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This section includes

v’ School Food Authority (SFA) processes.



Chapter 1: Using the Reviews Module SFA Reviews & Appeals

School Food Authority (SFA) Processes

reparation

= Review details on General Info tab (Reviews module)

= Complete Site Selection Worksheet

Bdministration

= Complete initial response to form/tool questions
= Respond to questions flagged for Corrective Action Plan

= Resubmit a response

ommunication

= View and/or print notifications (letters) from DPI
= Send / receive correspondence (messages) with DPI

= Review and/or print the Administrative Review Report

< End of Section >
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This section includes

v" Finding Review details.

V' Completing the Site Selection Worksheet.



Chapter 2: Preparation SFA Reviews & Appeals

Before a Review Starts

Before a Review starts, the Reviews tab only shows past Reviews, if any.

Academic Year Review Type Lead Reviewer Status
No records to display.

After DPI starts a Review, the Review is listed on the Reviews page. The Review Type is a link to view
Review details.

Academic Year Review Type Lead Reviewer Status

2015 - 2016 Administrative snacs admin Started

To display Review details

1. Expand the Administration menu and click Reviews.

2. Click the Review Type link.

Administration

Page 8 Wisconsin Department of Public Instruction



SFA Reviews & Appeals Chapter 2: Preparation

General Info

An Administrative Review starts when DPI selects your SFA for review

l General Info and sends the Confirmation Letter detailing review requirements.

Clicking the Reviews tab in SNACS displays a set of tabbed
information. The first tab, General Info, provides general Review information, such as the type of
review being conducted and the Lead Reviewer's name. Details about the Review are shown on the

Review Details page.

Your SFA has been selected for a Review beginning on 9/17/2015. You will need to submit your Site Selection Worksheet
for the Review by 9/24/2015. The figures entered on this form should be from the most recent October data available

Review Details: 252527 - Highland School District T — Current “To-Be-Done” tasks

are always listed here

« Back to Reviews

Documents (0)

General Info Notifications Site Selection Worksheet Correspondence (0)

Review Info | [SA Contact Your remaining tasks:
Review Type: Administrative Reviewer: snacs admin P Complete your Site Selection Worksheet
Bt B B Work Phone & » Complete your Questionnaire
Email: test@test.com

Each task listing is a link to
help you get started quickly

Review Step Start Date End Date

Off-Site Review 09/17/2015 09/25/2015
On-Site Review 09/23/2015 09/25/2015
Site Selection Worksheet 09/23/2015 09/24/2015

Review Event Dates

Initially five tabs are provided for an Administrative Review.

Wisconsin Department of Public Instruction Page 9




Chapter 2: Preparation SFA Reviews & Appeals

Site Selection Worksheet

After receiving notification (Notification Confirmation) from
Site Selection Worksheet  \ DPI that your SFA has been selected for an Administrative

- Review, you will see a task titled “"Complete your Site
Selection Worksheet’ on the General Info tab.

% Note: SFAs with only one Site do not need to complete a Site Selection Worksheet.

Review Details: 355754 - Tomahawk School District

« Back to Reviews
X X a1 Y ™\
GeneralInfo  \ Notifications (1) \ Site Selection Worksheet \ Correspondence (0) \ Documents (0)
| Review Info | [SA Contact Your remaining tasks:
Review Type: Administrative Reviewer: Jo Blackbumn ¢ Complete your Site Selection Worksheet
Review Status: Started Work Phone #:
Email: jo.blackburm@primeroedge.com
Review Schedule
Review Step Start Date End Date
Off-Site Review 09/01/2014 09/12/2014
On-Site Review 09/15/2014 09/19/2014
Site Selection Worksheet 08/25/2014 08/25/2014
Entrance Conference 09/12/2014 09/12/2014
Exit Conference 10/03/2014 10/03/2014
Phone Review 08/28/2014 08/28/2014

The Site Selection Worksheet lists all schools in your SFA and identifies the school type (elementary,
secondary, or combination). You will enter the following data for each school

= Number of serving days
= Number of students eligible for free meals in NSLP

=  Number of free meals claimed for one month in NSLP

Page 10 Wisconsin Department of Public Instruction



SFA Reviews & Appeals Chapter 2: Preparation

Completing the Site Selection Worksheet

Completing the Site Selection Worksheet requires entry of reimbursement claim data for the previous
October.

