FOOD MANAGEMENT TEAM COMBO CHECKLIST
FOOD MANAGEMENT TEAM CHECKLIST
FOOD MANAGEMENT TEAM COMBO CHECKLIST


COMMAND:                                      MESS HALL #       
A: MARINE CORPS FOOD MANAGEMENT INFORMATION SYSTEM   YES NO  N/A
1.  Is the CMC Policy Letters MSG R100133Z Nov 97, 

    and MSG R291611Z Oct 01 with MCFMIS SOP on hand?            

2.  Is use of the MCFMIS in accordance with

    the CMC Policy Letter?                                       
3.  Are the following programs utilized properly?

    (a) PROGUIDE (Production Guide)                              
    (b) MENQUA (Menu Quantification)                             
    (c) PREPREP (Pre-Preparation)                               
    (d) ISSUEMAN                                                 
    (e) PICKLIST                                                 
    (f) DCAMH (Daily Cost Analysis)                             
    (g) INVCOST (Inventory Cost)                                
    (h) MDFEDMAN                                                
    (i) MENTOTAL (when necessary)                                
    (j) MENLABLE                                                                                        

    (k) PREDICT (Predictions)                                          

    (l) PREFRNC (Preferences)                                                 

    (m) REALCOUNT                                                

    (n) FSTRCV                                                  
    (o) ORDGUIDE                                                
    (p) ORDENTRY                                                
    (q) PURGING                                                  
    (r) INGMAN                                                       

    (s) RECMAN (Current AFRS & local recipes)                     

    (t) RECANAL (Nutritional Analysis of recipes)                 
    (u) PRICECHG                                                

    (v) COSTUPD                                
                 
    (w) MENMGMT  (Master Menu)                                  
    (x) COMBREQ                                                 
    (y) MDCASHF                                                 
    (z) SOARMAN                                                 
4.  Is a MCFMIS log being kept as required?                     
5.  Are Save Costs (daily, weekly, quarterly) kept?             
MARINE CORPS FOOD MANAGEMENT INFORMATION SYSTEM      YES NO  N/A
6.  Does the FSO retain 2 years of SAVECOSTs as 

    supporting documentation for the SOAR?                       

7.  Is there a current INGRPT on deck?                          
8.  Is there a current RECRPT on deck?                          
B: ADMINISTRATION                                   
1.  Are the following publications on hand?  

    (a) MCO P10110.14L, FOOD SERVICE SOP, 26 Sep 89             
    (b) MCO P10110.42B, AFRS, April 1999                         
    (c) MCO P10110.43F, AFRS Index, 15 Feb 2000                 
    (d) MCO 10110.34E, Marine Corps Food Service

        and Subsistence Program, 17 Apr 92                      
    (e) MCO P10110.17C, Marine Corps Nutrition and

        Menu Planning Manual, 26 Mar 90                               

    (f) MCO 10110.40B, Policy for POR’s, 6 Mar 90                

    (g) MCO 1510.72, ITS Manual, 31 Dec 97                      
    (h) OPNAVINST 1560.10B, Apprenticeship

        Program, 30 May 01                                                                                                      

    (i) NAVSUP 486, Food Service Operations, Jun 01             
    (j) NAVMED P-5010-1, Food Safety, 17 Aug 99                 
    (k) NAVMED P-5010-9, PMA Ground Forces, 1991                
    (l) NAVMC 2733, Energy Conservation, 31 Mar 89              
    (m) Hard Copy of the Master Menu                             
    (n) Mess Contract                                           
    (o) MCB 10110 Management and Accountability of 

        Rations During Field Training/Exercises,

        w/ch 1, 4 Dec 01                                        

    (p) MCRP 4-11.8A Food Service Reference 

        Publication, 12 Dec 01                                  

    (q) Material Safety Data Sheets (MSDS)                       

    (r) MCO P10110.25C, Standard B rations for the                         

        Armed Forces, 29 Nov 84                                     

    (s) FMFPacO P10110.2/FMFLantO P10110.2C, SOP for

        FMF, 24 May 89                                           

    (t) FMF LantO P4400.18B, Policy for PORs, FBTs, 

        BSS, and RSFH, 14 Apr 93                                      

2.  Are MCFMIS users assigned in writing?                       
3.  Are personnel authorized to receive subsistence

    appointed in writing?                                       
ADMINISTRATION (Cont’d)                              YES NO  N/A
4.  Are menu changes on file and approved by the 

    Food Service Officer?                                        
5.  Are special meal requests (box, field, 

    recreational) properly documented?                          
6.  Is Automated Data Processing Equipment (ADPE)  

    requirements registered with the command/NMCI?              
7.  Is the following correspondence on hand?    

