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______________________________________________________________________________

CR – Civil Rights

CSFP – Commodity Supplemental Food Program

DOE – Department of Education

FNS - Food and Nutrition Service

LA – Local Agency

ME – Management Evaluation

RA – Recipient Agency

RO – Food and Nutrition Service Regional Office

SA – State Agency (This is the state agency that administers the National School Lunch Program and commodity programs.)

SDA – State Distributing Agency

TEFAP – The Emergency Food Assistance Program

USDA – United States Department of Agriculture

I.  PROGRAM ADMINISTRATION  

The purpose of this section is to establish dialogue with SDA staff regarding the corrective action from the prior ME as well as any unresolved issues; the number and location of SDA staff; staffing standards; and State laws, policy, or legislation that would impact the operations of the program under review.

A.  State Agency Issues
1.  Discuss with SDA staff unresolved issues including issues from the prior ME and/or open audit recommendations, if applicable.  Explain the actions taken or intended. ______________________ 

______________________________________________________________________________

______________________________________________________________________________

B.  Staffing 

1.  What is the staffing structure?  (Obtain a copy of the current organizational chart)  

Total number of staff _______.     Location___________________________________________

_____________________________________________________________________________

2.  Are there any vacant positions on the organizational chart?  ____Yes    ____No                

a)  If vacant positions are listed on the organizational chart, does the SDA have a timeframe established for filling the vacancies?   b)  Is the organizational structure conducive to efficient and effective program management?  

Explain.  _____________________________________________________________________  _____________________________________________________________________________

_____________________________________________________________________________

3.  If SDA staff responsibilities include more than one program, does funding for salaries from various program sources correspond to the time spent on each program?  (Obtain a copy of documentation supporting the breakout of staff time and salaries.) 

 Explain____________________________________________________________________

___________________________________________________________________________ 

___________________________________________________________________________.

4.  Are computers available for staff?  Are they connected to a LAN?

Explain______________________________________________________________________________________________________________________________________________________

5.  Is Internet access available for staff? Explain. ________________________________________

____________________________________________________________________________________________________________________________________________________________
C.  State Laws, Policy, Legislation
1.  Are there any recently approved State laws or, policies, or pending legislation which might impact the SDA’s operation of the program under review?   

Explain_______________________________________________________________________

____________________________________________________________________________.

Notes________________________________________________________________________

_____________________________________________________________________________

____________________________________________________________________________.

II.  INFORMATION DISSEMINATION

(This section is to determine the types and methods used to disseminate information to RAs, LAs and other SDAs.)

A.  Written Procedures/Procedures Manual
1.  Does the SDA provide program information, policies, or regulations (proposed, interim, final) to RAs and other related SDAs in accordance with 250.24(b)? 

Explain______________________________________________________________________

___________________________________________________________________________.

2.  What method is used by the SDA to disseminate information to RAs/LAs (e.g., policy memoranda or procedures manual)?  Does the information provided include written procedures for ordering commodities, handling damaged and/or out-of-condition commodities, submitting and handling commodity complaints, and procedures for replacement by USDA?

Explain_______________________________________________________________________

_____________________________________________________________________________

____________________________________________________________________________.

3.  Are the results of tests for new commodities disseminated to RAs/LAas?   Are RAs/LAs provided the website address for obtaining fact sheets, recipes and specifications as needed in accordance with 250.24(b)?   

Explain_______________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

4.  As changes occur in Federal and State policies, procedures and regulations, does the SDA update its written procedures to RAs/LAs?

Explain_______________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________. 

