Attachment 1

NEW SPONSOR

INSTRUCTIONS FOR COMPLETING THE
SIMPLIFIED SUMMER FOOD PROGRAM
AGREEMENT AND APPLICATION

Simplified Summer Food Program Agreement (Form SPI 1145AGREE, Attachment 3)

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.  This agreement will be placed in your permanent file.
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.
Simplified Summer Food Program Sponsor Application (Form SPI 1145-C, Attachment 5)
Sponsor:  Indicate the sponsor name, agreement number, federal ID number (FEIN) and program year.  New sponsors will not have an agreement number until the application has been submitted to OSPI and a number assigned.  If your organization participated in a summer feeding program in previous years, the agreement number will remain the same.
Mailing/Street Address:  Enter the mailing address including city, state, zip code, and county.  If the physical address is the same as the mailing address, check the box and we will carry the information over to the mailing address fields.  If the physical address is different than the mailing address, enter the information requested.

Sponsor Contact/Operating Dates:  Enter the sponsor contact information, including name, title, e-mail address, phone number, and fax number.  Indicate the earliest operating date you will begin the SSFP and the latest ending date of operation.  Calculate the total operating days, total number of sites, and indicate the last month you will be running the summer program for this year and enter it into the appropriate spaces.  

Note:  E-mail address is required.  Correspondence will be sent to you by e-mail throughout the summer.

Sponsor Type:  Indicate the type of sponsor applying for the program.  New private nonprofit organizations must submit a letter from the IRS to show they are tax exempt under 501(c)(3), with the exception of churches and certain faith-based sponsors.  Sponsor types include:
Public/Private School Food Authority

Private nonprofit organization

Public or private nonprofit residential summer camp

Private nonprofit college/university participating in programs like NYSP/Upward Bound

State, county, local Government
Indian Tribe

Program Description: Indicate whether the meal service will be prepared by the sponsor or if the sponsor will purchase meals from a food service management company (vendor).

Food Service Management Company:  If vended, list the name of the vendor, the vendor contact person, telephone number of the vendor, and the address of the vendor’s preparation site.  School districts contracting with a food service management company (FSMC) for their regular school food service must list the name of the FSMC.

Sponsor Questions:  Indicate if children under one year of age will be served.  Sponsors choosing to serve children less than one year of age must request the infant meal pattern from OSPI.  Sponsors may also adjust serving sizes to children aged one to six.  However, this option must also be approved by OSPI.
Indicate if the sponsor provides an ongoing, year round service to the community that would be served by the SSFP.  Residential summer camps and migrant camp sites are exempt from having to provide year-round community service.

Indicate if the sponsor has ever been determined to be seriously deficient in its operation of any Child Nutrition Program, including the Child and Adult Care Food Program, SFSP, and/or the at-risk snack program.
Indicate if the sponsor has provided training to the administrative personnel.  If training has not taken place by the time of application, indicate the date that training is scheduled.  Administrative training includes, but is not limited to, purpose of program, site eligibility, record keeping requirements, meal requirements, civil rights requirements, and monitoring requirements.
Indicate if the sponsor has provided training to the operational personnel.  If training has not taken place by the time of application, indicate the date that training is scheduled.  Operational training includes, but is not limited to, purpose of the program, site eligibility, record keeping requirements, site operations, meal service requirements, civil rights requirements, meal count adjustments, and health and sanitation guidelines.
Indicate if the sponsor has displayed the “…And Justice for All” Poster at the sponsor’s office.  The poster must be displayed in a prominent location, so it is highly visible, prior to start of program operations.  The “…And Justice for All” Poster will be mailed to you with your application approval packet.
Sponsor Staffing Plan:  List the total number of full-time and part-time staff the sponsor will employ for tasks involved in the SSFP only.  A full-time staff person is defined as those who work at least six hours a day, every day in the SSFP.  For example, cooks and cooks’ helpers may be the only full-time persons working in the SSFP.  Also, indicate the number of volunteers that will help in the operation of the SSFP.

Sponsor Monitoring Plan:  A preoperational visit, a first week visit, and a review within the first four weeks, must be completed for each site.  Keep the documented visits/review on file.  You do not need to mail copies of them to OSPI.
Indicate frequency of monitoring.  Monitoring may be:
Daily

Weekly

Biweekly (twice a month)
Monthly

As per federal regulation

List the name of your monitor(s).  One monitor is recommended for every 15–20 sites.  More monitors may be needed in rural areas or when sites are located a number of miles from each other.

