
Use this checklist as a tool for following the Healthy Food and 
Beverage Procurement Administrative Directive 11.1 and the City 
of San Antonio Food Service Guidelines.

You are following the COSA Food Service Guidelines if all 

the answers in the unshaded boxes below are “Yes” or “N/A.”

CHeCkLiSt fOr 
ORdErInG MEaLs

DoEs YoUr OrDeR MeEt ThE  GuIdEl InEs?

Beverages

Will water be available?

If other beverages are ordered, will they be calorie 

free or low calorie (40 calories or less per serving)

If milk or milk substitutes are ordered, 

will they be unsweetened?

If juice is ordered, is it 100% juice?

Fruits and Vegetables

Are fruits and/or vegetables ordered?

Entrees, Sides, & Snacks

Have you removed fried foods from your order 

(chips, pastries, fries, etc.)?

If grains are available, are you ordering 

whole grains? 

If serving an entrée, is it bake grilled,

roasted, broiled, steamed, poached or stir-fried?

If serving side item(s), do at least 

two meet the following cooking technique: 

baking, roasting, broiling, grilling, 

poaching, steaming or stir-frying? 

If packaged snacks are ordered, do they meet the 

nutrition criteria specified in Section I. 

of the Food Service Guidelines?

Did you include a vegetarian or vegan option?

COsT-SAvInG TIpS
Keep it simple. Offering too 

many options will add up.

Pay close attention to the serving 

size of meal items so you don’t 

end up with too many leftovers.

Provide whole fruit options 

instead of ordering fruit trays.

Make your own fruit or vegetable 

platters instead of ordering 

pre-made platters. 

If you have reccurring lunch 

meetings in which food is being 

purchased with City funds, take 

note to see what people are 

choosing to eat versus leaving on 

their plate. 

Save desserts for special 

occasions only.

PaCkAgEd SnAcKs

Buy in bulk and keep track of your 

inventory. 

Narrow down to two options. For 

example, choose a pack of trail mix 

and a granola bar.

BeVeRaGeS

Serve only water.

Invest in water pitchers that you can 

wash and reuse. 

For meetings, encourage staff to bring 

their own reusable beverage 

containers. This will not only save 

money but will also support 

environmentally-friendly initiatives.   

SiMpLe  WaTeR InFuSiOn

Slice fresh fruit and/or vegetables 

or purchase frozen bag of fruit. 

Place in empty pitcher or 

container. 

Optional: Spice it up with herbs 

like mint, basil or thyme. 

Fill with water and let sit for at 

least 30 minutes. Enjoy!

Checklist for Ordering Meals adapted from NYC Health. 