Notes_________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

5.  Does the SDA communicate electronically with RAs?  If so, describe the ways in which electronic communications are used.  For example, how are they used to disseminate Program policy?  Are electronic mailing lists up-to-date? Explain.  ___________________________________________________  ____________________________________________________________________________________________________________________________________________________________

6.  Does the SDA have a website that RA’s and LA’s can use to get up to date Program information?
______________________________________________________________________________

7.    Are regulations, FNS instructions and policies available electronically in a searchable format for use by both SDA staff and RAs?  Explain.  _____________________________
____________________________________________________________________________________________________________________________________________________________

III.   TRAINING AND TECHNICAL ASSISTANCE  

This section is to determine the level of training provided to SDA, SA, RA, and LA staff to ensure the effective and efficient administration of programs as well as compliance with the applicable provisions of CR regulations and policies. Training should be in accordance with Sections 250.2(b), 250.24(b), 247.3(b), and FNS Instructions 113-1.  These questions are not applicable to SFAs in NSLP or RAs in other child nutrition programs.
A.  State, RA and LA Staffs
1.  Is training provided to new State staff? *Attach a copy of attendees list and a copy of the agenda or complete Worksheet #2.  

2.  What areas were covered in the training of new staff?   Explain________________________

_____________________________________________________________________________.

3.  Review training evaluation forms to determine if the course(s) met the needs of the attendees. 

Explain_______________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________.

4.  Are training and technical assistance provided to RAs/LAs? *Attach a copy of attendees list and a copy of the agenda or complete Worksheet #3.

5.  Does the SDA provide RAs/LAs with a handbook of the training or written materials for easy reference?  Attach a copy of handbook or reference materials provided.

Explain_______________________________________________________________________

_____________________________________________________________________________.

6. If formal training is conducted, does it include an evaluation?  Yes__   No__.    If yes, do the participants evaluate the training?  Review evaluations form to determine if the course met the needs of the participants.

Comments_____________________________________________________________________

_____________________________________________________________________________.

7.  Does the SDA provide combined training for SDA, RA and LA staffs? * Attach a copy of the list of attendees and a copy of the agenda or complete Worksheet #4.   

Comments_____________________________________________________________________

_____________________________________________________________________________.

B.  Civil Rights   These questions are not applicable to SFAs in NSLP or RAs in other child nutrition programs.
1.  Does the SDA have procedures in place to ensure that State staff receives CR training?

Describe the procedures_________________________________________________________ 

_____________________________________________________________________________

____________________________________________________________________________.

2.  Has the SDA provided training in CR to RA/LA staffs in accordance with FNS Instruction 

113-1?  

*Attach a copy of the list of attendees and a copy of the agenda or complete Worksheet #5.

Comments_____________________________________________________________________

_____________________________________________________________________________.

IV.  CIVIL RIGHTS (Sections 247.19, 250.21, 251.10(c) and FNS Instructions 113-1?
Review and evaluate the SDA’s CR compliance program and documentation to determine whether the program delivery is in accordance with the requirements of 7 CFR Part 15 and FNS Instructions 113-1.  Each SDA must actively develop a plan of action for CR compliance within its jurisdictions and evaluate its effectiveness. 

A.  Assurances

1.  Have all RA/LA agreements incorporated the CR assurance in accordance with FNS Instructions 113-1?  ______________________________________________

2.  Does the agreement contain the required language in accordance with FNS Instruction 113-1? Comments____________________________________________________________________

_____________________________________________________________________________.

B.   Complaints
1.  What procedures does the SDA have in place for handling CR complaints?  Were complaint forms developed? (If available, attach a copy of the complaint form.) 

Describe the procedures__________________________________________________________

_____________________________________________________________________________.

2.  Has the SDA received any CR complaints during the period under review?    Yes ___  No  ___

If applicable, were all CR complaints accepted, acted upon and resolved in a timely manner in accordance with FNS Instructions 113-1?
Comments____________________________________________________________________

____________________________________________________________________________.

3.  Do complaints reveal any trends in terms of protected classes or reveal any trends in terms of RAs/LAs against which complaints have been filed?  Yes__ No__  If Yes, what were the trends identified or what corrective action was taken?

