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USDA Farm to School Grant Program
FY 2016 Project Activity Tracking Sheets 



Project Activity Tracking Sheets

This collection of project activity tracking sheets is designed to help FY 2016 USDA Farm to School Program grantees keep track of their project activities to facilitate accurate completion of their final report. Some of the sheets also support completion of the baseline report. Use of these tracking sheets is not required, and USDA encourages grantees to adapt these sheets to best suit their needs. The table below summarizes the areas covered by the tracking sheets and references the report items that they support or link to.

	Tracking Sheet
	Measurement Area
	Report Items
(B-Baseline F-Final)
	Page  Number

	A
	Project Staffing
	B3, F13
	2

	B
	Completion of Goals and Objectives
	F3, F4, F7
	3

	C
	Definition of Local Food
	B9, F20
	4

	D
	Foodservice Staff Training
	F24, F25
	5

	E
	Farmer/Producer Training
	F26, F27
	6

	F
	Local Food Purchases
	F31, F32, F35, F36
	7

	G
	Sources of Local Foods
	F33, F34
	8

	H
	Local Food Frequency
	F36
	9

	I
	Activities
	F40
	10

	J
	Educator Training
	F43, F44
	11
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Tracking Sheet A – Project Staffing  
To complete baseline report item 3 and final report item 13

	Staff Member Name
	Position
	Organization
	Start Date
	End Date
	FTE on This Project
	Source of Funding
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Tracking Sheet B – Completion of Goals and Objectives 
To complete final report items 3, 4, and 7

	Goals and Objectives
	Status at Project End
	Comments if not completed

	
	Complete
	Partially Complete
	Not Started
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To complete baseline report item 9 and final report item 20

	Name of School or School District
	Definition of Local – Check all that apply
	Other Definition (describe)

	
	Same City/County
	Within 50 miles
	Within 100 miles
	Within 200 miles
	Within a day’s drive
	Within the state
	Within the region
	Other geographic restrictions
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To complete final report items 24 and 25

	Date
	# of Food Service Staff Participants
	Topics Covered in Training  - Check all that apply
	Other Topics Covered or Information About This Training

	
	
	Preparation of whole fruits and vegetables

	Processing and storage of fresh fruits and vegetables

	Menu development

	Procurement regulations

	Procurement strategies

	Recipe development

	Menu development

	Food handling and safety

	Promotion of local foods

	Participation in farm to school curricular activities

	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Use this total for Q24




[bookmark: _Toc306955102]Tracking Sheet E – Farmer/Producer Training 
To complete final report items 26 and 27

	Date
	# of Farmer or Producer Participants
	Topics Covered in Training
Check all that apply
	Other Topics Covered or Information About This Training

	
	
	Good Agricultural Practice (GAP)

	Good Handling Practice (GHP)

	Marketing/selling local foods to local schools

	Business planning

	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	Use this total for Q26



	Tracking Notes *
(e.g., Name of school or school district, name of supplier, name of event, etc.)
	Time Period or Date
	Dollar Value of Local
Purchases
Without Milk 
	Dollar Value of Local
Milk Purchased
	Types of Foods Purchased (Q36)
	Uses of Foods (Q35)

	
	
	
	
	Fluid Milk
	Fruit
	Vegetables
	Other dairy
	Meat/poultry
	Eggs
	Seafood
	Beans, nuts, seeds
	Grains & flour
	Bakery products
	Herbs
	Breakfast
	Lunch
	Supper
	Snacks
	Fresh Fruit and Veg Program 
	Summer meals
	CACFP

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Total Dollars Spent
	$
	$
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	For Q32
	Add both boxes for Q31


[bookmark: _Toc306955103]Tracking Sheet F – Local Food Purchases
To complete final report items 31, 32, 35, and may be a useful reference for item 36
* Space provided to help you track local purchases throughout your project.

[bookmark: _Toc306955104]Tracking Sheet G – Sources of Local Foods
To complete final report items 33 and 34

	Name of School or School District
	Supplier
	Sources of Local Foods

	
	
	Direct Sources (Q33)
	Intermediate Sources (Q34)

	
	
	Individual Producer
	Producer Cooperative
	Farmers Market
	CSA
	Processor or manufacturer
	Distributor
	Food buying cooperative
	Food service mgmt. co.
	DoD Fresh vendor
	USDA Foods
	State FTS program office
	Food Hub

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Totals for each type
	
	
	
	
	
	
	
	
	
	
	
	

	
	Use these totals for question 33
	Use these totals for question 34
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Tracking Sheet H – Local Food Frequency 
To complete final survey item 36
Use copies of this calendar page to indicate which days local foods were served to help estimate overall frequency of serving foods.

Use the following codes to indicate what type of local food was served: M-Milk, F-Fruit, V-Vegetables, D-Other dairy, MP-Meat/Poultry, E-Eggs, 
S-Seafood, B-Beans, nuts, seeds, G-Grains & flour, BP-Bakery products, H-Herbs

	   Calendar Month:

	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
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To complete final survey item 40

	Date
	Activities 
 (Record number of student participants)
	Description of Activity (for internal tracking)

	
	Taste tests with locally produced foods or product from school-based gardens or farms 
	Student field trips to farms


	Farmer visits to students in a school setting
	Edible school gardening or orchard activities

	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	Use theses totals for Q40


[bookmark: _Toc306955107]Tracking Sheet J – Educator Training 
To complete final survey items 43 and 44

	Date
	# of Educator Participants
	Topics Covered in Training
Check all that apply
	Other Topics Covered or Information About This Training

	
	
	Agricultural education

	Nutrition education

	Gardening skills

	Cooking skills

	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	Use this total for Q43



