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Chapter 1- Introduction 

What are production records?   

Production records keep track of the food you serve at each 
snack or meal every day. Think of them like a receipt you get 
when you go grocery shopping. Production records monitor 
what food is served to students, how much is made for the 
day, and what food is left at the end of the day. These 
records are very important. When you fill out these records, the Child and Adult 
Nutrition Services will determine if your meals and snacks meet the meal pattern 
requirements. This documentation is required to receive your federal meal 
reimbursement (which means money!). So, it is very important that you fill out 
our form correctly. This handbook will help you step by step to fill out a great 
production record! You can see a full production record on the next page.  
 

Federal Regulations 

Daily production records are required by federal regulations 7 CFR 210.10(a)(3). If 
you need a reminder of the federal regulations, they are listed at this website: 

 
fns.usda.gov/part-210%E2%80%94national-school-lunch-program 

 
 

 
Each new school year, be sure to check the CANS 
templates to see if there have been any changes! The 
current templates can be found on the CANS website 
doe.sd.gov/cans/snp.aspx under the School Meals 
Documents tab. 

 

https://www.fns.usda.gov/part-210%E2%80%94national-school-lunch-program
https://doe.sd.gov/cans/snp.aspx
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Chapter 2- Filling Out a Production Record 

At first glance, production records may seem 
complicated. There are a lot of boxes that need to be 
filled in. Don’t worry. We will go over what each 
section means and give tips on how to fill it out 
properly. In this handbook, we will look at the lunch 
production record, but you fill out the breakfast and 
snack record the same way. 
 

Let’s start at the top! 

School Information 
Each production record requires you to put your school’s information at the top, 
left-hand corner of the record. Below is what the school information area looks 
like:  

 

 
Let’s take this line by line.  
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Line 1: The first line is the Daily Lunch Menu Production Record School Year. Here 
is where we will put the current school year. 

Line 2: The next line is for the date. Put today’s date on this line. 
 

  
 
 
 

 
Lines 3 and 4: Your School District and Site Name will go on these lines. 
 
 
  
 
 
 
 
 

Lines 5 and 6: This is where you tell us if you have Offer Versus Serve (OVS). OVS 
is a concept that applies to menu planning and the meal service. OVS allows 
students to decline some of the food offered in a reimbursable lunch or breakfast. 
The goals of OVS are to reduce food waste and to permit students to choose the 
foods they want to eat.  If you have OVS, tell us which grades this is available to. 
Check yes if you have OVS or no if you do not. 
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OVS is required for grades 9-12 at lunch. OVS is optional at lunch 
for grades K-8 and optional for all grades at breakfast. 
 

Line 7: Can students buy food items A la Carte? Here is where you 
tell us if they can or not.   

 
 
 
 
 
 

Line 8: This line will ask if you offer free seconds. Check yes or no to answer 
whether or not you offer free seconds.  
 

 
 
 
 

All food offered for free must be included in your 
calorie, saturated fat, sodium, and trans-fat 
calculations. They also must meet the dietary 

specification requirements. 
 
 
 
 
 
 
 
 
 
 



   
 

Page 7 
 

Meal Counts 
Now we can move to the meal counts area. A meal count is used to indicate how 
many meals you plan on serving, and how many meals you actually served. 
Depending on the grade groups at your school, this section will look like one of 
these: 

 
 
  
 
 
 

 
Be sure to choose the production record that matches the meal patterns that 
your school is serving. 
In the planned section, you will write the number of meals you plan on serving to 
each grade group. 
 
To find your total number of planned meals, 
add all meal counts in the planned column 
together.  
 
 
 
 

 
 

After meal service, record the number of actual meals you served 
that day for each grade group, including Adult meals. 
 
 

 
 

60 + 100 + 16 = 176 
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Now you will total your actual meal counts, just like 
you did in the planned meals column.  Your finished 
meal count will look something like this:    
 
 
 
 
 

 
Make sure your math is correct! It will help you later 
on! 

Menu and Serving Sizes  
The serving size and menu can be 
found in the top right corner of 
your production record. This is 
where you will put what you are 
having for lunch that day. There is 
a separate line for each item on the 
menu, including a line for milk.  
You will also list how much of each 
menu item you are serving each 
student in each grade group. For 
example, if you are serving hamburgers for lunch that today, and each student 
gets one hamburger, then you will put 1 each, or one patty, for a serving size. For 
fruit and vegetables, record serving sizes in cups, for example ½ cup pineapple.  
 
Let’s fill this out step-by-step:  
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Menu 
   

Step 1: What entrée are you planning?  
Put your entrée on the first line.  
 
Step 2: What else are you having? Put everything 
else you are serving on the next lines.  
 
 

 
Try to describe the menu items with extra detail, like saying 
‘whole wheat bun’. That will help you fill out the rest! 
 
Serving Sizes 

 
 
Step 1: Look at what you wrote 
for each menu item.  
 
Step 2: Write down the serving 
sizes for each menu item for each 
grade group.  

  
 

Be sure that what you record for your serving sizes 
meets the minimum meal pattern requirements. DO 
NOT record the offer versus serve selection. This will 
get you into trouble, because it doesn’t look like your 
meal meets minimum requirements! 

Remember, each menu item 
goes on a different line! 
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You finished the top portion of your food production record! 
Now let’s move on to the next part!! 

 
 
First let’s take a look at each section before we fill it out. 
 

Column A: Menu Items 
In the Menu Item section, you will write down what you wrote for your lunch 
menu, broken out into the various food component categories.  You will indicate 
the brand and product number, recipe name and number, and the Child Nutrition 
(CN) label crediting information, if available. 
 

Each component must be recorded separately to show 
a complete meal was planned and served. 
 

Column B: Food Temperatures 
This is where you can record your food temperatures.  Some schools 
use a separate Food Temperature Log, outside of the Production 
Record.  As long as temperatures are being recorded, this column 
can be left blank.  
 

Columns C, D, E: Grade Groups and Servings 
There is a separate column for each grade level. Make sure these match the grade 
groups at your school.  If you feed in grade groups of K-5, 6-8, and 9-12, be sure 
that you are using the production record that has those grade groups. If you feed 
in grade groups of K-8 and 9-12, be sure that you have the right production record 
for those grade groups.  Under each grade group you will find areas to indicate 
the serving size and planned servings for that grade group. 

https://commons.wikimedia.org/wiki/File:Clipboard_01.svg
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
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Serving Sizes 
Your serving size is where you will put how much of each item each 
student will receive. You will do this for all grade groups. If you were 
to serve K-8 and 9-12, and gave your K-8 students ½ cup of peaches 
for the day, in your serving size column, you would enter ‘1/2 cup’.  
 
Planned Servings 
This column shows how many servings you plan on serving to that grade group 
that day. If you had 30 students in your K-8, and you plan to serve peaches to all 
30 students, you would enter 30 into the planned servings column for your K-8 
students. Be cautious not to confuse the two (serving size and planned servings).  
 

Column F: Planned Seconds 
Some schools offer seconds, while other schools do not. If you do not offer 
seconds, you may skip this section. If you do serve seconds, fill in the serving size 
and planned number of servings. 
 
Serving Size 
This is where you will write how much you are going to give your students for 
seconds. For example, if you are going to give students another hamburger patty 
for seconds, then you would put 1 patty, or 1 each. 
 
Planned Servings 
Here is where you tell us how many servings of seconds you plan on giving. If you 
have 50 students at your lunchroom, and normally half of them have seconds, then 
you would enter 25 into this section.    
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Column G: A la Carte, Adults  
Are you wondering what a la Carte is? That’s ok! A la Carte is food 
items that are sold separate from the regular menu. Like a second 
milk. If a student wants to purchase a 2nd milk, this would count as 
an A la Carte item.  
Adults are also able to eat school lunches. Both A la Carte and 
Adults would go under this section. Record the adult meals the 
same way you would record your student meals.  
 
Serving Size 
Just like in the sections before, serving size is how much you are going to give 
each person. If you are going to give each person one burger, you will put 1 each 
in this section. 
 
