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1. Open the USDA Fresh Fruit and Vegetable Program (FFVP) School District Claim 

Workbook.  You will find a total of nine tabs at the bottom of the Excel workbook – three 
for original claim months – July, August, and September – and six tabs for claim 
revisions.  Note:  Use the “Tab” key to navigate the claim.  Grayed out areas are locked 
to protect Excel formulas. 

 

 
 
 

2. At the bottom of the claim workbook click on the “JUL 11 Claim” tab to open the July 
2011 claim form. 
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3. At the top of the claim form under the School Information section go to the open 

box on the Agreement Number line and select your county/district number from the 
drop down list by clicking on the drop down arrow: 
 

 
 

4. Once selected, the School Information will populate the claim form along with your 
1st Period Award (July 1, 2011 through September 30, 2011) and your Total 
Award for the 12 month period (July 1, 2011 through June 30, 2012). 
 

 
 
Claim Information: Select the appropriate funding period.  Identify whether this is an 
original or revised claim.  Input the number of operating days for the claim month.  
OSPI will complete the areas of the claim shaded in gray. 
 

Funding Periods:  FFVP funds are expended in two periods.  First Period Awards 
are expended from July 1, 2011 through September 30, 2011.  Second Period 
Awards are expended from October 1, 2011 through June 30, 2012.  The United 
States Department of Agriculture (USDA) will recover all 2011 unexpended funds 
after September 30, 2011. 
 
YTD Expended is defined as the Year-To-Date total FFVP expenditures through the 
current claim period. 
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YTD Dir. Labor Exp. % is defined as the Year-To-Date Direct Labor Expenditures as 
a percentage of total Year-To-Date FFVP Expenditures. 
 
YTD Adm. Exp. is defined as the Year-To-Date Administrative Expenditures as a 
percentage of total Year-To-Date FFVP Expenditures. 
 
Claim Month:  Is already set to July. 
Original Claim:  Yes. 
Revised Claim:  Is locked out except on claim revision tabs such as “JUL Rev #1”. 
 

5. Enter the number of operating days for the claim month in the given box. 
 

 
 

6. The Prior Month’s YTD Claim Amount equals your district’s year-to-date FFVP 
payments.  Since this is the first claim month of the fiscal year, the Prior Month’s 
YTD Claim Amount will equal zero. 

 
7. Enter purchase descriptions and dollar amounts from invoices and payroll reports 

into the appropriate claim sections:  Fresh Fruits, Fresh Vegetables, Direct Labor 
Costs, Small Supplies/Other, Indirect Labor, Training.  Select the item from the 
drop down boxes.  If not found in the drop down boxes, type the item in. Enter total 
invoice costs in the appropriate column. 
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8. In the Direct Labor and Indirect Labor sections, we added two new columns – 
Building (Bldg) and Overtime (OT) hours.  Please enter the site building number 
where the employee worked as well as the employee name and title.  Enter the pay 
rate and regular and OT hours worked.  The Gross Pay column will correctly 
calculate OT at 1.5 times the pay rate plus regular hours times the pay rate.  
Remember to prepare and maintain time and effort worksheets for all employees 
paid from more than one funding source at the school district business office.  Report 
total FFVP hours worked on the claim form from the time and effort worksheets. 

 

 
 
Total year-to-date direct labor expenditures are limited to 30% of the total award 
amount.  If you exceed the 30% threshold, the claim will automatically adjust 
downward to 30%.   
 
Direct Labor includes labor used in preparing and serving fresh fruits and 
vegetables. 

 
Allowable Direct Labor Costs: 

 Funds used to pay a student’s labor (i.e. work study programs). 

 Non-student labor used to prepare and serve fruit and vegetables. 

 Washing and chopping produce. 

 Preparing trays and baskets of produce. 

 Delivering produce to classrooms. 

 Set-up and clean-up (such as kiosks). 

 A prorated portion of fringe benefits for employees whose labor costs are 
charged as operating costs. 
 

Unallowable Direct Labor Costs: 

 Annual Leave 

 Sick Leave 

 Personal Holidays 
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9. Enter small supplies in this section including the product description and total cost 
from the vendor invoice. Select the item from the drop down box.  If not found in the 
drop down box, type the item in. 
 