Comments____________________________________________________________________

​​​​​​​​​​​​​​_____________________________________________________________________________

_____________________________________________________________________________
C.  State Compliance
1.  Does the SDA always ensure that RAs/LAs comply with USDA nondiscrimination regulations and the FNS CR instruction to be certain that, in the operation of the program, no person is discriminated against because of race, color, national origin, age, sex or disability (Sections 250.21 and 251.10(c)?  In accordance with Department Regulation 4300 – 3, dated 11/16/99, no person shall, on the basis of race, color, national origin, sex, age, or disability, be excluded from participation in, be denied the benefits of, or be otherwise subjected to discrimination under the programs.

Comments_____________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

2.  At a minimum, are the required nondiscrimination statement and CR complaint procedures on all outreach materials?

Comments_____________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

(Question number 3 applies to CSFP ONLY.  Review the State Plan at the RO.)

3.   Does the SDA comply with the civil rights component of their State Plan?  Yes __  No__ _____________________________________________________________________________.

Date of Current State Plan______________

4.  How does the SDA advise minority and grassroots organizations of program availability using public notification (FNS Instruction 113-1?  Describe the methods used for public notification.

Comments_____________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

5.  How does the SDA ensure that each RA has and displays the “And Justice For All” poster?  

Comments____________________________________________________________________.

6.  How does the SDA determine when non-English/bilingual services are necessary (FNS Instructions 113-1?  

Comments_____________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

D.  Compliance Reviews 
1.  What criteria are used in the selection of RAs/LAs for CR compliance reviews? Comments____________________________________________________________________

_____________________________________________________________________________

____________________________________________________________________________.

2.  Were CR compliance reviews conducted?

Comments____________________________________________________________________

_____________________________________________________________________________

____________________________________________________________________________.

3.  How often does the SDA conduct CR reviews of RAs/LAs?  Comments_________________

_____________________________________________________________________________

_____________________________________________________________________________.

4.  Does the review include assessments in the area of public notification, training, monitoring, data collection and maintenance, complaint processing, and disability accommodations?

Comments_____________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

5.  Has the SDA performed pre-award desk reviews of CR compliance data submitted by each new applicant agency in accordance with 113-1?  Comments____________________________________________________________________

_____________________________________________________________________________

​​​​​​​​​​​​​​​​​​​​​​​____________________________________________________________________________.

6.  Does the SDA determine if the need for reasonable accommodations has been met to facilitate the delivery of services to participants with disabilities?   Comments_______________________

______________________________________________________________________________

_____________________________________________________________________________.

7. Does the SDA have an automated system for review scheduling, documentation of review findings, review closure, and training and technical assistance?  If so, is information easily accessible?  Is the information used for status updates as well as to conduct trends analysis?  Explain.  ________ 

____________________________________________________________________________________________________________________________________________________________


E.  Data Collection and Maintenance
(Not Required for TEFAP)
1.  Does the SDA ensure that each RA/LA annually collects and maintains on file for three years beneficiary data by racial/ethnic category for each facility under its jurisdiction?   (Review the documentation on file at the SDA.)   Comments_________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

2.  Does the SDA determine whether minority applicants are disproportionately denied?  Comments_____________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________. 

3.  Does the SDA monitor, review and evaluate data collections at the RA/LA level?  Comments_____________________________________________________________________

_____________________________________________________________________________

____________________________________________________________________________.

4.  Based on the racial/ethnic categories for the service areas, are services provided to participants reasonable?

Comments____________________________________________________________________

___________________________________________________________________________.

5.  Is there a system in place to ensure that this information is available only to authorized State and Federal personnel?  Comments_________________________________________________

_____________________________________________________________________________

____________________________________________________________________________.

Notes_________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

V.  INVENTORY CONTROL

This section is to determine the SDA’s action relative to storage facilities.  Sections 247.17 and 251.10 reference Section 250.14 relative to inventory control.  Section 250.14(c) requires SDAs to conduct annual reviews of their storage facilities.  Section 250.14 (e) and 250.14(f) requires SDAs to conduct a physical inventory to determine if any items have been lost, stolen, found to be out-of-condition, and/or the potential for excessive inventory.  The physical and book inventories must be reconciled.  These questions are not applicable to SFAs in NSLP or RAs in other child nutrition programs.
A.  Single Inventory (Schools Only)
1.  Has the SDA elected the single inventory record keeping system for its school program?  Yes__ No___   (If yes, this area should be reviewed for all other outlets and warehouses) 

