Summer Food Service Program

2023 Checklist

Deadline

Documentation

*School Sponsors: Promote the SFSP

Before the End of the School
Year

Keep a Copy on File

Complete SFSP Application—MAPS

May 5th, 2023

MAPS

Request Sanitation Inspection

Upon submitting application in
MAPS & by Start of Operation

Keep Copy of Letter and
Post Inspection Report

Collect Racial/Ethnic Data

Once Annually at each site

Keep Documentation Form

Annual Civil Rights Training for Staff

Once Annually

Keep Documentation Form

Update Procurement Policy Annually Keep a Copy
Preapproval Site Review: Only New and Problem Sites Before Start of Operation Keep a Copy
Initial Site Visit for New and Problem Sites During First 2-Weeks of operation Keep a copy
By the Fourth Week Site Self Review By the Fourth Week of operation Keep a Copy

Complete Required SFSP Training through Bright Track

March/April/May

Indicate date on MAPS
agreement

Provide SFSP Training for All Site Staff

Before Start of Operation

Keep Documentation Sheet
in Records

Production Records for Each Meal Service Daily Keep in Records
Daily Meal Counts for Each Meal Service Daily Keep in Records
Field Trip Notification to OPI As Needed MAPS Application Packet

Consolidate Daily Meal Counts

Daily/Monthly

Keep in Records

Submit Claim for Reimbursement—MAPS

By the 10th of each month

Keep Count Documentation

Keep detailed financial/ordering records

As Received

Keep Documentation

Enrollment Data for Each Session

Pre-Operation

Keep Documentation Used

Send Public Release to Media

Annually

Keep a Copy & Record Date

Agreement to Furnish Food

Pre-Operation

Keep Copy in Records

Receiving Records (for meals served away from

production kitchen)

Daily

Keep in Records

All documentation for the items listed must be kept on file for three years plus the current year.

Reminder: Claims for reimbursement are due on the 10th of each month, except months with 10 or less operating days. For

months with 10 or less operating days, combine the month with another (e.g., combine July and August on the

July claim).

This institution is an equal opportunity provider.
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opi.mt.gov


http://opi.mt.gov/Leadership/Management-Operations/School-Nutrition/Summer-Food-Service-Program/Promotional-Materials
https://montanaopi.cnpus.com/prod/Splash.aspx
https://montanaopi.cnpus.com/prod/Splash.aspxhttps:/montanaopi.cnpus.com/prod/Splash.aspx
https://dphhs.mt.gov/publichealth/fcss/countytribalhealthdepts
https://drive.google.com/file/d/1_ZuFSEp2ShinsJf7be0ydeyOjqTS1-rl/view?usp=sharing
https://docs.google.com/presentation/d/1W7VRpfVa2jejqU_IK1K_v9SdNlDFmZt8/edit?usp=sharing&ouid=108771139123178186308&rtpof=true&sd=true
http://opi.mt.gov/Leadership/Management-Operations/School-Nutrition/Procurement/School-Nutrition-Programs-Procurement-Resources-Policies
https://drive.google.com/file/d/1p-e_KeRP0lRDzsCBkMw_6y6puBtJGioB/view?usp=sharing
https://drive.google.com/file/d/1FQmrufQ6CcpWP--nLgpfYtgYNy_Y0dPv/view?usp=sharing
https://drive.google.com/file/d/16Z7Y2JLOrZhx9JcpymraLwksjbZh3CQE/view?usp=sharing
https://mtsfsptraining.com/
https://drive.google.com/file/d/1ZegSJAPBgJT63NneiqlbflCoCHA3hKjE/view?usp=sharing
https://drive.google.com/file/d/1W8CsD3lxneoa2g0bWIO2tscrP6jsSFcS/view?usp=sharing
https://drive.google.com/file/d/1oPH8KYRrcbkALV5ozq0kKIxAeCpyiRMe/view?usp=sharing
https://montanaopi.cnpus.com/prod/Splash.aspx
https://drive.google.com/file/d/11d0r9cmwz8HkP8I8QV1xefqYvOLgEX1i/view?usp=sharing
https://montanaopi.cnpus.com/prod/Splash.aspx
https://docs.google.com/document/d/1J-oOHQJYr6i6Sc_E2BRMpz87Gl_1Sp0c/edit?usp=sharing&ouid=108771139123178186308&rtpof=true&sd=true
https://drive.google.com/file/d/1dKaphxInD-ha7VjU9iy0nltAq3drYvs2/view?usp=sharing
https://drive.google.com/file/d/1xt053AdzXcpMiIuJDGR88DBgr_H_gaxI/view?usp=sharing