Planned Servings 
Planned servings for A la Carte and Adult meals are the same as the others. If you 
plan to serve 10 adults, then you will put 10 down for planned servings.  

You may alter Columns F & G to fit your meal service.  If you do not 
offer seconds (Column F), but you do offer a la cart and adult meals 
(Column G), you may update Column F to be “A la Carte”, and Column 
G to be “Adults”. If space allows, these should be recorded separately. 
 

Column H: Total Planned Servings 
Total planned servings is exactly what it sounds like. In this column you will add 
together the planned servings from every previous column (Columns C, D, 
possibly E, Column F, and Column G).  
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Column I: Total Units Prepared  
Here we will figure out how much food you need 
to prepare.  Use the Food Buying Guide 
https://foodbuyingguide.fns.usda.gov/ or your 
recipe to determine the units. For example, if you 
had 150 cups of total planned servings, you will 
need to find out how many #10 cans it will take 
to give you 150 cups.  The Food Buying Guide 
helps you make that calculation. 
 

Column J: Amount Added or Leftover 
In this section, you will record if you had to add extra food to what you had 
prepared, if you had just the right amount of food, or if you had leftovers. If you 
had to add food, you will put a plus sign (+) in front of the number of extra units 
of food you needed to make. If you had just the right amount of food, you will 
simply put ‘none’ or zero. If you had leftovers, you will put a negative sign (-) in 
front of how many leftover items you had.     

Now that we know what these columns are used for, let’s fill 
out the rest of the production record. 
 

Meat/Meat Alternate (M/MA)   

 
 
 
 
 

 
 

Step 1: Write down the main entrée to be served that day. Using our example 
menu from above, the meat/meat alternate would be the hamburger patty.  If 

https://foodbuyingguide.fns.usda.gov/
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you are offering cheese with the hamburger, that would also be listed here, as a 
meat alternative.   
 

   Step 2: List the brand name and number of 
the M/MA (or the recipe name).  You will 
also list the ounce equivalents or weight in 
ounces/grams that you are serving.  If the 
product has   

 a Child Nutrition (CN) label, include that  
                                                         information here. 
 
 
 
Step 3: Record the serving 
size for your first grade 
group.  
 
 

 
 
Step 4: Record the planned 
servings for that grade 
group. 
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Step 5: Repeat steps 3 and 4 for the next grade groups.  

 
Step 6: Now we will write down the serving size and planned number of servings 
for the planned seconds column.  If you do not offer seconds, put zeros in this 
space or leave it blank. 

 
Step 7: Next, determine your serving size and planned servings for A la Carte and 
Adult meals.   

Step 8: Add your planned servings for each grade group, your seconds, A la Carte 
and Adult meals.  Record your total planned servings.  
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Step 9: Record the total number of units that you prepared for the meal. 
 

Total Units Prepared may look different than the Total 
Planned Servings.  Depending on the food item, units 
prepared may be listed as number of boxes, cans, 

pounds, or recipes. 
 
Step 10: After meal service, record how many units of food you had to add to 
your meal, or how many you had leftover.  
 

 

Use a negative sign (-) if you had left over units. 
Use a positive sign (+) if you had to add more units. 
 

You are finished with the Meat/Meat Alternate section! 
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Grains/Bread 
 
 
 
 

 
Step 1: List all grains that you are serving on this 
line.  Be sure to include the type of grain, as well.  
From our example menu, the bun will go on this 
line.  Since it is whole grain, we will indicate WG 
in the description.  
 
Step 2: You will also need to put the brand name 
and the number of ounce equivalents (oz eq) or 
weight of the grains that you are serving.  If the 
item has a Child Nutrition (CN) label, use that information here. 
 

The USDA Whole Grain Resource Manual 
doe.sd.gov/cans/documents/tn-whole-grain-24.pdf is a handy 
tool that you will use to find information on how to credit the 
grain component in oz equivalents. 

 
 

 
Step 3: Record the serving size for 
your first grade group.  
  
Step 4: Record the planned 
servings for that grade group.  
 
 
 
 

https://doe.sd.gov/cans/documents/tn-whole-grain-24.pdf
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Step 5: Repeat steps 3 and 4 for the next grade groups.  
 
  
 
 
 
 
 
 
 
 
 
Step 6: Record your serving size and planned servings for the planned seconds in 
each age group.  Since we aren’t offering seconds, this can be left blank or 
indicated with zeros. 

Step 7: Determine your serving size and planned servings for A la Carte and Adult 
meals.  
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Step 8: Record your total planned servings.   

Step 9: Record the total number of units that you prepared for the meal.  
 

 
Total Units Prepared may look different than the Total 
Planned Servings, based on the number of units per bag, 
box, etc. 

 
 
Step 10: Record how many units of food you had to add to your meal, or how 

many you had leftover.  
 
Use a negative sign (-) if you had left over units. 
Use a positive sign (+) if you had to add more units. 
 

You are finished with the Grains/Bread section! 
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Fruits 
 

 
 
 

 
Step 1: List all fruit that you are serving on this 
line.  
 
Step 2: Record the fruit as purchased or how 
you are serving it (cooked, steamed, drained, 
etc.).   
 
 

 
Step 3: Record the serving 
size for your first age group. 
  
Step 4: Record the planned 
servings for that age group.  
 
 



   
 

Page 21 
 

Step 5: Repeat steps 3 and 4 for the next grade groups.  
 
 
 
 
 
 
 
 

Step 6: Record your serving size and planned servings for the planned seconds.  
 

 
 
 
Step 7: Determine your serving size and planned servings for A la Carte or Adult 
meals.  
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Step 8: Next, record your total planned servings. This will need to be in one 
serving size.  For example, we are serving both ½ cup and 1 cup serving sizes, so 
we will need to convert this to full cups. 

 
 
Let’s take a closer look at how we get that number. 

 
 
How to convert serving sizes 
 
To start, we know there are two 1/2 cup servings in a cup. 
 

+   = 
 
To convert to full cups, we take the number of servings times the serving size. To 
make it easier, we will use decimals instead of fractions.  

1/2 cup = .50 cups 

60 (grades K-12 servings) X .50 (serving size) = 30 full cups 

 
 

Remember this number! 
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There is a Conversion Chart for converting fractions into 
decimals in Appendix E! 
 
 

 
Now let’s find the cups for the next grade group.  

This example shows that the students in this grade group are given a full cup for a 
serving size: 
 

100 (Grades 9-12 servings) X 1 (serving size) = 100 full cups 
 
 

  
Do this with all grade groups, seconds, a la cart, and adult servings. 

In this example, seconds are not served, so we have nothing to calculate. 

Remember this number! 
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Our example says that the A la Carte/Adult serving size is 1 cup: 
 

20 (a la carte/adult servings) X 1 (serving size) = 20 full cups 
 

 
 
Sweet! You can now add together all of the FULL CUPS and put 
them in your total planned servings column.  See the example on 
the next page. 
 

 
 
 
 
               

 

 

     30      +      100      +       0       +        20      =   150     
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Step 9: Now we can record the total number of units that you prepared for the 
meal.  
 
In this example, there were 12 #10 cans prepared for the pineapple chunks. 
 
 
 
 
Step 10: Record how many units of food you had 
to add to your meal, or how much you had 
leftover. 
 

Use a negative sign (-) if 
you had left over food units. 
Use a positive sign (+) if you had to add more food 

units. 
 

You are finished with the Fruit section! 

 
 
 

Vegetables 
Filling out the Vegetables section is very much like how we did 
the Fruits. 
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Step 1: List all the vegetables that you are 
serving.  Be sure to use a separate line for 
each item. 
 
Step 2: Record the vegetables as purchased 
or prepared. Add any product information if 
you are using a specific brand.  

 
 Step 3: Record the     
serving size(s) for your 
first grade group. 
 
Step 4: Record the        
planned servings for 
that grade group.  

 
 
Step 5: Repeat steps 3 and 4 for the next grade groups.  
 
Step 6: Record your serving size and planned servings for the planned seconds in 
each age group.  
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Step 7: Determine your serving size and planned servings for A la Carte and Adult 
meals.  
 
