Chapter 3

Reimbursement Process

Chapter 3 describes the process involved in submitting a claim for CACFP reimbursement by sponsors.  Time frames for submission of original and revised claims are also outlined and guidelines for Internet submission are explained. 
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I. 
Policy 


During each federal fiscal year (October 1–September 30), administrative payments to a sponsor are based on the lesser of the following actual year-to-date amounts: 

· Actual administrative costs.

· The monthly rate per home.

· The annual administrative budget.

· Thirty percent of the total earnings (operational and administrative). 

II. 
Procedure 


A. 
When filing a monthly claim where monthly administrative costs are less than administrative rate (homes multiplied by rate), the excess rate will be carried over to subsequent months within the same fiscal year.  


B.
When filing a monthly claim where monthly administrative costs are more than administrative rate (homes multiplied by rate), the excess costs will be carried over to subsequent months within the same fiscal year. 


C.
There are no carry-overs (rate or costs) allowed from one federal fiscal year to another. 


D.
USDA establishes administrative rates of reimbursement each year effective July 1. 
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I. 
Policy 


Sponsors must ensure meals claimed by providers are eligible for reimbursement and claimed at the correct reimbursement rates.  Sponsors must also ensure payments to homes are appropriately handled and documented. 

II. 
Procedure 


A. 
The CACFP meal reimbursement is intended to be supplemental.  It may not reimburse 100 percent of a provider’s cost of a meal. 


B.
Meals served to children are reimbursed at two different rates.  Tier I Homes/children receive the higher rate and Tier II Homes/children receive a lower rate.  Determination of Tier I and Tier II Homes/children are discussed in Section 2. 


C.
USDA establishes meal reimbursement rates each year effective July 1. 


D. 
A sponsor has five (5) working days from the date reimbursement is received to disburse the meal reimbursement to providers.  


E. 
The sponsor must issue a monthly earnings statement or similar document to providers.  The monthly earnings statement must include at least the following: 
1. Amount reimbursed by meal types.


2.
Number of meals disallowed by meal type and reason(s) for meal disallowance(s). 


F.
Sponsors are encouraged but not required to annually issue each provider a yearly statement of earnings form (IRS Form 1099).  
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I. 
Policy 


The sponsor is responsible for ensuring that the CACFP Claim for Reimbursement is accurate and that adequate documentation to support the claim is available and maintained on file. 

II. 
Procedure 


A. 
When reviewing the menus the sponsor may choose one of two methods: 



Method 1: 



The sponsor determines when each month the provider must submit menus and meal count worksheets and approves them or disallows them for failure to meet the meal pattern requirements. 



Method 2: 



The sponsor reviews the cycle or master menus in advance for meal pattern compliance, returning the menus to the provider if necessary with instructions on how to correct any problems identified. The provider will make necessary corrections and return the menus to the sponsor along with the Meal Count Worksheets. 


B. 
The sponsor must complete all identifying information for each child on Minute Menu Enrollment Forms.  A computer program, such as Minute Menu, can be used.

C.
The sponsor must tally all meals approved for reimbursement. 


D.
The following information must be verified each month by the sponsor: 

1.
The day care home is operating under a valid license.

2.
The day care home meets applicable staff to child ratios.  


3.
Meals claimed do not exceed two meals and one snack or two snacks and one meal per child per day. 


4.
All meals claimed for reimbursement are served to children for whom the provider has an Enrollment Form (Refer to Section 2.18).  The sponsor must also have a copy of the Enrollment Form in the provider’s file. 


5.
Meals/snacks served meet the CACFP meal pattern requirements for the ages of the children being served. 


6.
A Meal Count Worksheet (Refer to Section 6.2) is submitted with the provider’s signature and date.  This does not apply to Internet claims.

7.
Menus include all of the required components for each meal claimed. 


8.
Meal counts collected during a monitoring review must be compared to the same meal claimed on the Meal Count Worksheet.  This is to ensure that the provider is claiming the correct number of meals.  If the meal count from the monitoring review is less than the provider’s meal count, the sponsor must disallow any excess meals. 


