


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Ntended Audience

This training is intended for all School Food
Authorities (SFAs) operating the National School
Lunch Program (NSLP) receiving an Administrative
Review (AR). All regulations are specific to operating
the NSLP under the direction of ADE.

Opjectives

At the end of this training, attendees will:

e understand the State agency monitoring
requirements for SFAs undergoing an AR;

e know what to expect from the AR process;

e be familiar with all formal correspondence that will
be initiated by the HNS Reviewer; and

e understand potential review outcomes and actions
to be taken after the review.
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SECTION 1 STATE AGENCY MONITORING REQUIREMENTS

Ntent of the
Aodministrative Review

The AR is set in place to ensure program compliance and for State agencies to provide technical
assistance.

The intent of the AR is to:
e determine if program requirements are being met;
e provide technical assistance specific to the SFA;
e help SFAs determine how corrective action will be implemented into their operation to assure
technical assistance is understood and impactful; and
e assess fiscal action (if applicable).



SECTION 1 STATE AGENCY MONITORING REQUIREMENTS

Requlirements of the
Review

To conduct an AR, the State agency must gather and assess information off-site and/or on-site, observe

the school food service operation during the Day of Review, and use a risk-based approach to evaluate
compliance with specific program requirements.

e Day of Review: The day that on-site meal service is observed.
Information from the Review Period will be reviewed by the State agency.
e Review Period: The month prior to the Day of Review.

o For example, an AR conducted in February will require documentation from January to be reviewed
during the off-site portion of the review.



SECTION 1 STATE AGENCY MONITORING REQUIREMENTS

Administrative
LovVIiew

ADE is required to conduct ARs of all SFAs operating NSLP at least once during each 3-year review cycle.
During the AR, ADE will review all Child Nutrition Programs (CNPs) the SFA is operating during the year of
review. The following programs are included in the AR:

e National School Lunch Program (NSLP)

e School Breakfast Program (SBP)

e Afterschool Care Snack Program (ASCSP)
e At-Risk Afterschool Meals (At-Risk)

e Special Milk Program (SMP)

e Fresh Fruit & Vegetable Program (FFVP)



SECTION 1 STATE AGENCY MONITORING REQUIREMENTS

Review o Other
Programs

ADE will review all CNPs operated at the site(s) selected for review.

e ADE will only review ASCSP or SMP if a site selected for review operates the program. If none of the

sites selected for the AR operate these programs, the State agency is not required to review these
programes.

e |[fthe SFA operates At-Risk or FFVP, the State agency must review the program(s) regardless of
whether the site was selected for the NSLP review

o |f a site begins operating one of these programs after the administrative review is concluded, the
program will be reviewed at the time of operation



SECTION 1 STATE AGENCY MONITORING REQUIREMENTS

Minimum Numbper
| mmoramss MRS

Of Sites to Review 1

6to10 2

At a minimum, State agencies must review a
MinimMum number of schools depending on 11to 20 3
the size of the SFA. The HNS Reviewer will use

the chart below to determine the number of 2l te 40 :
sites (s) to review. 41 %o 60 .
e All non-associated sites will be selected for 61 to 80 8

review regardless of the size of the SFA.
81to 100 10

101 or more 12



Performance Standard 1 - All free, reduced-
price, and paid school meals claimed for
reimbursement are served only to children
eligible for school meals and are counted,
recorded, consolidated, and reported through a
system that consistently yields correct claims.

Scope of the AR

CRITICAL AREAS & GENERAL

AREAS Performance Standard 2 - Reimbursable

lunches and breakfasts meet the meal pattern
During an AR, State agencies must review requirements, as applicable to the age/grade
both critical areas and general areas. group reviewed.

General areas include but are not limited to free
and reduced-price processes, civil rights, SFA
on-site monitoring, reporting/recordkeeping,
food safety, competitive food standards, water,
program outreach, resource management, and
other areas.




SECTION 1 STATE AGENCY MONITORING REQUIREMENTS

Qulz Time

True or False: All SFA's receiving an administrative review will be notified of the date
their review will be conducted.

