CHILD NUTRITION PROGRAMS
SY 2008–09
NSLP/SBP
INSTRUCTIONS FOR COMPLETING FORMS, 

EXHIBITS, AND ATTACHMENTS

Following are instructions to assist you in completing the required paperwork for the 
2008–09 renewal process.  Also included is the criterion set by the U.S. Department of Agriculture (USDA) for the multi-use free and reduced-price meal application.
Instructions for completing the sponsor application and site information forms on-line will be e-mailed to the authorized user(s) at a later date.  
PROCEDURES FOR COMPLETING CHECKLIST, FORMS, ATTACHMENTS, AND EXHIBITS
Form SPI NSLP 1532A CNP User Auth - User Authorization 

The user authorization (UA) form must be completed and returned only if there is a changed to the information on file.  The submission of a new form will terminate all previous users.  CNS will authorize up to two people in each category (applications; claims) to have access to the on-line system.  The UA form must be filled out completely with an original signature.  No photocopies or faxes will be accepted.

Your prompt response in returning the UA form, if necessary, will help ensure that your annual renewal application is approved in a timely manner.

Form SPI NSLP 280 RENCKLST ReturnSpons - Application Checklist 
In order to receive commodities, local education agencies (LEA)s must check the box on the 2008–09 Agreement Checklist, top of the page, that states, “Do you want to continue to receive USDA commodities?” and return the checklist with their agreement.

Check off all forms, attachments, and exhibits you are submitting to Child Nutrition Services (CNS), both electronically and on paper.
Form SPI NSLP 1505 FSMC FIN INFO – Public School Districts with Food Service Management Companies (FSMC)–Financial Information 
School districts contracting with food service management companies and those with inter-district agreements must complete this form in its entirety, and mail it to OSPI by November 30, 2008.    
Form SPI NSLP CNS 280 LOB – Certification Regarding Lobbying 
USDA’s regulation, 7 CFR 3018, governing lobbying, requires that any entity that enters into an agreement to operate one or more of the Child Nutrition Programs (CNP) and receives over $100,000 in federal funds for any and all of these programs, must complete and submit, on an annual basis, a Certification Regarding Lobbying, Form SPI NSLP CNS 280 LOB.  
Recipients of federal grants (such as USDA Food Nutrition Services [FNS] funds), contracts, loans, and cooperative agreements are prohibited from using any federal funds to pay any persons to influence federal decision making (lobbying) in connection with a specific award.  Paying dues to the School Nutrition Association (SNA) does not constitute a lobbying effort and does not need to be reported.
Form SPI NSLP 280F – Disclosure of Lobbying Activities 
Also enclosed is Form SPI NSLP 280F, Disclosure of Lobbying Activities, to be used in accordance with its instructions.

Letters to Households and Free and Reduced-Price Meal Applications 
Exhibit I-NSLP/SBP – Multi-Use Letter to Households 
This is the multi-use prototype letter.  It should be used when parents have the option to access other means-tested programs and benefits through the application process.  Districts are encouraged to use the multi-use application that accompanies the letter to provide information to parents regarding medical coverage for children at little or no cost.  The name(s) of the hearing official(s) listed on the letter must be the same as the name listed on the Sponsor Application under contact information, hearing official (on-line).  The LEA should also indicate in the letter the name of the individual in the district who can provide alternative means of communication to persons who require program information in other formats.
Exhibit II-NSLP/SBP – Standard Letter to Households 
This is the standard NSLP/SBP prototype letter.  The name(s) of the hearing official(s) listed on the letter must be the same as the name listed on the Sponsor Application under contact information or hearing official (on-line).
Exhibits IB-NSLP/SBP (Multi-Use) and IIB-NSLP/SBP (Standard) – Nonpricing Letter to Households 
This letter may be used in place of the standard letter when the LEA chooses to offer all meals at no charge to its students.   Exhibit IB is the multi-use nonpricing letter; Exhibit IIB is the standard nonpricing letter.

Reminder:  Only the income scale for reduced-price meals is to appear on the letter to households for the NSLP and SBP.  