= (lick ﬁ] to save entered data; no data is sent to DPL

= Click Subms to send entered data to DPI; the button is available only when all data has

been entered and the Certification check box has been selected.

After clicking M‘ , the button is unavailable. If an error has been made or all information has

not been entered, you must contact DPI to have corrections made.

To complete the Site Selection Worksheet

1. Either click the Complete your Site Selection Worksheet link on the General Info tab or
click the Site Selection Worksheet tab.

2. Enter the following for each listed Site.

a. Enter Number of Serving Days.

b. Enter Number of Free Eligible.

¢. Enter Number of Free Lunches Claimed.
3. Select the Certification checkbox.

4. Click |Submit

s clek L% |
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Chapter 2: Preparation SFA Reviews & Appeals

« Back to Reviews

X B N
General Info \ Notifications (0) \ Site Selection Worksheet \ Correspondence Documents (0) ‘\

' Review Info —————— SA Contact Your remaining tasks:
Review Type: Administrative Reviewer: MPS Admin r COJMW
Review Status: Started Work Phone #: (414) 444-5555

‘ Email; mps@mps.com

y ©@rhadintn

Your SFA has been selected for a Review beginning on 10/15/2014. You will need to submit your Site Belection Worksheet for the

Review by 11/3/2014. it should be based on the October before the Review.

R
E

Review Details: 130350 - Belleville School District

« Back to Reviews

~
[ General Info \ Notifications (0) T Site Selection Worksheet \‘-. Cormrespondence (0) ‘\ Docu

Month of
Status: In Progress 0 of 4 Sites Complete entered claim data

L} | |
A. Site Name B. Site Type n C D. E m SBP  SMP Snacks/ASP FFVP SSO/
= #ofSenving #offree  #of Free Lunches] SFSP
u Days Eligible Claimed ]
Belleville Elementary ElmmnmE]: |18CI [298 [158 : v
: .m ]
itle Hi ondary [w] = []
Bellevilie High School Secondary [v]| # [180 49 276 " v
- L} | |
Belleville Intermediate Elementary[ v = |18EI |18? [125 "
2 'm [ ]
[ — .
Belleville Middie School Secondary [ v] : |18CI [211 [209 s
i i1 n
2 . ] [
-Ceﬂlﬁl:ahcln LA LA R RRRRRRRRRRRRRRRRRN!
Ihmbyumﬂmtmm«lrmlSMFnod“" y nor its principa!s/suthorized rep isp y " d. proposed for
. deciared ineligible, disqualified, or voluntarily from participation in this ion by any Federal/State department or agency.
| certify under penalty of perury that the inf ion on these application forms is true and correct, and that | will immediately report to the State Agency any
changes that occur to the inf " ithed. | wr that this inf ion is being given in connection with receipt of federal funds. The State
Agency may verify inf and the b D 1 of inft will subject me to p under gpplicable federal and state cnminal
statutes.
On behsif of the School Food Authority, | hereby agree to comply with all state snd federal laws and regulations governing the Child Nutrition Programs
administered by the State Agency. In accordance with Federal law and U.S. Department of Agriculture policy, this School Food Authority does not
discriminate on the basis of race, color. national origin, sex. age or disability. | will ensure that all monthly claims for reimbursement are true and correct and
that records are available 1o support these claims.

Message from webpage E

You will not be able to edit this form after submitting. Click OK to
continue or Cancel to stay on the same page.

o) Cema )]
by

Continue to next page )
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SFA Reviews & Appeals Chapter 2: Preparation

The Site Selection Worksheet has been successfully submitted.

