Summer Food Service Program

2026 Checklist
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Annual Requirements

School Sponsors: Promote/Complete outreach for SFSP

Before the End of the School Year

Keep a Copy on file

Complete SFSP Application in MAPS

BEFORE May 15, 2026

MAPS

Submit Public Release to the media

Annually

OPI Media Release

Update USDA Non-Discrimination Statement on program
materials (vital documents and marketing materials)

As needed

Marketing Materials (website,
flyers, media release, etc.)

Reqguest Sanitation Inspection. Template available here. Also
available within your MAPS SFSP Application.

Upon submitting application in MAPS
& by Start of Operation

Keep Copy of Letter and Post
Inspection Report

Collect Racial/Ethnic Data: enter prior year’s data into MAPS
SFSP application #46.

Once per site, per year.

Keep Form on File

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

Pre-Operation Visit: for new sites, problem sites, sites changing] Before Start of Operation, attached in Keep a Copy
to non-congregate meal service. application.

Initial Site Visit for New/Problem Sites and sites changing to Within First Two Weeks of operation Keep a copy
non-congregate meal service.

By the Fourth Week Site 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

Non Congregate Meal Counts for non-congregate sites serving
multiple meals
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

As Received

Keep Documentation

Additional Requirements for Enrolled and Camp Sites
Enrollment Data for Each Session

Pre-Operation

Keep Documentation Used

Send Public Release to Media (closed/enrolled sites only).

Annually

Keep a Copy & Record Date

Vended Sites Only

Vended agreements (if applicable)

Pre-Operation

Keep Copy in Records

Receiving Records

Daily

Keep in Records

SFSP Administrative Guidance for Sponsors Sponsor to Review As needed
SFSP Site Supervisor’s Guide 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. For

months with less than 10 operating days, you may combine the month with another (e.g., combine August and
September on the September claim).
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https://opi.mt.gov/Leadership/Management-Operations/School-Nutrition/Summer-Food-Service-Program#10463312347-summer-food-service-program-promotional-materials
https://apps.opi.mt.gov/osp/
https://montanaopi.cnpus.com/prod/PublicSplash.aspx
https://opi.mt.gov/Leadership/Management-Operations/School-Nutrition/School-Nutrition-Civil-Rights
https://dphhs.mt.gov/publichealth/EHFS/countytribalhealthdepts
https://docs.google.com/document/d/1GsOLx9FRSxWTjVk24YEXO5p6x5pk34G0/edit?usp=drive_link&ouid=101887480118477839994&rtpof=true&sd=true
https://drive.google.com/file/d/1H3hpqtQE1Yxo3V5iys5rq_1tIIrQpMN5/view?usp=drive_link
https://opi.mt.gov/Leadership/Management-Operations/School-Nutrition/Procurement
https://drive.google.com/drive/folders/1_wiIIxFNeAbcKH9iDzY4swhFXjqPhjhp?usp=drive_link
https://opi.mt.gov/leadership/management-operations/school-nutrition/summer-food-service-program#10463311700-summer-food-service-program-training
https://drive.google.com/drive/folders/1D90B9w3TIC0qMkmRssOd82Fazy1ZW5Ye?usp=drive_link
https://drive.google.com/file/d/1AsmEyuVIchKHFVeQF6FLJbcnmAO3zZSz/view?usp=drive_link
https://drive.google.com/file/d/1p-e_KeRP0lRDzsCBkMw_6y6puBtJGioB/view?usp=drive_link
https://drive.google.com/file/d/1CTWcOY2n9d-WhRDnbFXvBu3Nvt19rVD4/view?usp=drive_link
https://drive.google.com/file/d/1_iLkqpqVh-PJadouHD5yzmdXhKLaeDwM/view?usp=drive_link
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://drive.google.com/file/d/1qGNnwXI_00RuF312ceBxubOKuSDd32hu/view?usp=drive_link
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://docs.google.com/document/d/1xt053AdzXcpMiIuJDGR88DBgr_H_gaxI/edit?usp=sharing&ouid=105341798508886117195&rtpof=true&sd=true
https://www.fns.usda.gov/sfsp/administration-guide
https://fns-prod.azureedge.us/sites/default/files/resource-files/sfsp-site-supervisors-guide-2017.pdf