Commodities:  Indicate if the sponsor would like to receive USDA commodities.  Sponsors that are vended by a food service management company are not eligible for commodities, with the exception of school districts which remain eligible even if vended.  Sponsors who indicate an interest in receiving commodities will receive an offer sheet after their application has been received by OSPI.  However, it should be noted that we are unable to determine the availability of commodities, if any, at this point in time.  Sponsors returning to the program the following summer will automatically receive an offer for commodities.  It is just the first year in which it is difficult to connect a sponsor with commodities due to the short turn around time in the summer months.
Advances:  Indicate if an advance is requested for operating and/or administrative expenses and the first month an advance is needed.  OSPI calculates the amount of the advance depending on the number of sites and days of operation for the first month.  Advances for the second month will not be made unless the sponsor certifies training of personnel was done.  

An advance cannot be given if there are fewer than ten (10) days of operation in a month.  Advances not earned will be recovered from subsequent claims or sponsors will be billed if there is insufficient reimbursement to recover the advance.

In the event collection efforts become necessary, the sponsor agrees that it is liable for all costs associated with such collection activity including, but not limited to, court costs, attorney’s fees, and allowable interest.  If the amount owing is referred to a licensed collection agency, a collection fee shall be assessed pursuant to RCW 19.16.500 in an amount up to 50 percent of the balance owed at the time of assignment.
Audits:  Federal regulations require an audit to be submitted to OSPI as part of the application process if: 
Fiscal year ending after 12/31/03 and your 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 must complete this section.
Type of Audit:  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.

Authorization:  Enter the name and title of the person authorized to enter into a contract on behalf of the sponsor.  Return this form to OSPI with an original signature.

SSFP Questionnaire For New Sponsors (Form SPI 1145NS, Attachment 4)
Administrative Staff Training:  Indicate the date(s) of training for administrative personnel, such as the monitor, claim preparer, and secretary.  Indicate the name of the individual from the sponsoring organization (not OSPI) who will do the training.  List the topics to be covered in the training or attach an outline.  The training agenda handed out by OSPI at training may be used as your training guide.
Operational Staff Training:  Indicate the date(s) of training for operational personnel such as cooks, site supervisors, kitchen helpers, or drivers.  Indicate the name of the individual from the sponsoring organization (not OSPI) who will do the training.  List the topics to be covered in the training or attach an outline.  The training agenda handed out by OSPI at training may be used as your training guide.
Monitoring:  List the date(s) each site will be visited during the first week of the site’s operation.  List the date(s) each site will receive a review within the first four weeks of operation.  List the name of the monitor(s).  Indicate if there will be additional monitoring throughout the summer and, if so, how often the sites will be visited by an administrative staff member.
Note:  Even if a site operates less than four weeks, all monitoring visits must be completed and kept on file.
Meal Counts:  Indicate where the meal count will be taken, the name of the position responsible for recording the daily meal counts, and the form to be used for meal counts.  If there is more than one site, indicate how often the meal count sheets will be collected by an administrative staff member.  We recommend sponsors gather meal count forms on a daily or, at least, weekly basis.

Miscellaneous Questions:  Describe the type of ongoing year-round service your organization provides to the community that will be served by the SSFP.

Describe the procedures that will be used to implement corrective action at a site when problems are observed during a visit/review (i.e., problem documented, retraining conducted, follow-up as needed).
Describe the arrangements that will be made for feeding children in inclement weather, if the site is an outdoor site.

Describe the system you will use for site supervisors to adjust the number of meals needed if the average daily participation at a site changes (i.e., the prior day’s meal counts will be used to project the next day’s meals, as well as, community events, weather, length of program operations.)
Describe the system you will use for transporting meals to each site if meals are prepared at a central kitchen and transported or if meals are vended (i.e., delivery slips will be used to document the number and temperature of meals when they leave the kitchen and again when they reach the site.)
Describe the system the sponsor will use to ensure meals are kept at the correct temperature prior to meal service.  Describe how you will handle leftover meals, including the storage and refrigeration of these meals.

For school districts only, describe the type of menu planning system that will be used to prepare meals during the summer.
Sign and date form.

