SNHS, Inc. – Child Development Program
FOOD SERVICE REQUEST PROCEDURES
1. Food requests for events such as family nights, meetings, volunteers, etc. are to be completed on the Event Nutrition Request form. The request is to be submitted using the procedures outlined below.

2. Food requests for classroom nutrition lessons are to be documented on the Monthly Nutrition Lesson Documentation form.  The request is to be submitted using the procedures outlined below.

Procedures:

· Complete the Event Nutrition Request or Monthly Nutrition Lesson Documentation form at least 7-10 days prior to your event.
· Submit to your Center Director for approval.
· Center director e-mails completed form to the Nutrition Services Supervisor (mpoirier@snhs.org) 
· Requests will be reviewed and then submitted to the appropriate kitchen and the Center Director will be notified of approval.

· It is a good idea to follow-up with the kitchen prior to the event to make sure they are all set with your request.
*Keep in mind choking hazards when completing forms for Monthly Nutrition Lessons. A list of choking hazards can be found at the link below
http://snhschilddevelopment.weebly.com/uploads/1/3/1/2/13125961/choking_hazards_4-2009.pdf
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