ATTACHMENT 1

NATIONAL SCHOOL LUNCH, SCHOOL BREAKFAST, AND SCHOOL MILK PROGRAMS

CLAIM INSTRUCTIONS FOR ELECTRONIC AND PAPER CLAIM FORMS

I. GENERAL

A.
For purposes of these instructions, public schools, private schools, residential child care institutions (RCCIs), and non-residential childcare centers will be referred to as local education agencies (LEAs).  All claims (original and revised) for reimbursement must be submitted electronically via the Internet unless you have received a waiver.  LEAs who have received an electronic claim waiver will submit their claim on paper claim form SPI F-398.
The Office of Superintendent of Public Instruction (OSPI) Child Nutrition Services (CNS) requires LEAs to record the actual number of operating days for each month.  Public and private schools will record their actual operating days (i.e., meal service days).  RCCIs will put their actual number of operating days, excluding closure days when the RCCI is not in operation.  Accuracy is essential because monthly claims for reimbursement tie directly into the operating days listed on the Sponsor Application.

Note:  If you experience school closure for any reason and have make-up days, you must amend your application and enter the correct number of operating days for the month in which they occur.

If the operating days on your reimbursement claim are less than or equal to the operating days on the Sponsor Application, you will not have a problem in submitting a claim.  If different, you must change the sponsor application to reflect the correct number of operating days, prior to submitting the claim.
Claims must be submitted using the Internet unless OSPI has granted a waiver to use paper.

B. IMPORTANT CHANGES:

Option 1:
LEAs participating in the National School Lunch Program (NSLP), School Breakfast Program (SBP), and Special Milk Program (SMP) now have the option to submit a combined August/September—May/June Claim for Reimbursement, providing the following criteria are met:

1. Your LEA must have less than 10 operating days in August and in June.

2. You must add August’s operating days to September’s operating days and record the total in the September box of the 2010 Sponsor Application, then file one claim for September 2009.

3. Likewise, you must add June’s operating days to May’s operating days and record the total in the May box of the 2010 Sponsor Application.

4. If you do not wish to combine your August and September claims, you need to file your August claim in the 2009 school year and your September claim in the 2010 school year.  The 2009 Sponsor Application may need to be updated for August’s operating days if you did not previously complete it.

5. If you do not wish to combine your May and June claims, then add May’s operating days in May’s box of the 2010 Sponsor Application and June’s operating days in June’s box of the 2010 Sponsor Application.
Option 2:
If you operate a Summer Food Service Program (SFSP) or Summer Seamless Program (SP), you will also file a separate claim for those days you participated in the SFSP or SP, using the SFSP or SP electronic claim module.

C.
Certification of Claims

The certification of the authorized representative on a paper claim must be signed in ink.  Stamped or initialed signatures are not acceptable.  The authorized representative must be the same person who was designated on the user authorization form of the food services agreement.  This individual is also responsible for reviewing and analyzing meal counts for accuracy.


D.
Edit Checks

For sponsors submitting their claim electronically, all edit checks will be performed automatically by the system.  LEAs submitting paper claims should perform edit checks prior to the submission of a claim.  To complete an edit check, take the maximum number of students approved for each meal category multiplied by the number of operating days for lunch, times the attendance factor for the LEA.  Meals claimed in excess should be investigated prior to submitting the claim.  LEAs submitting paper claim forms will be notified if their claim does not pass edits.  Electronic claims with errors cannot be paid by OSPI.

E.
Claim Preparation and Mailing Instructions

A reimbursement claim form (SPI F-398) is included with this memorandum and should only be used by LEAs who have received an electronic claim waiver or LEAs submitting late claims.  Please make additional copies as necessary.  Submit one reimbursement claim form with an original signature to OSPI/Child Nutrition Services.  Be sure to keep a copy of the claim form for your records.  LEAs that have received an electronic claim waiver will be mailed a participation report from OSPI/Child Nutrition Services each month a claim is paid.  This report will show meal counts and the dollar amount of each claim that has been paid during the year.  LEAs submitting claims through the Internet will have access to all claims submitted.  They will not receive a report by mail.  (Note:  Non-waiver LEAs must use electronic submission for revisions since revisions can now be submitted using the new claim software.)