Simplified Summer Food Program Site Application (Form SPI 1145-D, Attachment 6).  Duplicate this form and submit each site on a separate sheet.
Sponsor:  Indicate sponsor name, site name, site number, and program year.  The site number will automatically be assigned when OSPI staff enter your application online.
Street Address:  Enter the street address (including the city, state, zip, and county in which the site is located).
Site Contact:  Indicate the following information for the site contact person.  The site contact is the person who has agreed to operate the site under the SSFP rules.  This may or may not be an employee of your organization.
Name

E-mail address (required)

Telephone Number

Fax Number

Indicate the same information for the site supervisor.  The site supervisor is the person who is in charge of the meal service on a daily basis.  If the site contact and site supervisor are the same, you may enter the information just once.

Eligibility Information:  Open site using school data—Indicate the number of children eligible for free and reduced-price meals and the total enrollment of the school from which the site draws its attendance.  Enter the percentage of students eligible for free and reduced-price meals.  This percentage must be equal to or more than 50 percent to qualify the site.  If you are using data from a month other than October enrollment data, include the month in which the site reached 50 percent or more free and reduced-price eligibility.  List the name of the school(s) from which the site draws its attendance.  You must submit a letter from the school district that lists the name of the school, the number of children eligible for free, the number of children eligible for reduced-price meals, the month used, and the total enrollment of the school listed.  The letter must be signed by the principal, superintendent, or food service supervisor of the school district.

Open-restricted site:  If the sponsor wishes to restrict access at an open site based on security, safety, or control reasons, check this box and include a written description as part of your application materials explaining why access must be restricted.  The description must also include the school name, number of children enrolled, number eligible for free meals, and the number eligible for reduced-price meals.  The percentage must be equal to or more than 50 percent to qualify the site.
Open site using census tract data:  Indicate if using census tract information and submit census tract data eligibility to OSPI.  If you need help collecting census data, please contact OSPI for assistance.
Open site using migrant organization information:  Submit documentation from the local migrant organization that certifies the site is serving a primarily migrant population.

Open site using tribal information:  Submit Bureau of Indian Affairs (BIA) data with the application.

Enrolled site:  Eligibility of the site is determined by the individual eligibility of the children enrolled.  Select if you will use a roster which is verified by the school district or if income applications will be collected.  To qualify for reimbursement, an enrolled site must have at least 50 percent of the children enrolled that qualify for free or reduced-priced meals.
Residential camp/day camp:  Income applications must be collected and kept on file.  Camps are reimbursed for meals served to only those children that qualify for free or reduced-price meals.
National Youth Sports Program (NYSP):  Income applications must be collected and kept on file.  A letter from the Department of Health and Human Services may certify eligibility instead of income applications.  A copy of the letter must be sent to OSPI.
Open site using housing authority data:  Data must include the number of persons in each apartment unit and the income for that family.  The data must be submitted to OSPI on housing authority letterhead and be signed by the housing authority official.  A prototype of the necessary housing authority data needed to qualify the site was handed out at the OSPI training.
Upward Bound Program:  Indicate whether Income Applications will be collected and kept on file or if sponsors will use their own Upward Bound Application forms to determine eligibility.
Operating Dates:  Indicate the beginning and ending operating dates of the site.  Operating dates may be adjusted online, as needed, at any point during the program.
Hours Meals Served:  Indicate the meal times for each type of meal service.  There must be three hours from the start of one meal to the start of the next.  Indicate the estimated average daily participation (including program adults) for each meal type.

Residential camps must indicate the estimated number of children eligible for each meal type.  
DO NOT COMPLETE THE LAST COLUMN LABLED (CAP).  THIS IS FOR OSPI USE ONLY.  A Capacity of Average Participation (CAP) is assigned to sponsors who vend their meals.  The CAP is set at 120 percent of your Average Daily Participation (ADP).  Meals served in excess of the CAP will not be reimbursed.  A sponsor may adjust their ADP online, as needed, throughout the program.
Indicate if the sponsor is requesting an extension of the breakfast serving time.  Breakfast service is normally completed within one hour.  However, a sponsor may request permission from OSPI to serve breakfast up to two hours maximum.  A reason must be indicated (i.e., bussing schedules).
Number of Operating Days:  Enter the number of operating days for each month for each type of meal service.  Enter the total days of operation for the summer.  Count only those days in which the specific meal service type will actually be served.
Residential camps must indicate if they are requesting approval for a fourth meal type (i.e., children come on the first day of camp in late afternoon, so are served a snack instead of lunch.  The sponsor would therefore serve breakfast, lunch, supper, and snack.  Permission must be granted by OSPI).

