SPECIAL MILK PROGRAM
ADMINISTRATIVE REVIEW INSTRUCTIONS
	[bookmark: _GoBack]School Food Authority: 
School:

	1
	If the SFA is operating a pricing program, does the purchase price of milk on the most recent claim for reimbursement match the purchase price reflected on invoices?  Are reimbursements being used to reduce students’ payments?

	YES
	NO
	N/A

	
	
	
	
	

	Comments:


	2
	Do the daily milk count records support the most recent claim for reimbursement? 
If NO, explain and indicate if the problem was non-systemic or systemic?
Record the milk counts claimed for reimbursement for the review period and day of review (if on-site review is conducted) on S-1, line 25.
	YES
	NO

	
	
	
	

	Comments:
_____ Non-systemic     _____ Systemic


	3
	Do the milk service counting procedures yield accurate milk counts?
If NO, explain and indicate if the problem was non-systemic or systemic?
Record differences on S-1, line 25.
	YES
	NO

	
	
	
	

	Comments:
_____ Non-systemic     _____ Systemic


	4
	Does the SFA properly retain all Special Milk Program records for 3 years after the final claim for reimbursement for the fiscal year or until resolution of any audits?
If NO, explain. 
	YES
	NO

	
	
	
	

	Comments:


	                                                          On-Site Observation Only                                               [  ]N/A

	5
	Does the school count milk at the point-of-service?
If NO, explain. 
Record ineligible milks claimed for reimbursement on S-1, line 25.
	YES
	NO

	
	
	
	

	Comments:
_____ Non-systemic     _____ Systemic


	6
	a. Are milk counts for the previous five days reasonable compared to the milk count for the day of review?
b. If NO, obtain the school’s explanation and record in the Comments section.
c. Does the explanation describe an acceptable meal count system?
d. If NO, explain. 

Record ineligible milks claimed for reimbursement on S-1, line 25. 
 
	YES
	NO

	
	
	
	

	Comments:




	7
	Did the SMP service follow HAACP principles and applicable sanitation and health standards?  
If NO, explain. 
	YES
	NO

	
	
	
	

	Comments:
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On-site observation of the SMP is only required if issues are discovered during the documentation review or with meal counting and/or claiming of the NSLP or SBP. 
1.	Determine that when milk is served to students eligible for free, the SFA is claiming the cost being charged per half pint of milk.  For paid milk in a pricing program, determine if milks are being claimed at the current USDA rate of reimbursement.  Determine that at schools with a pricing program, reimbursements are being used to reduce the price charged to students.  
2.	Examine the daily counting and claiming documentation for the most recent claim for reimbursement for the school. Validate the number of milks claimed for reimbursement through an independent count of the daily milk counts. Determine whether milks were correctly counted and claimed.  If there were differences between the school's milk counts and the validated milk counts, answer NO and describe the problem in the Comments section.  Indicate if the causes are nonsystemic or systemic. Record the snack counts claimed for reimbursement for the review period and day of review (if on-site review is conducted) on S-1, line 25.
3.	Determine what procedure the school uses to count milks for reimbursement. Evaluate whether the method yields an accurate milk count. If the procedure does not yield accurate milk counts, answer NO and describe the problem in the Comments section. Indicate if the causes are nonsystemic or systemic. Record differences on S-1, line 25.
4.	Determine if the school is retaining the appropriate records regarding program management for 3 years   after the final Claim for Reimbursement for the fiscal year or until resolution of any audits.  If NO, explain in the Comments section.

On-Site Observation Only

5.	Observe and indicate whether an accurate count of milks is taken at the point of service or an approved alternate.  To answer YES, the system must be based on an actual count of milks served and must consistently yield correct results.  A NO answer is needed when an accurate count of milks is not observed.  

	If NO, describe the problem and determine if the problem is nonsystemic or systemic. Record ineligible milks claimed for reimbursement on S-1, line 25. 

6.	a. Obtain a copy of the milk counts for the previous five days and compare the counts to the day of review count. If the counts from the previous five days  are reasonable compared to the day of review count, answer YES. If unreasonable shifts occurred in the counts from the previous five days to the day of review count, answer NO. 
	b. If NO to a, obtain the school’s explanation and record in the Comments section.
	c. Determine if the explanation describes an acceptable milk count system.
	d. If NO, explain and record ineligible milks claimed for reimbursement on S-1, line 25.

7.         Determine if the Special Milk Program meal service followed HACCP principles and applicable sanitation and health standards. If NO, explain. See Food Safety module for HACCP principle compliance requirements. 
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