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Instructions for Completing School Meals Initiative (SMI) Review Packet 

1. Select a building/site and complete the School Meals Initiative Cover Sheet.  

Note:  This sheet must be filled out completely.  Please indicate your summer contact information if it is different from school year.

2. Select one week of any month from the current school year for review.  A week is defined as five consecutive days for a school or seven consecutive days for a residential child care institution.  Please select a week that provides five consecutive days, Monday through Friday.  However, if a holiday falls on Monday, you can use Tuesday through Friday of that week and Monday from the next week to provide five days.

3. Send a copy of the menu for entire review week.  Menus should clearly indicate the week and month of review.  If only one menu planning system is being used for the entire district, you are only required to have a nutrient analysis conducted for lunch menus planned and prepared at one building.  If more than one menu planning system is being used in the district, then you must submit breakfast menus for one type of menu planning system, and a lunch menus for the other type of menu planning system.  Complete a cover sheet for each building being reviewed.
· The SMI review must be completed for a different school and grade group than the school and grade group used for the last SMI review.
4. Send in legible copies of completed food production records for all meals of the review week.  Food production records must include:
· Menu items (or food items)

· Be sure to include all types of milk, condiments, dessert items, etc., used as part of the planned menu

· Recipe or product code number

· indicate whether recipe is a United State Department of Agriculture (USDA) or local recipe

· indicate whether an item is a USDA Foods (commodity) food item

· Portion or serving size

· Number of PLANNED or forecasted/projected servings (what you estimate you’ll be serving)

· Amount of food (or purchase units) used

· Number of ACTUAL servings served

· Number of reimbursable meals served to students[image: image1.png]



· Number of adult meals served (if applicable)

· Number of a la carte items served (if applicable)

· Number of leftovers

· Any substitutions, as applicable
5. A Recipe Collection Form must be submitted for any food item with more than one ingredient.  Use a separate Recipe Collection Form for each recipe.

6. Use Salad/Food Bar Form to record foods, salad items, and condiments that are self-served by students.

7. Submit Nutrition Facts labels for each food used during the review week.  Nutrition Facts labels are needed for most foods. Check the Nutrition Facts Label Information sheet for more information.
Photocopies of labels may be sent, as long as they are legible.  Also acceptable are product specification sheets or nutrient analysis data forms provided by manufacturers for food items used, as long as the following information is included:
· Food name

· Brand name or manufacturer’s name

· Serving size

· Calories, total fat, saturated fat, cholesterol, sodium, fiber, iron, calcium, vitamin A, vitamin C, and protein
8. Submit Child Nutrition (CN) labels for commercially-prepared foods, if available.  This documentation is used to identify the component contribution of a product toward the meal pattern for schools using a food-based menu planning approach (Traditional or Enhanced).
Mail the completed SMI review packet to:

Dot Anderson

School Nutrition Programs

Michigan Department of Education

608 W. Allegan Street

Lansing, MI  48909
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