Review Details: 130350 - Belleville School District

« Back to Reviews

[ General Info \ Notifications (0) ‘I Site Selection Worksheet \ Questionnaire (80) \ Correspondence (0)
;. Documents (0) \

Status: Submitted

Sites Based on October data &l

A. Site Name 8. Site Type c D. E. SBP  SMP Snacks/ASP FFVP  SSO/
#ofServing  #offree  #of Free Lunches SFSP
Days Eligible Claimed

Belleville Elementary | |180 [293 | [153

Believille High School ~] [0 | |34 276

Belleville Intermediate || o [0 | [187 125

Belleville Middle School | Sec | [180 [211 | [209

Certification

:*’:lwwﬁyh:mthm i its princi ized repri ives is p ¥ d, proposed for
ligible., di fied, or vol i icip in this by any Federsl/State department of sgency.

rm&MMormme fi i lication forms is true and correct. and that | will immediately report to the State Agency any
changes that occur to the & infy ion is being given in connection with receipt of federal funds. The State

Agency may verify inf ion; and the dels i i ion will subject me fo prosecution under applicable federal and stete crimingl
MM

mw«mwrmmm | heraby agres to comply with all state and federal laws and regulations g ng the Child Nutrition Pr

d by the State Agency. In with Federal law and U.S. Department of Agriculture policy. denotFnoﬂﬁun'm:ydmru
discriminate on the basis of race, color, national origin, sex, age or disability. | will ensure that all monthly claims for reimbursement are true and correct and

Review Details: 130350 - Belleville School District

« Back to Reviews

l General Info \ Notifications (0) \ Site Selection Worksheet \ Questionnaire (80) \ Correspondence (0)

; Documents (0)

I ot |
Review info SA Contact Your remaining tasks:
Review Type: Administrative Reviewer: MPS Admin * You have no remaining tasks.
Review Status: Started Work Phone #: (414) 444-555
Email: mps@mps.com
Review Schedule
Review Step Start Date End Date
Off-Site Review 10/15/2014 11/05/2014
Site Selection Worksheet 11/01/2014 11/03/2014
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Chapter 2: Preparation SFA Reviews & Appeals

< End of Section »
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This section includes

v" Responding to Questions.

v" Resubmitting responses to Questions.

v" Responding to a request for a Corrective Action Plan.
v" Responding to a rejected Corrective Action Plan.

v Viewing a canceled request for a Corrective Action Plan.



Chapter 3: Administration SFA Reviews & Appeals

After the Site Selection Worksheet is completed, the next step of
the Review process includes responding to questions on the
various USDA forms. Questions are shown on the Questionnaire
tab.

Questionnaire (22)

The Questionnaire tab appears when DPI “checks out” the forms for you to complete. Below is an
example of what you might see.

Number on tab indicates number of

questions to be answered
Review Details: 355754 - Tomahawk School District

« Back to Reviews

. Y o X . \
GeneralInfo Y, Notifications (1) Site Selection Worksheet Questionnaire (22) Correspondence (0) \ Documents (0)

Status

TR

Section Question # Status Submitted By Submitted On
» Certification and Benefit Issuance (100 - 122) 100 Not Submitted
» Certification and Benefit Issuance (100 - 122) 10 Not Submitted
» Certification and Benefit Issuance (100 - 122) 102 Not Submitted
» Certification and Benefit Issuance {100 - 122) 103 Not Submitted
» Certification and Benefit Issuance (100 - 122} 104 Mot Submitted
» Certification and Benefit Issuance (100 - 122) 106 Not Submitted
» (Certification and Benefit Issuance (100 - 122) 107 Not Submitted
» Certification and Benefit Issuance {100 - 122) 108 Not Submitted
» Certification and Benefit Issuance (100 - 122) 109 Not Submitted
| > Certification and Benefit Issuance {100 - 122) 110 Not Submitted
e iez]2 3 0/ 0] Pagesze 10 ~ \ 22 items in 3 pages

Question 105 is not included

You may see all Questions from all Administrative Review forms listed on the Questionnaire tab or
you may see selected Questions. “Not Submitted” is the initial status for all Questions.

Page 16 Wisconsin Department of Public Instruction



SFA Reviews & Appeals Chapter 3: Administration

Making a First Response to a Question

Each Question is presented as it appears on the USDA form. Expanding the Question displays the
complete Question text and response fields.

