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Managers/Trainees End of Year Standard of Operating Procedures (SOP)
Contact Secretary to schedule a check in time to return items listed below on the last business day:
End of Year Reports - return to SN Office on the last business day in folder provided:                                                           
1. Any late monies collected ready to deposit.  

2. Change fund must be deposited on a separate deposit slip. Change Fund deposit code in Manager Handbook.

3. All credit and regular invoices not yet turned in.

4. Closing Inventory (paper copy)
5. New School Year Opening Orders Produce, Bread, Groceries frozen, staple and chemicals.
6. Participation Percentage Report with Documentation.
7. Change Fund Request
8. Office Supply Request
9. All employee must submit payroll time sheet (hours worked)

10. List of Staff attending the specialist health card renewal class.

11. Emergency Roster (print all rosters/reports on last business day)
12. Student Roster – 2 copies (Active & Inactive); 2 copies (1 for Office/1 Campus)
13. Adult Roster – 2 copies (Active & Inactive); 2 copies (Inactive) (1 for Office/1 Campus)
14. 12th Grade Roster – 1 copy (Active & Inactive) for Office
15. Pre-K Roster – 1 copy (Active & Inactive) for Office
16. Elementary 5th Grade Emergency Roster for (Active & Inactive) - 1set
17. Middle School 8th Grade Emergency Roster for (Active & Inactive) - 1 set

18. Meal Charge Report (Active  & Inactive) – 1 set
19. Submit Uniform Orders

20. Submit Summer Kitchen Repairs
21. List of Staff Names and current phone numbers 
Other items to be return 
22. Federal Records Box (filed monthly as listed on label)
· Free & Reduced Eligibility Rosters

· Deposit Slips with supporting documentation

· Participation and Meal Count Report
· HACCP Records
23. Check in all school keys – please remove keys that are not needed and place in a change envelope with your school name.

24. All Recipe Books, Material Safety Data Book, HACCP Book, Manager Manual.

25. Return all unused printed materials Ex. Free & Reduced Meal Applications, Deposits Slips, Security Deposit Bags, Emergency Leave Forms, charge envelopes, etc…
25.Return all Mailbags and please wipe clean.
Other information: 
26.Unplug milk coolers, ice cream freezers, reach-in coolers and freezers  over the summer.
27.Submit a Work Order to unplug vaults for cleaning. 
Contact the office if you have any bread, produce and ice cream left.  It may be used in the summer feeding program.
28.Catering Supplies - Please check your school lounges, athletic dept. for any catering items that may belong to school nutrition.  Contact SN Office by email to pick up items.
29.Absolutely NO FOODS should be carried home.  Take all personal belongings home over the summer.
30.Vendor racks & crates must be picked up for the summer. Please inform the delivery route man.  Make arrangements with the Milk vendor to pickup leftover milk. If milk is not picked up by mid morning notify SN office ASAP.
31.Please put away for the summer items that could disappear such as scales, small utensils, knives, serving pans, etc...  Please leave in place all larger equipment. 
32.Leave computers in place and leave on and Do Not Cover. Upgrades and preventative maintenance will be completed on units. 
33.  All staff will be informed of New Year In-Service
List of Kitchen and Equipment Cleaning: 
List kitchen and equipment cleaning:
· Clean vent-a-hoods

· Clean drawers, freezers, refrigerators and oven handles

· Thoroughly clean cafeteria tables

· Clean walls for any dust and grease build up.

· Clean ice cream freezers and milk boxes, unplug and leave open for the summer

· Thoroughly hose down and scrub floors clean.

· Remove all gum from walls and floors 
· Thoroughly clean vault walls, shelving, floors and doors (exterior and interior).

· Clean the compressor fan cover in vault

· Thoroughly clean all refrigerators and door gaskets and leave unplugged for the summer (leave doors open)

· Thoroughly clean all freezers and door gaskets .

· Clean ovens inside and out, remove all grease build up on doors and glass.

· Clean mixers to remove grime.

· Clean serving lines, bottom and top shelves and glass.

· Thoroughly scrub grime off carts.

· Clean shelves in the pantry.

· Clean all floor and wall fans.

· Clean Door Screens
· Clean and empty out back door storage areas.

· Clean and scrub trash cans inside and out and allow to dry before storing.
· Remove grime build up on serving pans, lids, full and half sheet pans around the corners, cake pans, tea dispenser etc… using brillo pads.  
· Managers clean your desk and work spaces.

· Remove signage and remove any tape. DO NOT throwaway USDA required posters & Health Dept. Inspection report.  
