ATTACHMENT 2

NATIONAL SCHOOL LUNCH PROGRAM PAPER REIMBURSEMENT CLAIM INSTRUCTIONS FOR LOCAL EDUCATION AGENCIES

Instructions for filing the reimbursement claim for the National School Lunch Program (NSLP) follow.  
A.  Paper Claims
Paper claims should be used in the following instances.

•
You are not able to access the Office of Superintendent of Public Instruction (OSPI) Web site or your system is down.  Before mailing your claim, contact one of the OSPI employees below to verify that the system is down and that it is okay to mail paper claim forms.
Jim Wick

 360-725-6211 (public or private schools, RCCIs, or summer camps)

Jeff Booth

 360-725-6217

The above employees can also be contacted toll-free at 1-877-204-6486.
•
All late claims must be submitted using paper reimbursement claim forms.

•
Sponsors who have received a waiver from OSPI must use paper reimbursement claim forms to submit all original and revised claims.

B.  Completing the Paper Claim Form

Agreement Number
Enter your agreement number in the agreement number box.  CO stands for county and is the first two digits of your agreement number.  DIST stands for district and is the next three digits of your agreement number.  BLDG stands for building and is the last four digits of your agreement number.  Private schools, RCCIs, and summer camps will need to enter their building number.  Public LEAs do not need to complete the BLDG fields.  
Claim Type:  Original, Revised, Revised per Review/Audit
Check the appropriate box.  Original claim is checked when it is the first time a claim has been submitted for a month.  Revised claim is checked when an original claim has already been paid for the month and the revision is initiated by the LEA.  Revised per Review/Audit is checked when an original claim has already been paid for the month and the revision is due to a review or an audit.
Claim Month and Year
Enter the claim month and year for which you want to submit either an original or revised claim.

Local Education Agency
Enter the name of your local education agency, the address, city, state, and zip code.

Meals Served to Children

PAID:

Lunch:  Enter the number of paid lunches served to students at approved lunch sites.  This amount cannot be higher than the number of paid eligible students for lunches multiplied by the number of days lunches were served.

Regular Breakfast:  Enter the number of paid breakfasts served to students at approved regular breakfast sites.  Do not include paid breakfasts served at severe- need breakfast sites.  This amount cannot be higher than the number of paid eligible students for regular breakfasts multiplied by the number of days regular breakfasts were served.

Severe-Need Breakfast:  Enter the number of paid breakfasts served to students at approved severe-need breakfast sites.  This amount cannot be higher than the number of paid eligible students for severe-need breakfasts multiplied by the number of days severe-need breakfasts were served.

Regular After-School Snacks:  Enter the number of paid snacks served to students at approved regular after-school snack sites.  This amount cannot be higher than the number of students approved for paid regular after-school snacks multiplied by the number of days regular after-school snacks were served.


FREE:
Lunch:  Enter the number of free lunches served to eligible students at approved lunch sites.  This amount cannot be higher than the number of students approved for free lunches multiplied by the number of days lunches were served.

Regular Breakfast:  Enter the number of free breakfasts served to eligible students at approved regular breakfast sites.  Do not include free breakfasts served at severe-need breakfast sites.  This amount cannot be higher than the number of students approved for free regular breakfasts multiplied by the number of days regular breakfasts were served.

Severe-Need Breakfast:  Enter the number of free breakfasts served to eligible students at approved severe-need breakfast sites.  This amount cannot be higher than the number of students approved for free severe-need breakfasts multiplied by the number of days severe-need breakfasts were served.

Regular After-School Snacks:  Enter the number of free snacks served to eligible students at approved regular after-school snack sites.  Do not include free snacks served at area-eligible after-school snack sites.  This amount cannot be higher than the number of students approved for free regular after-school snacks multiplied by the number of days regular after-school snacks were served.

Area-Eligible After-School Snacks:  Enter the number of snacks served free to children at sites identified as area eligible on the site application.  This amount cannot be higher than the number of students approved for free area-eligible after-school snacks multiplied by the number of days area-eligible after-school snacks were served.

REDUCED-PRICE:
Lunch:  Enter the number of reduced-price lunches served to eligible students at approved lunch sites.  This amount cannot be higher than the number of students approved for reduced-price lunches multiplied by the number of days lunches were served.

Regular Breakfast:  Enter the number of reduced-price breakfasts served to eligible students at approved regular breakfast sites.  Do not include reduced-price breakfasts served at severe-need breakfast sites.  This amount cannot be higher than the number of students approved for reduced-price regular breakfasts multiplied by the number of days regular breakfasts were served.

Severe-Need Breakfast:  Enter the number of reduced-price breakfasts served to eligible students at sites approved for severe-need breakfast.  This amount cannot be higher than the number of students approved for reduced-price severe-need breakfasts multiplied by the number of days severe-need breakfasts were served.

Regular After-School Snacks:  Enter the number of reduced-price snacks served to eligible students at approved regular after-school snack sites.  This amount cannot be higher than the number of students approved for reduced-price after-school snacks multiplied by the number of days regular after-school snacks were served.
TOTALS:
Enter the total number of lunches, regular breakfast, severe-need breakfast, and regular after-school snacks served to children.  Note:  Revised claims must show the total information for the month, not just the corrections.
Eligible Children
PAID:  Enter the number of students eligible for paid meals/milk for each meal type (lunch, regular breakfast, severe-need breakfast, regular after-school snacks, and/or special milk).  Any student who is eligible for even one day during the calendar month should be counted.  Any student who withdrew prior to the first day of the calendar month should not be counted.
FREE:  Enter the number of students currently approved for free meals/milk as determined by income eligibility for lunch, regular breakfast, severe-need breakfast, regular after-school snacks, area-eligible after-school snacks, and/or special milk.  Any student who is eligible for even one day during the calendar month should be counted.  Any student who withdrew prior to the first day of the calendar month should not be counted.