Step 8: Next, record your total planned servings. Again, this will need to be in one 
serving size, so we will need to do a little math to convert ½ cup and ¾ cup serving 

sizes into full cups. 

 
 

To convert to full cups, we take the number of servings 
times the serving size. We will use decimal forms of ½ 
cup (.50 and ¾ cup (.75) to make our calculations 

easier. 
 

 
Let’s calculate the beans first. 
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Remember, 1/2 cup = .50 cups 

 

60 (grades K-8 servings) X .50 (serving size)= 30 full cups beans 

 

 

100 (grades 9-12 servings) X .50 (serving size)= 50 full cups beans 

 

 

Do this with all grade groups, seconds, a la cart and adults. 
 
In this example, seconds are not served, so we have nothing to calculate.                        

In our example, the A la Carte/Adult serving size is 1 cup.  
 

20 (a la cart/adult servings) X 1 (serving size) = 20 full cups 

 

 

Sweet! You can now add together all of the FULL CUPS of 
beans and enter that in your total planned servings column. 

 

 

Now let’s figure the broccoli. 

Remember, ¾ cup = .75 cups 

 

 

Remember this number! 

Remember this number! 

Remember this number! 
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60 (grades K-8 servings) X .75 (serving size)= 45 full cups broccoli 

 

100 (grades 9-12 servings) X 1 (serving size)= 100 full cups 

 
 

20 (a la cart/adult servings) X 1 (serving size) = 20 full cups 
 
 
 
 
Sweet! You can now add together all of the FULL CUPS of broccoli 
that you calculated and put them in your total planned servings 
column. 
 
 

 
 

 
 
 
Step 9: Record the total number of units that you prepared for the meal.  
In this example, there were 9 #10 cans prepared for the baked beans and 25 
pounds of broccoli florets prepared for the day.  

       30         +          50         +          0          +          20          =     100 

Remember this number! 

Remember this number! 

Remember this number! 

      45        +         100          +          0         +          20          =     165 
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When you are finding how many units you prepared for your meal, the 
unit you use will depend on what your menu item is. You can find 
these measurements by using the USDA Food Buying Guide 
foodbuyingguide.fns.usda.gov/. 
 

 
 

 
Step 10: Record how many units of food you 

had to add to your meal, or how many you had 
leftover.  

 
 
 

 
Use a negative sign (-) if you had left over food units. 
Use a positive sign (+) if you had to add more food units. 
 

 
You are finished with the Vegetable section! 

 
   

https://foodbuyingguide.fns.usda.gov/
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Milk 
All schools are required to give students a choice of at 
least two milk options. In the milk section, you will list all 
milk choices you offer. Choices may be flavored or 
unflavored skim or 1%.  If there are any special diets that 
require an alternate 
milk, this must also be 
listed here. 

 
Step 1: List all milk varieties that you are 
serving on this line.  
 
 

Do not simply list “milk”!  Each variety (skim, 1%, soy) 
must be recorded on its own line, with the number of 
servings listed. 

 
Step 2: Record the serving 
size for your first grade 
group.  
 
Step 3: Record the planned 
servings for that grade 
group.  
  
Step 4: Repeat steps 2 and 3 for the next grade groups.  
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Step 5: Next, record your serving size and planned servings for the planned 
seconds in each grade group.     
Step 6: Determine your serving size and planned servings for a la Carte and Adult 
meals.  

Step 7: Record your total planned servings. Since most milk is served in 
pints, we do not have to do any difficult math. Simply add together the number of 
planned servings for each grade group, planned seconds, a la carte and adults.  
 

 

 
 

        10          +            5            +           0            +           0             =     15 

     100         +           125         +            0           +           20           =     245    
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The number of planned servings for each milk variety may be 
tricky to predict.  Keep a record of your actual milk counts for 1 
or 2 weeks.  You can then use these numbers going forward to 
decide how many of each variety to provide for your students 
and adults. 

 
Step 8: Record the total number of 
units that you provided for the meal. 

 
Step 9: Record how many units of milk 
you had to add to your meal, or how 
many you had leftover. 
 

 
Use a negative sign (-) if you had left over food units. 
Use a positive sign (+) if you had to add more food units. 
 

 
You are finished with the Milk section! 

 
 

 
 

Other Foods, (Condiments, desserts, etc.)  
Ketchup, mustard, ranch dressing, mayonnaise, etc.: 
these tasty toppers and dippers are called 
condiments. Condiments, desserts and any other 
foods that do not credit toward the meal pattern 
requirements are recorded in the “Other Foods”  

 section. 
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Step 1: List all of the extra food that you are serving on 
this line.  For our example, we will list low sodium 
gravy.  
 
Step 2: You will also need to put the recipe name and 
number or brand name and number. 

 

Step 3: Record the 
serving size for your 

first 

grade group. 
 

Step 4: Record the 
planned servings for 
that grade group.  

 
Step 5: Repeat steps 3 and 4 for the next grade groups.  
 
Step 6: Record your serving size and planned servings for the planned seconds in 
each age group.  
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Step 7: Determine your serving size and planned servings for A la Carte or 
Adult meals.  
 
Step 8: Next, record your total planned servings. Again, this will need to be in full 
cups, so we will do a little math. If each student and adult gets ¼ cup of gravy, 
how many full cups do we need to plan for? 

 
To convert to full cups, we take the number of servings 
times the serving size. We will use the decimal form of 
¼ cup (.25) to make our calculations easier. 

 
There are four 1/4 cup servings in a cup. 
 

 
 

1/4 cup = .25 cups 
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Remember, there is a handy conversion chart for you to look at 
in Appendix E at the back of this handbook! 
 
 

Since everyone is getting the same serving size, lets add together the number of 
students, seconds, a la cart and adult servings to make our calculation quicker: 
 

 

 
Now take your total number of servings times the serving size of .25 cup: 
 

180 (servings) X .25 (serving size) = 45 full cups 
 
 

 
Sweet! You just figured out the total 
number of FULL CUPS that you need to 
plan for.  Put this number in your Total 
Planned Servings column. 

 
 
 

  60       +      100       +        0        +        20   =  180 
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Step 9: Now use your recipe to help you record the total amount you prepared.  
You may need to convert cups to a measurement that matches your recipe, such 
as gallons.  
 
 
 
Don’t forget about the conversion chart in Appendix E! 
 
 
Step 10: Record how many units of food you had to add to your meal, or how 
much you had leftover.  
 

 
 
 
 
 
 

 
 
 
 

You are finished with the Other Foods section! 
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On the production record, you probably noticed the checkbox 
for the ‘See Food Bar Form’ in the fruit, vegetable, and Other 
Foods sections. That checkbox is for the Food Bar form.  Let’s 
look at that next. 

Chapter 3- The Food Bar Form 
The Food Bar Form looks a lot like the Food Production Record. Make sure not to 
confuse them, because they are used for 
different things. The Food Bar Form is a 
worksheet where you write down all of the 
things you have on your fruit or vegetable 
bar (salad bar). This is also used to list the 
condiments that are on your bar.  

 
You might not need a Food Bar Form, but if 
you are one of those that do, we can fill it 
out together.  
 
 
There are two Food Bar Forms: a multi-day, 
and a daily. You can find the food bar forms 
on our website:  
doe.sd.gov/cans/snp.aspx under the School 
Meal Documents tab.  

https://doe.sd.gov/cans/snp.aspx


   
 

Page 39 
 

 
 
 
We will provide an example for 
using the Multi-Day Food Bar Form. 
  
 
 
 

Step 1:  At the top of the food bar form you will list your school’s district and site 
information. 
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Step 2:  Do the students go thru the salad bar before or after the meal count 
(point of service)? Check the box that applies to your lunchroom. 

IMPORTANT:  If your food bar is after the point of service (POS), please visit with a 
CANS specialist. Food items served after the POS cannot count towards your 
reimbursable meal component requirements. 
 
Step 3:  Next, indicate the week and year.  

 
 

 

 
 
Step 4:  In this section you are also asked how many people were served that day. 
Be sure to record the participation separately for elementary, middle school, high 
school, and adults.  
 