Days of Operation:  Enter the days of operation by checking the box below the corresponding days.

Activities at Site:  Check the appropriate box(es) to indicate the type of activities the site will offer.  If “other” is selected, enter a brief description.  School sites that list summer/intersession school only must give OSPI assurance that the site is open to all children, not just those students enrolled in summer school.
Meal Service:  School sponsors (only) should indicate if the offer versus serve option will be used at the site.  If yes, indicate the number of items (1 or 2) that children may refuse for breakfast and/or lunch.  All other sponsors must answer no.

Indicate if children will be allowed to take the fruit/vegetable component off site.  If yes, you must request approval from OSPI by submitting a letter requesting this option which includes a description of how you will ensure children take only the fruit/vegetable component away from the site.  Indicate how children will be served meals:


Cafeteria Style


Sack Lunch

Family Style (may be used only at residential/day camp settings)
Self Serve


Other (must specify)
Indicate how meals will be delivered/presented to the site:

Unitized Meals (i.e., sack lunch with milk shipped separately)

Bulk Delivery (each menu item shipped in bulk, like in hotel pans)

N/A (prepared on site)
Check how children will be supervised:

Teachers
Site Supervisors

Aides

Volunteers

Specify the meal planning system that will be used for the SSFP.  Sponsors, other than school districts, must use the SSFP meal planning system.  School districts have the option of using the same menu planning option during the summer as they do during the regular school year.  Local Education Agencies (LEAs) that plan to use the Nutrient Standard Menu Planning (NSMP) option must have staff familiar with NSMP working during the summer.  If not, then the SSFP or traditional meal planning system must be used.

Check “yes” or “no” if the site participates in the Child and Adult Care Food Program (CACFP).  Only under certain circumstances are CACFP participating sites eligible for the SSFP.  Sponsors must check with OSPI first before including these sites.  Contact Donna Parsons, SFSP Supervisor, at (360) 725-6222 for further guidance.
Check “yes” or “no” if the site has been visited by the sponsor and has the capability and facilities to serve meals to the number of children anticipated.  If the site has not been visited, indicate date of planned visit.  Once completed, be sure to document the date the site was actually visited.
Indicate if the “…And Justice for All” poster has been displayed.  The poster must be hung in a prominent location in the meal service area so it is highly visible to all entering the meal service area.
Check “yes” or “no” if arrangements have been made for food service during inclement weather.  If serving indoors, check “n/a.”

Indicate if the site is a self-preparation site or if it is a receiving satellite site.
Check “yes” or “no” if, as a receiving site, leftovers are refrigerated or returned to the preparation kitchen.

Check “yes” or “no” if, as a receiving site, food can be held at the proper temperature or served within one hour of delivery.

Indicate “yes” or “no” if site personnel will notify sponsor of participation levels so meal production can be adjusted.  Delivering the appropriate number of meals to the site will help the sponsor control food costs, reduce waste, and prevent overproduction/serving.

Return the completed site application to OSPI.

Worksheet for Calculating Simplified Summer Food Program Budget (Form SPI 1145-E/1, Attachment 7)
Duplicate the worksheet and complete one for each site.  Use this first to determine the expected reimbursement for each site.  List the average daily participation (ADP) for each meal and the number of days each meal will be served.  Multiply the ADP by the number of days the site will have meals using the appropriate reimbursement rate per meal for the site.  The rates shown include both administrative and operational categories.  Return the worksheet(s) to OSPI.

Simplified Summer Food Program Budget (Form SPI 1145-E, Attachment 8)

