TRANSPORT DAILY RECORD 

INSTRUCTIONS

Make two copies:  

1. Vendor

2. School Food Authority (SFA)

All parts must be completed unless noted otherwise.

The Vendor shall complete the following:


PART 1:  


· SFA Name

· SFA Address

· Vendor name

PART 2:  

· Serving Site 

· Meal 
· Date

· Menu

· Grade levels

· Number of ordered meals for grade levels

· Vendor Signature

· Departure Time

PART 3:

· Menu Items, including condiments
· Serving size and serving utensil for each menu item
· Number of pans, bus box, and miscellaneous items being sent (optional)

· Sample tray sent - check box (optional)

· Total number of pans (optional)

· Total number of lids (optional)

· Departure Temperature, Time, Initials – temperatures of menu items, times the temperatures were taken, and employees’ initials

· Comments - any comments for vendee

PART 5:
· Circle any items that are being delivered
TRANSPORT DAILY RECORD

INSTRUCTIONS (continued)
The School Food Authority (SFA) shall complete the following:

PART 2:  

· Number of received meals for grade levels
· Number of leftover meals for grade levels

· Number of non-reimbursable (meals without all components) and damaged (e.g., dropped meals) meals

· Receiving Site Signature
· Arrival Time
PART 3:
Check to insure that everything was sent - all menu items, condiments, etc.
· Arrival Temperature, Time, Initials – temperatures of menu items, times the temperatures were taken, and employees’ initials

PART 4:
· Types of Milk
· Milk:  Beginning Inventory, Received, Total, Served, Milk Sold A La Carte, Leftover
(Beginning Inventory + Received = Total – Served – Milk Sold A La Carte = Leftover)
OTHER ITEMS:
· Verify disposable supplies were sent (if included in contract)

· Keep second copy of “Transport Daily Record” form for your records
· Contact your vendor of any discrepancies immediately
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