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2Districts Receiving an AR in SY 25/26
Alcorn County School District 

Canton School District 

Clinton Public School District

Desoto County School District

Greenville Public School District

Gulfport School District 

Hinds County Board of Supervisors 

Humphreys County School District

Kosciusko School District

Lauderdale County School District

Leake County School District 

Leland School District

Rankin County School District

Richton Separate School District 

Smith County School District

St. Vincent De Paul

Stone County

Tate County

Union County School District 

Wayne County School District

West Jasper 

Western Line School District

Winona-Montgomery Consolidated School 
District 

Yazoo County School District 

Lincoln County School District 

Long Beach School District
 
Louisville Municipal School District

Meridian Public School District

Neshoba County School District

Ocean Springs School District

Pascagoula School District

Pearl River County School District

Perry County Schools

Poplarville Separate School District

Quitman School District (Clark Co)
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Self Assessment (to set you up for success!)

Common Findings

Compiling Required Documentation

Administrative Review Basics and Statutory Authority

This Presentation will Cover…



What we are doing and Why we are doing it

AR Basics and 
Statutory Authority
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• SA will be conducting ARs
• SFAs will be notified in advance
• Desk reviews

• Desk reviews conducted on site
• SA will conduct in-person site reviews which will be 

scheduled in advance (sensitive info and meal observations 
ONLY)

• Entrance and Exit conferences with your superintendent or 
his/her designee will all be virtual and will be scheduled in 
advance

AR Basics
Administrative Reviews in SY 2024-2025



6Separate Review Processes

Office of Healthy Schools 
Monitoring Instrument

• Conducted by OCN, Office of 
Healthy Schools

• May be conducted 
concurrently with AR of 
NSLP/SBP

• For more info or TA, contact 
the Louis King 
(lking@mdek12.org)

Procurement Reviews
• Conducted by OCN, Office of 

School Support

• 6-Year Cycle 

• FSMC (3- Year Cycle)

• For more info or TA, contact 
Deborah Newton 
(dnewton@mdek12.org) 

mailto:lking@mdek12.org
mailto:ccrawford@mdek12.org


7Statutory Authority for Administrative Reviews (AR) 

• Healthy Hunger-Free Kids Act of 2010 (HHFKA)

• The Act also requires an accountability system that conducts 
Administrative Reviews to evaluate Program requirements for 
NSLP and SBP during a 6-year cycle.
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• 7 CFR 210.18 (NSLP)
• 7 CFR 220.13 (f) (2) (SBP)
• FNS – 113-1 (Civil Rights)

Federal Regulations
Regulations
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• MDE Board Policies, Chapter 17 (Child Nutrition) 
• MDE Board Policies, Chapter 38, Rule 11 (Healthy and 

Safe Schools Nutrition Standards)
• MSDH Food Safety Policies (FDA Food Code 2017)

State Regulations
Regulations
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• AR Manual
• Eligibility Manual 
• FFVP Manual
• OVS Manual
• USDA Policy Memos (Partner Web)

https://www.fns.usda.gov/nslp/administrative-
review-guidance-and-tools

Where to find additional resources
Resources

https://www.fns.usda.gov/nslp/administrative-review-guidance-and-tools
https://www.fns.usda.gov/nslp/administrative-review-guidance-and-tools
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General Areas of Review

Performance Standard 2: Meal Pattern and Nutritional Quality

Performance Standard 1: Meal Access and Reimbursement

Scope of Administrative Review



12Scope of Review
Meal Access & 
Reimbursement

Meal Pattern & 
Nutritional Quality

Resource 
Management

General Program 
Compliance

Other Federal 
Program Reviews

• Meal Counting 
and Claiming

• Verification
• Certification and 

Benefit Issuance

• Meal Components 
and Quantities

• Infant and Pre-K 
Meal Pattern 

• Offer Versus Serve 
• Dietary Specs & 

Nutrient Analysis

• Risk Assessment
• Nonprofit School 

Food Service 
Account

• Revenue from 
Non-Program 
Foods

• Indirect Costs
• USDA Foods

• Civil Rights
• SFA On-Site 

Monitoring
• Local Wellness 

Policy
• Competitive Foods
• Professional 

Standards
• Water Availability
• Food Safety, 

Storage, & Buy 
American

• SBP & SFSP 
Outreach

• Afterschool Snacks
• Fresh Fruit & 

Vegetable 
Program

• Special Milk 
Program

Critical Areas of Review: Performance Standard 1 and Performance Standard 2



13Possibility of Fiscal Action

• Take Note of Findings that Can have a Monetary Penalty!
• Performance Standard 1 (Meal Access and Reimbursement)
• Performance Standard 2 (Meal Pattern and Nutritional Quality)
• Repeat Findings in General Areas of Review 