A True

2 False



SECTION 1 STATE AGENCY MONITORING REQUIREMENTS

Quliz Time

True or False: All SFA's receiving an administrative review will be notified of the
date their review will be conducted.

( A )‘rue SFA's receiving an administrative
review will be notified of their

upcoming administrative review for
the current program year.

2 False

D



Section Two:
The
Administrative
Review Process




SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Scheduling the
Administrative Review

On-site ARs will be scheduled during the months of October
through May for schools that are up for review for the School
Year. SFAs will be notified at least 6 weeks prior to the on-site
review.

The notification will include:
e Date of the on-site review
e What sites will be reviewed
e What documentation will be required for submission



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Otficial Notification Assigned HNS
Of Review Reviewer

In August, all SFAs up for review receive

written notification via certified mail that they HNS's Compliance Reviews team conducts

will receive an AR for the school year. reviews for all CNPs.

The Administrative Review Schedule can be SFAs will be assigned one HNS Reviewer to

found on the NSLP and SBP webpage under conduct the entire AR. SFAs can expect to

the 'Reviews Conducted by the State Agency’ be Iin constant contact with their assigned

accordion. HNS Reviewer throughout the entire review
process.

e Please note this is a list of all SFAs
receiving a review for this school year and
does not detail which month the SFA will
be receiving their AR.


https://www.azed.gov/hns/nslp

SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

NotiTication of the
Scheduled Reviewy

At least six weeks prior to the day of on-site meal service observation, the HNS Reviewer will notify

the SFA that the review has been scheduled via email. The HNS Reviewer will provide three AR
documents:

e Confirmation Memo & Checklists — Outlines the details of the AR and lists documentation
required to be submitted to the HNS Reviewer prior to the on-site review.

e Off-Site Assessment Tool — Provides the HNS Reviewer with information on how the program
operates prior to the on-site review.

e Procurement Tool — Provides the HNS Reviewer with information about the SFAs procurement
process and the purchase of goods and services.

Included in this notification will also be a copy of the SFAs previous AR. It is encouraged to review
the previous AR to ensure all findings have been corrected and to avoid possible repeat findings.



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

C ‘ | |
Sk 0""“’;- \
% e,
.'%Sbu:l-“q("
Health & Mutrition Services Division
[DATE]
[SUFERINTENDENT CONTACT NAME & TITLE]

[SFA CONTACT NAME & TITLE]
[SFA NAME]

[SFA MAILING ADDRESE]
[GITY, STATE. ZIF|

Dear [SUPERINTENDENT & SFA CONTACT NAMES]:
Fer our previous communication, [SEA MAME] is required to partake in an adranistrative review of the

The intent of the Confirmation Memo is to indicate e PR S .

L] L] L] L] L] L]
The sdminisirative review assesses complisnce with Fedesal and siate regulstions in sreas such as
wnicn site(s) Wi e reviewed an e limeframe In s oo s g, maal P, (S managarmant v it i ) T ceni
that the Faderal funding received is being used effestively. Additionally, the administrative review
provides gn environman t for the State agency to provide SFA-specific technical assistanca,

which the review will occur. Included in the e

& Off-Site Assessment Tool will belp your reviewer gain perspective on Row your program is
operated. This should be completed and returned by [DUE DATE]

Required Phase 1 Documentation checkdst outines the materals thal should be organized and

Confirmation Memo are checklists of documents that | R

s  Required Phase 2 Documentation checkist outhnes the rmaterals that should be erganized and
sent by [END OF THE 15T WEEK OF DOR MONTH].

s  Reguired Phase 3 Documentation checkhst outhnes the msterials that should be erganized and

will need to be sent to the reviewer by the provided W ooy S
deadlines. All requested documents will have a deadline
prior to or on the Day of Review.

The HNS Reviewer will provide the Confirmation Memo

via email to the SFA’s Superintendent Contact and SFA Confirmation Memo
Contact 6 weeks prior to the on-site review.