 
Notice that each column in this section is a separate day of the week.  
 
 
For our example, let’s use the following enrollment numbers: 

- 45 students in grades K-5,  
- 30 students in grades 6-8, and  
- 100 students in grades 9-12. 
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On Monday, 30 K-5 students, 24 6-8 students, and 85 9-12 students ate lunch in 
the lunchroom. There were also 4 adults that ate lunch in the lunchroom. Their 
daily participation for Monday would be listed like this: 
 

 
 
On Tuesday, we had 20 K-5, 30 6-8, 97 9-12 and  
no adults for lunch.  
 
 
 

 
 
 
We can continue to do this for the 
rest of the days of the week. 
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Step 5:  The next section is where you list all 
food items that you have on your food bar and 
in what form.  
 
 
*Notice that each item is very specific in its 
description.  
 
 
 
 
 

 
 
Now that you have written down all items on your food bar, you must break each 
item down into servings.  We will complete this section row by row. 
Step 1: Write down your food item. 
 

Step 2: Look up the item’s product brand number or school recipe number.  
 
A product brand number is the name of the brand you 
use. 
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Step 3: Determine the vegetable subgroup key.  There is a list of choices towards 
the top of your Food Bar record form.  Romain lettuce is a dark green vegetable, 
so we will indicate DG. 
 

 
 
 
 
 

 
Colors don’t always match the same subgroups that 
describe them. For example, green beans, although dark 
green in color, are in the “other” subgroup. 

 
Since there is a weekly vegetable subgroup requirement, 
indicating the subgroup helps you plan your menu to cover 
those weekly requirements. Common vegetables in each 
subgroup can be found in Appendix F. 
Step 4: Next, indicate the unit of weight, volume, or number of 

servings for how you measure the items you put out on the food bar. 
  

 
 
 
 

 
Some common examples for unit of weight/volume: 
     Cowboy Caviar - cups  
     Diced tomatoes - lbs  
     Ranch Dressing - quarts/gallons  
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Step 5: Record the total quantity you went through on your food bar each day for 
each item.  
 
For example, let’s say you had 5 pounds of Romaine lettuce out on your food bar 
at the start of meal service on Monday, and you added an additional 5 pounds 
part-way thru service. That means you used 10 quantities (lbs) on Monday. Your 
record for Romaine lettuce should look like this: 
 

Do the same for the rest of the days of the week. If you did not serve any 
Romaine lettuce on a certain day, you can just leave that cell blank.  
 
 

If an item is canned, be sure to record the can size of the 
product. For small quantities, indicate cups, rather than 
#10 cans. 

 
Continue to fill out each row for the rest of the items on your food bar. Below are 

some examples. 
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Filling out the weekly food bar form instead of the daily food bar form saves you 
a lot of time!   
 

 

 

Congrats! You are Finished with 
your Food Production Record!!! 

 
Appendix 

 

A. Federal Regulations 

 

B. Food Buying Guide 

 

C. Meal Patterns 

 

D. Current Templates 

 

E. Conversions 
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F. Vegetable Subgroup Key 

 

G. Common Whole Grains 

 

H. Benefits of Production Records 

 
 

 

 

 

 

 

A. Federal Regulations 
When you provide school lunches, each of your meals must meet requirements 
that are set by the government. These requirements are called federal 
regulations. The Electronic Code of Federal Regulations is a great tool to help you 
get the most out of your food service program.  Below is a link to these 
regulations: 

ecfr.gov/cgi-bin/text-
idx?gp=&SID=3823767be9b298803ad7bee630652cad&mc=true&tpl=/ecfrbrowse/Title0

7/7CIIsubchapA.tpl 

 

B. Food Buying Guide 
On the FNS USDA website, you can find the Food Buying Guide for Child Nutrition 
Programs. The average yields indicated in this guide help you determine the 
quantity of food items to purchase for your meals.  That way you know how much 
of an item to buy to get the right amount of servings for your students.  
There is a link to the food buying guide below: 

http://www.ecfr.gov/cgi-bin/text-idx?gp=&SID=3823767be9b298803ad7bee630652cad&mc=true&tpl=/ecfrbrowse/Title07/7CIIsubchapA.tpl
http://www.ecfr.gov/cgi-bin/text-idx?gp=&SID=3823767be9b298803ad7bee630652cad&mc=true&tpl=/ecfrbrowse/Title07/7CIIsubchapA.tpl
http://www.ecfr.gov/cgi-bin/text-idx?gp=&SID=3823767be9b298803ad7bee630652cad&mc=true&tpl=/ecfrbrowse/Title07/7CIIsubchapA.tpl
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fns.usda.gov/tn/food-buying-guide-school-meal-programs  

 
C. Meal Pattern 
On the next two pages you will see the meal pattern requirements for a five-day 
school week for breakfast and lunch. This chart includes things like: how many 
servings of each meal component you must serve to each age group daily, the 
minimum and maximum amount of calories you can give each student, and the 
sodium limits. You must meet these requirements in order to claim your meal for 
reimbursement (which means getting money!).  
 
 
 
 
 
Final Rule Nutrition Standards in the National School Lunch and School Breakfast Programs - 
May 2020 
 

 
Breakfast Meal Pattern Lunch Meal Pattern 

  
Grades K-5 

 
Grades 6-8 

 
Grades 9-12 

 
Grades K-5 

 
Grades 6-8 

 
Grades 9-12 

 
Meal Pattern 

 
Amount of Fooda Per Week (Minimum Per Day) 

Fruits (cups)b 5 (1) c 5 (1) c 5 (1) c 2½ (½) 2½ (½) 5 (1) ½ 
Vegetables (cups)b 0 0 0 3¾ (¾) 3¾ (¾) 5 (1) 

Dark green d 0 0 0 ½ ½ ½ 
Red/Orange d 0 0 0 ¾ ¾ 1¼ 
Beans/Peas 
(Legumes) d 0 0 0 ½ ½ ½ 

Starchyd 0 0 0 ½ ½ ½ 
Other de 0 0 0 ½ ½ ¾ 

Additional Veg to 
Reach Totalf 0 0 0 1 1 1½ 

Grains (oz eq) g 7-10 (1) 8-10 (1) 9-10 (1) 8-9 (1) 8-10 (1) 10-12 (2) 
Meats/Meat Alternates 
(oz eq) 0 h 0 h 0 h 8-10 (1) 9-10 (1) 10-12 (2) 

Fluid milk (cups) i 5 (1) 5 (1) 5 (1) 5 (1) 5 (1) 5 (1) 
  

Other Specifications: Daily Amount Based on the Average for a 5-Day Week 
Min-max calories 
(kcal)j 350-500 400-550 450-600 550-650 600-700 750-850 

http://www.fns.usda.gov/tn/food-buying-guide-school-meal-programs
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Saturated fat 
(% of total calories)j < 10 < 10 < 10 < 10 < 10 < 10 

Sodium Target 1(mg)jk 
≤540 ≤600 ≤640 ≤1,230 ≤1,360 ≤1,420 

Sodium Target 2(mg)jk ≤ 485 ≤ 535 ≤ 570 ≤ 935 ≤ 1,035 ≤ 1,080 
Trans fatjl Nutrition label or manufacturer specifications must indicate zero grams of trans fat per 

serving. 
 

