
Welcome!
AR in the Central 
Office: What To Expect
Presenters: 
Shelby Caballero & Kia Alexander
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Meet our Speakers!
AR in the Central Office: What To Expect

Shelby Caballero 
TDA School Operations 
Senior Administrative 

Review Specialist

Kia Alexander
TDA Lead 

Administrative Review 
Specialist
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You understand and acknowledge that:

Acknowledgement Statement

• The training you are about to take does not cover the entire scope of 
the program, and that

• You are responsible for knowing and understanding all handbooks, 
manuals, alerts, notices, and guidance, as well as any other forms of 
communication that provide further guidance, clarification, or 
instruction on operating the program.
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Submit ALL 
Questions 
Via The App
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Required 
Documentation

On Site 
Partnership

Who, What, 
When, Where, 

and Why
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Myth or Truth?
T h e  p u r p o s e  o f  t h e  A d m i n i s t r a t i v e  

R e v i e w  i s  f o r  T D A  t o  i d e n t i f y  e r r o r s  

i n  m y  p r o g r a m  o p e r a t i o n s .
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Central Office Visit
W h y ,  W h o ,  W h a t ?
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Why?
Review Systems & 

Processes

Meeting Program 
Requirements
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Myth or Truth?
O n e  p e r s o n  i s  r e s p o n s i b l e  

f o r  p r o d u c i n g  a l l  d o c u m e n t s  

f o r  t h e  r e v i e w .
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Who?
Site

Manager
Area 

Supervisor

CND

CFO
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What?

1 Week 
Call Entrance 
Conference

BEFORE

Exit Conference

AFTER

Observe and 
Validate

DURING
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Preparation
DRIVES 

SUCCESS



13

Myth or Truth
P r e p a r i n g  f o r  t h e  o n - s i t e  r e v i e w  

w e l l  i n  a d v a n c e  i n c r e a s e s  

r e v i e w  s u c c e s s  r a t e s .
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Preparation
DRIVES SUCCESS

1
Best Practices

2
Documentation

3
On-Site 

Partnership
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Day of ReviewB e s t  P r a c t i c e s
Communicate: 
• Relevant Point of Contacts 

to be available

DRIVE SUCCESS

Prepare for:
• Unexpected Emergencies

Pre-Prepare:
• Documentation
• On-Site Logistics
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Myth or Truth
I t ’ s  a p p r o p r i a t e  f o r  m e  t o  w a i t  t o  

o r g a n i z e  a l l  d o c u m e n t s  f o r t h e  

D a y  o f  R e v i e w .



17

Preparation
DRIVES SUCCESS

1
Best Practices

3
On-Site 

Partnership

2
Documentation
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Documentation
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Buy 
American

Documentation
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RecipesBuy 
American

Documentation
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CN Labels & 
Product 

Formulation

RecipesBuy 
American

Documentation
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RecipesBuy 
American

Documentation

CN Labels & 
Product 

Formulation
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Professional 
Standards 

CN Labels & 
Product 

Formulation

RecipesBuy 
American

Documentation
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Smart Snack 
Calcs

Professional 
Standards 

CN Labels & 
Product 

Formulation

RecipesBuy 
American

Documentation
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Smart Snack 
Calcs

On Site 
Monitoring 

Forms

Professional 
Standards 

CN Labels & 
Product 

Formulation

RecipesBuy 
American

Documentation
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Day of Review
Completed 

Food Production 
Records

Counts and 
Edit Checks

Documentation
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1
Best Practices

2
Documentation

Preparation
DRIVES SUCCESS

3
On-Site 

Partnership
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Arrival Time

AR Staff  
Logistics

Building Access

Parking
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Myth or Truth
W h e n  A R  S t a f f  g o e s  i n t o  a n  o f f i c e ,  

i t  m e a n s  t h e r e  i s  a  f i n d i n g .
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AR On-Site 
Partnership

Wi-Fi

Printing Method

Work Space
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What to Expect
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Breakfast: On Site

Prep Observation

After Breakfast 
Service: Central Office

Review Documentation
Data Entry

Meal Service Observation
POS Observation Day of Review
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Lunch: On Site

After Lunch Service: 
Central Office

Exit Conference:
Central Office

Prep Observation
Service & POS Observation

Review Documentation

Review Summary

Day of Review
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Central Office Staff 
Conversations

Observations

Review Time

Documentation
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Preliminary 
Review Report

Exit  
Conference

Attendees

What’s 
Next?

Time, Date, 
Place
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Takeaways
Ta k e  A c t i o n

Ad j u s t

Eli m i n a t e

Ke e p
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Leave Us Feedback In The App!



THANK YOU!
Contact Info: 
www.squaremeals.org



This product was funded by USDA. This
institution is an equal opportunity provider.

Fraud Hotline: 1-866-5-FRAUD-4 or 1-866-537-2834 | P.O. Box 12847 | Austin, TX 78711
Toll Free: (877) TEX-MEAL | For the hearing impaired: (800) 735-2989 (TTY)

40

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the
basis of race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program
information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET
Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: 
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must
contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for
Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:

1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for
Civil Rights 1400 Independence
Avenue, SW Washington, D.C.
20250-9410; or

2. fax:
(833) 256-1665 or (202) 690-7442; or

3. email:
program.intake@usda.gov

This institution is an equal opportunity provider.

http://www.usda.gov/sites/default/%EF%AC%81les/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov
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