REDUCED PRICE:  Enter the number of students currently approved for reduced-price meals for lunch, regular breakfast, severe-need breakfast, and/or regular after-school snacks.  Any student who is eligible for even one day during the calendar month should be counted.  Any student who withdrew prior to the first day of the calendar month should not be counted.

TOTAL ELIGIBLE:  Enter the total number of eligible children for lunch, regular breakfast, severe-need breakfast, regular after-school snacks, and/or special milk.
Program Information
SITES CLAIMED:  Enter the number of sites being claimed for each meal/milk category (lunch, regular breakfast, severe-need breakfast, regular after-school snacks, area- eligible after-school snacks, and special milk).  Only the number of sites submitted and approved on your sponsor application should be listed.  Refer to the sponsor application if you are not sure which sites to include.

DAYS MEALS OR MILK SERVED:  Enter the number of days for the site with the largest number of service days for that meal type (lunch, regular breakfast, severe-need breakfast, regular after-school snacks, area-eligible after-school snacks, and/or special milk) during the month.

Reduced Lunches K–3 Only Public Schools
Enter the number of reduced-price lunches served to public school students in Grades K–3, who are eligible for reduced-price lunches.
Miscellaneous Information
ADULT MEALS (earned and paid):  Enter the number of adult meals paid and/or earned for breakfast, lunch, and snacks.  Earned adult breakfasts and lunches are those meals provided without charge in exchange for the adult’s labor.  Adult meals (earned and paid) are not reimbursed, but this data is needed in order to calculate equivalent lunches on the 1800 report.
OTHER REVENUE DOLLARS (include a la carte and separate milk sales):  Enter (in dollars and cents) the total other revenue from column 15 of the meal count record book.  This is the sum of cash and ticket sales for food items that are not counted as meals, i.e., a la carte sales, separate milk sales, meal sales to other schools, child care centers, and Head Start.  Other revenue dollars is needed by OSPI to calculate equivalent lunches on the 1800 report.
Special Milk Program
NUMBER OF HALF-PINTS OF MILK SERVED IN PRICING OR NON PRICING PROGRAM:  Enter the number of half-pints of milk eligible for regular reimbursement.  Do not include the total number of half-pints of milk served to adults.  The method of determining adult milk can be the actual daily count or three percent of all milk purchased.

AVERAGE MILK COST PER HALF-PINT PURCHASED (round to four digits):  Enter the average cost (to the nearest 1/10 of 1 cent) for milk purchased during the period reported by dividing the total cost of milk purchased by the total number of half-pints purchased.  Only complete the average milk cost when free milk is served to eligible children.

For Example:  5,275 half-pints are purchased at a total cost of $479.67.  The average cost per half-pint is $.091 (.0909 rounded to .091).  Note:  If the LEA is unable to determine the cost of milk purchased for the month, enter the cost per half-pint from the previous month.  A revised claim should be filed once the LEA receives the invoice for milk purchased.  If milk is not purchased in June, use the average cost per half-pint from the most recent milk bill.

NUMBER OF HALF-PINTS OF FREE MILK SERVED BASED ON INCOME ELIGIBILITY:  Enter the number of half-pints of free milk served to eligible students.  Include the number of free half-pints *earned by eligible students.

*Earned student milk are those half-pints served free to children at no cost when they assist with the service of milk.  Care must be taken to ensure the free milk earned is included with the number of half-pints of free milk served to eligible students.  Earned student milk by students not eligible for free categories based on each student’s income eligibility should not be included.

Note:  All claims for free and reduced-price meals/milk must be supported by approved income applications or direct certification letters for those children claimed in those meal/milk categories.

Certification Statement
Please read the certification statement below and review the claim data input to ensure that it is accurate.  Records should be kept to support this claim.

•
I acknowledge that I am the local education agency responsible for reviewing and analyzing meal counts to ensure accuracy as specified in 7 CFR 210.8 governing claims for reimbursement.  I acknowledge that failure to submit accurate claims will result in the recovery of an overclaim and may result in the withholding of payments, suspension, or termination of the program as specified in 7 CFR 210.24.  I acknowledge that if failure to submit accurate claims reflects embezzlement, willful misapplication of funds, theft, or fraudulent activity, the penalties specified in 7 CFR 210.25 shall apply.

•
I certify that I have reviewed and analyzed the milk counts to ensure their accuracy; that the number of half pints of milk were served in accordance with the terms of the special milk program agreement; that the claim is correct and just; that payment therefore has not been received; and that records are available to substantiate this claim.

•
I have read the instructions for filing the claim and am aware that if the claim is not submitted by the claim deadline the claim may not be paid.

TYPE OR PRINT NAME AND TITLE:  
The authorized representative must be one of the individuals designated on the user authorization (UA) form which is part of the agreement.  No claim will be processed without an original signature written in ink by an authorized signer.

SIGN AND DATE CLAIM:  
Stamped, faxed, or initialed signatures are not acceptable.  The authorized representative must be one of the individuals designated on the UA, which is part of the agreement.  
Refer to claim due dates.  Retain a copy of the claim form for your records.  Mail the original with the original signature to:



OFFICE OF SUPERINTENDENT OF PUBLIC INSTRUCTION



CHILD NUTRITION SERVICES

                  PO BOX 47200



OLYMPIA, WA  98504-7200

Incorrectly completed reimbursement claims may be returned for correction.  If you need assistance completing your claim, please call one of the employees listed below:

Jim Wick

 360-725-6211 (public or private schools, RCCIs, or summer camps)

Jeff Booth

 360-725-6217

These OSPI employees can also be contacted toll-free at 1-877-204-6486.
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