aFood items included in each group and subgroup and amount equivalents. Minimum creditable 
serving is 1⁄8 cup. bOne quarter cup of dried fruit counts as 1⁄2 cup of fruit; 1 cup of leafy greens counts 
as 1⁄2 cup of vegetables. No more than half of the fruit or vegetable offerings may be in the form of 
juice. All juice must be 100% full-strength. cSchools must offer 1 cup of fruit daily and 5 cups of fruit 
weekly. Vegetables may be substituted for fruits, but the first two cups per week of any such 
substitution must be from the dark green, red/orange, beans and peas (legumes) or “Other 
vegetables” subgroups, as defined in §210.10(c)(2)(iii) of this chapter. 
dLarger amounts of these vegetables may be served. 
eThis category consists of “Other vegetables” as defined in paragraph (c)(2)(iii)(E) of this section. For 
the purposes of the NSLP, the “Other vegetables” requirement may be met with any additional 
amounts from the dark green, red/orange, and beans/peas (legumes) vegetable subgroups as defined 
in paragraph (c)(2)(iii) of this section. fAny vegetable subgroup may be offered to meet the total 
weekly vegetable requirement. 
gAt least half of the grains offered weekly must be whole grain-rich as specified in FNS guidance, and 
the remaining grain items offered must be enriched. Schools may substitute 1 oz. eq. of meat/meat 
alternate for 1 oz. eq. of grains after the minimum daily grains requirement is met. 
hThere is no meat/meat alternate requirement. 
iAll fluid milk must be fat-free (skim) or low-fat (1 percent fat or less). Milk may be unflavored 
or flavored provided that unflavored milk is offered at each meal service. 
jThe average daily calories for a 5-day school week menu must be within the range (at least the 
minimum and no more than the maximum values). Discretionary sources of calories (solid fats and 
added sugars) may be added to the meal pattern if within the specifications for calories, saturated 
fat, trans fat, and sodium. Foods of minimal nutritional value and fluid milk with fat content greater 
than 1 percent milk fat are not allowed. 
kSodium Target 1 is effective from July 1, 2014 (SY 2014-2015) through June 30, 2024 (SY 2023-2024). 
Sodium 
Target 2 is effective July 1, 2024 (SY 2024-2025). 
lFood products and ingredients must contain zero grams of trans fat (less than 0.5 grams) per serving. 

 
D. Current Templates 
The world around us is changing. Things change. The CANS production record 
templates also change from time to time. Be sure to check in with the Child and 
Adult Nutrition Services website often so that you are aware of and up to date 
with all of the changes that happen. Check out any updates at: 
doe.sd.gov/cans/snp.aspx 

https://doe.sd.gov/cans/snp.aspx
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Once you get to this website, 
look for the section called 
Menu Planning. There you 
will find the link for 
production records and the 
food bar forms. There will be 
a current example copy of a 
production record for you!  
 

 
 
 
 
 
 
E. Conversions 
We have included some standard conversions that we think you will find helpful.  



   
 

Page 50 
 

F. Vegetable Subgroups 
Here are some of the vegetable subgroups and common vegetables in each. You 

can find a 
complete list 
on the CANS 
website 

doe.sd.gov/cans/snp.aspx under School Meal Programs Resources.  

G. Common Whole Grains 
It can be tricky to determine if your grain meets the Whole Grain Rich 
Requirements. Below is a list of some common whole grains. To find out if your 
grain meets the requirements, there is a chart below. You can find more 
information in the “USDA Whole Grain Resource Manual” posted on the CANS 

https://doe.sd.gov/cans/snp.aspx
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NSLP Website under the section called National School Lunch / Breakfast 
Programs. 
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H. Benefits of Production Records 
Sometimes people don’t realize just how important production records are. Being 
required by regulation isn’t the only reason you should complete them. You 
should also complete them because production records: 

• Show how planned meals contribute to meal patterns
• Help identify information needed for a nutrient analysis
• Support monthly claims for reimbursement
• Help forecast future food preparation when the same or similar menu is

planned
• Help menu planners determine unpopular menu items that can be removed
• Help determine when increasing or decreasing the quantity of menu items

is necessary
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	First let’s take a look at each section before we fill it out.
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	94BThis is where you can record your food temperatures.  Some schools use a separate Food Temperature Log, outside of the Production Record.  As long as temperatures are being recorded, this column can be left blank.
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	107BColumn G: A la Carte, Adults
	110BServing Size
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	117BColumn I: Total Units Prepared
	Now that we know what these columns are used for, let’s fill out the rest of the production record.
	Meat/Meat Alternate (M/MA)
	Fruits
	Other Foods, (Condiments, desserts, etc.)


