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Preparing for an  

Administrative Review:

Part 1

 

Welcome to Part 1: Preparing for an 
Administrative Review for School 
Nutrition Programs (SNP). During this 
training we will discuss the general 
overview of the administrative review 
process and more in-depth information 
about the Access and Reimbursement 
section to assist sponsors in being 
successful. 
 
The passage of the Healthy, Hunger-
Free Kids Act of 2010 resulted in 
significant changes in the National 
School Lunch and School Breakfast 
programs. The Healthy, Hunger-Free 
Kids Act included many program 
revisions, including the mandate for 
USDA to develop a unified monitoring 
process.  
 
The Administrative Review process 
occurs on a 3 year review cycle and 
incorporates both off-site and on-site 
activities.  
 
The Administrative Review process 
ensures program integrity and 
compliance with federal law and 
regulations in the operation of the 
National School Lunch and School 
Breakfast Programs.     
 
 
 



Slide 2 Administrative Review Structure 
Section 1 Section 2 Section 3 Section 4 Section 5

Access & 
Reimbursement

• Eligibility 
Determination

• Benefit Issuance

• Verification

• Meal Counting,
Claiming and 
Reimbursement

Nutritional
Quality/Meal 
Pattern

• Meal 
Components

• Offer versus 
Serve

• Dietary 
Specifications 
and Nutrient 
Analysis

Resource 
Management

• Nonprofit 
School Food 
Service 
Account

• Paid Lunch 
Equity

• Revenue from 
Non-program 
Foods

• Indirect Costs

General Program 
Compliance

• Civil Rights

• On-site 
Monitoring

• Local Wellness 
Policy

• SMART Snack 
(Competitive Foods)

• Professional 
Standards 

• Water

• Food Safety

• SBP & Summer 
Meals 
Outreach

• Record Keeping

Other Federal 
Program Reviews

• Afterschool 
Snack Program

• Seamless 
Summer 
Option

• Fresh Fruit and 
Vegetable 
Program

• Special Milk 
Program

 

The Administrative Review process has 
been organized into five monitoring 
sections: 

• Access and Reimbursement  
• Nutritional Quality/Meal 

Pattern  
• Resource Management  
• General Program Compliance  
and  
• Other Federal Programs 
 

Within each monitoring section there 
are several modules, each of which 
addresses a specific review area.   
 
For each module there are both off-site 
and on-site activities that occur before, 
during, and after the assigned specialist 
is on site. 
 
This process allows for the most 
efficient collection, submittal, and 
analysis of data and information for a 
given review area. 
 
The sections of the  Administrative 
Review training are divided into 3 parts.   
Section one is covered in this training.  
Section 2 and 3 are covered in Part 2 of 
the training series and section 4 and 5 
are covered in Part 3. 
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Review Process

On-site Review

Assessment of Current Practices

Off-site Tool 

 

The administrative review uses a multi-
step process to determine the 
Sponsor’s level of compliance with 
Federal and State Regulations.   
 
The review begins with an Off-site 
Assessment Tool.  The off-site 
assessment is completed in advance of 
the on-site portion of the 
administrative review. The Off-site Tool 
is emailed directly to the CNP program 
manager. You can view the off-site tool, 
at any time, on the ODE CNP 
Administrative Review webpage.   
 
The Off-site Assessment Tool provides 
ODE CNP specialists with some baseline 
information about a sponsor’s current 
practices.  
 
The information collected during the 
off-site assessment will be validated by 
the specialist on-site based on staff 
interviews and specialist observations. 
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Here is a general timeline for the 
Administrative review.  It is very 
important that you follow the deadlines 
and complete all necessary documents 
requested by ODE CNP.  
Step 1 Sponsors scheduled for an 
Administrative Review in the current 
school year will receive notification by 
the end of August.  The notice is sent to 
all contacts listed in CNPweb.   
• Step 2 The off-site tool is completed 

by the sponsor and sent back to ODE 
by the due date listed in the 
administrative review letter.  The off-
site tool is returned electronically. 

