingredients listed by form and any pre-preparation needed
• Specific total weight and/or volume of each ingredient
• Detailed instructions of how to prepare
• Serving size for single portion
• Recipe yield
• Equipment and utensils used



Documentation for Processed Products

Crediting 
Documentation 

Options

PFS
USDA Product 

Information 
Sheet

CN Label



Documentation for Processed Products: Examples
CN Label



Documentation for Processed Products: Examples
Product Formulation Statement



Documentation for Processed Products: Examples
USDA Product Information Sheet



Documentation for Processed Products: Examples
WI State Processed Product Information Sheet



Documentation for Processed Products: Examples 
USDA’s Exhibit A (crediting grain products)



Product 
Specification 

Sheets and 
Product Bid 

Sheets:

NOT adequate crediting 
documentation!



Fiscal Action

Missing 
Component

No Whole 
Grain-

Rich 
Grains

Dietary 
Specification

Quantity 
Shortage 
(daily or 
weekly) Missing 

Milk 
Variety

Unallowable 
Milk Type

Missing 
Vegetable 
Subgroup



Smart Snacks: Documentation

• Complete labels
• Smart Snacks calculator printouts
• Copies from the Smart Snacks Recipe Analyzer Tool
• Fundraiser tracking tool



Product Labels



Smart Snacks Calculator Printout



Smart Snacks: Check Your Beverages!

• Vending machines with non-
compliant products must be 
turned off during the school day 

• Beverages must meet Smart 
Snacks standards for the youngest 
grade group that has access to 
them



Smart Snacks: Fundraisers

• Track all food related fundraisers
• Two exempt (non-Smart Snacks compliant) fundraisers are 

allowed per school year
• DPI has a template tracking tool on the Smart Snacks webpage



Buy American

Non-compliant 
products require a 
Non-Compliant 
Product Form or 
Tracking Sheet



Buy American



Buy American

Manufactured in, 
packed in, 

distributed by, etc. 
is not sufficient



Ensuring Meal Components & Quantities

• Ensure minimums are met

2 oz eq grain 2 oz eq M/MA

1 cup milk 1 cup fruit 1 cup vegetable



OVS & Signage Requirements

Signage must:

• Identify what constitutes a reimbursable 
breakfast and lunch

• Be posted at or near the beginning of the 
service line

• Include the required wording to select at 
least ½ cup of fruit, vegetable, or a 
combination



Onsite Observation: Storage Areas

The PHN will review food items in all storage areas (dry storage, 
coolers, and freezers) to:

• Ensure products match documentation sent

• Check that products meet the Buy American Provision



Onsite Observation: Meal Preparation

• Standardized recipes
o Ingredients weighed or 

measured

• Products
o Same in practice as in recipe

• Serving size
o Proper portioning tools used



Onsite Observation: Meal Service

• All components available
• Minimum requirements met grade group
• Offer versus Serve (OVS) implemented properly
• Reimbursable meals



Common Finding: Incorrect or 
Unacceptable Crediting Documentation

• CN labels sent from the internet or have a 
water mark label (without bill of lading). CN 
labels must come directly from the box.

You may send a picture, the actual CN label, or a 
scanned copy from your package.

• Grain product labels sent without the 
ingredients list.

• A meat/meat alternate product without an 
ingredient list.

• Product specification sheets sent instead of a 
Product Formulation Statement.



Common Finding: Incomplete or 
Inaccurate Production Records

• Production Record 
template is missing 
required fields.

• Production Records are 
incomplete or 
inaccurate, missing 
critical data.



Common Finding: Missing or Inaccurate 
Standardized Recipes

• Recipes not standardized 
or are missing key 
information..



Common Finding: Missing or Inaccurate 
Buy American Documentation

• Products with no “Country of Origin” label, 
including those items marked as 
“manufactured in,” “packed in,” or “distributed 
by” without also displaying the Country of 
Origin.

• Missing or inaccurate Buy American Non-
compliant Product tracking tool.



Common Findings: Day(s) of Meal Observation

• OVS improperly implemented

• Lack of meal pattern 
understanding

• No (or incomplete) signage



Exit Conference

Commendations

Technical Assistance & Findings

Corrective Action & Due Date

Signatures



Corrective Action

Types of Corrective Action

Submit a 
Statement

Watch a 
Webcast

Submit 
Additional 

Documents

Develop or 
Revise a 

Policy



Closure

Corrective 
Action

Fiscal Action
($600 

Disregard)

Closure 
Letter



School Nutrition Accountability 
Software (SNACS)

https://dpi.wi.gov/school-nutrition/snacs

https://dpi.wi.gov/school-nutrition/snacs


SNACS Tips & Reminders

1. Each staff member that will access SNACS 
needs their own WAMS ID

2. DPI will add the first user only

3. How-to Guides are available on the SNACS 
webpage under Administrative Reviews

4. Scan multiple documents into a single PDF OR 
use a PDF Merger to combine multiple 
electronic documents

5. Use clear and descriptive file names – avoid 
special characters (such as commas)



Thank You!

Thank you for serving healthy, nutritious meals to the students of 
Wisconsin!

We appreciate all that you do.

https://dpi.wi.gov/school-nutrition

https://dpi.wi.gov/school-nutrition


Certificate of Completion

Click for 
Certificate of 
Completion

https://forms.gle/jioGXo9eJargxLD86
https://forms.gle/jioGXo9eJargxLD86


Non-Discrimination Statement
In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited 

from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or 

retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication 

to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that 

administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 

877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can 

be obtained online at: https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-

17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s 

name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for 

Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:

1. mail:

U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights

1400 Independence Avenue, SW

Washington, D.C. 20250-9410; or

2. fax:

(833) 256-1665 or (202) 690-7442; or

3. email:

program.intake@usda.gov

This institution is an equal opportunity provider.

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
http://mailto:program.intake@usda.gov/
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