9. 
The provider’s own children are claimed only when in a Tier I Home and only if: 

a. The sponsor has an approved Provider Income-Eligibility Application for the provider’s own child.

b. And, other enrolled, nonresident children are present and participating in the meal service 

10.
Reimbursement is not claimed for meals/snacks served to children in excess of the home’s licensed capacity unless the provider is approved for shifts. 

11.
Only authorized meal types, approved by the sponsor for each provider, are reimbursed. 
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I. 
Policy 


OSPI has an online reimbursement system called ​​​​​​​​​​​​​​​​​​​​​​​​CNP 2000. To receive reimbursement for meals and snacks served by the provider, sponsors must complete and submit an online sponsor claim to OSPI each month. 

II. 
Procedure 
A. When filing over the Internet, ensure the following system requirements are met:
1. Internet Explorer (4.01 or higher) is preferred.
2. To submit claims online, individual users must complete a User Authorization Form and return it to:

Office of Superintendent of Public Instruction

Child Nutrition Services

PO Box 47200

Olympia, WA 98504-7200 
Only original forms will be accepted.  Faxed or copied forms will not be accepted. 

B. The sponsor must review the claim for reimbursement for errors before submitting it to OSPI.  Review the claim for the following common errors: 

1. Claim month is not completed.
2. Claim month is incorrect (entering preparation month instead of claim month).

3. Number of days is not completed.


4.
Expenditures are not reported. 


C.
An estimated or false claim must not be filed.  


D. 
The sponsor must return any funds for which adequate documentation is not available to support the claim. 

E. 
OSPI requires sponsors to submit original claims by the due date as indicated on the claim deadline list issued each year.  The official submission date of a claim is:
1. The date the claim was submitted online.

a. If the system is down and paper claims are necessary, the official submission 
date is the U.S. Postal Service postmark date on the envelope in which the paper 

claim was mailed.  Be sure all postmarks are from the U.S. Postal Service; date stamps from office mail meters are not accepted.

b. Faxed claims will not be accepted.
2. Enter the actual figures for all CACFP expenses incurred that were approved on the budget.  If you receive any warnings or errors, follow the directions to correct the errors. 
3. Errors must be corrected before the claim can be submitted.  Warnings alert the sponsor to data that may not be correct.  The sponsor should check the information, but warnings do not prohibit the claim from being submitted.  All claims sent with warnings will be reviewed before the claim is approved.  Do not adjust numbers on the claim just to prevent warnings from occurring.  When errors have been identified after an original claim is submitted, sponsors may send a revision to that claim. 

Revised claims for an upward adjustment in reimbursement must be submitted within 90 days after the end of the claim month.  Revised claims for a downward adjustment may be submitted at any time.


4.
To revise a claim, go to the month you wish to change.  Click “revise” at the bottom of the site claim and enter the change.  

F. 
Sponsors are reimbursed through Electronic Funds Transfer (EFT).  If a sponsor wants to change the EFT, they must complete the Vendor Change Form, attach a voided check from their bank, and submit to OSPI. 


G. 
The sponsor will receive reimbursement from the State of Washington no later than 


45 days from the date OSPI receives the claim.  Claims submitted by the scheduled deadline are generally paid on the last day of the month.  To check the status of reimbursement for a processed claim, a sponsor may contact Child Nutrition Services  at 360-725-6200. 


H. 
Once a sponsor has received meal reimbursement from OSPI, funds must be disbursed to day care home providers within five working days. 

I. The preferred method of distributing funds to providers is by EFT directly into the provider’s bank account, savings account, or credit union account.
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I.
Policy 


The sponsor must file claims for reimbursement within 60 calendar days after the last day of the claim month.  (Note: 60 days is not always two months.) 

II. 
Procedure 


A. 
Each sponsor must check the box on the online sponsor claim to certify the claim is correct and records are available to support the claim.   


B.
OSPI may grant an exception one time every three years (36 months) if the 60-day deadline has been exceeded.  The sponsor must submit reasonable justification and a corrective action plan before the exception can be granted. 


