Signing the Administrative Review Final Report
and/or Submitting Correction Action(s)

Meagen Anthony-Rush, Education Specialist
Submission of Final Report and Corrective Action(s)
September 6, 2023
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* “Action Required” is a quick link
that will take you to all
envelopes that need your
signature or approval.

* The “Manage” tab will show all
envelopes in your inbox and sent
box. The Administrative Review
Final Report will be in the
“inbox”.
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Administrative Review Correspondence

DocuSign Enwelope 1D 33AF 395C-3367-46A5-A2T3-BF 277CCA8B02

e Administrative Review '
Notification e

e
P—— March 28, 2023

W ALABAMA
OF EDUCATION

e Administrative Review Final
Report (30 days after the Exit -

Trace Wast RE: _

C O n fe re n C e ) . o | . bccn scheduled by the Alsbama State Department of

ducation’s LSDE wn Program (CNP) for Administrative and Procurement Reviews during

- the period of May & — 12, 2023, The ALSDE CNP will conduct the review and the staff will be led by Mr.
Deatrict 11 Chad Langston. As required by United States Department of Agriculure (USDA) regulations, the ALSDE
CNP staff will review your system's CNP operations. ALSDE CNP staff members ontact your CNP

Director to coordinate the s fics of the reviews. Your CNP Director should accompany the ALSDE CNP

* If complete and adequate e | SRS
[
The documents listed below must be forwarded to 5163 Gordon Persons Building, P.O. Box 302101,
° . I . I . Montgomery, AL 36130-2101 or emailed within fen business {10) days from receipt of this letter. The
Mars Marrang Reimbursement

Completed Off-site Assessment Tool (email in the original Excel file; do not scan or return in Google
| I l does)
a yS rO t e a t e O t e O Completed Procurement Review Tool (email m the original Excel file; do not scan or return in Google
Belrta Wohes

Tomya & Cestnu, B4, Off-site Assessment Tool and Procurement Review Tool will be emailed to the CNP Director upon this letter
Ottt ¥

O Copy of the edit checks for cach school reported on the most recently submitted Claim for

P, docs)

being sent to the SFA.
O School

o L] L]
O Upon notification from ALSDE CNP staff regarding the school(s) selected for review and the confirmation of
0 e c review period, email the documents listed below.
Vi Prassdent

O E onic master list of all students eligible for free or reduced-price meals enrolled in the SFA during

site listing by age/'grade group (all SFA sites)

[ ] the review period
Eric G Mackey, EdD. O For the week of review and one (1) week from the review period (month of review) for each
Sacrstary and
Exacues Officar school selected
L] O Copy of all applicable menus for each menu type and age/grade group (i.c., SBP, NSLP,
Afterschool Snack Program, FFVP, and/or CACFP Pre-K)
O Copy of production records for each menu type and age/grade group for the review period
only
O Copy of the Menu Worksheet portion of a USDA-approved Menu Planning Tool for

Certification for Seven Cent Reimbursement for cach breakfast and lunch menu type and
age/grade group

Gorncs Prrsons BULDING o P00 Box 302101 & MONTGOMIRY, ALAIAMA 36130-2101 « TeLErmone (334) 654-4900 « Wimsime: wow alsbamischicves oy
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“Manage” Tab

* When accessing the Manage — DwsSmeiue o o o o s sotest: (O 0
tab you will have access to oo o] =
various folders on the left

ENVELOPES

side of the screen.

* Inbox, Sent, and Action -
Required folders are all
L(;(t:)atEd within the Manage e Everything Sent to You in One Place

You'llfind envelopes sent to you here.
() Wating for Others
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v/ Gompleted
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Receiving the Final

Administrative Review Report

* You Will receive an email CNP NSLP via DocuSign
| S, - Complete with DocuSign: 5Y23_AR Repo... 10:38 AM
notification when the
report is sent. :
 You can access the

° . @ DocuSign NA4 System <dse_NA4@docusign.nets
To Meagen Anthony
envelope via the DocuSign =
. . . A We Teach
website or using the link 2 Aiabama
LAB, A STATE DEPARTMENT EDUCATION

L) . L]
p rOV I d e d I n t h e e m a I I DocuSign has forwarded to you a document to review and/or e-sign
.

<https://MNA4d.docusign.net/Member/image.a:

@

CNP NSLP
cnpnsip@alsde.edu

B SY23 (1).docx, University

DIS_CNP_SP_202301_ReturnAgreement_V1_01.docx

Thank You, CNP NSLP

wered by DocuSign

Do Not Share This Email
This email contains a secure link to DocuSign. Please do not share this email, link, or access code

Alternate Signing Method
Visit DocuSign.com, click ‘Access Documents', and enter the security code
2F3257DB90SFA3C3AAABBFDESSTTAI127
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Accessing the Envelope

* When accessing the P Revievs acton These bocuments A B
envelope, you will B
be prompted to click
the “Continue”
button.

Please review the documents below. CONTINUE OTHER ACTIONS v

@ Crange Language - English (US) ¥ | Terms Of Use & Privacy ¥ Copyright © 2023 DocuSign Inc| V2R
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Accessing the Envelope cont.

