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Sponsors are responsible for monitoring food service operations at each site or program to assure that they are being operated according to regulations and 
guidelines.  Regulations require three monitoring reviews at each site each year, with the first review to be conducted during the first six weeks of program 
operation. Two of the three reviews must be unannounced, and one of the unannounced visits must include a meal observation. Regulations also require 
that no more than 6 months elapse between reviews.  Forms provided by the State Agency must be completed and used as documentation of the reviews. 
 
Instructions:  List each site sponsored.  Indicate planned review dates in each trimester for each site.  For the reviews that will include observation of a 
meal service, record meal type to be observed.  Indicate which reviews will be unannounced. Once the review is completed, enter the actual review date 
and information on the review log form.  The State Agency will compare the proposed schedule to the review log, and review all completed monitoring visit 
forms (review forms) during an administrative review. 
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