C. 
The official submission date of a claim is the date the claim is submitted to the CNP 2000 system. 


D. 
Records must be retained for a period of three years plus the current year.  However, outstanding audit issues must be resolved prior to records destruction.  (Refer to Section 7.5) 


E.
Claims received after 60 days (for an original claim) or 90 days (for a revised claim) from the claim month will not be paid unless an exception request has been submitted and granted.  There are two types of exception requests.  Both request types must include the reason the request is being made and steps the sponsor has implemented to eliminate the problem in the future.  The two exceptions types are:

1.
One Time Exception Request: The one time exception request must be approved by OSPI and is allowed when the sponsor did not submit the claim timely because of circumstances within the sponsor’s control.  Each sponsor is allowed a one-time exception once every 36 months of program operation.


2.
Beyond Control Request:  The beyond control request is allowed when the sponsor did not submit the claim timely because of circumstances beyond the sponsor’s control.  Written evidence of the circumstances delaying the timely submission of the claim is required.  OSPI forwards beyond control requests to USDA for approval.

F.
Claim Submission Deadlines

	Month
	Original Claim  60-Day*
	Revised Claim 90 Day**

	October
	December 30
	January 29

	November
	January 29
	February 28***

	December
	February 28
	March 30

	January
	March 31
	April 30

	February
	April 29
	May 29

	March
	May 30
	June 29

	April
	June 29
	July 29

	May
	July 30
	August 29

	June
	August 29
	September 28

	July
	September 29
	October 29

	August
	October 30
	November 29

	September
	November 29
	December 29




*
Original Claims must be placed online by this date.



**
Revised Claims must be placed online by this date.



***
LEAP YEAR ONLY claims are due one day EARLIER than usual.
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I.
 Policy 


When the original claim is found to be incorrect, sponsors must file revised claims within the required time frames listed below.  (Refer to Claim Submission Deadlines in Section 3.5)

II. 
Procedure 


A. 
Revisions may be upward when additional reimbursement is due the sponsor, or downward, when the sponsor is overpaid.  Revisions can also be made that will not affect the amount of the claim. 


B.
Subsequent to filing an original claim, a sponsor may file a revised claim for additional reimbursement within 90 days after the last day of the claim month.  Upward revisions filed after the 90-day deadline will not be processed.  For example: 


Claim Month      
Deadline for Original Claim       
Deadline for Upward Revision
                         May   

       July 30 



    August 29 


C. 
Revised claims resulting in a reduction in reimbursement (downward revision) may be submitted to OSPI at any time. 


D. 
The sponsor should monitor the reimbursement amounts upon receipt to be sure the revisions were correctly processed.   


E.
To revise a claim, go to the site claim and month your wish to change.  Click revise 


at the bottom of the site claim and enter the correct information.  

F.
Click the “Totals” button at the bottom of the claim to make sure that the final numbers after the revision are the correct total numbers you intended to claim.
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I. 
Policy 

A. The approved administrative budget total and its budget categories limit allowable administrative expenditures.  The sponsor is responsible for ensuring that their administrative budget reflects a reasonable projection of their administrative costs.  Unless otherwise revised, administrative expenditures must remain within 10 percent 

or $1,000 of the OSPI approved budgeted amount in each of the budget categories. 


B. 
Administrative expenditures must be made within each of the six budget categories as approved.  Transfers to a budget category and from a budget category are allowable within 10 percent or $1,000 of the approved budget category amount.  The total approved budget is not increased through this process.  If the sponsor anticipates that a budget category will increase or decrease by more than 10 percent or $1,000, a revised budget must be submitted to OSPI, Child Nutrition Services, Olympia office.  The revision may need to include written justification.  

