Checklist for Submission of Certification Documents 
· Complete the Online Certification Training on the CDE OSN website 

· Submit a certificate of completion to the CDE OSN
· Following is the link for the Certification Training (it is highlighted in green on the website):  http://www.cde.state.co.us/cdenutritran/nutriCertification.htm
 

· Site Identification List 

· Complete the form provided on the flash drive and save it 
· Include EVERY menu type that you will be submitting 

· Certification Menu Checklist 

· Complete one checklist for each menu type on your site identification list

· Label each checklist and save to the flash drive
· SFA Menus
· Save a copy of each menu the SFA offers to the flash drive

· Highlight the week selected for review on each menu

· Lunch - USDA Certification Worksheets
· Complete one worksheet for each menu type offered, using the appropriate forms 

· Label each worksheet as identified on the site identification list, and save to the flash drive 
· Breakfast - USDA Certification Worksheets
· Complete one worksheet for each menu type offered, using the appropriate forms 
· If using Nutrient Standard Menu Planning: Submit each distinct breakfast menu along with a nutrient analysis of saturated fat and calories using FNS approved software.  
· If using Food Based Menu Planning: Submit each distinct breakfast menu as well as the completed certification worksheet.  A nutrient analysis is not required.
· Simplified Nutrient Assessment (SNA)
· Enter calorie & saturated fat information for all main dishes, sides, desserts & condiments 

· Fruits, vegetables & milk will be pre-calculated; no information will need to be entered 

· The SNA is required for each menu type 
· If you send a nutrient analysis, you do NOT need to complete the SNA 

-OR-
· Nutrient Analysis (NA) Weekly Report
· Complete a nutrient analysis for each week of menus using FNS approved software 

· Please ensure that the information entered is correct (serving sizes, portion sizes, etc.) 

· Only calories and saturated fat are required, but the whole report may be submitted  

· Label each nutrient analysis and save to the flash drive 
· Attestation Statement

· Print out the attestation statement and sign it
· Scan the signed copy and save it to the flash drive
· Save
· Please remember to save a copy of everything you submit for your records!

· Mail 

· Return the flash drive to the CDE OSN in the pre-paid envelope provided

· Do not include any additional paper, as the envelope is pre-paid for only the flash drive