• Findings or TA given to you on your last review which were not corrected can 
result in monetary penalties

• If fiscal action is assessed, funds may be recouped from future payments 
through a Claim Adjustment

 
• Failure to take corrective action can result in withholding payments 



14TA versus Finding

Finding
• Requires documented 

Corrective Action

• Potential for Fiscal Action

• Listed in Public Report

• Issued to Correct Non-
Compliance

Technical Assistance (TA)
• Requires informal Corrective 

Action Plan

• No Fiscal Action

• Not listed in Public Report

• Issued to improve program 
operations



15Issuing TA or Findings

Whenever possible, the SA Review will issue TA instead of a 
finding. However, if this is a repeat issue of noncompliance, or TA 
was previously issued and no action was taken, it is automatically 
a Finding. 

The SA Review will also, whenever possible, allow the SFA to 
perform an on-site correction in response to a finding. On-Site 
corrections will be noted in the Public Report. 



16MS Application and Reimbursement System (MARS)

• You must Complete the Off-site Assessment in MARS (this year 
deadline is October 31st ). Please provide as much 
documentation as possible in MARS as part of off-site 
assessment)

• Your reviewer will use MARS to document all sections of the 
AR, including any TA or Findings issued

• You must respond to corrective Action in MARS
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1. Notification by SA – Participation in Webinar
2. Completion of Off-Site Assessment in MARS (Due Oct 31st)
3. Confirmation Letter from SA (sent approximately a month prior to on site)
4. Follow up and communication from Lead Review
5. Virtual Entrance Conference
6. On-Site Review of Selected Sites (scheduled in advance)
7. Virtual Exit Conference
8. Findings or No Findings Letter
9. (if applicable) Corrective Action Plan
10. (if applicable) Closing Letter
11. Public report posted on SA website

What to expect over the course of the “Hybrid” Review 
General Timeline for SNP Review, SY 24-25



A complete guide to getting all your 
documentation in order

Compiling Required 
Documentation
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• Hint: If you really want your reviewer to be in a good mood, 
having everything extremely well organized and electronic 
documents clearly labeled! 

• Before your AR, you should get a list of all the documentation 
you will need for the AR from your Lead Reviewer or Program 
Specialist.

 
• If you don’t get it, ask for it!

See Handout

Organization and Preparation are key! 
General Documentation You Will Need
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Document Checklist
General Documentation You Will Need
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DO NOT send any sensitive information 
(including student names, eligibility status, or 
other personally identifiable information) over 
email or upload this information in MARS! 

IMPORTANT NOTE!
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• Randomized Sample List of Free and Reduced (NO PAID)
• List of pulled students using specific, randomized interval. Can get interval 

from Lead Reviewer
• Make sure you have pulled a large enough sample!

• Alphabetized stack of student applications 
• corresponding with list of students pulled in randomized sample of free/red

• Alphabetized DC list 
• all school sites on one list, if possible

• 10 paid/denied applications 
• separate from Free/Red

See Handout for instructions and Examples!

IF APPLICABLE – What the SA will Need
Pulling and Organizing Meal Applications



23Pulling a Random Sample

Step 1: Put names of all free/red students in alphabetical order
Step 2: Make sure no paid students are in your list
Step 3: Obtain a starting point and a randomized interval from your 
  lead reviewer
Step 4: Locate Your starting point and highlight the name
Step 5: Count down the randomized interval and highlight the name
Step 6: Repeat until you have highlighted (pulled) enough students for 

 the sample. Make sure you pull enough! 
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• From this list of names, we have only 

pulled 6 names (representing 6 
applications) that will be reviewed. 

• In this example, the starting point was 
5 and the randomized interval was 3, 
so we started on #5 and counted every 
3rd person. 

• You MUST get your randomized 
interval and starting point from your 
SA Lead Reviewer. 

Pulling a Random Sample
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Starting Point 5, 
highlight the 

fifth name 
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Random Interval 3: 
Count down every 

third name and 
highlight



27

• We will analyze your planned menu
• If you experience shortages due to supply chain, we 

will take this into account, IF they are WELL 
DOCUMENTED!