B.  Accountability Procedures
1.   What type of system does the SDA have in place to ensure that a physical inventory is being conducted and that inventories are reconciled on an annual basis by RAs/LAs and warehouses (both commercial and State as required by Section 250.14(e)?   Comments_________________________________

_____________________________________________________________________________

_____________________________________________________________________________.

2.  Determine if the SDA has corrected any deficiencies identified through inventory (e.g., shortages, damages, out-of-date commodities)?  Comments______________________________

______________________________________________________________________________

_____________________________________________________________________________.

3.  Has excessive inventory been reported on the semiannual FNS-155, Inventory Management Register?   Comments____________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

4.  Does the SDA have an effective automated system to conduct fair share/offer and allocation of USDA commodities to RAs?  Does the system allow for updating of per meal value information?  Is the RA system for ordering commodities automated?  Describe the system for monitoring and communicating entitlement balances to the RA. Explain______________________________________________________________________________________________________________________________________________________

CSFP Module Only – Question 4 & 5 [Verify the beginning balances, receipts, distributions, and gains and losses of pre-selected commodities on the most current FNS-153.  The ending balance of each commodity verified on the FNS-153 should be compared to the SDA’s perpetual/monthly inventory records and the warehouse’s physical inventory records.]

4.  Does the ending balance for each commodity verified on the most current FNS-153 reconcile with:  

a) The SDA’s perpetual or monthly inventory records?  Yes___
No___

b) The SDA’s physical inventory records?  Yes___
No___

Explain verification results________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

5.  Do inventory records of the SDA indicate possible excessive inventory levels:  

a)  above the FNS recommended 2-2.5 month’s inventory level?   Yes__ No__
b) above the regulatory maximum 6 months inventory level?  Yes__ No__ 
If inventory levels are above 6 months, what type of corrective action has been taken to decrease inventory, or has approval been granted by the RO to maintain inventory above the regulatory maximum, in accordance with 250.14(f)(2)?  Comments_________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________.

C.  Transfers/Re-donations
1.  Has the SDA transferred commodities between programs (e.g., CSFP to TEFAP) or re-donated commodities to another SDA during the review period (Ref. Sections 250.13/250.15(e))?  Comments___________________________________________________
 ___________________________________________________________________________

____________________________________________________________________________.

 2.  Did the SDA receive prior approval for transfers/re-donations that had been provided as part of an approved food package or authorized level of assistance to unlike RAs (e.g. CSFP local agency to soup kitchen) and other SDAs in accordance with 250.13(a)(iii)?   Comments________________________________

_____________________________________________________________________________

_____________________________________________________________________________.

3.  If donated foods were re-donated due to no fault or negligence by the SDA, did SDA provide USDA with documentation of transportation cost (250.15(d))? 

Describe.  _____________________________________________________________

_____________________________________________________________________________

____________________________________________________________________________.

4.  Were all transfers and re-donations documented and was the documentation maintained in accordance with Sections 250.13(a)(v), 250.16 (b), 251.10(a) and 247.13(a)?   Comments______

______________________________________________________________________________

_____________________________________________________________________________.  

Notes_________________________________________________________________________

______________________________________________________________________________

_____________________________________________________________________________.

VI.  FINANCIAL MANAGEMENT

This section evaluates the SDA’s financial management system to determine the basis for its distribution charges, the accuracy of records and to ensure current and complete records are maintained for its salvage and operating accounts.  (Ref. Section 250.15).

A.  Salvage Account

1.  Did the SDA deposit all funds accruing from the sale of containers/pallets, salvage of foods, insurance and recoveries of claims for the loss of or damage of donated foods into the salvage account or return the funds to USDA?  (Section 250.15(f)(2) & (3) Comments____________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________.

