
PRODUCTION 
RECORDS

Devin Williamson RD, LD

Alabama State Department of Education

Child Nutrition Program

June 22, 2020



2020 
New Directors’
Virtual Training

Agenda



Click on the link below to access the recorded training:
https://alsde.webex.com/alsde/lsr.php?RCID=9d926f79d3384633b1b2b7b9e64dcda9

https://alsde.webex.com/alsde/lsr.php?RCID=9d926f79d3384633b1b2b7b9e64dcda9


AGENDA

• USDA requirements of production records

• Performance Standard 2 violations related to production records

• How to properly complete the production record

• Food Safety







7 CFR 210

(a) General Requirements-

(3) Production and menu records. Schools must keep production and 

menu records for the meals they produce. These records must show 

how the meals offered contribute to the required food components 

and food quantities for each age/grade group every day.



REQUIREMENTS FOR STATE AGENCIES

USDA requires State Agencies to review production records for:

• Proper planning (i.e. evaluate for consumption and leftovers)

• Documentation that food prepared is creditable for the total number 

of reimbursable meals offered and served 

• Documentation of a la carte, adult, and/or other non-reimbursable 

meals (including number of portions for each of these food items)

• Documentation that milk, whole grain-rich, and vegetable sub-group 

requirements are met



REQUIREMENTS FOR STATE AGENCIES 
(CONT.)

• USDA requires State Agencies to review production records for:

• Documentation that weekly quantity requirements for grains, 

meat/meat alternates, vegetables, fruit, and milk are met

• Alignment with standardized recipes

• Menu items are listed in conjunction with the planned 

menu/contribution report (including condiments)



$ FISCAL ACTION $

Meals must be disallowed/reclaimed:

• If production records are missing, or missing for a certain time period unless the 

SFA is able to prove that reimbursable meals were offered and served 

Meals may be disallowed/reclaimed:

• If only one type of milk is offered or an unallowable milk type is offered

• If one vegetable subgroup is not offered over the course of the week 

reviewed or is in an insufficient quantity to meet the minimum weekly 

requirement

• If meals contain insufficient quantities of required meal components

• If whole grain-rich foods are not offered over the course of the week reviewed

• If the amount of fruit or vegetable juice offered exceeds 50 percent of the 

total weekly fruits or vegetables offered



What could result 

in disallowed 

meals?



PRE-PLANNING
What should take place before a set menu gets to a manager?

1. The menu planner should develop a rough draft of a weekly 

breakfast, lunch, and snack (if participating) menu

2. The menu should be entered into a USDA approved Certification of 

Compliance worksheet to determine if the weekly breakfast and 

lunch menu meets the meal pattern for the age/grade group being 

served

3. A Nutrient Analysis should be conducted on the weekly breakfast 

and lunch menu to determine if the diet specifications (calories, 

saturated fat, and sodium) meet the requirements

4. The menu should then be conveyed to the manager regarding 

what portion sizes of all menu items (including condiments) should 

be offered to students





GENERAL INFORMATION
• List the location of production (i.e. 

John Doe Elementary)

• List the date that the production is 

taking place (i.e. March 15th, 2019)

• List the grade groups being served 

(i.e. K-5)

• Once the production record is 

completed, the manager should 
sign confirming the production 

record has been reviewed and is 

accurate

• Electronic signatures are 
allowable, but initialing next to e-

signature would be a best 

practice 





FORECASTING
• Previous menus where similar 

entrees were served should be 

used to determine our planned 

quantities

• These previous numbers help to 

determine how much food to 
prepare initially 

• Make the menu planner aware of 

issues noted in forecasting (i.e. 

adjusting menus to remove 

unpopular items)

• This information should be used to 

build/support the Nutrient Analysis



FORECASTING EXAMPLE

• Scenario:

• Jane Doe Elementary

• Enrollment: 700 students

• Average Daily 

Participation (ADP): 65%

• 5 week cycle menu

• Last production record 

shows 455 meals served 

for upcoming menu day 

• WHAT’S WRONG?





