Menu Documentation Organizational Tool (MDOT)

This tool helps organize documents for the Meal Components and Quantities section of the
Administrative Review (AR) of the U.S. Department of Agriculture’s (USDA) Child Nutrition
Programs conducted by the Connecticut State Department of Education (CSDE). It also assists
menu planners with completing the USDA’s Meal Pattern Compliance Worksheets, by having all
needed documents in order for the selected review week.

Directions: Place the appropriate documents behind the following sheets. For detailed
guidance on the menu documentation requirements, refer to the CSDE’s Guide to Menu
Documentation for the School Nutrition Programs and visit the CSDE’s Crediting Documentation
for the Child Nutrition Programs webpage.

Schools/sites:

Dates of menu week:

Check one for each:
Meal: O Breakfast O Lunch
Days per week: [ 4 days O 5 days O 6 days O 7 days

Agelgrade grouping: 0O K-5 [0O6-8 0912 OK-8 [OK-12 (SBP only)
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https://portal.ct.gov/sde/nutrition/certification-of-meal-pattern-compliance/usda-meal-pattern-compliance-worksheets
https://portal.ct.gov/-/media/sde/nutrition/mpg/guide_menu_documentation_snp.pdf?rev=00b9374c4bfd4de7bcc5631b8c0486b1&hash=B5A49F732132C45967CCF560E5513F7B
https://portal.ct.gov/-/media/sde/nutrition/mpg/guide_menu_documentation_snp.pdf?rev=00b9374c4bfd4de7bcc5631b8c0486b1&hash=B5A49F732132C45967CCF560E5513F7B
https://portal.ct.gov/sde/nutrition/crediting-documentation-for-the-child-nutrition-programs
https://portal.ct.gov/sde/nutrition/crediting-documentation-for-the-child-nutrition-programs
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Menu for Selected Review Week

Attach a copy of the menu issued to students and families.

Provide a complete listing of all menu items offered to students including alternative menu
choices. For example, grab-and-go salads, premade sandwiches, deli bar, yogurt parfaits, etc.
Use a separate attachment, if necessary, as the menu sent home might not specify the full
variety of items offered daily.
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Labels for Foods Served Daily

Behind this sheet, place all Child Nutrition (CN) labels, product formulation statements, Nutrition
Facts labels, and ingredient statements for items served daily, or on multiple days.

Note: Nutrition information is not required for unprocessed food items such as fresh fruits and
vegetables.

List the food items served daily/multiple times below.

Food Items Days Served
Example: Chocolate milk Everyday
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Recipes for Foods Served Daily

Behind this sheet, place all recipes for items served on multiple days.

Important: With each individual recipe, attach all necessary product labels (CN labels,
product formulation statements, Nutrition Facts labels, and ingredient statements) for any
processed ingredients.

List the recipes below.

Recipes for Menu Items Days Served
Example: Tossed greens Monday, Wednesday, Friday
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MONDAY

Completed Production Record

Production records must be complete. Record all food items offered to students including the
milk variety, all fruit and vegetable choices, and any condiments offered. For detailed guidance,
refer to the CSDE's Requirements for Production Records in School Nutrition Programs and visit
the CSDE’s Production Records for School Nutrition Programs webpage.
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https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/prodrecord/requirements_production_records_nslp_sbp.pdf
https://portal.ct.gov/sde/nutrition/production-records-for-school-nutrition-programs
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MONDAY

Standardized Recipes and Product Labels

Standardized recipes must be used to document that the serving listed provides the
appropriate portion size of each meal pattern component. For guidance on standardized
recipes, visit the “Standardized Recipes*” section of the CSDE’s Crediting Documentation for the
Child Nutrition Programs webpage.

Product labels (CN labels, product formulation statements, Nutrition Facts labels,
ingredient labels) must be available from the manufacturer documenting the amount of each
meal pattern component per serving based on either: 1) an original CN label from the product
carton (or a photocopy or photograph of the CN label shown attached to the original product
carton); or 2) a product formulation statement (PFS) prepared on company letterhead with the
signature of a company official and the date of issue. For more information on CN labels and
PFS forms, refer to the CSDE’s resources, Using Child Nutrition (CN) Labels in the School
Nutrition Programs and Using Product Formulation Statements in the School Nutrition
Programs. Documentation must also include the product’s Nutrition Facts label and ingredients
statement.

Include:
e labels for processed ingredients, as needed; and
¢ labels for all menu choices (unless supplied under daily sheets).

