Daily Menu Production Worksheet Instructions

Item Number

1. Enter the calendar date showing month, day, and year.

2. Enter all menu items served on this date for the appropriate meal service.

3. Enter the name of each food used to meet meal or snack requirements. For a menu item like beef pot pie, the foods that meet the meal requirements at lunch or supper could be: beef cubes would meet the meat/meat alternate requirement; potatoes and carrots in the pie would meet part of the fruit/vegetable requirement; the pie crust would meet part or all of the grain/bread requirement.

4. Enter quantity of each ingredient or food item used to meet the meal requirements. Use weights, measures or number, (e.g., stew beef, 10 lbs; potatoes, 3 lbs; etc.).

5. Enter the portion or serving size of each menu item served (e.g., 5 oz. pie, 1/2 cup juice). Serving sizes can be shown in measures (such as cup measures, scoop size, ladle size), weight, or number (such as medium apple).

6. Enter number of child participants served at each meal/snack.

7. Enter the number of program adults served at each meal/snack (if applicable).

8. Enter the number of leftovers on the production record.  Tracking the source of leftovers is important.  Staff can also indicate whether leftovers are to be frozen for later use or incorporate into the menu in the next few days.