2.  Is there a separate line item or separate account for salvage account deposits related to TEFAP?

Comments____________________________________________________________________

3.  Did the SDA maintain records documenting the receipt and expenditures of funds?  (Review documentation to determine if all expenditures were allowable.)  Comments________________

_____________________________________________________________________________

____________________________________________________________________________.  

4.  Review requests & approvals for each SA deposit or expenditure of $2500 or more in accordance with Section 250.15(f)(4)? Comments_________________________________________________

____________________________________________________________________________

____________________________________________________________________________.

5.  Did the SDA impose the same or similar provisions upon Sub Distributing Agencies and RA’s for the use of such funds accruing from the operation of their programs? (Ref. Section 250.15(f)(4))  Comments___________________________________________________________________

____________________________________________________________________________

___________________________________________________________________________.

VII.  COMMUNICATIONS

The purpose of this section is to determine if channels of communication are established and effective between the SDA, RA’s and other program areas.

1.  Is the DOE organizationally separate from the SDA?  YES __ NO__ If yes, is there continuous communications between the SDA and DOE pertaining to recipient eligibility, program operations and food service management companies? (250.48(a)) 

Explain______________________________________________________________________________________________________________________________________________________

2. Are lists current for use distributing program materials to all entities current?  Describe. ____________________________________________________________________________________________________________________________________________________________

3.  Based on documentation available does it appear that the SDA is responsive in providing requested technical assistance to RA’s?  Describe________________________________________________

____________________________________________________________________________________________________________________________________________________________

4.  Has the DA established an advisory board representing all types of entities in the State interested in the distribution of TEFAP commodities? (Encouraged by 251.4(h)(4))  If not, does the SDA have any future plans to establish an advisory board?_________________________________________  ___________________________________________________________________________________________________________________________________________________________

5.  Has the DA established an advisory board representing sizes and types of entities in the State interested in the distribution of school commodities? (no longer regulatory) _____________________________________________________________________________
VIII.  ELIGIBILITY/AGREEMENTS/CONTRACTS

The purpose of this section is to verify the eligibility status and to determine if required regulatory language is included in written agreements and contracts with all entities.

A.  Subrecipient Agency/RA (for all programs)
1. Is adequate information obtained through the application process to determine the eligibility of the outlet?  Describe the process.____________________________________________________  ____________________________________________________________________________________________________________________________________________________________   

2.  The questions below should be answered based on a sample of 5 agreements, from each program administered, to determine compliance with 250.12(b) and (c).

a. Are agreements signed by authorized representatives of both parties? Yes __  No__
If  No, note which agreements are incomplete._________________________________
______________________________________________________________________

b.  Do the terms and conditions ensure that the distribution and use of donated foods is in accordance with Part 250?   Yes __  No__
c.  Do the agreements ensure the entity is responsible to the SDA for any improper distribution or use of donated foods, and/or or for any loss of, (or damage to), donated foods caused by the entity’s fault or negligence?   Yes__ No__

d.  Do the agreements ensure that the subrecipient agency/RA ensures that they will retain the right to assert claims against other persons and entities to whom donated foods are delivered for care, handling or distribution?   Yes __No__
e.  Do the agreements ensure that the subrecipient agency/RA will take action to obtain restitution in connection with claims for improper distribution, improper use, loss of, or damage to donated foods?   Yes__ No__

f.   Do the agreements provide a termination for cause clause by either party upon 30 days notice?  Yes__ No__
3.  Are agreements with RAs permanent?  How are RAs notified of the requirement to amend the permanent agreement? Are amendments made, as necessary (e.g., any changes resulting from amendments to Federal regulatory requirements and policy, changes in site locations)? 

4. Are agreements with subdistributing agencies for no longer than one year?  Does the agreement provide that it may be extended at the option of both parties for two additional one-year periods?  Yes__ No__
5.  If subdistributing agency agreements are extended, has all pertinent information been updated and have donated foods received during the previous agreement been accounted for prior to the agreement being extended?  Yes__ No__
6. What type of system does the SDA use to ensure applications from entities wishing to participate in the program are handled in a timely manner?   