• Step 3 Sponsors will receive 
notification of the on-site review 



date at least 30 days before the 
review is scheduled to occur.     

• Step 4 Two or three weeks before 
the on-site visit,  the ODE specialist 
will contact the Sponsor to request 
meal pattern and benefit issuance 
documents and answer any 
questions about the review process. 

• Steps 5 and 6 the ODE CNP specialist 
will arrive on the scheduled day for 
the on-site visit and conduct an 
entrance conference.  During this 
time the specialist will discuss the 
off-site assessment along with the 
on-site review process.  The length 
of the on-site visit will depend on 
the size of the program.   

• Step 7 the Exit conference will be 
conducted 

• Step 8 During the exit conference 
the ODE CNP specialist will address 
review findings, corrective action 
plan and timelines, any potential 
fiscal action and the appeal process. 
The Document of Administrative 
review findings report will be left on-
site or sent to the sponsor within 30 
days of the exit conference. 

• Step 9 Corrective Action is 
completed by the sponsor and is 
submitted to the ODE Specialist by 
an agreed upon deadline. 

• Step 10a Corrective Action is 
accepted and approved by the ODE 
specialist and the Administrative 
Review is closed. 

• Step 10b Corrective Action is not 
accepted.  Further collaboration is 
needed between the sponsor and 
the ODE CNP specialist to bring 
program operations into compliance. 

• Step 11 The Additional Corrective 
Action is accepted and approved by 
the ODE specialist and the 



Administrative Review is closed. 
 
 
 

Slide 5 
Administrative Review Checklist

• Provided to assist in preparing for 

Administrative Review

• Specific off-site and on-site materials

• Operation Checks –

• Meal Counting and Claiming

• Meal Service

• Food Safety

• Afterschool Snack

 

The Administrative Review 
Checklist is a tool that sponsors 
may use to assist them in 
preparation for the 
Administrative Review. The 
checklist is sent out by email to 
sponsors prior to the review, but 
is also available on our website.  
 
The checklist details areas that 
will be reviewed and lists 
documents that sponsors need 
to provide to the specialist 
either off-site, before the 
review, or during the on-site 
portion of the review.  
 
Operation checks are 
incorporated into some areas of 
the checklist. These are optional 
self-checks that the sponsor 
may complete to assess 
compliance at sites. For areas 
that are listed as operation 
checks during the on-site 
portion of the review the 
specialist also observing how 
these areas perform. For 
example, the specialist will 
observe breakfast and lunch 



meals and will specifically focus 
on how the Point of Service or 
meal counting and claiming 
procedures take place at the site 
being reviewed.   
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Section 1 Section 2 Section 3 Section 4 Section 5

Access & 
Reimbursement

• Eligibility 
Determination

• Benefit Issuance

• Verification

• Meal Counting,
Claiming and 
Reimbursement

Nutritional
Quality/Meal 
Pattern

• Meal 
Components

• Offer versus 
Serve

• Dietary 
Specifications 
and Nutrient 
Analysis

Resource 
Management

• Nonprofit 
School Food 
Service 
Account

• Paid Lunch 
Equity

• Revenue from 
Non-program 
Foods

• Indirect Costs

General Program 
Compliance

• Civil Rights

• On-site 
Monitoring

• Local Wellness 
Policy

• SMART Snack 
(Competitive Foods)

• Professional 
Standards 

• Water

• Food Safety

• SBP & Summer 
Meals Outreach

• Record Keeping

Other Federal 
Program Reviews

• Afterschool 
Snack Program

• Seamless 
Summer 
Option

• Fresh Fruit and 
Vegetable 
Program

• Special Milk 
Program

Administrative Review Structure

 

The administrative review process has 
five monitoring sections this section of 
the presentation will review Access and 
Reimbursement.  
 