Place standardized recipes in the same order as the food listed on the production record.
Place all product labels in the same order as the food listed on the standardized recipe..
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https://portal.ct.gov/sde/nutrition/crediting-documentation-for-the-child-nutrition-programs/standardized-recipes
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
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TUESDAY

Completed Production Record

Production records must be complete. Record all food items offered to students including the
milk variety, all fruit and vegetable choices, and any condiments offered. For detailed guidance,
refer to the CSDE's Requirements for Production Records in School Nutrition Programs and visit
the CSDE’s Production Records for School Nutrition Programs webpage.
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https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/prodrecord/requirements_production_records_nslp_sbp.pdf
https://portal.ct.gov/sde/nutrition/production-records-for-school-nutrition-programs
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TUESDAY

Standardized Recipes and Product Labels

Standardized recipes must be used to document that the serving listed provides the
appropriate portion size of each meal pattern component. For guidance on standardized
recipes, visit the “Standardized Recipes*” section of the CSDE’s Crediting Documentation for the
Child Nutrition Programs webpage.

Product labels (CN labels, product formulation statements, Nutrition Facts labels,
ingredient labels) must be available from the manufacturer documenting the amount of each
meal pattern component per serving based on either: 1) an original CN label from the product
carton (or a photocopy or photograph of the CN label shown attached to the original product
carton); or 2) a product formulation statement (PFS) prepared on company letterhead with the
signature of a company official and the date of issue. For more information on CN labels and
PFS forms, refer to the CSDE’s resources, Using Child Nutrition (CN) Labels in the School
Nutrition Programs and Using Product Formulation Statements in the School Nutrition
Programs. Documentation must also include the product’s Nutrition Facts label and ingredients
statement.

Include:
e labels for processed ingredients, as needed; and
¢ labels for all menu choices (unless supplied under daily sheets).

Place standardized recipes in the same order as the food listed on the production record.
Place all product labels in the same order as the food listed on the standardized recipe.
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https://portal.ct.gov/sde/nutrition/crediting-documentation-for-the-child-nutrition-programs/standardized-recipes
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
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WEDNESDAY

Completed Production Record

Production records must be complete. Record all food items offered to students including the
milk variety, all fruit and vegetable choices, and any condiments offered. For detailed guidance,
refer to the CSDE's Requirements for Production Records in School Nutrition Programs and visit
the CSDE’s Production Records for School Nutrition Programs webpage.
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https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/prodrecord/requirements_production_records_nslp_sbp.pdf
https://portal.ct.gov/sde/nutrition/production-records-for-school-nutrition-programs
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WEDNESDAY

Standardized Recipes and Product Labels

Standardized recipes must be used to document that the serving listed provides the
appropriate portion size of each meal pattern component. For guidance on standardized
recipes, visit the “Standardized Recipes*” section of the CSDE’s Crediting Documentation for the
Child Nutrition Programs webpage.

Product labels (CN labels, product formulation statements, Nutrition Facts labels,
ingredient labels) must be available from the manufacturer documenting the amount of each
meal pattern component per serving based on either: 1) an original CN label from the product
carton (or a photocopy or photograph of the CN label shown attached to the original product
carton); or 2) a product formulation statement (PFS) prepared on company letterhead with the
signature of a company official and the date of issue. For more information on CN labels and
PFS forms, refer to the CSDE’s resources, Using Child Nutrition (CN) Labels in the School
Nutrition Programs and Using Product Formulation Statements in the School Nutrition
Programs. Documentation must also include the product’s Nutrition Facts label and ingredients
statement.

Include:
e labels for processed ingredients, as needed; and
¢ labels for all menu choices (unless supplied under daily sheets).

Place standardized recipes in the same order as the food listed on the production record.
Place all product labels in the same order as the food listed on the standardized recipe.
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https://portal.ct.gov/sde/nutrition/crediting-documentation-for-the-child-nutrition-programs/standardized-recipes
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
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THURSDAY

Completed Production Record

Production records must be complete. Record all food items offered to students including the
milk variety, all fruit and vegetable choices, and any condiments offered. For detailed guidance,
refer to the CSDE's Requirements for Production Records in School Nutrition Programs and visit
the CSDE’s Production Records for School Nutrition Programs webpage.
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https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/prodrecord/requirements_production_records_nslp_sbp.pdf
https://portal.ct.gov/sde/nutrition/production-records-for-school-nutrition-programs
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THURSDAY

Standardized Recipes and Product Labels

Standardized recipes must be used to document that the serving listed provides the
appropriate portion size of each meal pattern component. For guidance on standardized
recipes, visit the “Standardized Recipes*” section of the CSDE’s Crediting Documentation for the
Child Nutrition Programs webpage.

Product labels (CN labels, product formulation statements, Nutrition Facts labels,
ingredient labels) must be available from the manufacturer documenting the amount of each
meal pattern component per serving based on either: 1) an original CN label from the product
carton (or a photocopy or photograph of the CN label shown attached to the original product
carton); or 2) a product formulation statement (PFS) prepared on company letterhead with the
signature of a company official and the date of issue. For more information on CN labels and
PFS forms, refer to the CSDE’s resources, Using Child Nutrition (CN) Labels in the School
Nutrition Programs and Using Product Formulation Statements in the School Nutrition
Programs. Documentation must also include the product’s Nutrition Facts label and ingredients
statement.

