Claiming Reimbursement for the School Nutrition Programs

(Webcast recorded August 2009)


Slide 1 – Hi.  I’m Linda Krueger, Nutrition Program Consultant with the School Nutrition Team at the Wisconsin Department of Public Instruction.   Welcome to this webcast on claiming reimbursement for the School Nutrition Programs.  
Slide 2 - If you haven’t done so already, I recommend that you download a copy of the PowerPoint for your reference, along with the script (if needed) that accompanies this presentation.  Links to these are located in the far-right hand column on our School Nutrition Team Webcasts page. 

Slide 3 - This webcast will focus on compiling data for a reimbursement claim, submitting the claim via the internet and then receiving the funding for the various School Nutrition Programs. 

Slide 4 – Submission of accurate claims for reimbursement depend on an accurate daily point of service meal count by school; attendance adjusted edit checks conducted on each school’s daily meal counts; accurate consolidation of meal counts; and accurate submission of monthly claims via the internet.  All claims are required to be submitted electronically.  We will be going through each of these areas in detail.
Slide 5 – Meal counting systems vary by district and sometimes can vary within the schools in a district.  Most commonly used are an electronic debit system, where students are issued a bar code or personal identification (PIN) number; tickets; or check-off list. 
Slide 6 – “Point of Service” (POS) is the point where it can be determined that a student has received a reimbursable meal, after having been offered all of the required components, which would be the end of the meal service line.  This is the preferred place for taking meal counts, whether electronically, collecting tickets or checking a student off on a roster.  Point of service counts are taken daily and reflect the number of reimbursable meals by eligibility category (free, reduced or paid).
Slide 7 – The only other allowable place for taking meal counts would be at the beginning of the line, where the student is entered into the computer system, a ticket is turned in or the child is checked off on a roster.  In order to ensure that meals counted and claimed for reimbursement contain all of the necessary items, you must have another adult at the end of the line that can monitor the student’s tray.  If they find a meal that does not contain the necessary items to make it reimbursable, there must be a system in place for sending the student back for the needed items or subtracting their meal from the meal count to be used for claiming.  Only meal counts taken immediately at the beginning or end of line should be used for purposes of claiming reimbursement.  The on-line contract your school submits indicates on Policy Statement – Part II what type of meal accountability system you are using and whether it is located at the beginning or end of the line.  
Slide 8 – You must have separate meal counts for each school in your agency.  The number of “schools” for your agency is based on the number of “schools” listed on Schedule A of your on-line contract.  We ask that the listing of schools for each agency matches the schools listed in the Wisconsin School Directory, which is compiled and distributed by the Department of Public Instruction.  Obtaining counts by school is critical for applying for severe need rate of reimbursement for the School Breakfast Program, which is a higher rate of reimbursement based on percentage of lunches served to free and reduced eligible students.
Slide 9 – USDA regulations require school agencies to complete an attendance adjusted edit check for each of its schools that participate in the National School Lunch Program, prior to consolidation of the daily lunch counts for the monthly reimbursement claim.  The purpose of the edit check is to identify errors in the schools’ lunch counts and/or problems with the meal counting and claiming procedures so that necessary corrections are made.  If doing the edit check manually, there is a prototype form posted on our website that describes the process, has places to record daily meal counts by eligibility category and has a place to record calculations to figure the highest number by eligibility category that you would expect to serve, based on the school’s attendance factor.  If you have an automated system, the attendance adjusted edit check may be able to be run electronically within the system.  You may have to enter the schools attendance factor to be able to get a valid report.  If you are not sure if your software program contains this capability, you will need to check with the company’s support staff.
Slide 10 – This slide shows the formula for figuring the highest number of lunches you would expect to see on any given day in each of the eligibility categories (free, reduced and paid) based on the total number eligible times the attendance factor.  To figure the attendance factor, you take the school’s average daily attendance and divide by the school enrollment.