	At first glance, production records may seem complicated. There are a lot of boxes that need to be filled in. Don’t worry. We will go over what each section means and give tips on how to fill it out properly. In this handbook, we will look at the lunch production record, but you fill out the breakfast and snack record the same way.
	School Information
	Each production record requires you to put your school’s information at the top, left-hand corner of the record. Below is what the school information area looks like: 
	Let’s take this line by line. 
	Line 1: The first line is the Daily Lunch Menu Production Record School Year. Here is where we will put the current school year.
	Line 2: The next line is for the date. Put today’s date on this line.
	Lines 3 and 4: Your School District and Site Name will go on these lines.
	Lines 5 and 6: This is where you tell us if you have Offer Versus Serve (OVS). OVS is a concept that applies to menu planning and the meal service. OVS allows students to decline some of the food offered in a reimbursable lunch or breakfast. The goals of OVS are to reduce food waste and to permit students to choose the foods they want to eat.  If you have OVS, tell us which grades this is available to. Check yes if you have OVS or no if you do not.
	OVS is required for grades 9-12 at lunch. OVS is optional at lunch for grades K-8 and optional for all grades at breakfast.
	Line 7: Can students buy food items A la Carte? Here is where you tell us if they can or not.  
	Line 8: This line will ask if you offer free seconds. Check yes or no to answer whether or not you offer free seconds. 
	All food offered for free must be included in your calorie, saturated fat, sodium, and trans-fat calculations. They also must meet the dietary specification requirements.
	Meal Counts
	Now we can move to the meal counts area. A meal count is used to indicate how many meals you plan on serving, and how many meals you actually served. Depending on the grade groups at your school, this section will look like one of these:
	Be sure to choose the production record that matches the meal patterns that your school is serving.
	In the planned section, you will write the number of meals you plan on serving to each grade group.
	To find your total number of planned meals, add all meal counts in the planned column together. 
	After meal service, record the number of actual meals you served that day for each grade group, including Adult meals.
	Now you will total your actual meal counts, just like you did in the planned meals column.  Your finished meal count will look something like this:   
	Make sure your math is correct! It will help you later on!
	The serving size and menu can be found in the top right corner of your production record. This is where you will put what you are having for lunch that day. There is a separate line for each item on the menu, including a line for milk.  You will also list how much of each menu item you are serving each student in each grade group. For example, if you are serving hamburgers for lunch that today, and each student gets one hamburger, then you will put 1 each, or one patty, for a serving size. For fruit and vegetables, record serving sizes in cups, for example ½ cup pineapple. 
	Let’s fill this out step-by-step: 
	Menu
	Step 1: What entrée are you planning? 
	Put your entrée on the first line. 
	Step 2: What else are you having? Put everything else you are serving on the next lines. 
	Try to describe the menu items with extra detail, like saying ‘whole wheat bun’. That will help you fill out the rest!
	Serving Sizes
	Step 1: Look at what you wrote for each menu item. 
	Step 2: Write down the serving sizes for each menu item for each grade group. 
	Be sure that what you record for your serving sizes meets the minimum meal pattern requirements. DO NOT record the offer versus serve selection. This will get you into trouble, because it doesn’t look like your meal meets minimum requirements!
	You finished the top portion of your food production record! Now let’s move on to the next part!!
	In the Menu Item section, you will write down what you wrote for your lunch menu, broken out into the various food component categories.  You will indicate the brand and product number, recipe name and number, and the Child Nutrition (CN) label crediting information, if available.
	Each component must be recorded separately to show a complete meal was planned and served.
	Column B: Food Temperatures
	This is where you can record your food temperatures.  Some schools use a separate Food Temperature Log, outside of the Production Record.  As long as temperatures are being recorded, this column can be left blank. 
	Columns C, D, E: Grade Groups and Servings
	There is a separate column for each grade level. Make sure these match the grade groups at your school.  If you feed in grade groups of K-5, 6-8, and 9-12, be sure that you are using the production record that has those grade groups. If you feed in grade groups of K-8 and 9-12, be sure that you have the right production record for those grade groups.  Under each grade group you will find areas to indicate the serving size and planned servings for that grade group.
	Serving Sizes
	Your serving size is where you will put how much of each item each student will receive. You will do this for all grade groups. If you were to serve K-8 and 9-12, and gave your K-8 students ½ cup of peaches for the day, in your serving size column, you would enter ‘1/2 cup’. 
	Planned Servings
	This column shows how many servings you plan on serving to that grade group that day. If you had 30 students in your K-8, and you plan to serve peaches to all 30 students, you would enter 30 into the planned servings column for your K-8 students. Be cautious not to confuse the two (serving size and planned servings). 
	Column F: Planned Seconds
	Some schools offer seconds, while other schools do not. If you do not offer seconds, you may skip this section. If you do serve seconds, fill in the serving size and planned number of servings.
	Serving Size
	This is where you will write how much you are going to give your students for seconds. For example, if you are going to give students another hamburger patty for seconds, then you would put 1 patty, or 1 each.
	Planned Servings
	Here is where you tell us how many servings of seconds you plan on giving. If you have 50 students at your lunchroom, and normally half of them have seconds, then you would enter 25 into this section.   
	Column G: A la Carte, Adults 
	Are you wondering what a la Carte is? That’s ok! A la Carte is food items that are sold separate from the regular menu. Like a second milk. If a student wants to purchase a 2nd milk, this would count as an A la Carte item. 
	Adults are also able to eat school lunches. Both A la Carte and Adults would go under this section. Record the adult meals the same way you would record your student meals. 
	Serving Size
	Just like in the sections before, serving size is how much you are going to give each person. If you are going to give each person one burger, you will put 1 each in this section.
	Planned Servings
	Planned servings for A la Carte and Adult meals are the same as the others. If you plan to serve 10 adults, then you will put 10 down for planned servings. 
	You may alter Columns F & G to fit your meal service.  If you do not offer seconds (Column F), but you do offer a la cart and adult meals (Column G), you may update Column F to be “A la Carte”, and Column G to be “Adults”. If space allows, these should be recorded separately.
	Column H: Total Planned Servings
	Total planned servings is exactly what it sounds like. In this column you will add together the planned servings from every previous column (Columns C, D, possibly E, Column F, and Column G). 
	Column I: Total Units Prepared 
	Here we will figure out how much food you need to prepare.  Use the Food Buying Guide https://foodbuyingguide.fns.usda.gov/ or your recipe to determine the units. For example, if you had 150 cups of total planned servings, you will need to find out how many #10 cans it will take to give you 150 cups.  The Food Buying Guide helps you make that calculation.
	Column J: Amount Added or Leftover
	In this section, you will record if you had to add extra food to what you had prepared, if you had just the right amount of food, or if you had leftovers. If you had to add food, you will put a plus sign (+) in front of the number of extra units of food you needed to make. If you had just the right amount of food, you will simply put ‘none’ or zero. If you had leftovers, you will put a negative sign (-) in front of how many leftover items you had.    
	Step 1: Write down the main entrée to be served that day. Using our example menu from above, the meat/meat alternate would be the hamburger patty.  If you are offering cheese with the hamburger, that would also be listed here, as a meat alternative.  
	   Step 2: List the brand name and number of the M/MA (or the recipe name).  You will also list the ounce equivalents or weight in ounces/grams that you are serving.  If the product has  
	 a Child Nutrition (CN) label, include that 
	                                                         information here.
	Step 3: Record the serving size for your first grade group. 
	Step 4: Record the planned servings for that grade group.
	Step 5: Repeat steps 3 and 4 for the next grade groups. 
	Step 6: Now we will write down the serving size and planned number of servings for the planned seconds column.  If you do not offer seconds, put zeros in this space or leave it blank.
	Step 7: Next, determine your serving size and planned servings for A la Carte and Adult meals.  
	Step 8: Add your planned servings for each grade group, your seconds, A la Carte and Adult meals.  Record your total planned servings. 
	Step 9: Record the total number of units that you prepared for the meal.
	Total Units Prepared may look different than the Total Planned Servings.  Depending on the food item, units prepared may be listed as number of boxes, cans, pounds, or recipes.
	Step 10: After meal service, record how many units of food you had to add to your meal, or how many you had leftover. 
	Use a negative sign (-) if you had left over units.
	Use a positive sign (+) if you had to add more units.
	You are finished with the Meat/Meat Alternate section!
	Grains/Bread
	Step 1: List all grains that you are serving on this line.  Be sure to include the type of grain, as well.  From our example menu, the bun will go on this line.  Since it is whole grain, we will indicate WG in the description. 