• Substitutions must be reasonable!
• Watch those veg subgroup and whole grain 

substitutions!

Conducting a Nutrient Analysis
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• The SA will need to validate the nutrient analysis of your menus as part of the AR

• If your District uses nutrient analysis software, there are two reports the SA needs to 
see:

1. Nutrient Report
• Provides a breakdown of nutrient information menu items

• Ex: Calories, sodium, added sugars, trans fat, saturated fats
2. Component Report 

• Detail breakdown of the required food components offered on the menu 
• Ex: Fruits, vegetables, grain, meat/ meat alternates, fluid milk

Conducting a Nutrient Analysis



29Example of a Nutrient Report



30Example of Weekly Component Report 
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• Make sure you have the most up to date version of MRS 
recipes! 

• We still see a lot of MRS 2015 Recipes
• Make sure you are using the MRS Recipes currently on the 

MRS website
• Distribute the updated recipes to your Managers/Cooks
• Use the November 2023 MRS data when running your reports in 

your Nutrient Analysis Software

Conducting a Nutrient Analysis
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• The SA will need to perform a Resource Management Review 
based on the results of your completed Risk Assessment (off-
site assessment in MARS)

• You may be required to provide financial reports including: 
 General Ledger

 FETS report

Indirect cost documentation
NOTE: you may need to get your business manager to 
provide you with these financial reports

Providing Financial Reports



During a Previous AR Cycle

Common Findings
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• Meal Pattern Compliance
• Meal Counting and Claiming
• Certification and Benefits Issuance 
• Dietary Specification and Nutrient Analysis 
• Food Safey 

Common Findings during Administrative Reviews (AR’s)
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Self Assessment
Not required, but an effective tool to set yourself 
up for success!



36

• In order to prepare yourself and your staff for the best 
possible outcome with an AR, we suggest you conduct 
a self-assessment before MDE/OCN conducts the AR. 

• The Self-Assessment is completely voluntary! It is 
only meant as a preparation tool. 

• The following slides contain common errors/findings 
that are uncovered over the course of an AR. If you 
are able to identify and correct these errors before 
your review, you will decrease the number of findings 
and/or TA issued by the Reviewer.

Conducting a Self Assessment



37See the Handout 
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District Level
Self Assessment 
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 Did you have any findings on last AR? Have they  
been corrected?
 Did you have any TA on last AR? Have all issues 

been corrected? 

District Level – Includes all Sites in the District
Prior ARs
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Is your indirect cost calculated correctly and applied evenly 
across all Federal Programs in your district? 
Do you have an excess balance in the school food service 

account? (must have less than 3 months operating expenses)
Are you charging enough money for each “extra sale” item? 
Have you had a General Financial Audit Recently? Were 

there any findings, and if so have all issues been corrected? 
Have you analyzed adult meal prices to ensure you are 

charging enough? (the SA will send a memo out every year)

District Level – Includes all Sites in the District
Resource Management
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Do you have the CORRECT non-discrimination statement 
on all letters and program materials? 

Do you have the LONG version on all eligibility letters? 

Is the font size at least the size of the body of the letter? 

Have you conducted staff training on civil rights? 
Have you conducted outreach to inform families of 

availability of CN programs and are copies on file? 
Have you received any civil rights complaints? 
Is the AJFA poster prominently displayed where meals are 

served? 

District Level – Includes all Sites in the District
Civil Rights



42
Incorrect Versions of the Poster

Wrong AJFA Poster
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This menu has the wrong statement

Wrong Non-Discrimination Statement
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Have all sites been monitored by the SFA? 
Has the SFA used the SA-approved checklist for on-

site monitoring? 

District Level – Includes all Sites in the District
On Site Monitoring
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Have all staff accrued the correct number of Hours? 
 12 hours for CND

 10 hours for Managers

 6 hours for FT Staff / 4 hours for PT Staff

Do you have an updated/current tracking tool for staff professional 
development?
 Are all staff on one sheet, showing the total hours accrued for each person? 

 Does tracking tool have all USDA required elements: name/hire date/title/core duties/ FT or PT 
status 

Are Agendas, Sign-In Sheets, and Certificates of Completion 
maintained on file?  