To respond to a question

1. Click Expand ( ?) in a question listing.
2. Enter aresponse.

3. Click Save or Save & Submit.

Review Details: 355754 - Tomahawk School District

« Back VIEWS

[ General Info Y\\ Notifications (1) \ Site Sefection Workshest J Questionnaire (22) \-\ Comrespondence (0) \ Documents (0) "\

Status

Ere—

Section Submitted On
ertification and Benefit Issuance {100 - 123} Not Submitted

‘Certification and Benefit Issuance (100 - 122) Not Submitted
Certification and Benefit Issuance {100 - 122} Not Submitted
Benefit Issuance (100 - 122)

Revies « Details: 355754 - Tomahawk School District

« Back to Reviews

- - I T . !
| General Info ‘:\ MNotifications (1) ‘-\ Site Selection Worksheet I Questionnaire (22) \ Comespondence (0) \ Documents (0} \

Status

T

Section Question # Status Submitted By Submitted On

w Certification and Benefit Issuance (100 - 122) 100 Not Submitted

Form: Certification and Benefit Issizance (100 - 122)

Qumion‘: a0 AEEEEEE SN E SN E SN SN NN NN ENEEEEEEEEEEEESR

100, Name of Determining Oificiai for Appiications:™ Ejena Martin
" ’
Title of Determining Official for appncaﬁms: |c|-.;|a Nutrition Director

‘IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII.f

Not Submitted
g:e Sie & Submit Cance
gaibealn and Benefit Issuance (100 - 122) 101 Not Submitted

> Certification and Benefit Issuance (100 - 122} 102 Not Submitted

ce (100 - 122)

Wisconsin Department of Public Instruction Page 17



Chapter 3: Administration SFA Reviews & Appeals

Saved vs. Saved & Submitted Response

If you choose to Save your response, “Not Submitted” continues to appear in Status in the question
listing. A save success message appears.

DPI also sees "Not Submitted.” However, your saved response is visible to DPI if they choose to
expand the question.

Question #100 updated successfully,

Review Details: 355754 - Tomahawk School District

« Back to Reviews

( = | = : X : - 5 X ™\
| General Info \ Notifications (1) \ Site Selection Worksheet ] Questionnaire (22) '-\_Culrr,p"mden:e{ﬂ} \‘ Documents {0} ‘\

Status

e

sniYs s s nnssEE e EEEEEEnE i A s R e e WA Y e e e WA F R R

»  Certification and Benefit Issuance (100 - 122) 100 Not Submitted
EEEEEEEEEEEEEEEEEEEEEEEEEEEEESEEEEEEEEEEESEEEEEEEEEEEEEEEEEEEEEEEEEER
» Certification and Benefit Issuance (100 - 122) im Mot Submitted

» Certification and Berefit Issuance (100 - 122) 102 Not Submitted

> i St [szuance (100 - 122) 103 No

You are able to continue updating your Question response as long as you use Save to update your
response. When you choose to Save & Submit your response, the question status changes to
“Submitted”. The username who submitted the response is shown along with the submission date and
time.

Question #102 updated successfully.

Review Details: 355754 - Tomahawk School District

« Back to Reviews

. R -.7‘ . ™\
General Info \\ Notifications (1) \ Site Selection Worksheet ] Questionnaire (22) \\ Correspondence (0) \ Documents (0)

Status

Question # Status

100

Submitted On

>
» Certification and Benefit Issuance (100 - 122) 101 Mot Submitted
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEER
e z : 8/25/2014 11:55:46
m » Cenification and Benefit Issuance (100 - 122) 102 Submitted snacs admin
T e y y  rmmmmmmmITTTTTTT
i it [ssuance (100 - 122) 103 -

Certification and Benefit Issuance (100 - 122) Not Submitted
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SFA Reviews & Appeals Chapter 3: Administration

Saving vs. Submitting
When a response to a question is saved
= Message states that the question has been updated successfully
= Status = Not Submitted; shown in the question listing and in the question body

