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[bookmark: _GoBack]             Annual Calendar of SFSP Sponsor Responsibilities
Winter/Early Spring
	Event Date
	Activity

	
January - April
	
· Explore options for additional SFSP sites; meet with community partners

· Determine the procurement needs; start a formal bid process or obtain quotes, if vending meals from outside your organization.  Plan menus and purchase food and supplies using USDA procurement guidelines



	
March – May
	
	· Establish Site Agreements with non-
affiliated sites; document pre-operational 
site visits for all new sites and sites with
prior problems

	· Attend SFSP in-person sponsor training provided by the State Agency; complete online training modules, including the Civil Rights training
· Complete Application/Renewal Packet in 
the CNPweb; submit the required off-line 
forms by Application deadline

· If contracting for meals, obtain contract for service or amend contract with FSMC to continue service. All contracts must be 
properly procured using USDA procedures

· Plan menus for start of program

	




	
May - July
	· Collect participant eligibility documentation, if applicable   
· Publicize the program within the organization and community   
· Plan site kick-off events  
              


  
           Prior to Opening	
	Event Date
	Activity

	
May
	· Ensure the local health department has been notified about all the program sites
· Check all CNPweb site entries for accuracy, including start days, meal times and meal service types




During Summer Operation

	Event Date
	Activity

	
Daily
		· Serve meals at times and locations as approved in the CNPweb

	· Record all meals served at the point of service

	· Maintain daily records such as meal count sheets, menus, temperature logs
· Ensure compliance with meal pattern
· Conduct the required first & four-week reviews, complete the racial/ethnic form, maintain the required forms on file






Summer Operation/End of Month

	Event Date
	Activity

	
End of Month
	· Consolidate daily meal counts

· Organize and file all program related documentation; prepare for SFSP administrative review, if applicable


	
Within 60 Days
	· Submit Reimbursement Claim following the end of operating month


	
August – September
	· Evaluate program; create goals for next year




Maintain all records for three years plus the current year. Records must be retained after the three year period if prior audit findings have not been resolved.
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