Exhibits IA-NSLP/SBP (Multi-Use), IIA-NSLP/SBP (Standard)-NSLP/SBP – Applications for Free and Reduced-Price Meals 
LEAs are encouraged to use the multi-use application in order to provide low-income children greater access to other means-tested programs and benefits.  The LEA may choose to include any or all of the questions listed in the “Other Benefits” section of the multi-use application.  The state program administrators responsible for Healthy Kids Now! (free or low cost health insurance for children) are very interested in increasing awareness of and participation in these programs.  The income eligibility level for school-age children in Washington for free health coverage is 200 percent of the federal poverty income guidelines and 250 percent of the federal poverty income guidelines for low cost health insurance.

The application must allow the household to specifically waive the right to confidentiality for each individual program offered at a reduced fee if the application is to be used for more than school nutrition programs.  In order to use a multi-use program application, the LEA must adhere to the following guidelines regarding the waiver of confidentiality:
1. The waiver must advise the household that the information provided on the application will be used for eligibility determinations for programs other than school nutrition programs.

2. The waiver must precisely identify the agencies with whom the information will be shared and for what purposes.

3. The application must state that the signing of the waiver must not be construed by the applicant or the program administrator as an additional requirement or a prerequisite for participation in any of the school nutrition programs.

4. The applicant must be able to limit the waiver to encompass only those programs to which he or she wishes to apply.  For example, the application could use a check-off system under which the applicant would check or initial a box to indicate he or she wants to apply for benefits from a particular program.

5. The application may be signed by any adult household member, but the application must state that the waiver of confidentiality must be signed by the parent or legal guardian for the child.

6. Applicants must be informed that while other programs on the multi-use application may not require social security numbers as a condition of eligibility, once provided, the social security number may be used by the other programs.  If any other program plans to use social security numbers for any purpose, a statement of those uses must be included.

7. The LEA must ensure, in writing, that entities receiving information from the multi-use application limit the use of such information to the purposes specified on the application and in OSPI Memorandum M050-07.  This may be done through a memorandum of understanding with the agency or agencies that will receive the information.  This is to ensure that the household’s right to privacy is respected by using the information only for the purposes to which the applicant agreed.
Foreign Language Translations Available On-Line

Twenty-five foreign language translations of free and reduced-price meal information are provided by USDA.  Simply go to http://www.fns.usda.gov/cnd/FRP/frp.process.htm.
select enter, and download the items you need.  You will have to provide the income guidelines for reduced-price meals to households (see Attachment 1) as they are not included in the letter to households.  
English Language Applications Available in Word Format on OSPI Web Page
LEAs can access Exhibits I through llB through OSPI’s Web page, as follows:  http://www.k12.wa.us/ChildNutrition/NSLSBP.aspx.  Select Sample Letters to Households and/or Applications. 
Word Prototypes for Letter to Households and Free and Reduced-Price Meal 

        
Applications 2008–09
The Word version allows LEAs to modify the application and letter.  However, if the application and letter are modified, they must be submitted, prior to their use, to OSPI-CNS for approval.
Attachment 1 – USDA Child Nutrition Program Income Guidelines 
The attached income guidelines for July 1, 2008, through June 30, 2009, are provided for your assistance in correctly approving free and reduced-price income applications.  As previously stated, only the income scale for reduced-price meals is to appear on the letter to households for the NSLP and SBP.  

Attachments 2, 3, and 4 – Application Notification Letters 
LEAs are reminded that applications for free and reduced-price meals must be approved no later than ten working days from the receipt of the application.

For your use, we have attached a sample “Notice of Eligibility for Free or Reduced-Price Meals” letter (Attachment 2), a sample “Notice of Denied Eligibility for Free or Reduced-Price Meals” letter (Attachment 3), and a sample “Notice That Temporary Approval for Free Meals is Expiring Soon” letter (Attachment 4). 
Copies of the notifications the LEA uses must be submitted to OSPI if they are modified from OSPI’s prototype.  LEAs should print these letters on their own letterhead so that households can, if they choose, submit this letter as proof of categorical eligibility to a day care home sponsor.
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