Explain. ____________________________________________________________________
a.  Did the SDA notify applicants of their status within a reasonable period of time, including requesting additional information for incomplete applications, as needed?

YES __ NO  __
Explain if  NO.  _____________________________________________________

__________________________________________________________________

7.  Prior to approval of an eligible outlet, how did the SDA determine if the agency had adequate facilities to store and distribute commodities?

Explain______________________________________________________________________________________________________________________________________________________

9.  Determine if agreements are in place, based on a sample of RA’s that are receiving commodities. (250.12(b) and 250.13(d))  Were donated foods properly distributed to eligible outlets? (250.13(e))

Explain______________________________________________________________________________________________________________________________________________________

10.  Based on a sample of reviews, are site locations consistent with the information contained in the agreement? (250.12(c)) Explain.  ____________________________________________________  ______________________________________________________________________________ ______________________________________________________________________________

11.  Does the SDA have an automated system for tracking the status of applications/agreements in the approval process?  Explain.  ____________________________________________________

____________________________________________________________________________________________________________________________________________________________

B.  School Module Only
1.  If the SDA is not located in the DOE what is the method by which the SDA obtains documentation of both eligible, as well as ineligible outlets that were terminated or withdrew from the NSLP?  Is the information provided timely and properly documented? 

Explain____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.  Based on a sample of agreements reviewed, is written confirmation of SFA eligibility available? (250.48(a)(1))  Describe documentation reviewed.  ______________________________________  ____________________________________________________________________________________________________________________________________________________________

3.  Does it appear that the information was acted on timely after receipt?  Describe timeframe. ___

____________________________________________________________________________________________________________________________________________________________


C.  TEFAP Module Only 
1. Does the SDA follow the organization selection criteria described in its State Plan? 

Describe the criteria that the SDA is using.

____________________________________________________________________________________________________________________________________________________________

2. Do agreements contain the required terms and conditions, and are the agreements in place prior to an ERA receiving commodities or administrative funding directly from the SDA?

Explain____________________________________________________________________________________________________________________________________________________ 

3. Do local organizations participating in the program meet the definition of “eligible recipient agency” established in 251.3(d)?  Explain.  ________________. ____________________________________________________________________________________________________________________________________________________________

4.  If the SDA enters into any agreements with ERAs that further distribute donated foods and/or administrative funds to other ERAs, do such agreements conform with 251.2(d)(2)?   Explain.   __________________________________________________ ___________________________________________________________________________________________________________________________________________________________

5. Does the SDA ensure that ERAs  that are delegated authority to further distribute donated food enter  into written agreements with ERAs to whom they plan to make such further distributions administrative funds before donated foods or administrative funds are transferred between any two ERAs?  (251.2(c)(2))  Explain _________  

____________________________________________________________________________________________________________________________________________________________

6.  Does the SDA review agreements executed by ERAs to ensure that they contain the necessary terms and conditions? (251.2(d))  Explain ___________________________________________ ____________________________________________________________________________________________________________________________________________________________

7.  Does the SDA retain control over establishing eligibility criteria for program participants and organizations?  Does the SDA retain control for conducting program monitoring? 251.2(d)(2)(i)  Explain. ___________________________________________________  ____________________________________________________________________________________________________________________________________________________________

8. Are all aspects of the program delegated to ERAs specified in the agreement or made by reference in the agreement? (251.2(d)(2)(i))  Explain.  __________________________________

____________________________________________________________________________________________________________________________________________________________

D.  CSFP Module Only  

1. Did the SDA require LAs to submit written applications for approval to participate in the program in accordance with Section 247.7(a) b)?  Explain.  _____________________________ ____________________________________________________________________________________________________________________________________________________________

2. Was the applicant LA notified within 60 days of the approval or disapproval of its application in accordance with Section 247.7(d)?   Describe the process.  ______________________ ____________________________________________________________________________________________________________________________________________________________

