FOOD & NUTRITION SERVICES ANNUAL TASK CALENDAR

	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	July
	
	
	

	
	Meal an/or milk price increase recommendations to BOE
	
	

	
	Meal and/or milk price increase recommendations to BOE
	
	

	
	Breakfast Public hearing/follow up. Do press release with results preceding start of school
	
	

	
	Expect new FY Federal reimbursement and commodity entitlement rates
	
	

	
	Complete MEIS Authorization
	
	

	10
	June claim
	
	

	15
	4th Qtr PAL report available (recipient entitlement report)
	
	

	31
	Year end report to MDE - Electronically
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	August
	
	
	

	
	Meal benefit program apps/letters to all students’ homes on or before first day of school
	
	

	
	Menus and other publications to printer by mid month
	
	

	
	SNA Summer Social
	
	

	
	Prepare POS system for school year start up
	
	

	
	Update school website
	
	

	
	July reimbursement, if summer program
	
	

	
	Update staff schedules and post vacant positions
	
	

	
	Back to school employee meeting
	
	

	
	Review policy on lost, stolen, or misused meal cards/tickets
	
	

	
	Check MDE Website for Food Scoop and Administrative Policies
	
	

	
	Health Department: Request 2 inspections during the school year
	
	

	
	Program Application and Agreement Update
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	SEPTEMBER
	
	
	

	
	Dual processing of all applications for meal benefits
	
	

	
	Check MDE site for latest Food Scoop edition and administrative policies
	
	

	
	Count day report 
	
	

	
	Start onsite reviews
	
	

	
	After school snack program-onsite review/inspection
	
	

	
	Cut off date for prior year meal benefit eligibility, last school day in September
	
	

	
	Update School Website
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	OCTOBER
	
	
	

	1
	Start verification process 
	
	

	10
	Reimbursement claim for Aug/Sept
	
	

	
	Recommend an audit of Meal Benefit Applications for verification
	
	

	
	Check MDE for Food Scoop and Administrative policies
	
	

	
	Commodity Entitlement funds are determined for current year
	
	

	15
	1st Qtr PAL report available
	
	

	
	
	
	

	
	National School Lunch week
	
	

	
	Continue onsite reviews
	
	

	
	Commodity Values assigned for school year-Check Food Scoop
	
	

	
	Update School Website
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	NOVEMBER
	
	
	

	10
	Reimbursement claim for October
	
	

	
	Check MDE for Food Scoop and Administrative Policies
	
	

	15
	Verification completed
	
	

	
	Review budget
	
	

	
	Update School Website
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	DECEMBER
	
	
	

	
	Declare commodity cooperative membership, if necessary
	
	

	
	Check MDE for Food Scoop and Administrative Policies
	
	

	10
	Reimbursement claim for November
	
	

	
	Continue On-site Reviews
	
	

	
	Update School Website
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	JANUARY
	
	
	

	10
	December reimbursement claim due
	
	

	
	Check MDE for Food Scoop and Administrative Policies
	
	

	15
	2nd qtr PAL report available
	
	

	
	SNA MI Industry conference on child nutrition
	
	

	
	Continue On-site Reviews
	
	

	
	Update School Website
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	FEBRUARY
	
	
	

	1
	Onsite reviews completed breakfast and lunch
	
	

	
	Check MDE for Food Scoop
	
	

	
	Summer feeding – begin procurement
	
	

	
	Count day report
	
	

	
	SNA Legislative Action Conference, Washington D.C.
	
	

	10
	Reimbursement claim for January
	
	

	
	Update School Website
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	MARCH
	
	
	

	10
	Reimbursement claim for February
	
	

	
	Check MDE for Food Scoop and Administrative Policies
	
	

	
	National School Breakfast Week
	
	

	
	ACDA – American Commodity Distribution Association Conference
	
	

	
	Renew Health Dept licenses
	
	

	
	Continue summer feeding procurement
	
	

	
	After school snack program – Onsite review/inspection
	
	

	
	Update School Website
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	APRIL
	
	
	

	
	Start procurement/bids for next school year
	
	

	10
	Reimbursement claim for March
	
	

	
	MSBO Annual Conference
	
	

	
	New year budget completed
	
	

	15
	3rd Qtr PAL report available
	
	

	
	SNA of MI Annual Conference
	
	

	
	Update School Website
	
	

	
	Start procurement for Summer Food Service, 

 Program, if applicable
	
	

	
	Review Wellness Policy for next school year
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	MAY
	
	
	

	10
	Reimbursement claim for April
	
	

	
	Award food service contracts/vendor agreements/vendor contracts
	
	

	
	Complete MEIS authorizations
	
	

	
	Check MDE for Food Scoop and Administrative Policies
	
	

	
	Update School Website
	
	


	Recommended Date for Accomplishment
	Task Description
	Completion Date
	Comments

	JUNE
	
	
	

	
	Reimbursement claims for May and June due
	
	

	
	Check MDE for Food Scoop and Administrative Policies
	
	

	
	Year end inventory
	
	

	
	Year end commodity inventory
	
	

	
	Compile data and documents for audit
	
	

	
	Food and supply bids or quotes as required
	
	

	
	Expect new FY family meal benefit applications and applicable documents – MDE website
	
	

	
	CNAP application renewal available
	
	

	
	MDE summer workshops
	
	

	
	Review selling prices for meals and ala carte items
	
	

	
	Update catering guide-selections and prices
	
	

	
	Close school year books
	
	

	
	Update School Website
	
	

	
	
	
	

	
	
	
	