Slide 11 – Here’s an example.  The school has a total of 15 students eligible for free meals.  When you take 15 times the school’s attendance factor of .962, you come out with 14.4.  For the purpose of the edit check, you can always round up to the next highest number.  So, in this case, if you found more than 15 free meals on any given day being recorded, you would need to investigate to see where the problem was.  Let’s look at the paid category.  This school has 216 students eligible for paid meals (total enrollment minus those eligible for free or reduced price meals).  216 times the attendance factor of .962 equals 207.8 or 208 paid meals.  You would look at your daily meal counts for the month to see if you found any days exceeding 208.  If so, you would need to investigate as to why.  If it can be explained through attendance records for that day, or another explanation, and the count doesn’t exceed the total number eligible or 216, you need to document the reason and then proceed with consolidation of meal counts.  As stated previously, you must conduct an edit check on each of your school’s daily meal counts before consolidating them into the monthly reimbursement claim.  The edit check should be initialed and dated to indicate that counts were reviewed.

Slide 12 – Once you have completed the required edit checks, you can total the number of free, reduced, paid and non-reimbursable meals for each program you participate in.

Slide 13 – The School Nutrition Programs that you may participate in and be preparing a monthly reimbursement claim for include the National School Lunch Program, School Breakfast Program (separate claims must be prepared for sites that are Severe Need versus those that are not), Afterschool Snack (again, separate claims for Area Eligible versus Not Area Eligible) and the Special Milk Program for ½ day students that do not have access to the lunch or breakfast program.

Slide 14 – Claims can be submitted anytime after the last day of the claiming month, except for June, when we allow claims to submitted anytime after the last day of meal service.  Claims must be submitted within 60 calendar days from the last day of the claiming month.  A School Food Authority may be granted a one 60-day exemption during a three-year period.
Slide 15 – All claims are submitted electronically under On-Line Services on our main webpage.  There is an Internet Claim Manual for National School Lunch Program available at the same website.  When you are ready to enter a claim, you will need to have your SFA-specific agency code and password to log in.  (If you don’t know or have this information, or need to change the password, you will need to contact Jacque Jordee at 608-267-9134.)
Slide 16 – Once you are on our main webpage and have scrolled down to On-line Services, you need to click to enter the system for submitting monthly claims for the National School Lunch Program and School Breakfast Program (where the arrow on the slide is pointing).

Slide 17 – Once you click on the link, you will get this log in screen, where you enter your school-specific Agency Code and Password.

Slide 18 – When this screen comes up, you will want to click on School Nutrition Program.

Slide 19 – You will note that only the headings at the top of the page are changing at this point.  You now want to click on Monthly Reimbursement Claim.
Slide 20 – Click on National School Lunch Program.
Slide 21 – Click on Enter Claim.

Slide 22 – You will need to complete this claim form each month that you have served reimbursable meals.  Make sure to select the month and year that you are submitting a claim for (not the date you are completing the claim).  For example, on October 13th, 2009, you are completing the claim for September 2009.  You would select September as the month and 2009 as the year.  You then enter the data for each line.  NEVER use commas when entering numbers, as this can cause an error in the claim.
· Total number of students approved for free

· Total number of students approved for reduced-price

· Number of schools/sites participating (should match number on                                                     contract)

· Total number of days operating (this is the number of days in the  month that you had meal service)

· Non-reimbursable meals – any meals not claimed for reimbursement, such as meals sold/served to adults, second meals served to students, etc.

· Enrollment – include all students that have access to meal service.

· Average daily attendance – average daily attendance can be calculated by dividing the total number days each student was in attendance during the claiming month by the total number of school days in the claiming month.  Do not include half-day kindergarten or pre-kindergarten students, if they do not have access to the school lunch program.

· Total free student meals

· Total reduced student meals

· Total paid student meals

· Total student meals

· Make sure to enter preparer name and telephone number, as this is considered documenting that you certify the claim being submitted is true, correct and in accordance with the term of existing agreement.  You are also certifying that you have records to support the claim.
· Once completed, click on submit.

Slide 23 – You can click on View-Print to view any claim submitted and to print a copy for your records, which you will need to do.  

Slide 24 – In the View-Print screen, you choose the date (month and year) of the claim you want to view or print from the drop-down boxes.  Then click on the magnifying glass for Search Function.
Slide 25 – When you pull up the claim you have submitted, it will show the amount of money you will receive for that claim.  When it shows the dollar amount, you can be assured that your claim was received.  This is the page you will want to print for your records, to document submission of your claim.  It is recommended that this be stapled to your back-up data (meal counts) and maintained on file at your school.  If you find that you have made an error on the claim, you can click on Modify Claim and make changes anytime between the date of submission and the next Monday evening.  On Tuesday, claims are processed and you would no longer be able to amend the claim electronically.  You need to contact Jacque Jordee if you find an error in a claim that has already been processed.