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Checklists

The pages following the Confirmation Memo include e T I
checklists containing the required documents grouped RSy e eAm— :
IN three phases. Each phase will have a unique deadline remmsenema Sl
for the SFA to submit incrementally rather thanallat | e I ———— |
once. — WW“&W - =
e Phase 1: Menus and menu documentation for the }-;;“%mt;“ﬂ:fﬁgfﬁw J B
first full week of operation in the month of review. Lﬁ%}fﬁ:ﬁfﬁ:ﬁ =3
and general operational program documents M”f%w“lﬁ%lm&u: ] F
e Phase 2: Meal count documentation for the month of e
review.

e Phase 3: Menus, menu documentation, and meal

counts for the Day of Review. Checklists



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Checklist Documentation Due Dates

Many items on the checklists will be tied to specific dates within the assigned review period. The SFA
may have to wait for those dates to pass before making copies of the documents to provide to the HNS

Reviewer.

e Phase 1 documentation will be required to be submitted on or before the specified date within the

month prior to the on-site review.

e Phase 2 documentation will be required to be submitted on or before the specified date near the
beginning of the month of the on-site review.

e Phase 3 documentation will be required to be submitted on the Day of Review.



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

PNnase |

OPERATIONAL REQUIREMENTS:

e Civil Rights e Food Safety and Buy American
e ONn-Site Monitoring e SBP and SFSP Outreach

e Local Wellness Policy e Media Release

o Competitive Foods/Smart Snacks e Professional Standards

MENU DOCUMENTATION FOR WEEK OF REVIEW:

Menus, production records, standardized recipes, Nutrition Facts labels, ingredient labels,
Product Formulation Statements, and Child Nutrition labels (breakfast and lunch).

Please note, if the HNS Reviewer determines that meal pattern requirements were not met
during the Week of Review (based on Phase 1 documentation provided by the SFA), menu
documentation for the entire month of review and possibly additional months within school year
may be requested.



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

PNnase | Documentation

RECOMMENDATIONS ON HOW & WHAT TO PROVIDE

Checklist Item Recommendation

2 It is highly recommended to send the BID in Excel format to allow for sorting and searching.

Review your labels to ensure they are sufficient for crediting toward the meal pattern. Product
specification sheets and advertising/promotional literature are not sufficient documentation to
support meal pattern contributions and cannot take the place of a manufacturer's Product
Formulation Statement or Child Nutrition label.

Complaint procedures for the Child Nutrition Programs may have different requirements than
12 district policies. Make sure procedures specify which outside agency complaints alleging
discrimination within the program will be forwarded to.

Check your fruits and vegetables (juice/canned/fresh) as these are often found to be of a non-
20 domestic origin. A statement from the manufacturer cannot take the place of a Buy American
Exception completed by the SFA.

Even schools that are fully catered must request two food safety inspections each school year.

2 : : . )
3 Ensure you are documenting the request to provide during the review.

Even schools that do not serve meals during the summer must let households know that
27 summer meals are available. Provide the correspondence you send to households informing
them of how to access free meals during the summer.




Nnase /

MEAL COUNTS FOR THE REVIEW PERIOD:

e Meal count records for all selected review sites for the review period for all CNPs being

operated (breakfast, lunch, snack, supper, SMP)

e SMP invoices (if applicable)
e Daily Edit Check records for selected review sites for the review period (breakfast and lunch)

Remember, the Review Period is the month prior to the

Day of Review.




SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

DNhase ” Documentation

RECOMMENDATIONS ON HOW & WHAT TO PROVIDE

Checklist Item Recommendation

1 Double and triple check your claims for any typos

Submit all documentation that you used to get to the numbers submitted on

2 the claim(s).

3 Double check that the attendance factor matches your reimbursement claim.




SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Nase 4

OPERATIONAL REQUIREMENTS:

e Buy American Exception documentation for all products served/purchased for all observed
meal services for the Day of Review.