    (a) Food Service Officer’s turnover folder                  
    (b) Food Technician’s turnover folder                       
    (c) Mess Hall Officer’s turnover folder                      

    (d) Mess Hall Manager’s turnover folder                      

    (e) Food Service Memos                                               

    (f) Food Service SOP                                        
    (g) Letters of Adjustment                                   
    (h) Certificates of Survey                                  
    (i) Previous Food Team Report                               
    (j) PMA Inspection Reports                                  
    (k) Unsatisfactory Material Report                           

    (l) Technical Inspections                                    

C: FINANCIAL REPORTING                             
1.  Are Man-Day Fed Reports fully supported by

    Meal Verification Records and sale of meals?                 
2.  Is the Man-Day Fed Report signed by appropriate

    authority?                                                  
3.  Are all adjustments on the DCA correctly 

    executed, documented, and supported by an 

    inventory file update?                                      
4.  Is the Subsistence Operational Analysis Report 

    (SOAR) on file?                                             
5.  Does the Subsistence Operational Analysis Report 

    (SOAR) reconcile with the Daily Cost Analysis?              
6.  Are true bills on file? (Throughout the 

    accounting period)                                          
FINANCIAL REPORTING (Cont’d)                         YES NO  N/A 

7.  Does the Mess Hall reconcile debits with the

    Food Service Office and Vendors?                            
8.  Financial Posture from the last two quarters:

QUARTER                           
QUARTER                  

BDFA                              
BDFA                  

COST TO FEED                     
 COST TO FEED  
        

EXPEND (+/_) $                    EXPEND (+/_) $        

INV %                             INV %                 

REMARKS:

D: CASH COLLECTION                                   YES NO  N/A
 1.  Are appointment letters on file?

     (a) Meal Card Verifier                                     
     (b) Cashier                                                
     (c) Collection Agent                                       
2. Are appointments in compliance with current

    directives?                                                 
 3.  Are quarterly cash verifications conducted for

     the Mess Hall and Food Service Office?                     

 4.  Are Cash Meal Payment Sheets issued and 

     recovered in numerical sequence?                           
 5.  Are safes adequate and combination changes 

     made every six months and/or upon relief?                  
 6.  Does the Cashiers on-hand money match the Cash

     Meal Payment Sheet?                                        
 7.  Does the Collection Agent on-hand money match

     the Cashiers turn-ins (Mess Hall/FSO)?                     
 8.  Are Cash Meal Payment Sheets properly completed?            
 9.  Are the Meal Verification Records properly

     completed?                                                 
10.  Are the Meal Card Verifier/Cashier/Collection

     Agent familiar with their duties?                          
11.  Do the financial accounting documents reconcile

     with the Cash Meal Payment Sheets (FSO)?                   
12.  Are Lost and Stolen Meal Cards reported to the 

     Mess Hall in accordance with MCO P10110.47?                
E: SANITATION                                        YES NO  N/A
1. Are sanitation inspections conducted following 

the guidelines of the Food Safety Manual?                  
 2.  What percent of personnel have a current                                                 

     Food Safety Training Certificate?                          

3. What percent of personnel have a current

    Mess Physicals?                                            
 4.  Are leftover foods stored and handled properly?            
 5.  Are all food items held at the proper temps?               
6.  Is the date, time, and consumption requirement

stamped/marked for all food departing Mess Hall

     (box lunch, field, recreational meals, etc.)?              
 7.  Are personnel hygiene inspections conducted?               
 8.  Are covers and hair-nets worn when required?               
 9.  Are pot/dishwashing machines at proper temps?               
10.  Are pot/dishwashing machines cleaned/maintained?           
11.  Are cleaning compounds/gear stored properly?               
12.  Is general housekeeping being maintained?                  
13.  Are dumpster areas maintained in accordance

     with PMA regulations?                                      
14.  Is flat/dishware properly cleaned and air dried?           
15.  Is a "CLEAN-AS-YOU-GO" policy enforced?                     
16.  Are (Dish/Tray/flatware..etc) dispensers being 

     properly cleaned after each meal or as needed?             
17.  Are procedures taken to ensure food safety?