COMMENTS SECTION

Examples for use of the 

comment box:

• Substitutions

• Field trips

• Early check-out day 





MENU ITEMS & CONDIMENTS

• Column 1- list all food items served as part of a reimbursable meal first

• List all varieties of milk separately (i.e. 1% chocolate milk, fat-free plain 

milk)

• Then list extra items/condiments, salad bar, grab & go options, and a 

la carte items (if applicable) last



MENU ITEMS/CONDIMENTS EXAMPLE

What’s missing at lunch?





RECIPE

• Column 2- list the recipe number of the food item.  If using a USDA 

recipe, like Broccoli Bites, record it as I-080. If using a school recipe, 

record it with the designated recipe number created by your menu 

planner

• A recipe must be used for all prepared menu items with more than 

one ingredient



SERVING SIZE

• Column (3)- enter the serving size to be offered

• It is important that the menu planner convey to the manager the 

appropriate portions for each item and that the manager convey this 

information to their staff

• Communication is key to prevent discrepancies between the Nutrient 

Analysis, contribution report, and production record 



Mistake 
in 

Column 
#3



REIMBURSABLE SERVINGS

• Column (4)- record the number of students you plan to serve each 

menu item as part of the reimbursable meals



NON-REIMBURSABLE SERVINGS

• Column (5)- record the number of CNP staff, adults, a la carte, and/or 

contracted meals that you plan to serve for each menu item not part 

of the reimbursable meal 



TOTAL PLANNED SERVINGS

• Column (6)- record the sum of column (4) and column (5)



ACTUAL PREPARED SERVINGS

• Column (7)- record the number of SERVINGS you prepare/cook with 

the intent of placing on the serving lines



ACTUAL SERVINGS EXAMPLE #1

Prepared Served Leftovers



ACTUAL SERVINGS EXAMPLE #2

For example: 

25-30 ½ C servings per #10 can

155 customers / 25 servings per can= 6.2 #10 cans

7 cans equals 175 prepared servings



ACTUAL SERVED

• Column (8)- record the actual amount that was served/offered



LEFTOVERS

• Column (9)- record the amount of leftovers, if any 

• If there were no leftovers, indicate with a “0”





LEFTOVER CODE

• Column (10)- record what was done with leftovers

• D-discarded

• R-covered, labeled, dated, and placed in the refrigerator

• F-covered, labeled, dated, and placed in the freezer

• S- covered, labeled, dated, and placed in the storeroom



LEFTOVERS EXAMPLE

• Leftovers is one of the most common findings during an Administrative Review

• Columns (9) and (10) are not filled out

• “Planned Servings” and “Actual Servings” is always the exact same and 

therefore there are never any leftovers?



FOOD SAFETY • The remaining columns are 

provided to record food 

temperatures

• Food temps do not have to be 
maintained on the Production 

Record, but they do need to be 

maintained and filed with the 

production record

• Location of where food temps 

are documented is a CNP 

Director decision

• How many food temps the 
staff is required to take is also 

a CNP Director decision, but 

the procedure should be 

indicated in the district HACCP 
plan 



FOOD SAFETY (CONTINUED)

• C/A- corrective action 

• What was the temp after corrective action was taken?

• **Corrective Action:

• D-discarded

• C-chilled

• H-heated



SUSPICIOUS RECORDS

• Food temperature trends

• Examples

• All cooked foods are always documented at 170°

• All cold foods are always documented at 40°

• Food temperature logs are our documentation against lawsuits.

• They need to be AUTHENTIC



GOLD 
STAR!



NONDISCRIMINATION STATEMENT

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its 
Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating 
based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity 
conducted or funded by USDA.  

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, 
American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are 
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, 
program information may be made available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: 
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the 
letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your 
completed form or letter 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; 

(2) fax: (202) 690-7442; or 

(3) email: program.intake@usda.gov. 

This institution is an equal opportunity provider.