The purpose of this section of the 
review is to assure that eligible 
students are only counted: 
• For reimbursable meals served (one 

of each meal or snack per eligible 
student per day) 

• By eligibility category (Free, 
Reduced-price and Paid) 

• Daily 
• Without overtly identifying students’ 

eligibility categories 
 
For the purposes of the review, 
“Access” means the determination of 
students’ benefits from receiving 
documentation, to issuing benefits, 
notifying households and using the 
information at the POS. 
This is called the “certification process.” 
 
“Reimbursement” means counting & 
claiming meals by Free, Reduced-price 
or Paid categories. 
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Overview
Certification Process

• Benefit Issuance

• Eligibility Determination

• Certification Goals

―Timely

―Up-to-date

―Accurate 

―Students in correct 
category at POS

Verification

• Benefits issued to eligible 
students

Meal Counting & 
Claiming

• 1 meal type per student 
per day per category

• Valid claims

 

Access or the “Certification process” 
includes  Benefit Issuance starting with 
Eligibility determination process for 
applications, Direct Certification, 
homeless, migrant , and Even and Head 
Start documentation.   
 
The  “ Certification Process” monitoring 
goal is to ensure that the sponsor’s 
system for issuing benefits is: 

•  Timely,   
•  Up-to-date 
•  Accurate 
•  And that Students are in the 
correct  benefit category (free, 
reduced-price or paid) at Point 
of  Service (POS ) 

 
Verification is monitored due to the 
role it plays in ensuring that benefits 
are issued to eligible students 
 
The monitoring goal for “Meal Counting 
and Claiming” is to assure only 1 meal 
type per student per category is 
counted and that claims for 
reimbursement are valid.  
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Access and Reimbursement

Off-site Assessment:

• Eligibility 

determinations

• Eligibility certifications

• Verification

• Updating applications

Alerts to potential areas 

of non-compliance 

On-site Review:

• Accurate 

certification 

process

• Accurate counting 

and claiming 

system

• Accurate 

Verification process

 

The  Off-Site Assessment Tool for 
Access and Reimbursement evaluates 
the sponsor's processes for reviewing 
eligibility determinations, certifications, 
verification  and updating applications.  
It can alert specialists to potential areas 
of non-compliance. 
 
During the On-site Review specialists 
will verify that the sponsor’s system is 
working to provide: 
 An accurate certification 
process resulting in correct benefits 
issuance 
 An accurate counting and 
claiming system 
 And an accurate verification 
process 
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Benefit Issuance

Eligibility Determinations are from:
• Household Applications

• Income

• Categorical = SNAP/TANF/FDPIR

• Direct Certification

• Foster children

• Homeless/runaway lists

• Migrant Lists

• Even Start/Head Start lists

 

Eligibility determinations are made 
from: 
Household Applications for income   
Household Applications for 
categorically eligible which includes: 
SNAP (Supplemental Nutrition 
Assistance Programs  
TANF (Temporary Assistance to Needy 
Families ),  
FDPIR (Food Distribution Program for 
Indian Reservations )  
Direct Certification  
Foster child(ren) documentation or 
application Homeless/runaway lists 
Migrant lists and Even and Head Start  
lists  
 
The complete list of eligible students is 
called the Benefit Issuance Document. 
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Off-site Activity

Sponsor-wide Point of Service (POS) list  must be 

in Excel and include:

• Free & reduced-price eligible

• No paid or denied students

• No duplicates

 

Benefits Issuance is the link between 
the sponsor’s certification process 
(when free or reduced-price benefits 
are determined) and the Sponsor’s 
meal counting and claiming system. 
When a student’s benefits are used at 
the POS to count and claim meals, the 
system must be accurate.  
 
The Benefit Issuance Document is an 
excel list for all the sponsor’s schools, 
not just the review schools. 
 
The requirements for the excel 
spreadsheet are: 
•  Include only free & reduced-price 
eligible students 
•  No paid or denied students 
•  No duplicates 
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Document – Off-site Activity

 

Here is a sample Benefits Issuance 
Document for you to see. 
 