     (cross-contamination, foreign debris, hazards)             
F: FOOD PREPARATION AND SERVING                      YES NO  NA
 1.  Are personnel preparing items in accordance 

     with the Armed Forces Recipe Service?                      
 2.  Are personnel assembling all ingredients?                  
 3.  Are personnel progressively preparing foods?               
 4.  Are personnel familiar with galley equipment 

     and are proper techniques being applied?                         

 5.  Is portion control enforced?                               
 6.  Are foods arranged in an organized and 

     presentable manner?                                         

 7.  Are fruits and vegetables processed properly?              
 8.  Are leftovers prepared and served properly?                
 9.  Are leftovers included into projected 

     portions to be prepared?                                     

10.  Does the PROGUIDE, PREPREP, PICKLIST, MENQUAS,
     and MENLABLE coincide with menu requirements?              
11.  Are Chief Cooks effectively briefing/debriefing

     the watch?                                                  
12.  Are Chief Cooks instructing the line servers on

     the proper serving sizes?                                   
13.  Is nutritional information available on the 

     serving line?(MENGRAPH MENRANAL MENQUA RECQUA)             
14.  Are serving lines supervised during the meal?              
15.  Is the PROGUIDE properly completed?                         
16.  Is the PROGUIDE used for all production and 

     serving areas? (IF REQUIRED)                                
17.  Do MENQUAS/RECQUAS reflect actual ingredient

     amounts prepared?                                          
18.  Is there sufficient pots/pans/utensils/scales/

     spoons for food preparation and serving needs?             
G: TRAINING                                          YES NO  N/A
 1.  Are MOT classes provided as required?                      
 2.  Are completed classes properly documented in

     the training records?                                       
 3.  Are class attendance rosters on file?                       
 4.  Are lesson plans on-hand and are they current?             
 5.  Do all personnel have training records?                    
6.  What percent of the cooks are participating                       

    in MCI courses?                                             

 7.  Are Patron Education Handouts/Info available?              
 8.  Are Patron Surveys available and on file?                  
 9.  Is action taken relative to patron surveys?                
10.  Is training provided on Field Food Service?                
H: EQUIPMENT AND MAINTENANCE                         YES NO  N/A
 1.  Is the CMR on-hand and up to date?                          
 2.  Are the following appointment letters on-hand?

     (a) Responsible Officer (R.O.)                             
     (b) Receipt for self-service                               
     (c) Receipt for property                                   
 3.  Are safety and operating instructions posted on

     or near equipment?                                         
4.  Are there procedures in place for maintenance                     

    discrepancies (Emergency & work-request) 

    tracking, follow up and reconciliation?                                          

 5.  Is "FIRST ECHELON MAINTENANCE" conducted?                   

6.  Are equipment maintenance jackets maintained

     for all food service equipment?                             
 7.  Are cooks issued a sufficient quantity of 

     uniforms for a daily change?                                

 8.  Are O&MMC dollars expended properly?                        
 9.  Are minor property reports on file?                         
10.  Are losses being replaced?                                 
11.  Does the minor property established allowance

     accurately reflect actual Mess Hall 

     requirements?                                              
12.  Is the dish/tableware on-hand in sufficient 

     quantities to support 100% of the feeding

     requirements without replenishment?                        
13.  Has a Food Service Energy Conservation Program

     been established?                                          
14.  Is the Mess Hall exterior being maintained?                
15.  Is unserviceable gear/equipment being removed 

     from the work area?                                        

16.  Does the Mess Hall have a current Long Range                       

     Equipment Procurement and Replacement Plan?                                   

I: STORAGE AND RECEIVING                             YES NO  N/A
 1.  Are delivery vehicles clean, temperatures 

     properly maintained, and zoned separately 

     for perishables and semi-perishables?                      
 2.  Is subsistence dated upon receipt?                         
 3.  Is there a three-day meat breakout?                        
 4.  Are storage spaces adequate in space?                      
 5.  Are stocks being rotated? (FIFO)                            
 6.  Are excess stores returned to stock after each

     meal as required?                                          
 7.  Are temperature charts posted and updated?                 
 8.  Is DVD providing adequate support?                         
 9.  Are storage areas clean and free of frost?                  
10.  Are all subsistence items checked for freshness

     requirements, “Sell By” dates adhered to, and 

     product codes posted when applicable?                      
11.  Are Veterinary Technicians inspecting products?            
12.  Is subsistence requisitioned properly, and

     monitored to prevent OVER and/or UNDER stocking

     of inventory items?                                         
13.  Random Subsistence Inventory Count:

     ITEMS CHECKED       ITEMS IN ERROR       ERROR RATE     
REMARKS:

Encl (1)
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