3.  If there are agreements between a LA and another agency are they made in accordance with 247.6(c)?  Explain. ___________________________________________________________ ____________________________________________________________________________________________________________________________________________________________

E.  Warehouse Contracts
1.  Has the DA approved/renewed warehousing contracts in time to accept commodities for shipment by July 1?  Explain.______________________________________________________

____________________________________________________________________________________________________________________________________________________________

2. Do contracts comply with 250.14(d) in terms of duration as well as the content? Describe.  ____

____________________________________________________________________________________________________________________________________________________________

IX.  COMMODITY COMPLAINTS AND HOLDS/RECALLS

The purpose of this section is to determine if the SDA understands and is following the proper procedures for reporting complaint as well as for holds and recalls.

1.  What are the SDA’s procedures for handling commodity complaints?  

Describe. ____________________________________________________________________ ____________________________________________________________________________

a.  If the complaints involve potential human health consequences, what are the procedures taken by the SDA? ________________________________________________________________________

b.   If the complaint is about a quality issue, what procedures are taken by the SDA?

________________________________________________________________________

HOLDS AND RECALLS

1.  Describe the written information that the SDA has disseminated to RAs regarding the commodity hold and recall process. _______________________________________________________ __________________________________________________________________________ 

2.  Describe training that the SDA has conducted for RAs on the commodity hold and recall process._____________________________________________________________________ ____________________________________________________________________________

3.  What method(s) has the SDA used to notify RAs of holds and recalls? _________________

____________________________________________________________________________

4. What is the length of time between when the SDA is notified of a hold or recall and when all of the affected RAs have been notified?  ___________________________________________

____________________________________________________________________________

5.  What controls does the SDA have in place to ensure the affected RAs have received notifications of the holds and recalls? ______________________________________________

____________________________________________________________________________

X.  COMMODITY LOSSES/CLAIMS
The purpose of this section is to determine if the SDA actively pursues the reporting of commodity losses and processes claims in accordance with FNS Instruction 410-1, Rev. 1, and Non-Audit Claims – Food Distribution Program.  The questions in this section should be applied to those claims that occurred during the most recently completed fiscal year.  These questions are not applicable to commodity losses at SFAs in NSLP or RAs in other child nutrition programs, unless there is evidence that indicates such losses have occurred as a result of theft or fraud.
1.  Has the SDA provided written procedures to RAs on how to handle lost or damaged commodities? (250.13 (e-f) and FNS Instruction 410-1, Rev.1) Explain.   ________________________________

____________________________________________________________________________________________________________________________________________________________

2.  Does the SDA have written procedures for on handling claims for lost and damaged commodities?

Describe procedures.  ____________________________________________________________ ____________________________________________________________________________________________________________________________________________________________

3. Does the SDA require RAs to report all losses regardless of cause or dollar value?  Explain.

____________________________________________________________________________________________________________________________________________________________

4.  Does the SDA maintain an up-to-date claims register in accordance with FNS Instruction 410-1?  Describe process.  ______________________________________________________________

_____________________________________________________________________________

5.  Review a sample of all claims to determine if they were processed in accordance with FNS Instruction 410-1, Rev.1.  Record information on attached worksheet or a copy of the SDA log. Based on the review, determine if:

-
losses were reported timely;

-
proper documentation exists for disposition of damaged or out-of-condition foods (250.13(f));

-
claims for losses in excess of $2,500 were forwarded to the RO;

-
SDA made a determination within the timeframe required;

-
determination was supportable by documentation; and

-
documentation exists to show that claim was properly closed.

Describe observations: ______________________________________________________________________________________________________________________________________________________

6.  In situations where commodities were replaced, did the inventory levels warrant such action?

Explain.  ______________________________________________________________________  ____________________________________________________________________________________________________________________________________________________________

7.  Does the SDA have a process in place to recognize patterns or trends with regard to commodity losses at the RA level?  Describe.  Was action taken, as needed, to correct any problems identified through trends analysis of claims?  Explain.