 
 

10. Administrative Costs 
 

Include equipment purchases and leasing and labor costs that are not directly 
related to the preparing and serving of fresh fruits and vegetables but necessary to 
administer the program.  The school district may use up to 10% of the award for 
administrative costs necessary to operate the Fresh Fruit and Vegetable Program. 
The 10% limit on administrative funds is based on the total award for the school, not 
on the funds actually spent during the month/year. 
 
Unrestricted indirect rates can be applied to operating costs (except food) and 
administrative expenses (except equipment). 
 
Administrative costs include labor costs for: 

 Processing financial reports and reimbursement claims. 

 Planning and writing menus. 

 Ordering produce. 

 Accounting functions (i.e. invoicing, tracking inventory). 

 Travel costs of staff to attend meetings, training, etc. 

 Custodial. 
 

For indirect labor, enter the employee name, building number, title, hours worked, 
and pay rate on the district claim. The worksheet will automatically calculate gross 
pay.  Include only employees who work for School Food Services – Program 98.  
Business managers, accounting staff, warehouse employees, transportation staff, 
etc. are included in your unrestricted indirect rate and should not be listed on the 
indirect labor lines below. 
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11. Access to the Equipment section is open through December 31, 2011.  Approved 
equipment purchases (greater than $50) may be entered on the following line items.  
Enter equipment descriptions and costs from the vendor invoices.  Allowable 
equipment purchases must be received by December 31, 2011. 
 

  
Types of Equipment (non-expendable items) include: 

 Carts, kiosks, and coolers used to deliver the fruit and vegetables. 

 Small equipment to prepare and serve the fruits and vegetables; trash cans; etc. 

 Leased equipment such as a refrigerator for storage. Leasing equipment for the 
duration of the project is an allowed cost. At the conclusion of the program, any 
equipment or unused items such as trash bags should be transferred for use in 
the school meal programs. 

 Food bars (portable). 
 

12. At the bottom of the claim, enter the Unrestricted Indirect Rate in the box provided, 
if claiming. 
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13. Go back to the first page of the claim and enter the Authorized Signature and the 
Date Submitted.  The claim will not be paid without the authorized signature and 
date claim submitted.  Using the drop down arrow select from the list of authorized 
signers. 
 

 
 

14. Review the claim for accuracy.  Please review the Reimbursement Total at the 
bottom of page one of the claim.  This is your payment amount.  At the end of the 
month compare the Reimbursement Total to the payment on the Apportionment 
Statement – Account No. 6198-01 for FFVP.  You can access your district’s latest 
apportionment statement on the following K-12 website:  
http://www.k12.wa.us/SAFS/default.asp 
 

 
 
 

 
 

15. Save the claim workbook in the following file format:  
 
(County/dist. #) (Your school district name) SD 1st Qtr FF&V Claim.  
 For example:  99-999 Sunny Days SD 1st Qtr FF&V Claim 
 

16. Email the claim workbook to Jim.Wick@k12.wa.us, and he will audit and process the 
claim for payment.  School districts are paid through the apportionment process; 
private schools are paid through AFRS (Automated Financial Reporting System). 
 

17. Once a claim has been processed for payment, Jim will lock it down and return the 
claim workbook to you for future claiming. 

http://www.k12.wa.us/SAFS/default.asp
mailto:Jim.Wick@k12.wa.us
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18. Remember to adhere to the claim timelines when filing a claim.  Similar to National 
School Lunch Program, the original claim is due within 60 days from the end of the 
claim month, upward revised claims are due within 90 days, and downward revisions 
may be filed at anytime throughout the program year.  Please refer to the clam due 
date schedule at the following K-12 website:  
http://www.k12.wa.us/ChildNutrition/programs/FFVP/default.aspx. 
 

19. If you have any FFVP claim questions, please contact Jim Wick at 360-725-6211 or 
Jeff Booth at 360-725-6217. 

http://www.k12.wa.us/ChildNutrition/programs/FFVP/default.aspx

