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For Area Agencies: 
Provide the following documents to the SUA three weeks prior to the monitoring visit.
a. ☐ AAA policies and procedures manual (if any updates have been made since FY20).
b. ☐ Example client intake forms to review during monitoring for both congregate and home delivered meals (nutrition counseling referrals if applicable). 
Please include the following:
i. ☐ Forms with redacted names and personal information (one congregate, one HDM).
ii. ☐ Your process and procedure, including supporting documents (i.e.: an intake), for your agency’s review and verification of eligibility from contracted and subaward meal sites/senior centers using presumptive eligibility for services (SUA-19-PI-14).
c. ☐ Examples of recent nutrition education materials used at both congregate meal sites and for home-delivered meal clients (please provide a copy of each).
d. ☐ 2-3 Sample menus from centers.
e. ☐ Menu pattern/approval forms:
i. ☐ Examples of how current menus are approved (Show if RD signed/approved menus). 
f. ☐ Home delivered meal forms for suggested contributions (please include all examples).
g. ☐ COVID-19: Please provide a brief summary of how client needs were met during the COVID-19 Pandemic. Include details on how programming/processes have changed (with AAA and Centers), what new nutrition programming practices you have adopted, what challenges you faced and continue to challenge you as well as successes. 

For Senior Centers: 
Have the following documents available where a visit is planned.
a. ☐ Senior center policies and procedures manual (if available).
b. ☐ Meals:
i. ☐ Congregate meal sign-in sheet or current means of recording clients/guests.
ii. ☐ Documentation of congregate meal contributions.
iii. ☐ Home-delivered meal contribution forms (if sent out by the centers).
c. ☐ Safety at the senior center:
i. ☐ Emergency evacuation plan (posters/signs/manuals/yearly drills).
ii. ☐ Most recent food safety and fire inspection reports.
d. ☐ Temperature logs for:
i. ☐ Equipment - refrigerator(s), freezer(s), dishwasher.
ii. ☐ Food – both congregate and home-delivered meals.
iii. ☐ Daily food temperature logs (both congregate and home-delivered meals if applicable)
e. ☐ Documentation of staff trained in safe food handling (if applicable)
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