Summer Food Service Program

2024 Checklist

Annual Requirements

Deadline
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Completed

*School Sponsors: Promote/Complete outreach for SFSP

Before the End of the School Year

Keep a Copy on file

Complete SFSP Application in MAPS May 10, 2024 MAPS
Submit Public Release to the media Annually OPI Media Release
Update USDA Nondiscrimination Statement on program As needed Marketing Materials (website,

materials (vital documents and marketing materials)

flyers, media release, etc)

|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 Per Year

Keep Documentation Form

Maintain Written Procurement Policy

Annually

Keep a Copy

Annual Civil Rights Training for Staff

Once Annually

Keep Documentation Form

Professional Development Opportunities/Requirements

Complete Required Sponsor SFSP Training (via Bright Track)

Must be COMPLETED before
applications are approved

Keep Certificate. Indicate date
on MAPS agreement.

Sponsor Provide SFSP Training for All Site Staff

Before Start of Operation

Keep Documentation Sheet in
Records

Required Self-Reviews

Preapproval Site Review: Only New and Problem Sites Before Start of Operation Keep a Copy
Initial Site Visit for New and Problem Sites Within First Two Weeks of operation Keep a copy
By the Fourth Week Site Self Review for each site Within First Four Weeks of operation Keep a Copy

Daily Tasks to Complete

Production Records for Each Meal Service Daily Keep in Records
Receiving Records (for meals delivered to sites) Daily Keep in Records
Daily Meal Counts for Each Meal Service Daily Keep in Records

Other Tasks/Duties
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
Additional Requirements for Enrolled and Camp Sites
Enroliment Data for Each Session

As Received

Pre-Operation

Keep Documentation

Keep Documentation Used

Send Public Release to Media
Vended Sites Only

Agreement to Furnish Food

Annually

Pre-Operation

Keep a Copy & Record Date

Keep Copy in Records

Receiving Records
Resources

Daily

Keep in Records

SFSP Administrative Guidance for Sponsorg Sponsor to Review As needed
SFSP Site Supervisor’s Guidd Site Supervisor to Review As needed

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 less than 10 operating days. For
months with less than 10 operating days, combine the month with another (e.g., combine August and September on the

This institution is an equal opportunity provider.

September claim).

4

opi.mt.gov


https://opi.mt.gov/Leadership/Management-Operations/School-Nutrition/Summer-Food-Service-Program#10463312347-summer-food-service-program-promotional-materials:~:text=Summer%20Food%20Service%20Program%20Promotional,Free%20Summer%20Meals%20Poster
https://apps.opi.mt.gov/osp/
https://montanaopi.cnpus.com/prod/PublicSplash.aspx
https://www.fns.usda.gov/civil-rights/usda-nondiscrimination-statement-other-fns-programs
https://drive.google.com/file/d/1_ZuFSEp2ShinsJf7be0ydeyOjqTS1-rl/view?usp=sharing
https://opi.mt.gov/Portals/182/Page%20Files/School%20Nutrition/Procurement/Procurement%20Resource%20Packet%20Fillable_July%202022.pdf?ver=2022-07-13-103009-967
https://mtsfsptraining.com/#:~:text=Civil%20Rights%20Training%202023%20(MT%2D150)
https://mtsfsptraining.com/
https://drive.google.com/file/d/1ITRAaURb7btsWgT9ifBtGBSyjaLpW7LG/view?usp=sharing
https://drive.google.com/file/d/13cWTExuPA8iGgKqJ3M6yAHzMBkxof8zL/view?usp=sharing
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://docs.google.com/spreadsheets/d/1ghX4W1bv9gU6CCl9RbRlQxWQEs4hAtVU/edit?usp=sharing&ouid=105341798508886117195&rtpof=true&sd=true
https://docs.google.com/document/d/1xt053AdzXcpMiIuJDGR88DBgr_H_gaxI/edit?usp=sharing&ouid=105341798508886117195&rtpof=true&sd=true
https://drive.google.com/file/d/1oPH8KYRrcbkALV5ozq0kKIxAeCpyiRMe/view?usp=sharing
https://montanaopi.cnpus.com/prod/PublicSplash.aspx
https://docs.google.com/spreadsheets/d/1gWqMuMQQl3lCbmcer6HCd8HTggqCZeh1/edit?usp=sharing&ouid=105341798508886117195&rtpof=true&sd=true
https://montanaopi.cnpus.com/prod/PublicSplash.aspx
https://docs.google.com/document/d/1J-oOHQJYr6i6Sc_E2BRMpz87Gl_1Sp0c/edit
https://drive.google.com/file/d/1dKaphxInD-ha7VjU9iy0nltAq3drYvs2/view?usp=sharing
https://docs.google.com/document/d/1xt053AdzXcpMiIuJDGR88DBgr_H_gaxI/edit?usp=sharing&ouid=105341798508886117195&rtpof=true&sd=true
https://fns-prod.azureedge.us/sites/default/files/sfsp/AdminGuideSponsors.pdf
https://fns-prod.azureedge.us/sites/default/files/sfsp/SFSP-Supervisor%20Guide%202017_RELEASE.pdf
https://dphhs.mt.gov/publichealth/EHFS/countytribalhealthdepts
https://fns-prod.azureedge.us/sites/default/files/resource-files/sfsp-adminguide-2016.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/sfsp-site-supervisors-guide-2017.pdf