MEAL COUNTS AND MENU DOCUMENTATION FOR DAY OF REVIEW:

e Meal count records for all selected review sites for the Day of Review (breakfast and lunch)
e Menus, production records, standardized recipes, Nutrition Facts labels, ingredient labels,
Product Formulation Statements, and Child Nutrition labels (breakfast and lunch)



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

PNnase 3 Documentation

RECOMMENDATIONS ON HOW & WHAT TO PROVIDE

Checklist Item Recommendation

5 When providing standardized recipes, Nutrition Fact labels, ingredient labels, PFS/CN labels, it is not
necessary to resubmit labels for items that were already provided in the Phase 1 Documentation.

3 Buy American Exception for ALL non-domestic products served/purchased on day of the review.

4 Temperatures must be obtained by a thermometer inside the storage unit (e.g., inside of the reach-in
refrigerator, inside of the dry storage area, etc.). Make sure every storage unit has a temperature log.




SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

a. How are records mabntained and for how long?
b. Describe the backup fo the electronic-based approval sysiem.
¢. List the methed used to oblain household signature.

°
Administrative Review Of-Site Assessment Tool Questions
- If your school system has an electronic application approval system, answer
the below questions. If net, proceed to the next question.
Comments:

Admintstrative Review Of-5ne Assessment Tool Questions
Efectronic applicadon Sysiem means NoUsenoid applicalions are submitied by the
household through a web-based or scanned application system. The system has limited fo

virtually no manual data entry by your school system. Records are kept at your school
system electronically. All direct cerification matches at your school sysiem level are
completed with a computer match. v school receives the

Manuel application sysfem means household applicafions are submitted by the household
to your school system. Your School System completes eligibility determination and direct
cedification malehes and enlers data manually iolo 3 syv=tan apdior kesoe wiitten

The Off-Site Assessment Tool is a Word document that
the SFA will complete by typing their answers directly

INnto the tool and checking boxes that are applicable to oo -
the SFA's operation. s .

UL Does your school system meet one of the following
criteria

[ SFA-wide Special Provision Non-Base Year a | ore aspect of
(Provision 2/3) i has an

00 RCCI, without day students Nokens or any
O SFA-wide Community Eligibility Provision manually make

Administrative Review 0H-Site Assessment Tool Questions

bruitted online, 5 within the system?

There are a total of fourteen modules (plus a Special
Provisions Option module), each with a series of
questions that will inquire about how the SFA
operates. Not all modules or questions may be i
applicable to each SFA. I

Other individuals involved in the program may be =
required for assistance while providing responses;
these may include the business manager, caterer,
Food Service Management Company (FSMC) staff, etc.

Mote: If one of the above is checked, skip questions
101-205 and proceed to guestion 300. If your school n
system does not meet one of the above criteria d for children

answer the following questions {101.205).

Comments:

“ Wha is the determining official for cerlifying household applications?

a. Does your school system use an electronic
applications approval system or a manual
application approval system? If a combination of
electronic and manual is used check both boxes.

ELECTROHNIC MANUAL

b. Does your school sysiem use an elecironic benefit
mmmmm system or a manual benefit issuance
system? If a combination of electronic and manual

check both boxes.

Off-Site Assessment tool



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Drocurement 1Tool .

INEERT EFA HAME]

The Procurement Tool is an Excel document
that the SFA will complete by entering
required information such as:

e Vendors;

e Total paid/vendor;

e Goods/services purchased; and, —

e Competitive procurement method to e e E e

procure the product(s) or service(s).

i.E

H

L
&

F

R O
hiod anll | mwmrber mare B

Han
. ]
Bmr o Pk Rrwda Banager s s Babiaifabian Type [P | [Fiacd Podnm nn | Easie
el W

Once the information has been entered, the
SFA will:

Cxnbrnnl lypr
Beed Bodon on

e Save the Excel file and return the file to the e PeeETeTinErlE e e e

HNS Reviewer.

e Provide a vendor paid list/summary of
expenses by vendor.

Procurement Tool

*A vendor paid list/summary of expenses by vendor is a report from the SFA accounting
system that identifies all vendors paid from the nonprofit food service account and
summarizes the total amount paid to each vendor for the previous school year.