District Level – Includes all Sites in the District
Professional Development



46Example of Professional Development Tracking Tool

Employee Name Site Hire Date
Employee 
Position

Require
d Hours 
of 
Training FT/PT

Avg. Hrs 
per 
week

Manager 
Recert 
July 3, 
2022

NAO July 
26, 2022

ICN Online 
Safety 

Training 
Aug 2, 2022

Back to 
School Prof 

Dev 
Aug 3, 2022

School Year 
Training 
Applied To

Completed 
Training Hours 
Year to Date

Helena Troy Adm. Office 4/12/2018Director 12 FT 40 8 3 8 2022-23 19

Jane Doe High School 8/6/1997Manager 10 FT 40 8 3 8 2022-23 19

Missy Sippy High School 12/3/2012Caf. Staff 6 FT 40 3 8 2022-23 11

John Deer* High School 1/2/2023Caf. Staff 6 PT 20 2022-23 0

*PLEASE NOTE: John Deer is a newly hired employee who hasn’t received 
any training yet this SY. The SFA will have to submit a plan to the SA Reviewer 
for how he will receive training to reach his 6 required hours this SY. 
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Records maintained for 3 years plus the current year 
Far back as the base year for CEP and Prov 2

District Level – Includes all Sites in the District
Record Keeping
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Site Level
Self Assessment 
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Are all items sold (vending/cafeteria/school store) 
smart snack compliant?
Do you have documentation of smart snack 

compliance on file for each item sold? 
Are all of your vending machines locked or timed to 

prohibit purchases within an hour prior to meal 
service?
Do any of your vending machines “advertise” non-

compliant products such as high calorie soft-drinks?  
(this is not allowable) 

Site Level – Includes all Sites selected by the SA for Review
Vending and Smart Snacks
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Tip: Use the Smart Snack Calculator from the Alliance for a Healthier Generation 

Snack sold is NOT Smart Snack Compliant
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Recipes out and referenced? 
Hands washed? 
Hairnets/beard-nets on? 

Site Level – Includes all Sites selected by the SA for Review
Food Prep
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Are 2 Most recent food inspections available to Reviewer 
 2 Per Year or documentation of request to MSDH

Equipment Works Properly 
 functioning coolers/warmers, 

 no ice build up in freezer

HACCP manual on site and being followed? 
Are temperature logs maintained and available for review? 

 Freezers

 Coolers (don’t forget milk coolers!)

 Dry Storage

 Prepped Food

Remember that Food Safety is one of our most common findings!

Site Level – Includes all Sites selected by the SA for Review
Food Safety



53

Is FIFO implemented properly (rotating stock)
Are you over-stocked on products, especially Commodity 

Products? 
Are all food products correctly dated (visible, all 3 dates)?
Are chemicals stored separately from food? 

NOTE: Food Storage is considered part of Food Safety. 

Remember that Food Safety is one of our most common 
findings! 

Site Level – Includes all Sites selected by the SA for Review
Food Safety - Storage
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Significant Ice Build Up in the Freezer

Food Safety Issue
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No Visible Dates

FIFO not Implemented
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Proper size serving spoon/ladle/instrument used?
All required components offered on each line? 
Each component available in the proper quantity 

according to Meal Pattern? (ex: offering a full cup of fruit at 
HS lunch; all levels offered a full cup of fruit at breakfast)
Is denial of food used as a punishment? All students 

should have equal access to meals. 

Remember that this section was our second most 
common finding! 

Site Level – Includes all Sites selected by the SA for Review
Components and Quantities
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Milk should be on the line BEFORE water. Should NEVER be in same cooler. 

Water Cannot Compete With Milk



58

Are production records maintained at each site? 
Do production records document all meals claimed?
Are production records reviewed regularly by the CND? 
Are managers correctly documenting components and 

quantities? 
Are managers serving the PLANNED menu? 

Site Level – Includes all Sites selected by the SA for Review
Production Records
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Is implementation of OVS appropriate to the service or 
meal distribution strategy? 
Have all High School Sites implemented OVS? 
Are any non-reimbursable meals getting past the POS? 
Does cashier understand what constitutes a reimbursable 

meal and can he/she verbalize that to the Reviewer? 
Is there OVS signage posted at each serving line? 
Are serving staff at OVS sites pre-plating all items on trays 

as students move through the line? (not allowed!)

Site Level – Includes all Sites selected by the SA for Review
Offer Versus Serve (OVS)
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Non-Reimbursable Lunch Tray

Improper Implementation of OVS
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Lunch tray is NOT reimbursable at the HS level, but would be ok for Elementary 

Improper Implementation of OVS
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(if applicable) Are you following what is in your meal pattern 
waiver? Is your waiver even applicable to this serving method?  
Are your calories and saturated fat on target for the Review 

Week? 
Are you including all menu items in your nutrient analysis? 