____________________________________________________________________________________________________________________________________________________________

8.  Has there been any complaints or claims place against the SDA for improper distribution of commodities? (250.15(c)).  Explain.__________________________________________________ ____________________________________________________________________________________________________________________________________________________________

9. Have there been any losses due to the failure to provide proper storage, care, or handling? (250.13(e)(1) and 250.15(c))  If so, were the commodities replaced in accordance with FNS Instruction 410-1, Rev. 1, and the Buy American requirement?  (250.13(e) and  250.23) Explain.  ___________________________________________________________________________-__ ____________________________________________________________________________________________________________________________________________________________

10. Did the SDA properly use funds collected by claims actions? (250.15(f))  Explain.  ___________

____________________________________________________________________________________________________________________________________________________________

XI.  AUDITS/AUDIT REQUIREMENTS

The purpose of this section is to determine if the SDA is in compliance with the provision of 7 CFR Part 3052 and 250.18. 

1.  Does the SDA have procedures in place to ensure that RAs are aware of the audit requirements under 7 CFR Part 3052 as applicable?

Explain____________________________________________________________________________________________________________________________________________________

2.  How does the SDA ensure that RAs receiving at least $500,000 in federal grants or awards in a fiscal year, have met the audit requirement?
Describe___________________________________________________________________________________________________________________________________________________

3.  Does the SDA have an effective system in place for receiving, tracking, and following up on audits performed of RAs?  Is there a general pattern of management decisions taking longer than 6 months, and/or final action takes more than 1 year from the date of management decision?  If so, determine the cause.

____________________________________________________________________________________________________________________________________________________________

4.  Does the SDA have a system to monitor the implementation of corrective actions taken in response to an audit report with findings?

Explain____________________________________________________________________________________________________________________________________________________

5.  Is the SDA successful in collecting audit overclaims from RAs?  If not, determine the cause.

Explain____________________________________________________________________________________________________________________________________________________

6.  What problem areas are identified by audits?  ______________________________________

_____________________________________________________________________________

_____________________________________________________________________________

a.  Have problem areas been identified through other sources, i.e., previous audits, reviews, etc.?  __________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

b.  Did the SDA prescribe corrective action that would solve the problems?  Yes __ No__
Was such corrective action implemented? ______________________________________

WORKSHEET – Commodity Losses

	Claim Number


	
	
	
	

	RA (name, city)
	
	
	
	

	Loss Amount


	
	
	
	

	Commodity (ies)


	
	
	
	

	Date of Loss


	
	
	
	

	Cause of Loss*


	
	
	
	

	Date DA Notified
	
	
	
	

	Date of Letter to RO or Determination
	
	
	
	

	Determination (Claim/No.)
	
	
	
	

	Followup Date

1ST, 2ND, 3RD
	
	
	
	

	Closure Date


	
	
	
	

	Replacement and/or Payment
	
	
	
	

	Money Returned to USDA
	
	
	
	

	Comments


	
	
	
	


Causes of Loss:

A  -  Cooler/Freezer Malfunction

B  -  Infestation:   1. Insect   2.  Rodent

C  -  Spoilage

D  - Theft

E  - Excessive Inventory

F  -  Other (explain)

Worksheet #1

Completed Training Documentation Worksheet

	course title
	dates of training 
	Number 

Attended
	list of 

attendees 

(Y/N)*
	agenda 

(y/n)*

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Worksheet #2

Training/Technical Assistance Provided to RAs/LAs

	course title
	dates of training 
	Number 

Attended
	list of attendees 

(Y/N)*
	agenda 

(y/n)*

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Worksheet #3

Combined Training for SDA, RA and LA Staffs

	course title
	dates of training 
	Number 

Attended
	list of attendees 

(Y/N)*
	agenda 

(y/n)*

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Worksheet #4

SDA Provided Training in CR to RA/LA Staffs

	dates of training 
	Number 

Attended
	list of attendees available (Y/N)*
	agenda available (y/n)*

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Worksheet #5
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