Attachment 5

RETURNING SPONSOR

INSTRUCTIONS FOR COMPLETING THE
SIMPLIFIED SUMMER FOOD PROGRAM
AGREEMENT AND APPLICATION

Simplified Summer Food Program Agreement (Form SPI 1145AGREE)

This is the formal agreement between the sponsoring organization and the Office of Superintendent of Public Instruction (OSPI).  All sponsors operating the Simplified Summer Food Program (SSFP) must submit an agreement on an annual basis.
Print the name and mailing address of the sponsor.  The tax identification number must be entered.  This is the number assigned to you by the Internal Revenue Service (IRS).
The agreement must be signed by the individual designated by the organization which has the authority to bind the sponsor in a contract.  The agreement must be mailed to OSPI with an original signature.

Note:  The Summer Food Service Program (SFSP) and the Simplified Summer Food Program (SSFP) are one in the same.  You will find many references still to the SFSP although Washington State is now operating under the simplified (SSFP) rules.
Food Distribution Program Application (Form SPI 1145 Summer Commodities)
Complete, sign, and return this form if USDA commodities were requested.  Commodities were offered to all returning sponsors in March.  Delivery is set for the end of April or early May.
Procurement Standards (Form SPI CNS 1145 Summer Food)

This document explains the requirements that must be followed regarding procurement.  An authorized representative must certify that the procurement standards have been read, responsibilities understood, and adopted for all purchases using USDA funds.  This document must be returned to OSPI with an original signature.

15 Point Amendment to Food Service Agreement (Form SPI 1145 AMEND)
This document is to be completed by sponsors who contract with a vendor or food service management company for meals.  Sponsors whose contract with a vendor is less than $100,000 are not required to comply with the bid procedures as outlined in federal regulation 7 CFR part 225.15 (h)(5).
Certificate Regarding Lobbying (Form SPI CNS 280 LOB)
USDA regulations governing lobbying require any entity that enters into an agreement with USDA to operate programs with federal funds complete and submit, on an annual basis, a certification regarding lobbying (Schedule LOB).  Lobbying activities, if applicable, must be reported on the disclosure of lobbying activities form (Attachment 2).

Free Meal Policy Statement (Exhibits 1 [SFSP-1] and 1a [SFSP-2])
Exhibit 1 (SFSP-1)
This policy statement and media release are to be used by sponsors with open sites only.  The name, address, and meal times of each site must be listed or a separate sheet attached containing the required information.  Each sponsor must submit a letter to the media with information about its SSFP.  A copy of the letter which will be sent to the local media must be submitted to OSPI with the application packet.
Exhibit 1a (SFSP-2)
This policy statement and media release are to be used by sponsors of residential camps/day camps and enrolled sites.  Sponsors that have a combination of both open and enrolled sites must use this exhibit and list the sites under the appropriate category, i.e., open and enrolled.  A copy of the letter and public release which will be submitted to the media must be included with your application packet.

Letter to Parents (Exhibit 2 [SFSP-3])
This is the letter that accompanies the confidential income statement.  Sponsors of residential/day camps and enrolled sites must use this letter or one approved by OSPI.  Submit a copy of the letter to parents to OSPI with an original signature.
Confidential Income Statement (Exhibit 3 [Form SPI 1145-B])
This document or one approved by OSPI must be given to parents of children attending residential/day camps and enrolled sites.  No meal may be claimed for a child at a residential day camp unless there is a correctly approved income statement on file.  For enrolled sites, at least 50 percent of the children enrolled at the site must have correctly approved income statements on file.  Use the Income Eligibility Guidelines 2006–07 chart to determine a child’s eligibility.  Submit a copy of the confidential income statement to OSPI.

Statewide Vendor Registration and Direct Deposit Authorization

Reimbursement for all sponsors will be by direct deposit.  This form must be completed only if the information submitted last summer has changed (i.e., new bank account, new authorized signature, etc).  A voided check or account number information must be included.  School districts receive their funds through apportionment and, therefore, are not required to complete this form.
Request for Taxpayer Identification Number and Certification (W-9)

Payment cannot be made to a sponsor until a vendor number (taxpayer ID number) has been assigned to you.  This form must be completed only by those sponsors who did not participate in a summer feeding program from 2002–06.  School districts are exempt from submitting this form.
User Authorization for Child Nutrition Programs (Form SPI 1532A CNP User Auth)
To be able to access OSPI’s Web-based software program, each user must complete the user authorization form.  The form must be filled out completely with an original signature (no photocopies or faxes).  A food service management company (FSMC) employee cannot submit the claim for reimbursement on behalf of the SSFP sponsor.  A sponsor may have a maximum of two people authorized in each category (application/claims) to submit information over the Web.  If your information is the same as last year, you do not need to re-submit the form.
Field Trip Application Notification (Form SPI 1145F)

If you know the scheduled field trips at the time of application, this document may be used to report meal service changes due to field trips.  Be sure this document has been filled out completely.  If submitting a copy of a calendar or some other documentation in place of this form, it must include the date of the field trip, the type of meal service, the time of meal service, the location, and the site name going on the field trip.  If you are operating an open site, you must assure OSPI that meals will still be served at the open site, as well as on the field trip.  Additionally, you must ensure that a point of service meal counting system is employed on the field trip.
Note:  Field trips not affecting the approved meal service(s) do not have to be reported to OSPI.
Field Trip Fax Notification (Attachment 4)
This document may be used to report unexpected field trip information to OSPI and to report changes to field trip notifications previously sent to OSPI.  It must be completed in its entirety.  If using an optional form, it must contain the date of the field trip, the type of meal service, the time of meal service, the location, and the site name going on the field trip.  If you are operating an open site, you must assure OSPI that meals will still be served at the open site, as well as on the field trip.  Additionally, you must ensure that a point of service meal counting system is employed on the field trip.

Letter to the Health Department

All sponsors must notify the local health department of their intention to sponsor the SSFP.  A copy of the letter, on sponsor’s letterhead, listing the dates of operation, meal types to be served, and times of meal service must be submitted to OSPI along with the agreement.  If field trips are planned, the health department must be notified of the dates of the field trips, locations, and meal service times.  A prototype letter to the health department is attached.
Monitoring, Meal Count, and Meal Delivery/Receipt Forms

Forms the sponsor will use to take meal counts and to conduct monitoring visits must be mailed with the application packet.  This is to ensure the sponsor has the forms needed to monitor the program for compliance.

Sponsors with vended meal service or with satellite sites must submit the forms used to record the delivery and receipt of meals.

If using OSPI forms that were distributed at training workshops, indicate this on the SSFP checklist (Form SPI 1145CKLST Rtn).  You do not need to mail the forms to OSPI.
Audits
The monetary threshold for submitting a copy of the most recent audit to OSPI is:
Fiscal year ending after December 31, 2003, and the total amount of federal funds expended was $500,000 or more.

Note:  Public school districts; educational service districts; public colleges; city, county, other municipalities; military; and federal government agencies are exempt from these requirements and may answer “n/a.”  However, Tribal Organizations are not exempt from these procedures, therefore, must submit an audit to OSPI if the total amount of funds expended in a fiscal year reached $500,000 or more.
Federal regulations require that audits of nonprofit institutions are to be conducted in accordance with Office of Management and Budget (OMB) Circular A-133.  An audit under OMB Circular A-133 is generally an organizationwide audit.  A program-specific audit may be performed under OMB Circular A-133 requirements if the institution expends federal awards under only one program.

Questions regarding audits may be referred to the OSPI, Audit Management and Resolution/Internal Audit section, at (360) 725-6285.
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