Include:
e labels for processed ingredients, as needed; and
¢ labels for all menu choices (unless supplied under daily sheets).

Place standardized recipes in the same order as the food listed on the production record.
Place all product labels in the same order as the food listed on the standardized recipe.
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https://portal.ct.gov/sde/nutrition/crediting-documentation-for-the-child-nutrition-programs/standardized-recipes
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
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FRIDAY

Completed Production Record

Production records must be complete. Record all food items offered to students including the
milk variety, all fruit and vegetable choices, and any condiments offered. For detailed guidance,
refer to the CSDE's Requirements for Production Records in School Nutrition Programs and visit
the CSDE’s Production Records for School Nutrition Programs webpage.
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https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/prodrecord/requirements_production_records_nslp_sbp.pdf
https://portal.ct.gov/sde/nutrition/production-records-for-school-nutrition-programs
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FRIDAY

Standardized Recipes and Product Labels

Standardized recipes must be used to document that the serving listed provides the
appropriate portion size of each meal pattern component. For guidance on standardized
recipes, visit the “Standardized Recipes*” section of the CSDE’s Crediting Documentation for the
Child Nutrition Programs webpage.

Product labels (CN labels, product formulation statements, Nutrition Facts labels,
ingredient labels) must be available from the manufacturer documenting the amount of each
meal pattern component per serving based on either: 1) an original CN label from the product
carton (or a photocopy or photograph of the CN label shown attached to the original product
carton); or 2) a product formulation statement (PFS) prepared on company letterhead with the
signature of a company official and the date of issue. For more information on CN labels and
PFS forms, refer to the CSDE’s resources, Using Child Nutrition (CN) Labels in the School
Nutrition Programs and Using Product Formulation Statements in the School Nutrition
Programs. Documentation must also include the product’s Nutrition Facts label and ingredients
statement.

Include:
e labels for processed ingredients, as needed; and
¢ labels for all menu choices (unless supplied under daily sheets).

Place standardized recipes in the same order as the food listed on the production record.
Place all product labels in the same order as the food listed on the standardized recipe.
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https://portal.ct.gov/sde/nutrition/crediting-documentation-for-the-child-nutrition-programs/standardized-recipes
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/sde/nutrition/nslp/crediting/cn_labels_snp.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
https://portal.ct.gov/-/media/SDE/Nutrition/NSLP/Crediting/Product_Formulation_Statements.pdf
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For more information, visit the Connecticut State Department of Education’s
(CSDE) Administrative Review for School Nutrition Programs webpage or
contact the school nutrition programs staff at the Connecticut State
Department of Education, Bureau of Child Nutrition Programs, 450 Columbus
Boulevard, Suite 504, Hartford, CT 06103-1841. This document is available
at https://portal.ct.gov/-/media/sde/nutrition/nslp/adminrev/mdot_sample.pdf.

The Connecticut State Department of Education is committed to a policy of equal
opportunity/affirmative action for all qualified persons. The Connecticut Department of Education
does not discriminate in any employment practice, education program, or educational activity on
the basis of race; color; religious creed; age; sex; pregnancy; sexual orientation; workplace
hazards to reproductive systems, gender identity or expression; marital status; national origin;
ancestry; retaliation for previously opposed discrimination or coercion, intellectual disability;
genetic information; learning disability; physical disability (including, but not limited to,
blindness); mental disability (past/present history thereof); military or veteran status; status as a
victim of domestic violence; or criminal record in state employment, unless there is a bona fide
occupational qualification excluding persons in any of the aforementioned protected classes.
Inquiries regarding the Connecticut State Department of Education’s nondiscrimination policies
should be directed to: Attorney Louis Todisco, Connecticut State Department of Education, by
mail 450 Columbus Boulevard, Hartford, CT 06103-1841; or by telephone 860-713-6594; or by
email louis.todisco@ct.gov.
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In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, this institution is prohibited from discriminating on the basis of race,
color, national origin, sex (including gender identity and sexual orientation), disability, age, or
reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with
disabilities who require alternative means of communication to obtain program information (e.g.,
Braille, large print, audiotape, American Sign Language), should contact the responsible state or
local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice
and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027,
USDA Program Discrimination Complaint Form which can be obtained online at:
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by
calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the
complainant’s name, address, telephone number, and a written description of the alleged
discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR)
about the nature and date of an alleged civil rights violation. The completed AD-3027 form or
letter must be submitted to USDA by:

1. mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

2. fax: (833) 256-1665 or (202) 690-7442; or

3. email: program.intake@usda.gov

This institution is an equal opportunity provider.
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