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Production Records and 
Record-Keeping



• General USDA Requirements of Production Records 

• Performance Standard 2 Violations related to Production Records

• Completing the Production Record

Agenda
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ALSDE Child Nutrition Programs

Daily Menu Production Record

Daily Menu 
Production Record: 

BREAKFAST, 
LUNCH, 

and SNACK



7 CFR Part 210.10

(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.

210.10 Meal requirements for lunches and requirements for afterschool snacks.



ALSDE Child Nutrition Programs

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,
• Documentation that weekly quantity requirements for grains, meat/meat alternates, 

vegetables, fruit, and milk are met,

• Alignment with standardized recipes, and
• Menu items are listed in conjunction with the planned menu/contribution report 

(including condiments)
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ALSDE Child Nutrition Programs

FISCAL ACTION

Meals may be disallowed/reclaimed:
 If meals contain insufficient quantities of required meal components.
 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 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.

Meals must be disallowed/reclaimed:
 If production records are missing, or missing for a certain time period unless the SFA can prove that 

reimbursable meals were offered and served. 
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What Could Result in Disallowed Meals?
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Pre-Planning

 The menu planner should develop a rough draft for the 
weekly breakfast, lunch, and snack menu (if participating).

 The menu should be entered into a USDA-approved 
Certification of Compliance worksheet.

 A Nutrient Analysis should be conducted on the weekly 
breakfast and lunch menu.

 The menu should then be conveyed to the manager 
regarding what portion sizes of all menu items (including 
condiments) should be offered to students.

What should take place before a set menu gets to a manager?
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Daily Menu 
Production 

Record



General Information
• List the site location of production. 
 (i.e., school name, facility) 
• List the date that the production is taking place. 

(i.e., March 4, 2022)
• 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. 

• List the grade groups being served (i.e., K-5)
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Forecasting

• Try to use previous menus where 
similar entrees were served to 
determine planned quantities

• Make the menu planner aware of 
issues noted in forecasting 

• Information from this section  
should be used to build/support 
the Nutrient Analysis



ALSDE Child Nutrition Programs

Forcasting Example

Scenario

• ABC 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?
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Comments Section

Examples for use of the comment box:
 Substitutions 
 Field Trips
 Early Check-out Day 

Carrots substituted for sweet 
potatoes due to delivery issue.



Menu Items and Condiments
Column 1 - Menu Items/Condiments

• 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 and Condiments Example

It is very important that all 
required meal components 
are served, as well as listed 
on the Production Record. 

This is an example of a 
production record that 
could result in a disallowed 
meal. 

What is missing?

(1)
Menu Items/
Condiments

Chicken Bites

WW Roll

Baked Fries

Broccoli

1% unflavored milk

FF chocolate milk

Kechup

Honey mustard
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USDA Recipe Resource

https://theicn.org/cnrb/#allrecipes

https://theicn.org/cnrb/#allrecipes
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USDA Recipe Resource



Menu Items and Condiments
Column 2 - Recipe #
 List the recipe number of the food item.  
 If using a USDA recipe, or school recipe, 

record it with the designated recipe number 
created by your menu planner.

NOTE:
A recipe must be 
used for all 
prepared menu 
items with more 
than one 
ingredient.



Menu Items and Condiments
Column 3 - Serving Size 
 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. 



Common 
Mistakes 

in 
Column 3



Reimbursable Servings
Column 4 - Students

Record the number of students you plan 
to serve each menu item as part of the 
reimbursable meals.
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Non-Reimbursable Servings

Column 5 – Adults/CNP Staff/Al a carte
Record the number of adults, CNP staff, a la 
carte, and/or contracted meals that you plan to 
serve for each menu item not part of the 
reimbursable meal. 
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Total Planned Servings
Column 6 - Total
Record the sum of column 4 and column 5.
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Actual Prepared Servings

Record the number of SERVINGS you prepare/cook with the 
intent of placing on the serving lines.

Column 7 – Actual Servings: Prepared
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Actual Serving Example #1
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Actual Serving Example #2

• 25-30 ½ cup servings per each #10 can of peaches
• 155 customers / 25 servings per can = 6.2 #10 cans
• 7 cans equals 175 prepared servings
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Actual Servings Served
Column 8 – Actual Servings: Served
 Record the actual amount that was served/offered.
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Leftovers
Column 9: Leftovers: Amount
 Record the number of leftovers, if any. 
 If there were no leftovers, indicate with a zero (0).
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Basics at a Glance



Leftover Code
Column 10: Leftover Code
 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



Letovers Examples

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 are always the exact same and 

therefore there are never any leftovers.
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Food Safety

 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 temps do not have to be maintained on the Production Record, 
but do need to be maintained and filed with the production record.
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Food Safety (continued)

C/A - Corrective Action 

What was the temperature after 
corrective action was taken?

**Corrective Action:
D-discarded
C-chilled
H-heated

134°    171°/H
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Suspicious Records

Food Temperature Trends
Examples:

All cooked foods are always documented at 170°.
All cold foods are always documented at 40°.

IMPORTANT:  
Food temperature logs are our documentation against lawsuits.

They need to be AUTHENTIC!
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Gold Star Production Record



Questions?
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Joe Clark
Senior Accountant

Lori Ferguson
Ed. Specialist

Justin Hope
Ed. Specialist

Chad Langston
Ed. Specialist II

Tammy Lofton
Ed. Administrator

Steven Rylant
Senior Accountant

Susanne Reeves
Ed. Specialist

Robbie Scott
Ed. Specialist II, RSE

Suzannah Yoder
Ed. Specialist

Training Survey & Certificate of Participation

https://forms.office.com/r/VW3mZjjaxW

https://forms.office.com/r/VW3mZjjaxW

	Aloha! School Year 25-26
	Production Records and �Record-Keeping
	Agenda
	Daily Menu 
Production Record: 
BREAKFAST, LUNCH, 
and SNACK
	7 CFR Part 210.10
	Requirements for State Agencies
	FISCAL ACTION
	What Could Result in Disallowed Meals?
	Pre-Planning
	Daily Menu Production Record
	General Information
	Forecasting
	Forcasting Example
	Comments Section
	Menu Items and Condiments
	Menu Items and Condiments Example
	USDA Recipe Resource
	USDA Recipe Resource
	Menu Items and Condiments
	Menu Items and Condiments
	
Common Mistakes 
in 
Column 3
	Reimbursable Servings
	Non-Reimbursable Servings
	Total Planned Servings
	Actual Prepared Servings
	Actual Serving Example #1
	Actual Serving Example #2
	Actual Servings Served
	Leftovers
	Basics at a Glance
	Leftover Code
	Letovers Examples
	Food Safety
	Food Safety (continued)
	Suspicious Records
	Gold Star Production Record
	Questions?
	Training Survey & Certificate of Participation