(don’t forget your condiments!)
When conducting a nutrient analysis using nutrient analysis 

software, have you correctly entered planned/prepared 
quantities of each food item to give you correct weighted 
values? (example: are you really only serving 100 hamburgers? 
Check your production books!)
Are your cafeteria managers/sites producing and serving the 

PLANNED menu? 

Site Level – Includes all Sites selected by the SA for Review
Dietary Specs & Nutrient Analysis
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May have a waiver for sodium, but calories are too low! 
Not in compliance with Meal Pattern
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AJFA poster at point of service delivery? (may need to 
be in the classroom or on a cart)
Are educational or enrichment activities offered 

directly before/during/after the distribution of snacks? 
Is a system in place to provide ACCURATE meal 

counts? 
Do you have a system in place to safely store food 

products? (for example, you don’t want milk sitting 
outside of a cooler for too long)

Site Level – Includes all Sites selected by the SA for Review
After School Care Program (ASCP)
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Are you purchasing only allowable products? 
Remember that dips for fruits are not allowable

Remember that dips for veggies have to be no/low fat

Have you limited your administrative costs for the 
program? 
Are you serving only to elementary students? 

Remember that teachers who pass out fruit/vegetables are allowed to partake 
so as to model positive eating habits

Site Level – Includes all Sites selected by the SA for Review
Fresh Fruit and Vegetable Program (FFVP)



66
Cannot purchase any type of dip for fruits

FFVP Unallowable Cost



67

This institution is an equal opportunity 
provider.

Full Non-Discrimination Statement link:
https://www.fns.usda.gov/civil-
rights/usda-nondiscrimination-
statement-other-fns-programs

Non-Discrimination

https://www.fns.usda.gov/civil-rights/usda-nondiscrimination-statement-other-fns-programs
https://www.fns.usda.gov/civil-rights/usda-nondiscrimination-statement-other-fns-programs
https://www.fns.usda.gov/civil-rights/usda-nondiscrimination-statement-other-fns-programs
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Questions? 



mdek12.org
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Director of Monitoring
thicks@mdek12.org 

Taquasia Hicks 

mailto:mchauvin@mdek12.org

	Preparing for An Administrative Review
	Districts Receiving an AR in SY 25/26
	This Presentation will Cover…
	AR Basics and Statutory Authority
	Administrative Reviews in SY 2024-2025
	Separate Review Processes
	Statutory Authority for Administrative Reviews (AR) 
	Regulations
	Regulations
	Resources
	Scope of Administrative Review
	Scope of Review
	Possibility of Fiscal Action
	TA versus Finding
	Issuing TA or Findings
	MS Application and Reimbursement System (MARS)
	General Timeline for SNP Review, SY 24-25
	Compiling Required Documentation
	General Documentation You Will Need
	General Documentation You Will Need
	IMPORTANT NOTE!
	Pulling and Organizing Meal Applications
	Pulling a Random Sample
	Pulling a Random Sample
	Slide Number 25
	Slide Number 26
	Conducting a Nutrient Analysis
	Conducting a Nutrient Analysis
	Example of a Nutrient Report
	Example of Weekly Component Report 
	Conducting a Nutrient Analysis
	Providing Financial Reports
	Common Findings
	Common Findings during Administrative Reviews (AR’s)
	Self Assessment
	Conducting a Self Assessment
	See the Handout 
	District Level
	Prior ARs
	Resource Management
	Civil Rights
	Wrong AJFA Poster
	Wrong Non-Discrimination Statement
	On Site Monitoring
	Professional Development
	Example of Professional Development Tracking Tool
	Record Keeping
	Site Level
	Vending and Smart Snacks
	Snack sold is NOT Smart Snack Compliant
	Food Prep
	Food Safety
	Food Safety - Storage
	Food Safety Issue
	FIFO not Implemented
	Components and Quantities
	Water Cannot Compete With Milk
	Production Records
	Offer Versus Serve (OVS)
	Improper Implementation of OVS
	Improper Implementation of OVS
	Dietary Specs & Nutrient Analysis
	Not in compliance with Meal Pattern
	After School Care Program (ASCP)
	Fresh Fruit and Vegetable Program (FFVP)
	FFVP Unallowable Cost
	Non-Discrimination
	Slide Number 68
	Taquasia Hicks 
	Handouts that Should Accompany this Presentation