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Complle and Send Review Documents

SFAs are required to email both the Off-Site Assessment Tool and the program documents listed on the
Checklists by the communicated due dates.

The HNS Reviewer will acknowledge receipt of the documents and will contact the SFA if the responses
and/or documents are inadequate.

At this time, the HNS Reviewer will determine if additional resource management documents or meal
pattern documents are required. These documents will be requested prior to the on-site portion of the

review.

The HNS Reviewer will not disclose any findings until the Day of Review.



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

NotiTication of Resource
Management Review

Based on the information provided by the SFA in the Resource
Management section of the Off-Site Assessment Tool, a detailed
review of the following sections may occur:

e Maintenance of the Nonprofit School Food Service Account
e Revenue from Nonprogram Foods

e Indirect Costs

e Supply Chain Assistance Funds

The HNS Reviewer will notify the SFA prior to the day of review if a
Comprehensive Resource Management Review is required and will
Indicate what additional documentation must be provided.



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Preparing tor the
Day of Review

One week prior to the Day of Review, the HNS
Reviewer will work with the SFA to confirm the

THE ENTRANCE CONFERENCE,

location and time of the on-site visit. SFAs are ON-SITE OBSERVATION(S) FOR

expected to provide mealtimes to the HNS ALL SITE(S) SELECTED, AND

Reviewer to ensure meal services of the AN EXIT CONFERENCE WILL

following are observed: BE CONDUCTED ON THE DAY
OF REVIEW.

e Breakfast

e Lunch

e Fresh Fruit and Vegetable Program (if
applicable)



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

OnN-5Site Review [1ps

Topic Tip

e Inform administration and teachers when the AR is occurring especially in schools
Inform School Administration participating in Breakfast in the Classroom where the HNS reviewer will be entering
classrooms during breakfast service to conduct a meal observation.

e Provide HNS Reviewers with a clear picture of the day-to-day operations and your typical

meal service.
e« Ensure the SFA contact listed on the approved CNPWeb application is available for the

Day of Review and for the entrance and exit conference.

Meal Observation

o« Check that meal service signage (OVS or Serve Only) is accurate and displayed clearly at
all schools, especially those selected for the on-site review.

« Check that the latest Health Department Inspection is posted and publicly visible at all
sites, especially those selected for the on-site review.

Required Signage




SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

HNS Reviewer PLEASE PROVIDE THE
FOLLOWING:
Workspace

e INTERNET ACCESS
: : . o ELECTRICAL OUTLETS
The HNS Reviewer will need a quiet and
e TYPICAL LOCATION OF

somewhat private workspace to review

program documents. WHERE THE MAIN
CONTACT WILL BE
WORKING THROUGHOUT
THE DAY IN CASE
QUESTIONS ARISE



SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

M
(‘-‘-

4 —

-Ntrance Conference

Typically, an entrance conference will occur on the day of
the on-site review. If the SFA serves breakfast, it may
occur after meal service concludes. The entrance
conference gives the SFA and HNS Reviewer the
opportunity for introductions, a review of the day's
agenda, and a time to discuss documents that were
gathered off-site.

At a minimum, the Food Service Director is required to
participate in the entrance conference, but it is
encouraged to include an administrator and any
individuals who are directly involved with the food
service operation.




SECTION 2 THE ADMINISTRATIVE REVIEW PROCESS

Xt Conterence

The exit conference will occur at the conclusion of the
on-site visit. It will be more formal than the entrance
conference because the entire review—including off-site
and on-site observations, technical assistance, potential
fiscal action, and next steps—will be discussed in detail.

At a minimum, the Food Service Director is required to
participate in the exit conference, but it is encouraged to
iInclude an administrator and any individuals who are
directly involved with the food service operation.
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Administrative Review
summary Report

The Administrative Review Report is a detailed record of any
review findings and technical assistance that occurred during
the AR. The Summary is the Cover Memo to the Administrative
Review Report.

