AR for Directors

Shelby Caballero
TDA School Operations
Senior AR Specialist
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Meet our

Speaker

Shelby Caballero

TDA School Operations Senior AR
Specialist
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TDA Food & Nutrition
School Operations

What We Do
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Acknowledgement Statement

You understand and acknowledge that:

* 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.



L

Who, What, When, Where, and Why

Ove rVieW Required Documentation

On-Site Partnership
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Myth or Truth?

The purpose of the Administrative Review is for
Texas Department of Agriculture to assess
program operations and identify any areas of
noncompliance or operational errors.



Central Office Visit
Why, Who, What?




Why??
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Review Systems & Meeting Program
Processes Requirements
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Myth or Truth?

One person is responsible for producing all
documents for the review.



Who? OND

J
Vz
Area ‘ 7# Site
Supervisor Manager

e @

49 N\ -
0-0 cro \ =soa




What?

BEFORE

One Week-
Entrance
Conference

DURING
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Observe and
Validate

AFTER
1
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Exit Conference




Preparation
Drives Success
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Myth or Truth

Thorough preparation before the on-site review
Will increase the likelihood of a successful
outcome.



Preparation Drives Success

Best Practices




Best Practices Drive Success

Communicate:

Day of Review * Ensure key contacts are
available

Prepare for:
* Unexpected Emergencies

Pre-Prepare:
* Documentation
* On-Site Logistics
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Myth or Truth

It Is appropriate for me to wait to organize all
documents for the Day of Review.



Preparation Drives Success

Documentation
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# Documentation

Daily Food Production Record for Central Kitc

. Contracting Entity (CE) Nama:

. Meal Preparation Site:

. Receiving Sites:
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Day of Review

Contracting Entity [CE)

Daily Record/Accuclaim Form

Date Number of Lunch Serving Days

Site Name Mumber of Breakfast Serving Dags
Total Approved Free For Month ] Total Approved Reduced for Mon
Meal Counts for Lunch Accuclaim Tests for Lu
Served Students 8 10
2 Reimbursable Meals Bl bl Highe=st 3 Highest
E 5 Daily & Farticipation £ Daily &
1 2 3 4 Other Types & T Approved Free Approved
Free Reduced Paid Total Free Paid Free Reduced
1 0 #0NI0!
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Completed
Food Production
Records

Counts and
Edit Checks



Preparation Drives Success

On-Site

Partnership
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Myth or Truth

When TDA Staff goes into an office, it means
there is a finding.
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On-Site
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What to Expect
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‘ Breakfast: On Site

Prep Observation

Meal Service Observation
POS Observation

After Breakfast Service:
Central Office

Review Documentation
Data Entry




Lunch: On Site

Prep Observation
Service & POS Observation

After Lunch Service:

Central Office

Review Documentation

Exit Conference:
Central Office

Review Summary




Review Time
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Exit Conference
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What’s
Next?



i

Takeaways Adjust

Take Action

Keep

Eliminate




Questions?




Leave Us Your
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(877) TEX MEAL
(877) (839-6325)

SqguareMeals@Texasagriculture.gov



In accordance with federal civil rights law and U.S. Department of The letter must contain the complainant’s name, address, telephone

Agriculture (USDA) civil rights regulations and policies, this number, and a written description of the alleged discriminatory action
institution is prohibited from discriminating on the basis of race, in sufficient detail to inform the Assistant Secretary for Civil Rights
color, national origin, sex, disability, age, or reprisal or retaliation for (ASCR) about the nature and date of an alleged civil rights violation.
prior civil rights activity. The completed AD-3027 form or letter must be submitted to USDA by:
Program information may be made available in languages other 1. mail:

than English. Persons with disabilities who require alternative U.S. Department of Agriculture

means of communication to obtain program information (e.g., Office of the Assistant Secretary for Civil Rights

Braille, large print, audiotape, American Sign Language), should 1400 Independence Avenue, SW

contact the responsible state or local agency that administers the Washington, D.C. 20250-9410; or

program or USDA’s TARGET Center at (202) 720-2600 (voice and

TTY) or contact USDA through the Federal Relay Service at (800) 2. fax:

877-83309. (833) 256-1665 or (202) 690-7442; or

To file a program discrimination complaint, a Complainant should 3. email:

complete a Form AD-3027, USDA Program Discrimination program.intake@usda.gov

Complaint Form which can be obtained online at:

https://www.usda.gov/sites/default/files/documents/ad-3027 .pdf, This institution is an equal opportunity provider.

from any USDA office, by calling (866) 632-9992, or by writing a
letter addressed to USDA.

TEXAS DEPARTMEN
COMMISSIONER SID MILLER

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, TX78711 4/5/2026
TollFree: (877) TEXMEAL| Forthe hearing impaired: (800) 735-2989 (TTY)
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