Required Information includes: 
• Student’s Name  
• School Name  
• Benefit status/Category 

(Free/Reduced) 
• Certification Method  (ie., 

Direct Certification, Direct 
Certification extended for 
siblings, income applications, 
categorical applications, etc.) 

• Approval date  
• Identifying students who 

were selected for Verification 
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Benefits Issuance Document 

Off-site Activities

Send by Secure File Transfer to 
ode.schoolnutrition@ode.state.or.us

Assigned Specialists will:

• Randomly select students for review

• Notify sponsors which students will be reviewed

• Sponsors will prepare documentation

Do not fax or email this confidential 
information

 

Sponsors send the Benefits Issuance 
Document in Excel via Secure File 
Transfer to 
ode.schoolnutrition@ode.state.or.us   
This information is confidential and our 
public website has instructions on how 
to use the “ODE Secure File Transfer.”  
The link is on the resource handout 
provided to you as part of this training 
series.   
  
After your Benefits Issuance Document 
is submitted, your assigned specialist 
will notify you which students have 
been selected for review. 
Sponsors will prepare the appropriate 
documentation for the On-site Review 
by locating and organizing the 
applications, direct certifications and 
other supporting documentation of 
free or reduced eligibility of students 
selected for review.     
 
As a reminder - Do not fax or email  this 
confidential information. 
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Benefits Issuance - On-site Review

Validate:

• Sponsor’s procedures indicated in Off-site 

Assessment Tool

• Student eligibility determinations

• Benefit Issuance at Point of Service

• Review denied applications

 

During the On-site review  
Assigned Specialists will : 
Validate: 
•  The sponsor’s process/procedures 

as indicated in the Off-site 
Assessment Tool 

•  Students certification/eligibility 
•  Benefit issuance @ POS 
•  and review some denied 

applications and copies of letters 
sent to these households. 
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Benefits Issuance - Fiscal Action
Taken for:

• Categorical applications missing/invalid case 

numbers

• Income applications missing information

• Mis-categorization 

• Benefit Issuance Errors at POS

• Failure to update verification changes at POS

 

Benefits Issuance fiscal action is taken 
for errors on the certifying documents 
as follows: 

•  Categorical Applications  
approved with missing or invalid 
SNAP or TANF case numbers 
•  Income Applications 
approved with missing 
information, Mis-categorized 
applications  i.e., a free 
certification should have been 
reduced 
•  Benefit issuance errors at the 
POS 
•  Failure to update the POS 



with status changes resulting 
from verification 
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On-site Review

• Validate Off-site Assessment Tool 

• Evaluate a sample of verified applications

• Use prior year’s documentation if current 

unavailable

 

During the on-site visit all verification 
documentation must be available . 
Assigned Specialists will: 
• Validate verification information 

listed in the off-site Assessment Tool 
 
• Test the verification process by 

evaluating a sample of verified 
applications. 

 
and  
 
• Use prior year’s Verification 

documentation if the current year’s 
is unavailable 

  
 
 
 



Slide 16 Meal Counting, Claiming and 

Reimbursement

• Validate claims – Breakfast, Lunch, Snacks

• Claim only 1 meal type per student/day

• Provide accurate counts = accurate 
reimbursement claims (Free/Reduced/Paid)

• Compare CNPweb claim to reviewed counts

• Review claim consolidation methods

 

The purpose  of reviewing Meal 
Counting and Claiming is to ensure that 
the sponsors’ process is accurate and 
that meals meet all Federal 
requirements. 
 
Assigned specialists will:  
• Validate claims for Breakfast, Lunch 

and Afterschool Snack Programs if 
the sponsor is participating 

• Assure that only 1 of each meal type 
( breakfast, lunch, snack) is claimed 
per student per day 

• Test the sponsor’s system to see if it 
provides  accurate meal counts by 
category (free, reduced, and paid) 
yielding accurate reimbursement 
claims 

• Compare sponsor’s CNPweb claim 
for the review month to counts 
validated by the specialist. 