Within 30 days of the exit conference, the reviewer will send
the Administrative Review Summary and Report to the
Superintendent Contact and SFA Contact via email and
certified mail.
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Administrative Review T1imeline

SFA will compile and The HNS Reviewer The S,FA will
send documents to will contact the SFA receive an
the reviewer by the to discuss the Administrative

communicated logistics of the on- Review Summary
deadlines. site observation. and Report.
: Oon th
October - . nthe
Abril : Day(s) of
P : Review
................. 6.........0....... 0000 000OC0COCGEOGEOGOEOGNOEONONOEOSONONOIO
Prior to the Within 30 days
Day of of the Exit
Review Conference
SFAs will be notified of The HNS Reviewer The HNS Reviewer
the AR and will be will notify the SFA if will conduct an
provided with the a comprehensive entrance conference,
Confirmation Memo & review of Resource on-site observation(s)
Checklists and the Off- Management for all sites(s)
Site Assessment Tool. and/or an expanded selected, and an exit

menu review is conference.
required
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to Review
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SECTION 3 RESPONDING TO REVIEW FINDINGS

Administrative
Review sSummary
Report Response

The SFA must review the Administrative
Review Summary and Report and is
responsible for ensuring all corrective action
and fiscal action are received by the given
deadline.

Should these post-review actions not be
completed by the deadline, reimbursements
will be placed on hold until the actions are
complete.




SECTION 3 RESPONDING TO REVIEW FINDINGS

Corrective Action



SECTION 3 RESPONDING TO REVIEW FINDINGS

Corrective Action

When a reviewer establishes an AR finding,
corrective action will be required by the HNS
Reviewer to demonstrate the SFA understands
the error and has corrected it since being
reviewed.

Corrective action may include:

e Written descriptions of changes made within
the operation after the AR occurred;

e documentation to demonstrate
understanding of program regulations; and/or

e certificates showing training was completed.

REQUIREMENTS & DEADLINES

A written response must be provided by the
deadline indicated in the AR Report. The
response must:

e be on school letterhead,

e be signed by an authorized representative
listed on the Food Program Permanent
Service Agreement (FPPSA), and

e address all required corrective action items
listed In the report.

It Is best practice to submit corrective action
prior to the deadline in case any revisions are
required.

e The SFA will receive a Close-Out Memo when
sufficient corrective action is submitted.
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—iscal Action

The Critical Areas of the AR are tied to
reimbursement funds.

During an AR, if it is found that reimbursement
was paid for non-reimbursable meals or that
meals were claimed by incorrect eligibility, fiscal
action will be assessed and recovered through
future claims.

The Administrative Review Summary and Report
will provide the total amount of fiscal action that
was assessed due to the review findings.

EXAMPLES OF FINDINGS THAT MAY LEAD
TO FISCAL ACTION:

Example 1. Vegetable Subgroups
e |f one or more subgroups are not offered within
a week

Example 2: Milk Variety and Type
e |[f only one type of milk is offered, or if an
unallowable milk type is offered without an
approved exemption on file

Example 3: Food Quantities
o If insufficient daily and/or weekly quantities of
any meal components are offered

Example 4. Repeat Findings
e Arepeat finding occurs if an SFA received a
finding during their previous AR and receives
the same type of finding during the current AR.



SECTION 3 RESPONDING TO REVIEW FINDINGS

—iscal Action &
Derformance-8aseo
eimbopursement

Prior to being able to claim meals through the NSLP, SFAs
are certified to be in compliance with the new meal patterns.
For completing this required Certification of Compliance, an
INncreased reimbursement of 8 cents is provided to the SFA
for each lunch claimed to help improve the quality of school
meals.

If @ missing meal component for lunch is observed during the
AR, this extra performance-based reimbursement is
terminated until the month following the approval of
corrective action.
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ASsessiNg Fisca
AcCtion

Fiscal action is assessed for the entire AR by
combining the fiscal action of all CNPs
reviewed, including SSO. If fiscal action exceeds
$600, funds for fiscal action will be offset from
future claims 30 days after receiving the AR
Report.