= Links to Save, Save & Submit, or Cancel are provided

= Question response can be changed as often as needed until submitted

(l CQuestion #100 updated successfully
[ — E—

[ —
Review Details: 355754 - Tomahawk School District

« Back to Reviews

|. General Info "-\‘ Notifications (1) ‘:-\\ Site Selection Worksheet ] Questionnaire (22) "'-\ Correspondence (0) Y'-\ Documents [0) ."\
Status
~AL- C
Section Question # Status Submitted By Submitted On
s  Certification and Benefit Issuance (100 - 122) 100 < Mot Submitted >
Form: Certification and Benefit Issuance (100 - 122)
Question #: 100

100. Name of Determining Official for Appiications: | Elena Martin

Title of Determining Official for Applications: | Child Nutrition Director

SaveSave & SubmitCancel

2>  Certification and Benefit Issuance {100 - 122} 101 Mot Submitted
~v  Certification and Benefit Issuance (100 - 123) 102 snacs admin 8/25/2014 11:55:46 AM
Form: Certification and Benefit Issuance (100 - 122)
Question #; 102
102.1f the SFA Is a Residential Child Care Institution (RCCT), are there any day students?

(®not an ACC () RCC, with day students (_)RCCL without day students

3 Certification and Benefit Issuance (100 - 122) 103 Not Submitted

Q0 - 122) 104

When a response to a question is saved & submitted
= Message states that the question has been updated successfully
= Status = Submitted; shown in the question listing and in the question body

= Links to Save, Save & Submit, or Cancel are not provided.

= Question response cannot he changed.

Wisconsin Department of Public Instruction Page 19



Chapter 3: Administration SFA Reviews & Appeals

Resubmitting a Response

You may receive a request from DPI to resubmit your response with updated or additional
information. The question / response is available for resubmission when the Status has been returned
to "Not Submitted”. The process remains the same as the first submission.

To update and resubmit a response

1. Click Expand ( ? ) in a question listing with a status of “Not Submitted".

2. Make updates to the response as needed.

3. Click Save & Submit.

Review Details: 355754 - Tomahawk School District

« Back to Reviews

Y ~ .
‘, Comespondence (0) '\ Documents{0)

[ General Info .f'\ MNotifications (1) .“-\ Site Selection Worksheet I Questionnaire (22)

Status

2014 11:55:46

Submitted By Submitted On
&miﬁmion and Benefit Issuance (100 - 122} 100 Mot Sulae snacs admin 8/25/2014 12:40:36 PM
orm; Certification and Benefit Issuance (100 - 122)
Question # 100

100. Name of Determining Official for Applicati

anice Pearso

[chila Nutrition Director

Titie of Determining Official for Applicati

*
——

Not Submitted

Not Submitted

Review Details: 355754 - Tomahawk School District

« Back to Reviews

~ " s =" .\- —
[ General Info '-\ Notifications (1) \ Site Selection Worksheet T Questionnaire (22} \‘-,' Correspondence (0) \ Documents (0) \-\‘

Status
A=

Submitted On

Status

Submitted By

8/25/2014 12:55:43
%  Certification and Benefit Issuance (100 - 122) 100 Submitted snacs admin B &

ance (100 - 122

Page 20 Wisconsin Department of Public Instruction



SFA Reviews & Appeals Chapter 3: Administration

Corrective Action

When DPI reviews responses to Questions, they may choose to

‘ Corrective Action (4) flag the Question for a request for a Corrective Action Plan

(CAP) and set a Due Date for submitting the response.

To respond to a Corrective Action Plan request

1. Click the Complete your Corrective Action link on the General Info tab.

2. Expand a Question listed for Corrective Action.

3. Enter text describing the steps your SFA will take to correct the flagged error.

Save [ Save & Submit
or

4. Click

I Review Details: 355754 - Tomahawk School District

« Back to Reviews

ondence (0) V\_I Documents (2) \".