Please review the documents below. FINISH OTHER ACTIONS ~

* You can scroll
t h ro u g h a I | DocuSign Envelope |10: 25C1F2D8-524A-44A1-B678-736936528F 1E '

START

documents. Py N

gAY DEPARTMENT OF EDUCATION

* Click the “Start” g
button to be taken
to any required =
signatures, -
textboxes, and/or -
attachments that | emiena

° st o Ten a very welcoming atmosphere for us. The teachers were also accommodating in letting us monitor
W I I | n e e d t O b e Breakfast and Lunch in the Classroom and obviously make it part of their duties to help in providing
mealsto the students. Thank you and your staff for working diligently in the Child Nutrition Program

Sagnant on and for providing appealing meals to your students,

u p I O a d e d [ This letter will confirm the Administrative Review of your Child Nutrition Programs conducted by

—— Sharon Allison of the Child Nutrition Programs on November 14-16, 2022. A discussion of the
Dt review was held with your staff at the exit conference. A formal copy of the results of this review 1s
attached.

EricG. Mackay, E4.D.
State Superintendent of Education

January 3, 2023

Powered by DocuSign @ Change Language - English (US) ¥ |  Terms Of Use & Privacy ¥ Copyright © 2023 DocuSign Inc.| V2R
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Accessing the Envelope cont.

Select the attachment field to add a document

* The last page is where you
will sign and/or upload any
documentation.

e The attachment buttons
allow for more than one file
to be attached.

* Once you sign and attach
the requested file, the
envelope will automatically
be sent to the Lead
Education Specialist for
review once the “Finish”
button is clicked.

Fowersd by DocuSign

NEXT

Accessing the Envelope cont.

| FINISH | OTHER ACTIONS ~

&

yw ©

vwi
j

4

=

AMA S
‘ /
O
A

Od

/’ eturn Agreement to CNP Director for
. Revisions to Corrective Action:

1. Only the CNP Director may replace the attachment(s) once a revision has been initiated.

2. Corrective Action envelopes are automatically returned to the CNP Director when the Lead
Specialist makes a request for revision.

3. Once the CNP Director has replaced the attachment(s) (by using the same attachment
button), and checked the Yes box below for confirmation, the DocuSign envelope will be
sent again in sequence to all recipients to initial the change(s); the cycle may repeat as
many times as needed.

4. Steps as follows:

ALSDE staff will send the envelope back to all previous recipients for revised corrective
action attachments.

* First Return, if any:

Confirmation the revisions have been made and attached: []Yes

+ Second Return, if any:

Confirmation the revisions have been made and attached: []Yes

* Third Return, if any:

Confirmation the revisions have been made and attached: [] Yes

Upload Attachment

* Fourth Return, if any:

Confirmation the revisions have been made and attached: [J Yes

Pl hi T
! N ' i } o Title (1).pdf
5 pages - Upload Complete
& |\® & & &
Ooind  Omiend  Ouiow Osonu
v ]
CNP Director UPLOAD A FILE

& changs Lar]

DONE



Returned for Revisions

* If the envelope is DEMO RUN for Application via ...
gt Suggested changes to 'Complete with D... 11:33 AM
returned for revisions,
you will receive an email

<https://NA4d.docusign.net/Member/image.a:

n Otlfl Catl O n . Suggested changes to 'Complete with DocuSign: SY23_AR Report_DEMO'
DocuSign NA4 System <dse NA4@docusign.net> © | © Reply | € ReplyAl | —> Forward | | i | |
® YO U can access t h e To Meagen Anthony Tue 9/5/2023 11:32 AM

@ If there are problems with how this message is displayed, click here to view it in a web browser

envelope via the email or
by logging in to DocuSign
website when you are 1

ready to make the S —

necessary revisions.

Returned for Revisions

We Teach
é Alabama

ALABAMA STATE DEPARTMENT « EDUCATION




Returned for Revisions cont.

DocuSign Envelope 10: 25C1F2D8-524A-44A1-B67A-TIRI36528F 1E
e o,

Once you are ready to upload f-\
the reVISed document Or add ..r’\ﬂff"'f-'f'"—'f‘—i'-"j"o‘jy Revisions to Corrective Action: -
more documents, access the L Oy th et o e e et e evons e s

2 Co re:t ve Act ion en velopes ar eautomat ically retur; ned to lhe CNP D| rector whe the- Lead

envelope and click “Start”. o e

3. Oncl th CNPD ctor has pl dih attachment(s) (by using the same attachment
button), and checked the Yes box below for confirmation, the DocuSign envelope will be

P e sent again in sequence to all recipients to initial the change(s); the cycle may repeat as
O u WI e p ro l I ' pte to many times as needed.
4. Steps as follows:

o oHale 7

I n It I a I t h e teXt b OX t h a t h a S a ALSDE staff will send the envelope back to all previous recipients for revised corrective
action attachments.

n Ote ty pe d = First RElum, ifanyr: Please see email for additional information.

L]

* You will need to click the e
attachment button and
remove the errored files and « e, o
then attach the new files. Upload Attachment

* Click the gray attachment e G
button and remove =TT

documents that are no longer
needed.

Confirmation the revisions have been made and attached: [ Yes

L | ) e

Title (1).pdf
\/Epg - Upload Complet

UPLOAD A FILE

Returned for Revisions






USDA 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: USDA Program Discrimination Complaint Form

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 lefter 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; (2) fax: (202) 690-7442; or (3)
email: program.intake@usda.gov.

This institution is an equal opportunity provider.

*This language was added pursuant to the May 5, 2022, USDA memorandum. However, the inclusion and applicability of this
language is currently under challenge in the matter of The State of Tennessee, ef al. v. USDA, et al., Case No. 3:22-cv-00257,
and may be subject to change.


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