RECEIVING SCHOOL RECORD
	Completed by Central Kitchen

	Receiving School
	     
	
	Date
	     
	

	Estimated Count
	     
	
	Time Food Sent
	     
	

	 FORMCHECKBOX 
  Breakfast
	 FORMCHECKBOX 
  Lunch
	 FORMCHECKBOX 
  Offer vs. Serve
	 FORMCHECKBOX 
  After-School Snack


	
	Menu
	     
	
	Comments

	
	     
	
	     

	
	     
	
	

	
	     
	
	

	
	     
	
	

	
	     
	
	


	Serving Size
	
	Completed by Hostess

	Grades
	Grades
	Components
	Servings

Per Pan
	Pan

Count
	Food

Temp
	Amount

Received
	Over or

Short

	
	
	Entrées
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	Other Components/Items
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	Milk (Specify Types)
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	
	
	Other Food/Condiments
	
	
	
	
	

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     

	     
	     
	     
	     
	     
	     
	     
	     


	Age/Grades
	Number of

Meals Served
	
	Time Food  Received
	     
	

	Age/Grades
	     
	
	     
	
	
	

	Age/Grades
	     
	
	     
	
	Hostess:  Return completed form to Central Kitchen daily.
	

	Total Student Meals
	     
	
	
	

	Total Adult/Other Meals
	     
	
	
	

	Total Meals Served
	     
	
	Signature of Hostess

	

	
	
	
	
	


RECEIVING SCHOOL RECORD INSTRUCTIONS

Receiving school records must be maintained for each receiving school.  Each completed record will reflect the total number of meals served, that sufficient food was provided, and that proper food temperatures were maintained. 

The Central Kitchen will complete:

· Name of the receiving school and date. 
· Type of meal.

· Estimated meal count.

· Time the food is sent.

· Menu.

· Menu components with serving sizes for each grade group.

· Servings per pan and number of pans.

The Receiving School will complete:

· Temperatures of the hot and cold food items.  Ensure that hot and cold items are at proper temperature.  Refer to the following Standard Operating Procedures: Holding Hot and Cold Potentially Hazardous Foods; and Transporting Food to Remote Sites (Satellite Kitchens).

· Amount of food received.  This should be the same as the number of pans received (Pan Count). 

· Number of complete student and adult meals served.  Do not include second servings.

· Amount of each component that is left over or short at the end of meal service.  

· Time the food is received.

· Signature of Hostess.  Return the completed form to the Central Kitchen.
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