• And review claim consolidation 
methods at the sponsor level 
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On-site Review

• Confirm Off-site Assessment Tool

• Observe Meal Service

• Determine if  Overt Identification exists

• Determine POS counts are accurate 

• Ask POS cashier about: 

− Sponsor’s charge policy

− POS student ID

− POS overrides

• Review claim consolidation 

 

During the On-site review, assigned 
specialists will: 
• Confirm that the information  

provided on the Off-site Assessment 
Tool is correct and accurately reflects 
current practice. 

 Observe meal service   
 Determine if overt identification 

exists.   
 Determine if the POS (point of 

service)  counts are accurate for only 
reimbursable meals 

 Ask POS  cashier(s) about the 
following: 



 If the sponsor’s charge policy 
is being followed? 

 How students without proper 
ID are handled ? 

 Excessive amounts of meal 
overrides 

 And review claim consolidation 
methods at the site level 
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Fiscal Action

Taken for:

• Count Consolidation Errors

• Meal counts do not equal number served

• Meal counts exceed number of eligible 

Free/Reduced/Paid

• Second and/or ineligible meals were counted 

incorrectly for reimbursement

 

Meal Counting & Claiming Errors that 
require fiscal action are:   
 
•  Meal count consolidation -- These 

are  clerical errors. 
  
2)  Meal counts that do not equal 
number served 
 
3)  Meal counts that exceed number of 
eligible Free, Reduced or Paid students 
 
4)  Second and/or ineligible meals 
(adult or a la carte) were counted 
incorrectly for reimbursement. 
 
Reminder: Program documentation 
must be kept for 3 years + current 
operating year. 
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Common  Findings 

Benefits Issuance

• Initial eligibility determination incorrect

• Invalid/missing SNAP/TANF case numbers

Meal Counting and Claiming

• Clerical errors

• Differ from what was submitted in CNPweb

 

Access and Reimbursement common 
administrative review findings include: 
 For Benefits Issuance 

• The sponsor’s initial eligibility 
determination was incorrect; 
•Invalid or missing SNAP/TANF 
case numbers 
 
 For Meal Counting and 
Claiming 
•Clerical errors 
•Claims  that differ from what 
was submitted in CNPweb 
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Common  Findings 

Verification

• Sponsors not conducting Verification 

• Sponsors completing Verification 

process incorrectly

 

Common findings for 
Verification are: 
 
•  Sponsors not conducting 
Verification at all 
 
•  Sponsors completing 
Verification process incorrectly  
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Questions?

 

If you have any questions about part 
one of this Administrative Review 
training please contact your Assigned 
Child Nutrition Specialist. 
 
 



Slide 22 The U.S. Department of Agriculture prohibits discrimination against its customers, 

employees, and applicants for employment on the bases of race, color, national 

origin, age, disability, sex, gender identity, religion, reprisal, and where applicable 

political beliefs, marital status, familial or parental status, sexual orientation, or all 

or part of an individual’s income is derived from any public assistance program, or 

protected genetic information in employment or in any program or activity 

conducted or funded by the Department.  (Not all prohibited bases will apply to all 

programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete 

the USDA Program Discrimination Complaint form, found online at 

http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, 

or call (866) 632-9992 to request the form.  You may also write a letter containing all 

of the information requested in the form.  Send your completed complaint form or 

letter to us by mail at U.S. Department of Agriculture, Director, Office of 

Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by 

fax (202) 690-7442 or email at program.intake@usda.gov

Individuals who are deaf, hard of hearing or have speech disabilities may contact 

USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 

(Spanish). USDA is an equal opportunity provider and employer.

 

Thank you for participating in Preparing 
for an Administrative Review Part 1.  
We greatly appreciate all of the work 
that you do to fuel Oregon’s future.   
 
 
 
 

 