FOR EXAMPLE...

If $700 of fiscal action was assessed during the
during the AR, ADE will take a total of $700 back
from the SFA after all CNPs being operated have
been reviewed.

The Administrative Review Summary and Report
will provide the total amount of fiscal action that
was assessed due to review findings.



SECTION 3 RESPONDING TO REVIEW FINDINGS

FOR EXAMPLE...

e Disregarded: If $300 of fiscal action was

—iscal Action
' assessed during the school year portion of
D ‘ S re g a rd the AR and %100 of fiscal action was assessed

during the SSO portion of the AR, HNS will
disregard the total $400 of fiscal action.

If the total sum of fiscal action is less than $600,
funds will only be recovered if the combined
sum of fiscal action for all CNPs reviewed
exceeds $600. If the combined sum of the fiscal
action is less than $600, it is disregarded, and

e Not Disregarded: If $100 of fiscal action was
assessed during the school year portion of
the AR and $700 of fiscal action was assessed

the funds are not recovered. . . .

during the SSO portion of the AR, HNS will

take a total of $800 back from the SFA



SECTION 3 RESPONDING TO REVIEW FINDINGS

Quliz Time

Is the administrative review closed the day of the on-site visit?

A Yes, you will never discuss the administrative review again.
B Yes, the HNS Reviewer will provide the Close-Out Memo once all findings are discussed.

C No, the review is not considered closed until adequate responses for all corrective actions
are received and the Close-Out Memo is issued by the HNS



SECTION 3 RESPONDING TO REVIEW FINDINGS

Quliz Time

Is the administrative review closed the day of the on-site visit?

A Yes, you will never discuss the administrative review again.
B Yes, the HNS Reviewer will provide the Close-Out Memo once all findings are discussed.

( C No, the review is not considered closed until adequate responses for all corrective actions
are received and the Close-Out Memo is issued by the HNS

A written summary of the review findings, technical assistance provided during the review, and the
required corrective action will be sent via email once the review is complete. The review is not
considered “closed” until the Close-Out Memo is issued. 0



SECTION 3 RESPONDING TO REVIEW FINDINGS

Quliz Time

—‘ True or False: Repeat findings for
vegetable subgroups, milk variety and
type, and quantities will result in fiscal

2 True or False: Failure to comply with program
requirements or failure to implement required
corrective action assigned after the administrative
review will result in the organization being
declared Seriously Deficient.

action.

A Yes
A True

2 No
2 False
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Quliz Time

_‘ True or False: Repeat findings for
vegetable subgroups, milk variety and
type, and quantities will result in fiscal
action.

(B

B False

Repeat findings for vegetable subgroups, milk
variety and type, and quantities will not result
in fiscal action if related to supply chain
issues; however, fiscal action will be assessed

if violations are not attributed to supply chain
issues.

2 True or False: Failure to comply with program
requirements or failure to implement required
corrective action assigned after the AR will result

in program reimbursements being placed on
hold.

(A e

2 False

Any findings violating compliance with
program requirements must be resolved
and sufficient corrective action must be
submitted by the due date provided by

the HNS Reviewer, or reimbursements will 0
be placed on hold.



Congratulations

You have completed the Online Course:
What to Expect: National School Lunch Program
Administrative Review

To request a certificate, please go to the next
slide.

Training Title: What to Expect: National School
Lunch Program Administrative Review
Length: 30 minutes

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



CertiTicate

Requesting a training certificate:
Please click the button to
\ W/

complete a brief survey about SQ\”
this online training. Once the &3
survey is complete, you will be

able to print your certificate of
completion from Survey Monkey.

The information below is for your reference when completing

the survey:

* Training Title: What to Expect: National School Lunch
Program Administrative Review
 Length: 30 minutes

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

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-0508-0002-50811-28-17Fax2Mail.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:

Mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil
Rights

1400 Independence Avenue, SW Washington, D.C. 20250-9410; or

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

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-0508-0002-50811-28-17Fax2Mail.pdf