Mail reimbursement claim forms to:




OFFICE OF SUPERINTENDENT OF PUBLIC INSTRUCTION




            CHILD NUTRITION SERVICES



            PO BOX 47200





OLYMPIA, WA 98504-7200


F.
Claim Submission Deadlines  


The table below gives deadlines for submitting claims.  Column A lists each claim month of the 2009–10 school year.  Column B shows the dates claims are due at OSPI for payment to be made within 30 days of the end of a claim month.  Claims received after the dates listed in column B will be processed the following month.  Column C shows the dates original claims must be electronically submitted or postmarked in order to be paid at all.  Column D shows the dates that upward revised claims must be electronically submitted or postmarked in order to be paid.
TABLE ONE

2009–10 SCHOOL YEAR CLAIM DEADLINE DATES

	Column A
Claim Month
	Column B

Deadlines for Payment Within 30 Days
	Column C

Final 

Original Claim Deadlines
	Column D

Final Upward Revised Claim Deadlines

	September 2009
	October 10, 2009
	November 29, 2009
	December 29, 2009

	October 2009
	November 7, 2009
	December 30, 2009
	January 29, 2010

	November 2009
	December 11, 2009
December 12, 2009
	January 29, 2010
	February 28, 2010

	December 2009
	January 11, 2010
January 14, 2010
	March 1, 2010
	March 31, 2010

	January 2010
	February 8, 2010
February 11, 2010
	April 1, 2010
	May 1, 2010

	February 2010
	March 12, 2010
	April 29, 2010
	May 29, 2010

	March 2010
	April 9, 2010
April 10, 2010
	May 30, 2010
	June 29, 2010

	April 2010
	May 10, 2010
May 12, 2010
	June 29, 2010
	July 29, 2010

	May 2010
	June 10, 2010
June 11, 2010
	July 30, 2010
	August 29, 2010

	June 2010
	July 9, 2010
July 10, 2010
	August 29, 2010
	September 28, 2010

	July 2010
	August 10, 2010
August 11, 2010
	September 29, 2010
	October 29, 2010

	August 2010
	September 10, 2010
September 11, 2010
	October 30, 2010
	November 29, 2010


Only claims with original signatures will be processed.  Faxed claims will not be processed.  
For example, all September 2009 original claims must be electronically submitted to OSPI Child Nutrition Services by October 10, 2009 (Column B) in order for payment to be made by the last working day of October.  All September 2009 original claims must be postmarked or electronically submitted by November 29, 2009 (Column C), or the claim may not be paid.  All September 2009 upward revised claims or electronically submitted must be postmarked by December 29, 2009, or the upward revision may not be paid.


G.  Cutoff Date for Submitting School Lunch, School Breakfast, and Special Milk Claims


1.
Sixty-day cutoff for submitting original school lunch, school breakfast, and special milk claims.  National School Lunch, School Breakfast, and Special Milk Program regulations (7 CFR 210.8, 7 CFR 220.11, and 7 CFR 215.10(b)) require that original claims be postmarked or submitted to the state agency no later than 60 days following the last day of the full month covered by the claim.


2. 
Ninety-day cutoff for submitting upward revised school lunch, breakfast, and special milk claims.  National School Lunch, School Breakfast, and Special Milk Program regulations (7 CFR 210.8(b)(4), 7 CFR 220.11(b), and 7 CFR 215.10(b)) require that upward revised claims be postmarked or submitted to the state agency no later than 90 days following the last day of the full month covered by the claim.

3.
Original or upward revised claims submitted after the 60-day or 90-day deadlines may not be paid with federal funds unless either the U.S. Department of Agriculture (USDA) determines the claim was late due to circumstances beyond the LEA’s control or the LEA exercises its one-time-in-36-months option.  Refer to Part IV below for instructions on how to submit requests for exception for circumstances beyond the LEA’s control or the one-time-in-36-months exception.

