Administrative Review (AR) Process from the School Food Authority Perspective
Revised June 2015
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1. Prereview

2. On-site Review
at least 8 weeks
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AR Notification Letter received by SFA
SFA receives an e-mail that introduces the review, provides a link to the Off-site Assessment Tool, states the name of the NSD reviewer, and provides information about required training.
This officially marks the beginning of the AR.
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Off-site Assessment Tool
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completed by SFA & Reviewer
Off-site Assessment Tool is due at least 8 weeks prior to the on-site review.

Prereview Workshop
attended by SFA
Prereview Workshop is mandatory.


Technical Assistance/ Collaboration
SFA receives technical assistance from reviewer, if needed.

Confirmation E-mail
received by SFA
SA sends an e-mail to confirm date of the on-site review.



Entrance Conference
is conducted on site

Reviewer summarizes the results of the Off-site Assessment Tool, explains the 
on-site review process, and provides the school sites that are selected for observation.


On-site Review
is conducted

Scope of review includes five key compliance areas. 

(AR Manual* Sections II–VI)


Key 
3. Post-Review, AR Manual* Section VII

SFA = School Food Authority
SA = State Agency, CDE

= the start/end of


Closure Letter

End of AR

No
Fiscal Action



CAD
is reviewed by SA



Corrective Action Documentation (CAD) submitted by SFA


Findings




the AR

= documents completed by the SFA

= transition between
AR phases

If there was no fiscal action, receipt of the closure letter marks the end of the AR.

Claim Adjustment Letter
End of AR

The corrective action is approved. SA sends a closure letter within
30 calendar days of receipt of approved acceptable corrective action.

SFA submits documented corrective action to SA in CNIPS by the 30 day deadline for each action in the CAP.

End of AR

AR Report
written by Reviewer
Reviewer completes the electronic report in CNIPS within 30 calendar days of the exit conference and discusses final findings with SFA.


Exit Conference
is conducted
Reviewer notifies SFA of any preliminary findings and provides focused TA to correct any findings. Reviewer and SFA collaborate to establish a Corrective Action Plan (CAP),

* USDA AR Manual is located at https://www.cnips.ca.gov/ in Download Forms- Manual AR

If there was fiscal action,
SFA receives a letter with claim adjustment and notice of appeal, if appropriate.


If there were no findings, receipt of the closure letter marks the end of the AR.

if necessary.
California Department of Education (CDE) Nutrition Services Division
For an accessible version of this process, see the AR Process section of Management Bulletin SNP-23-2015 

on the CDE Web site at http://www.cde.ca.gov/ls/nu/sn/mbsnp232015.asp.
Fiscal Action





No Findings