	Step 2: You will also need to put the brand name and the number of ounce equivalents (oz eq) or weight of the grains that you are serving.  If the item has a Child Nutrition (CN) label, use that information here.
	The USDA Whole Grain Resource Manual doe.sd.gov/cans/documents/tn-whole-grain-24.pdf is a handy tool that you will use to find information on how to credit the grain component in oz equivalents.
	Step 3: Record the serving size for your first grade group. 
	Step 4: Record the planned servings for that grade group. 
	Step 5: Repeat steps 3 and 4 for the next grade groups. 
	Step 6: Record your serving size and planned servings for the planned seconds in each age group.  Since we aren’t offering seconds, this can be left blank or indicated with zeros.
	Step 7: Determine your serving size and planned servings for A la Carte and Adult meals. 
	Step 8: Record your total planned servings.  
	Step 9: Record the total number of units that you prepared for the meal. 
	Total Units Prepared may look different than the Total Planned Servings, based on the number of units per bag, box, etc.
	Step 10: Record how many units of food you had to add to your meal, or how many you had leftover. 
	Use a negative sign (-) if you had left over units.
	Use a positive sign (+) if you had to add more units.
	You are finished with the Grains/Bread section!
	/
	Step 1: List all fruit that you are serving on this line. 
	Step 2: Record the fruit as purchased or how you are serving it (cooked, steamed, drained, etc.).  
	Step 3: Record the serving size for your first age group.
	Step 4: Record the planned servings for that age group. 
	Step 5: Repeat steps 3 and 4 for the next grade groups. 
	Step 6: Record your serving size and planned servings for the planned seconds. 
	Step 7: Determine your serving size and planned servings for A la Carte or Adult meals. 
	Step 8: Next, record your total planned servings. This will need to be in one serving size.  For example, we are serving both ½ cup and 1 cup serving sizes, so we will need to convert this to full cups.
	Let’s take a closer look at how we get that number.
	How to convert serving sizes
	To start, we know there are two 1/2 cup servings in a cup.
	+   =
	To convert to full cups, we take the number of servings times the serving size. To make it easier, we will use decimals instead of fractions. 
	1/2 cup = .50 cups
	60 (grades K-12 servings) X .50 (serving size) = 30 full cups
	There is a Conversion Chart for converting fractions into decimals in Appendix E!
	Now let’s find the cups for the next grade group. 
	This example shows that the students in this grade group are given a full cup for a serving size:
	100 (Grades 9-12 servings) X 1 (serving size) = 100 full cups
	Do this with all grade groups, seconds, a la cart, and adult servings.
	In this example, seconds are not served, so we have nothing to calculate.
	Our example says that the A la Carte/Adult serving size is 1 cup:
	20 (a la carte/adult servings) X 1 (serving size) = 20 full cups
	Sweet! You can now add together all of the FULL CUPS and put them in your total planned servings column.  See the example on the next page.
	Step 9: Now we can record the total number of units that you prepared for the meal. 
	In this example, there were 12 #10 cans prepared for the pineapple chunks.
	Step 10: Record how many units of food you had to add to your meal, or how much you had leftover.
	Use a negative sign (-) if you had left over food units.
	Use a positive sign (+) if you had to add more food units.
	You are finished with the Fruit section!
	/
	Vegetables
	Filling out the Vegetables section is very much like how we did the Fruits.
	Step 1: List all the vegetables that you are serving.  Be sure to use a separate line for each item.
	Step 2: Record the vegetables as purchased or prepared. Add any product information if you are using a specific brand. 
	 Step 3: Record the    
	serving size(s) for your first grade group.
	Step 4: Record the       
	planned servings for that grade group. 
	Step 5: Repeat steps 3 and 4 for the next grade groups. 
	Step 6: Record your serving size and planned servings for the planned seconds in each age group. 
	Step 7: Determine your serving size and planned servings for A la Carte and Adult meals. 
	Step 8: Next, record your total planned servings. Again, this will need to be in one serving size, so we will need to do a little math to convert ½ cup and ¾ cup serving sizes into full cups.
	To convert to full cups, we take the number of servings times the serving size. We will use decimal forms of ½ cup (.50 and ¾ cup (.75) to make our calculations easier.
	Let’s calculate the beans first.
	Remember, 1/2 cup = .50 cups
	60 (grades K-8 servings) X .50 (serving size)= 30 full cups beans
	100 (grades 9-12 servings) X .50 (serving size)= 50 full cups beans
	Do this with all grade groups, seconds, a la cart and adults.
	In this example, seconds are not served, so we have nothing to calculate.                        In our example, the A la Carte/Adult serving size is 1 cup. 
	20 (a la cart/adult servings) X 1 (serving size) = 20 full cups
	Sweet! You can now add together all of the FULL CUPS of beans and enter that in your total planned servings column.
	Now let’s figure the broccoli.
	Remember, ¾ cup = .75 cups
	60 (grades K-8 servings) X .75 (serving size)= 45 full cups broccoli
	100 (grades 9-12 servings) X 1 (serving size)= 100 full cups
	20 (a la cart/adult servings) X 1 (serving size) = 20 full cups
	Sweet! You can now add together all of the FULL CUPS of broccoli that you calculated and put them in your total planned servings column.
	Step 9: Record the total number of units that you prepared for the meal. 
	In this example, there were 9 #10 cans prepared for the baked beans and 25 pounds of broccoli florets prepared for the day. 
	When you are finding how many units you prepared for your meal, the unit you use will depend on what your menu item is. You can find these measurements by using the USDA Food Buying Guide foodbuyingguide.fns.usda.gov/.
	Step 10: Record how many units of food you had to add to your meal, or how many you had leftover. 
	Use a negative sign (-) if you had left over food units.
	Use a positive sign (+) if you had to add more food units.
	You are finished with the Vegetable section!
	/
	Milk
	All schools are required to give students a choice of at least two milk options. In the milk section, you will list all milk choices you offer. Choices may be flavored or unflavored skim or 1%.  If there are any special diets that require an alternate milk, this must also be listed here.
	Step 1: List all milk varieties that you are serving on this line. 
	Do not simply list “milk”!  Each variety (skim, 1%, soy) must be recorded on its own line, with the number of servings listed.
	Step 2: Record the serving size for your first grade group. 
	Step 3: Record the planned servings for that grade group. 
	Step 4: Repeat steps 2 and 3 for the next grade groups. 
	Step 5: Next, record your serving size and planned servings for the planned seconds in each grade group.    
	Step 6: Determine your serving size and planned servings for a la Carte and Adult meals. 
	Step 7: Record your total planned servings. Since most milk is served in pints, we do not have to do any difficult math. Simply add together the number of planned servings for each grade group, planned seconds, a la carte and adults. 
	The number of planned servings for each milk variety may be tricky to predict.  Keep a record of your actual milk counts for 1 or 2 weeks.  You can then use these numbers going forward to decide how many of each variety to provide for your students and adults.
	Step 8: Record the total number of units that you provided for the meal.
	Step 9: Record how many units of milk you had to add to your meal, or how many you had leftover.
	Use a negative sign (-) if you had left over food units.
	Use a positive sign (+) if you had to add more food units.
	You are finished with the Milk section!
	Ketchup, mustard, ranch dressing, mayonnaise, etc.: these tasty toppers and dippers are called condiments. Condiments, desserts and any other foods that do not credit toward the meal pattern requirements are recorded in the “Other Foods” 
	 section.
	Step 1: List all of the extra food that you are serving on this line.  For our example, we will list low sodium gravy. 
	Step 2: You will also need to put the recipe name and number or brand name and number.
	Step 3: Record the serving size for your first grade group.
	Step 4: Record the planned servings for that grade group. 
	Step 5: Repeat steps 3 and 4 for the next grade groups. 
	Step 6: Record your serving size and planned servings for the planned seconds in each age group. 
	Step 7: Determine your serving size and planned servings for A la Carte or Adult meals. 
	Step 8: Next, record your total planned servings. Again, this will need to be in full cups, so we will do a little math. If each student and adult gets ¼ cup of gravy, how many full cups do we need to plan for?
	To convert to full cups, we take the number of servings times the serving size. We will use the decimal form of ¼ cup (.25) to make our calculations easier.
	There are four 1/4 cup servings in a cup.
	/
	1/4 cup = .25 cups
	Remember, there is a handy conversion chart for you to look at in Appendix E at the back of this handbook!
	Since everyone is getting the same serving size, lets add together the number of students, seconds, a la cart and adult servings to make our calculation quicker:
	Now take your total number of servings times the serving size of .25 cup:
	180 (servings) X .25 (serving size) = 45 full cups
	Sweet! You just figured out the total number of FULL CUPS that you need to plan for.  Put this number in your Total Planned Servings column.
	Step 9: Now use your recipe to help you record the total amount you prepared.  You may need to convert cups to a measurement that matches your recipe, such as gallons. 
	Don’t forget about the conversion chart in Appendix E!
	Step 10: Record how many units of food you had to add to your meal, or how much you had leftover. 
	You are finished with the Other Foods section!
	On the production record, you probably noticed the checkbox for the ‘See Food Bar Form’ in the fruit, vegetable, and Other Foods sections. That checkbox is for the Food Bar form.  Let’s look at that next.
	Chapter 3- The Food Bar Form
	The Food Bar Form looks a lot like the Food Production Record. Make sure not to confuse them, because they are used for different things. The Food Bar Form is a worksheet where you write down all of the things you have on your fruit or vegetable bar (salad bar). This is also used to list the condiments that are on your bar. 
	You might not need a Food Bar Form, but if you are one of those that do, we can fill it out together. 