Slide 26 – To submit a claim for the School Breakfast Program, you click here.

Slide 27 – Click on Enter-Modify Claim.

Slide 28 – You will be asked to select the program type from the drop-down box: regular school breakfast or severe need school breakfast.  If you are unsure of which of your sites qualify as severe need, you will need to review your approved on-line contract.

Slide 29 – Once you have completed filing, reviewing and printing the submitted claims, you will click on Logout, at which time you will get the message, “You are successfully logged out.  Please close the browser if you are not using the application.”

Slide 30 – You must go to a different site on our main webpage, under On-Line Services, to submit the monthly claim for the Special Milk Program and the Afterschool Snack Program (see arrow on slide).

Slide 31 – When you click the link, you will get this screen asking for User name and password.  The User name you will enter is “view” and the password is “1234567”.  Then click OK. 

Slide 32 – You will then get the log in screen where you will enter your school specific agency code and password.

Slide 33 – You will then get a series of menus.  On the Main Menu, you will select Reimbursement Claims.  On the Reimbursement Claim menu you will select School & RCCI.

Slide 34 – On the School & RCCI Reimbursement Claims menu you will select School and RCCI Monthly Claims.  On the School & RCCI Monthly Claims menu, you will select the program you want to submit a claim for.  Note that the only claims you should be submitting from this page are #4 Snacks, #5 Snacks – Area Eligible, and #6 Special Milk.  
Slide 35 – Let’s take a look at the Snacks site.  You would select this if you have sites participating in the Afterschool Snack Program that are not area eligible (refer to your on-line contract to determine which sites are participating as Area eligible and which are not).  From this menu, you can click #1 to submit a claim, #2 to modify an unprocessed claim, #3 to review and print a claim, #4 to go back to the previous menu and #5 to logout.

Slide 36 – Once you have submitted a claim, federal reimbursement will be calculated using the current reimbursement rates.  The federal reimbursement rates for the National School Lunch Program for the 2009-2010 school year are shown here.

Slide 37 – Here are the federal reimbursement rates for the School Breakfast Program.  If you are eligible at some or all of your sites for the severe need breakfast rates, you will receive an extra $.28 for every free and reduced breakfast claimed.

Slide 38 – A handout with more information on both the federal and state reimbursement rates for all School Nutrition Programs can be downloaded from our main webpage.
Slide 39 – So how is your payment received?  If you are a public school, it will be received as an electronic transmittal.  If you are a private school or residential child care center, it will be received as a check.

Slide 40 – When is payment received?  You will receive a monthly payment, based on the submission of your claim.  Claims are processed on the first Tuesday after the claim is submitted.  Payment is made on the second Monday after the claim has been processed.

Slide 41 – Let’s walk through an example.  If you submit your September claim for reimbursement on October 13th, it will be processed the following Tuesday, October 20th.  Payment will be issued the second Monday after processing, which would be November 2nd.  For public schools, this is the date that the electronic deposit is made.  For private schools and RCCIs, this is the date the check is issued.

Slide 42 – There are two School Nutrition Programs that are claimed for on an annual basis, not monthly.  These are the Wisconsin School Day Milk Program, which provides free milk at milk break to students in pre-K through 5th grade, that are eligible for free or reduced price meals.  The second program is the Wisconsin Elderly Nutrition Program.  Claims are made for these programs electronically anytime after the last claiming day of the school year and before August 31st. 

Slide 43 – To submit these claims, you go into the same site as you did for the National School Lunch and School Breakfast Programs.  Once you have clicked on School Nutrition Programs, you will see the option for State Programs’ Annual Claim and Reporting.  Click here.

Slide 44 – Then you have your option of clicking on Wisconsin School Day Milk Program or Elderly Nutrition Program.

Slide 45 – State matching payments are made for the National School Lunch Program and the School Breakfast Program.  These state payments are based on prior year’s performance and are received automatically by the School Food Authority for both programs.    The rates of reimbursement for the current school year can be found on our website.

Slide 46 – If you have questions at any point in putting together or submitting claims, or any other program questions, please don’t hesitate to contact us.  Phone numbers, email addresses and fax numbers are all posted under the Personnel Directory on our website.

Slide 47 – Non-discrimination statement.

Slide 48 – Thank you!
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