H.
Documentation

Adequate documentation (all receipts, invoices, and other evidence of purchase) to support all data reported on the claim must be retained and available for audit for a period of six years after the end of the fiscal year to which they pertain.  Consult your district/school/RCCI records manager for additional retention requirements.

II.
ATTACHMENT 2 INCLUDES DETAILED INSTRUCTIONS FOR PREPARING THE CLAIM.

III.
CLAIM REVISIONS


Revisions may now be entered electronically via the Internet.  LEAs who have received an electronic claim waiver will continue to send claim revisions on the paper reimbursement claim forms.  OSPI Child Nutrition Services will accept all downward adjustments to LEA claims.  However, OSPI Child Nutrition Services will monitor downward adjustments.  If a LEA repeatedly adjusts its claims downward after the 90-day revision submission deadline, corrective action may be required.

IV.

REQUESTS FOR EXCEPTIONS FOR LATE CLAIMS


Late claims submitted on paper reimbursement claim forms may be paid under one of two conditions.  One, a claim may be paid with the approval of the Western Region Office, Food and Nutrition Service, United States Department of Agriculture (USDA), if the LEA can document the late submission of the claim was beyond its control.  Two, the LEA may be granted an exception once in 36 months.  All late claims must be submitted on paper.

A. Circumstances Beyond the LEA’s Control


1.
If you believe that the situation leading up to noncompliance was caused by circumstances beyond your control, submit a written request for an exception to have a claim that has not been postmarked and/or submitted within the 60-day (for original claims) or 90-day (for upward revised claims) reporting requirement considered for payment by OSPI Child Nutrition Services and USDA.  Refer to Attachment 4 for examples of requests for exception.



2.
For each request, the following shall be submitted to OSPI Child Nutrition Services:


a.
A revised paper claim (or the original paper claim if lateness is the sole violation).


b.
In sufficient detail to enable OSPI Child Nutrition Services and USDA to make a fair decision, provide a written description of the events and circumstances that prevented timely submittal of the claim.  The statement must provide a complete written description of the circumstances and justification for not meeting the deadline, including documentation, if available.
3.
Remedial Action

a. If USDA denies the exception request, the LEA will be ruled out of compliance and the claim will not be paid.

b. OSPI Child Nutrition Services may take one or more of the following administrative actions to bring the LEA into compliance:


i.
Require the LEA to develop and carry out a plan for ensuring future compliance.



ii.
Place the LEA in noncompliance on conditional status.



iii.
Conduct on-site reviews of LEAs that are chronically in noncompliance.


c.
An LEA shall take action to remedy noncompliance and prevent its future recurrence.


d.
An LEA shall carry out any compliance plan submitted to the satisfaction of OSPI Child Nutrition Services.


B.
One-Time-in-36-Months Exception
Your LEA may request a one-time exception for the submission of a late claim that was within your control if none of the examples in Attachment 4 reflects the situation.  A one-time exception may be permitted if a one-time exception has not been granted during the previous 36 months.


1.
To receive this one-time exception, you must submit an acceptable corrective action plan (CAP).  The CAP must include:


a.
Actions you will take to prevent the same or similar 
circumstances from delaying the submission of future claims.


b.
A statement that the LEA understands the one-
time exception can be granted only once in 36 months; that any future late claims submitted will not be paid (unless the lateness 
can be attributed to conditions beyond control).



c.
The signature of the person who signed the agreement with OSPI Child Nutrition Services to operate the National School Lunch and/or School Breakfast Program.


d.
The endorsement by the school board, superintendent, board of directors, or other governing official of the CAP and the late claim.


2.
The signed and endorsed CAP, together with a signed copy of the late claim, should be sent to:




OFFICE OF SUPERINTENDENT OF PUBLIC INSTRUCTION





CHILD NUTRITION SERVICES 



            PO BOX 47200




OLYMPIA, WA 98504-7200


3.
OSPI Child Nutrition Services will then review and approve, at its option, the CAP and payment of the late claim.
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