Attachment 1 

CHILD NUTRITION PROGRAM 
SPECIAL MILK PROGRAM
SY 2009–10
INSTRUCTIONS FOR COMPLETING 
ATTACHMENTS

Following are instructions to assist you in completing required paperwork for the 2009–10 renewal application.  
SEPARATE INSTRUCTIONS FOR COMPLETING THE SPONSOR APPLICATION AND SITE INFORMATION ELECTRONICALLY ON-LINE WILL BE E-MAILED TO THE DESIGNATED USER(S).
Instructions for completing the sponsor application and site information forms on-line will be e-mailed to all sponsors requesting.  Authorized users, following the instructions, are to review all information on the forms and update the information as necessary.
The purpose of the sponsor application is to gather data from each local education agency (LEA).  The information includes prices charged for milk; the number of days for each operating month that the program will be in operation; and the program’s enrollment and participation data.  

The purpose of the site information form is to gather data for each school/site within an LEA that operates a special milk program, as well as counting and collection procedures.  

PROCEDURES FOR COMPLETING CHECKLIST, FORMS, ATTACHMENTS, AND EXHIBITS
Form SPI SMP 280 RENCKLST - Application Checklist (Attachment 2)
Check off all forms, attachments, and exhibits you are sending to Child Nutrition Services, both electronically and on paper.
Form SPI SMP CNS 280 LOB – Certification Regarding Lobbying (Attachment 3) 
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 must complete and submit, on an annual basis, a Certification Regarding Lobbying form.  
Recipients of federal grants (such as United States Department of Agriculture [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 SMP CNS 280F – Disclosure of Lobbying Activities (Attachment 4)  
Disclosure of Lobbying Activities, if necessary, is to be used in accordance with its instructions to disclose any lobbing activities.
Form SPI SMP 1532A CNP – User Authorization Form for Child Nutrition Programs
(Attachment 5)  
All LEAs must complete and update the Sponsor Application and Site Information forms electronically.   
The user authorization (UA) form must be submitted only if there are any changes from last year.  Remember, 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(s) must be filled out completely with an original signature.  No photocopies or faxes will be accepted.

Letters to Households and Free Milk Application (Attachments 6–7)  
Exhibit IV - Standard Letter to Households – Special Milk Program  (Attachment 6)  
This is the standard SMP 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, hearing official.
Exhibit V - Standard Application for Free Milk  (Attachment 7)  
The application also requires that only the social security number of the adult who signs the application needs be included.  An adult who does not have a social security number must indicate “none” by checking the “I do not have a social security number” box.  Applications for foster children require only the name of the child, the amount of income the child receives and how often for his/her personal use, and the signature of the foster parent. 
Exhibit VI – Sample Public Release for Special Milk Program (Attachment 8)  
The submission of the public release to the media will be done again this year by OSPI.  However, we strongly recommend LEAs provide a public release and a supply of their free milk application forms to local organizations that provide assistance to low-income families such as food banks, Women, Infants, and Children (WIC) clinics, post offices, and employment security offices.  

USDA Child Nutrition Program Income Guidelines (Attachment 9)  
The attached income guidelines for July 1, 2009, through June 30, 2010, are provided for your assistance in correctly approving free income applications.  
Application Notification Letters (Attachments 10–12)  
LEAs are reminded that applications for free milk 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 Milk” letter (Attachment 10), a sample “Notice of Denied Eligibility for Free Milk” letter 
(Attachment 11,), and a sample “Notice that Temporary Approval for Free Milk is Expiring Soon” letter (Attachment 12).
Copies of the notifications the LEA uses must be submitted to OSPI if you use forms different from the ones included in this bulletin.   LEAs should print 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.

GENERAL INFORMATION

Application Approval
The individual(s) responsible for approving free milk applications must be an employee of the LEA.  
Fair Hearing Official
The fair hearing official cannot be the individual who is responsible for approving free milk applications.
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