	There are two Food Bar Forms: a multi-day, and a daily. You can find the food bar forms on our website: 
	doe.sd.gov/cans/snp.aspx under the School Meal Documents tab. 
	We will provide an example for using the Multi-Day Food Bar Form.
	Step 1:  At the top of the food bar form you will list your school’s district and site information.
	Step 2:  Do the students go thru the salad bar before or after the meal count (point of service)? Check the box that applies to your lunchroom.
	IMPORTANT:  If your food bar is after the point of service (POS), please visit with a CANS specialist. Food items served after the POS cannot count towards your reimbursable meal component requirements.
	Step 3:  Next, indicate the week and year. 
	Step 4:  In this section you are also asked how many people were served that day. Be sure to record the participation separately for elementary, middle school, high school, and adults. 
	Notice that each column in this section is a separate day of the week. 
	For our example, let’s use the following enrollment numbers:
	- 45 students in grades K-5, 
	- 30 students in grades 6-8, and 
	- 100 students in grades 9-12.
	On Monday, 30 K-5 students, 24 6-8 students, and 85 9-12 students ate lunch in the lunchroom. There were also 4 adults that ate lunch in the lunchroom. Their daily participation for Monday would be listed like this:
	On Tuesday, we had 20 K-5, 30 6-8, 97 9-12 and 
	no adults for lunch. 
	We can continue to do this for the rest of the days of the week.
	Step 5:  The next section is where you list all food items that you have on your food bar and in what form. 
	*Notice that each item is very specific in its description. 
	Now that you have written down all items on your food bar, you must break each item down into servings.  We will complete this section row by row.
	Step 1: Write down your food item.
	Step 2: Look up the item’s product brand number or school recipe number. 
	A product brand number is the name of the brand you use.
	Step 3: Determine the vegetable subgroup key.  There is a list of choices towards the top of your Food Bar record form.  Romain lettuce is a dark green vegetable, so we will indicate DG.
	Colors don’t always match the same subgroups that describe them. For example, green beans, although dark green in color, are in the “other” subgroup.
	Since there is a weekly vegetable subgroup requirement, indicating the subgroup helps you plan your menu to cover those weekly requirements. Common vegetables in each subgroup can be found in Appendix F.
	Step 4: Next, indicate the unit of weight, volume, or number of servings for how you measure the items you put out on the food bar.
	Some common examples for unit of weight/volume:
	     Cowboy Caviar - cups 
	     Diced tomatoes - lbs 
	     Ranch Dressing - quarts/gallons 
	Step 5: Record the total quantity you went through on your food bar each day for each item. 
	For example, let’s say you had 5 pounds of Romaine lettuce out on your food bar at the start of meal service on Monday, and you added an additional 5 pounds part-way thru service. That means you used 10 quantities (lbs) on Monday. Your record for Romaine lettuce should look like this:
	Do the same for the rest of the days of the week. If you did not serve any Romaine lettuce on a certain day, you can just leave that cell blank. 
	If an item is canned, be sure to record the can size of the product. For small quantities, indicate cups, rather than #10 cans.
	Continue to fill out each row for the rest of the items on your food bar. Below are some examples.
	Filling out the weekly food bar form instead of the daily food bar form saves you a lot of time!  
	Congrats! You are Finished with your Food Production Record!!!
	/
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	A. Federal Regulations
	When you provide school lunches, each of your meals must meet requirements that are set by the government. These requirements are called federal regulations. The Electronic Code of Federal Regulations is a great tool to help you get the most out of your food service program.  Below is a link to these regulations:
	ecfr.gov/cgi-bin/text-idx?gp=&SID=3823767be9b298803ad7bee630652cad&mc=true&tpl=/ecfrbrowse/Title07/7CIIsubchapA.tpl
	B. Food Buying Guide
	On the FNS USDA website, you can find the Food Buying Guide for Child Nutrition Programs. The average yields indicated in this guide help you determine the quantity of food items to purchase for your meals.  That way you know how much of an item to buy to get the right amount of servings for your students. 
	There is a link to the food buying guide below:
	fns.usda.gov/tn/food-buying-guide-school-meal-programs 
	C. Meal Pattern
	On the next two pages you will see the meal pattern requirements for a five-day school week for breakfast and lunch. This chart includes things like: how many servings of each meal component you must serve to each age group daily, the minimum and maximum amount of calories you can give each student, and the sodium limits. You must meet these requirements in order to claim your meal for reimbursement (which means getting money!). 
	Final Rule Nutrition Standards in the National School Lunch and School Breakfast Programs - May 2020
	Lunch Meal Pattern
	Breakfast Meal Pattern
	Grades 9-12
	Grades 6-8
	Grades K-5
	Grades 9-12
	Grades 6-8
	Grades K-5
	Amount of Fooda Per Week (Minimum Per Day)
	Meal Pattern
	5 (1) ½
	2½ (½)
	2½ (½)
	5 (1) c
	5 (1) c
	5 (1) c
	Fruits (cups)b
	5 (1)
	3¾ (¾)
	3¾ (¾)
	0
	0
	0
	Vegetables (cups)b
	½
	½
	½
	0
	0
	0
	Dark green d
	1¼
	¾
	¾
	0
	0
	0
	Red/Orange d
	Beans/Peas (Legumes) d
	½
	½
	½
	0
	0
	0
	½
	½
	½
	0
	0
	0
	Starchyd
	¾
	½
	½
	0
	0
	0
	Other de
	Additional Veg to Reach Totalf
	1½
	1
	1
	0
	0
	0
	10-12 (2)
	8-10 (1)
	8-9 (1)
	9-10 (1)
	8-10 (1)
	7-10 (1)
	Grains (oz eq) g
	Meats/Meat Alternates (oz eq)
	0 h
	0 h
	0 h
	10-12 (2)
	9-10 (1)
	8-10 (1)
	5 (1)
	5 (1)
	5 (1)
	5 (1)
	5 (1)
	5 (1)
	Fluid milk (cups) i
	Other Specifications: Daily Amount Based on the Average for a 5-Day Week
	Min-max calories (kcal)j
	750-850
	600-700
	550-650
	450-600
	400-550
	350-500
	Saturated fat
	< 10
	< 10
	< 10
	< 10
	< 10
	< 10
	(% of total calories)j
	Sodium Target 1(mg)jk
	≤1,420
	≤1,360
	≤1,230
	≤640
	≤600
	≤540
	≤ 1,080
	≤ 1,035
	≤ 935
	≤ 570
	≤ 535
	≤ 485
	Sodium Target 2(mg)jk
	Nutrition label or manufacturer specifications must indicate zero grams of trans fat per serving.
	Trans fatjl
	aFood items included in each group and subgroup and amount equivalents. Minimum creditable serving is 1⁄8 cup. bOne quarter cup of dried fruit counts as 1⁄2 cup of fruit; 1 cup of leafy greens counts as 1⁄2 cup of vegetables. No more than half of the fruit or vegetable offerings may be in the form of juice. All juice must be 100% full-strength. cSchools must offer 1 cup of fruit daily and 5 cups of fruit weekly. Vegetables may be substituted for fruits, but the first two cups per week of any such substitution must be from the dark green, red/orange, beans and peas (legumes) or “Other vegetables” subgroups, as defined in §210.10(c)(2)(iii) of this chapter.
	dLarger amounts of these vegetables may be served.
	eThis category consists of “Other vegetables” as defined in paragraph (c)(2)(iii)(E) of this section. For the purposes of the NSLP, the “Other vegetables” requirement may be met with any additional amounts from the dark green, red/orange, and beans/peas (legumes) vegetable subgroups as defined in paragraph (c)(2)(iii) of this section. fAny vegetable subgroup may be offered to meet the total weekly vegetable requirement.
	gAt least half of the grains offered weekly must be whole grain-rich as specified in FNS guidance, and the remaining grain items offered must be enriched. Schools may substitute 1 oz. eq. of meat/meat alternate for 1 oz. eq. of grains after the minimum daily grains requirement is met.
	hThere is no meat/meat alternate requirement.
	iAll fluid milk must be fat-free (skim) or low-fat (1 percent fat or less). Milk may be unflavored or flavored provided that unflavored milk is offered at each meal service.
	jThe average daily calories for a 5-day school week menu must be within the range (at least the minimum and no more than the maximum values). Discretionary sources of calories (solid fats and added sugars) may be added to the meal pattern if within the specifications for calories, saturated fat, trans fat, and sodium. Foods of minimal nutritional value and fluid milk with fat content greater than 1 percent milk fat are not allowed.
	kSodium Target 1 is effective from July 1, 2014 (SY 2014-2015) through June 30, 2024 (SY 2023-2024). Sodium
	Target 2 is effective July 1, 2024 (SY 2024-2025).
	lFood products and ingredients must contain zero grams of trans fat (less than 0.5 grams) per serving.
	D. Current Templates
	The world around us is changing. Things change. The CANS production record templates also change from time to time. Be sure to check in with the Child and Adult Nutrition Services website often so that you are aware of and up to date with all of the changes that happen. Check out any updates at: doe.sd.gov/cans/snp.aspx
	Once you get to this website, look for the section called Menu Planning. There you will find the link for production records and the food bar forms. There will be a current example copy of a production record for you! 
	E. Conversions
	We have included some standard conversions that we think you will find helpful. 
	F. Vegetable Subgroups
	Here are some of the vegetable subgroups and common vegetables in each. You can find a complete list on the CANS website doe.sd.gov/cans/snp.aspx under School Meal Programs Resources. 
	G. Common Whole Grains
	It can be tricky to determine if your grain meets the Whole Grain Rich Requirements. Below is a list of some common whole grains. To find out if your grain meets the requirements, there is a chart below. You can find more information in the “USDA Whole Grain Resource Manual” posted on the CANS NSLP Website under the section called National School Lunch / Breakfast Programs.
	H. Benefits of Production Records
	Sometimes people don’t realize just how important production records are. Being required by regulation isn’t the only reason you should complete them. You should also complete them because production records:
	 Show how planned meals contribute to meal patterns
	 Help identify information needed for a nutrient analysis
	 Support monthly claims for reimbursement
	 Help forecast future food preparation when the same or similar menu is planned
	 Help menu planners determine unpopular menu items that can be removed
	 Help determine when increasing or decreasing the quantity of menu items is necessary