Sponsor Information:  List the sponsor’s name, program year, agreement number, and revision number.  The revision number will be “0,” since this is the first budget submitted.  Again, new sponsors will not have an agreement number until the application has been approved by OSPI.
Meal Costs:  Indicate if meals will be sold to nonprogram adults.  If yes, list the price that will be charged per meal.  If you will be feeding adults at no charge to them, a value must be assigned to each meal and the value recorded here.  Note:  The price/value of a meal sold to nonprogram adults must be equal to or more than the amount you are reimbursed.  For example, a self preparation sponsor, serving lunch, sells meals to adults for $3.1825.  If sponsor receives commodities, add another $0.015 and charge at least $3.20.  You may charge more than the minimums set forth here, such as $3.25, as it is an easier amount to collect and track.
Note:  If you are selling meals, you must have a system in place to handle/document cash.  Money should be turned into the administrative staff daily.  There should be a receipt received for the amount of cash turned in.  Cash should be deposited at least on a weekly basis.
Indirect Cost Agreement:  If your agency or school district charges the food service operations for indirect costs, list the percentage rate.  Sponsors, with the exception of LEAs, must submit a copy of the indirect cost agreement to OSPI.
Administrative Revenue/Operating Revenue:  OSPI will automatically calculate the anticipated federal reimbursement for both administration and general operations when we input your site information, with anticipated meal counts, online.  The total anticipated federal reimbursement is determined by multiplying total meals, times the appropriate reimbursement rate per meal type.
Total Number of Meals Projected:  Indicate the expected number of meals to be served during the program per type of meal as determined from the budget worksheet (Attachment 1 Form SPI 1145-E/1).  This will be automatically calculated for sponsors submitting their budget information online.
Operating Costs/Administrative Costs:  List the anticipated itemized costs for the program, both for general operating and administrative costs by category.  Sponsors should budget their costs as close as possible to the anticipated reimbursement or have other funding sources to pay the difference if costs exceed the reimbursement.  Items listed with an asterisk are eligible for the indirect cost rate.
Operating costs are those incurred at the food service site(s).  This includes the cost of food, labor (cook, site supervisor, etc.), nonfood supplies (paper products, soap, laundry supplies), etc.
Administrative costs are those costs incurred by the administrative staff for tasks such as filing the application, attending OSPI training, hiring staff, monitoring visits, filing the claim for reimbursement, etc.

Return the completed budget to OSPI.

Food Distribution Program Application (Form SPI 1145 Summer Commodities, Attachment 9)
Complete, sign, and return this form if USDA commodities are being requested.  Commodities will be offered to new sponsors based on the availability of product.  If products are available, an offer sheet will be sent to you containing products available and the quantity which may be ordered.
Procurement Standards (Form SPI CNS 1145 Summer Food, Attachment 10)

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, Attachment 11)
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).

School Districts Contracting with a Food Service Management Company (Attachment 12)

This document provides you with a list of school districts that currently contract with a Food Service Management Company (FSMC).  In most cases, a sponsor cannot contract with a vendor who is already contracted with a FSMC.  If you need help in finding a vendor, please contact Nancy Van’t Hul at (360) 725-6222 or Donna Parsons at (360) 725-6220.  The agency TTY is (360) 664-3631.
Certification Regarding Lobbying (Form SPI CNS 280 LOB, Attachment 13)
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.  
Disclosure of Lobbying Activities (Attachment 14)
Lobbying activities, if applicable, must be reported on the Disclosure of Lobbying Activities from.  This form does not need to be returned if there are no lobbying activities to report.
Free Meal Policy Statement (Exhibits 1 [SFSP-1] and 1a [SFSP-2])
Exhibit 1 (SFSP-1, Attachment 19)
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, Attachment 20)
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, Attachment 21)
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, Attachment 22)
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 2008–09 chart to determine a child’s eligibility.  ( See Attachment 23)   Submit a copy of the confidential income statement to OSPI.

Statewide Vendor Registration and Direct Deposit Authorization (Attachment 15)
Reimbursement for all sponsors will be by direct deposit.  This form must be completed for all new SSFP sponsors, except school districts.  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, Attachment 16)

Payment cannot be made to a sponsor until a vendor number (taxpayer ID number) has been assigned to you.  This form must be completed and submitted for all new sponsors, except school districts.  The form must be signed by an authorized representative of the sponsor.  Submit the completed form to OSPI with the application packet.  If you have participated in a summer feeding program from 2002–07, you do not need to submit this form.
User Authorization for Child Nutrition Programs (Form SPI 1532A CNP User Auth, Attachment 17)

To be able to access OSPI’s Web-based software program, each sponsor must complete the user authorization form.  The form must be filled out completely with an original signature (no photocopies or faxes).  The authorized individual will be issued a user identification and password to submit program information and claims electronically.  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.
Field Trip Application Notification (Form SPI 1145F, Attachment 18)

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 27)
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 (Attachment 26)
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. (Examples of these forms were distributed at the SSFP workshops held at four different locations in March and April.)
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 New, Attachment 2).  You do not need to mail the forms to OSPI.
OSPI/Child Nutrition Services
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