II. 
Procedure 


A. 
During the last quarter of the federal fiscal year; the sponsor should review and, if necessary, revise their budget to ensure that the sponsor has taken advantage of the allowable administrative monies available to them for all allowable costs claimed.  No revised budgets will be approved in September.
B. Sponsors must remember that during any federal fiscal year, administrative cost payments to a sponsor may not exceed the lesser of: 

1. The actual administrative costs. 

2. The applicable monthly rate per home.
3. The annual administrative budget. 



4.
Thirty percent of the total earnings (meal and administrative).  (Refer to Section 3.1). Sponsors may monitor administrative earnings by accessing the CNP 2000 Day Care Home Claim Recap.
C. Sponsors with a high number of Tier II Homes should be especially diligent in tracking the 30 percent rule through the year to be sure that their administrative payments do not exceed 30 percent of their total earnings.  The Claim Earnings Totals section at the bottom of the Day Care Home Claim Recap can be used to track this limitation. 

D. Budget amendments must be approved prior to expending requested funds.  OSPI will not retroactively approve a budget amendment. 

E. If a sponsor requires a budget amendment, the sponsor will submit a revision online and notify OSPI.  OSPI will review the amended budget and approve the budget amendment.

F. OSPI will not retroactively approve a budget amendment to a prior fiscal year.
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I. 
Policy 


A provider’s reimbursement may be withheld (disallowed) or reduced by a sponsor when there is evidence of noncompliance with CACFP regulations. 

II. 
Procedure 


A.  Evidence of noncompliance with CACFP regulations includes, but is not limited to: 

1. 
Lack of daily records including: 



a.
A menu listing what is served at each mealtime on a daily basis. 



(Refer to Section 6.2) 



b. 
Menus for infants, if licensed to care for infants. (Refer to Section 6.3)  



c.
Meal counts taken by the end of the day. (Refer to Section 6.2) 

2.
Lack of income eligibility information. 

3.
The day care home’s license has been revoked or expired. 

4.
More than one meal and two snacks or two meals and one snack are claimed for the same child in one day. 

5.
Claiming more children per age group than the day care home is licensed to have, unless the day care home’s Provider Site Application indicates the home offers scheduled child care and meal shifts. 

6.
Meals do not meet the CACFP meal pattern requirements for the ages being served. 

7.
Claiming a meal type that has not been approved by the sponsor. 

8.
Meals claimed were provided by someone other than the provider. 

9.
The provider has charged the child for the meal. 

10.
The provider has neglected to send the sponsor a completed Enrollment Form for a child prior to claiming the child for reimbursement. 

11.
The provider will not allow the sponsor, OSPI, or the USDA to enter the day care home to review CACFP program operations during the provider’s business hours. 
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I. 
Policy 


Funds must be recovered from the provider when the provider is reimbursed for CACFP meals but the CACFP requirements have not been met due to provider error or inaction. 

II.
Procedure 


A. 
If the sponsor had ample opportunity to restrict CACFP funds before payment was made to the provider, then the responsibility rests with the sponsor and the sponsor is responsible for repayment. 


B. 
In certain circumstances, the provider may have neglected to maintain or provide the sponsor with required information thus resulting in an overpayment.  In this case, the sponsor may use one of the following methods to recover funds: 

1. Notify the provider by telephone, e-mail, or letter regarding the overpayment. Document this in the provider’s file.

2. If the provider requests that the overpayment be deducted from future earnings, the sponsor will deduct the full amount of each succeeding months’ reimbursement until the amount owed is paid back. 

3. If unable to contact the provider within two weeks of the initial attempt noted in number one above, send the provider a certified letter; return receipt requested, stating the reason and the amount owed to the sponsor along with any supporting documentation.  The letter shall state that within two weeks of letter receipt, the sponsor will deduct the overpayment from current and future claims.  If the provider is no longer participating in the CACFP, the overpayment is due immediately in full.
4. If the provider requests that the overpayment be deducted from future earnings, the sponsor will deduct the full amount of each succeeding months’ reimbursement until the amount owed is paid back. 

5. If the provider does not respond within two weeks to the sponsor’s letter, the sponsor may deduct the money owed from future months’ payment. 

C. 
The sponsor must have a policy in place that meets or exceeds the requirements noted above.
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