—— ’ ;
I GeneralInfo |\ Notifications (1) \ Site Selection Workshest \ Questionnaire |

| Review Info | Your remaining tasks:

Review Type: Administrati 4 + Complete your Comrective Action
Review Status: Started :

Review Step Start Date End Date
Off.Site Review 08/01/2014 09/12/2014

On-5ite Review 09/15/2014 09/19/2014

Site Selection Worksheet 08/25/2014 08/25/2014

Review Details: 355754 - Tomahawk School District

& Back to Reviews

y
General Info ‘\ Notifications (1) ‘\ Site Selection Worksheet \ Questionnaire (22) T Corrective Action (2) \ Correspondence (0) X Documents (2) \\

Status

AL -

Section Question #  Due Date Current Status Modified By Modified On
14 0917
» Certification and Benefit Issuance (100 - 122) 102 Flagged F—— 'C;':.‘.-'GZ.-'ZO 021
09/02/2014 04:09
105 09/05/2014 Flagged snacs admin B

Wisconsin Department of Public Instruction Page 21



Chapter 3: Administration SFA Reviews & Appeals

*

Corrective Action

Section i Current Status Modified By Maodified On

Certification and Benefit Issuance (100 - 122) Flagged snacs admin 09/02/2014 09:17 PM
Certification and Benefit Issuance (100 - 122) Flagged snacs admin 09/02/2014 04:09 PM

Form: Certification and Benefit Issuance {100 - 122)
Question #: 105

Due Date: 08/05/2014

Current Status: ¥ Flagged

History:
“#¥ Flagged for Corrective Action

B Z UEE At FortNeme -[Real.-|
Application approval must be completed within 10 days of application receipt. Please review your procedures to
|determine where adjustments can be made

_Jﬁﬁf RN YUl annannnanannnnnnnnnnnnnnnannnnnnnnnn !

aPlease enter and submit your corrective action plan
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SFA Reviews & Appeals

Chapter 3: Administration

Save

Clicking leaves the Question / Response status as “Flagged” but allows you to make

additional changes if you need to collect more information before submitting the plan.

I Question #105 ypdated successiully ‘

Review Details: 355754 - Tomahawk School District

« Back to Reviews

Documents {2)

| Generalinic I'-‘ Notifications (1) 1 Site Selection Workshest Questionnaire (22) ] Cormective Action {2) I'-\ Cormrespondence (0)
Status
~ALL -~ - | | Asply
Corrective Action
Section Question #  Due Date Current Status Modified By

Modified On

>  Certification and Benefit Issuance (100 - 122)

102

Flagged snacs admin

09/02/2014 05:17

----------------------------%---

> Certification and Benefit Issuance (100 - 122) 105 09/05/2014 Fiagged snacs admin =

I. 09/02/2014 04:09 I
i

Cicking (Sasasnt]

completes your part of the response process and changes the Question /

Response status to “CAP Submitted”. A success message appears above the Review Details page. No

further changes can be made after submission of your plan.

Corrective Action

IAppiication approval must be completed within 10 days of appiication recelpt P
dj can be made.

Vodified on 09/02/2014 04:09 #M by snacs

< 7 Corrective Action Plan Submitted )

i ot e
|

[Standard state

‘il be used

| Saction Quastion # Due Date Current Stans Medified By Mesified On
w  Cenification and Benefit Issuance {100 - 122) 108 09/05/2014 CAP Submitted snacs admin 09/03/2014 0B:29 AM
T e - — Ly
Quastion #:
Due Date:
Current Status .
Histoey: Question status changed

to “CAP Submitted”

Wisconsin Department of Public Instruction
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Chapter 3: Administration SFA Reviews & Appeals

Accepted Plan View

When your CAP is accepted by DPI, the Question status changes to show “CAP Accepted” on the
Corrective Action tab. Expanding the Question shows ¥ “AF Accepied in cyrrent Status.

To expand a question listed on the Corrective Action tab

» Click Expand ( ).

Question status changed

to “CAP Accepted”

Review Details: 355754 - Tomahawk School District

« Back to Reviews

General Info | MNotifications (1) \  site Selection Workshest | Questionnaire {27) i orrespondence (0) " Documents (2)

Status

T
Corrective Action
Section Modified By Medified On
?
Certification and Benefit Issuance (100 - 122} " 4 - 105 09/05/2014 CAP Accepted snacs admin 09/03/2014 08:45 AM I'I
Forme ertification and Benefit Is: B (100 - 122}
Question # 105 !
Due Date: 052014 —

Current Stat o CAP Accepted

"Flagged for Corrective Action

History:

BZUEIE A0
Application approval must be completed
fwhere adjustments can be made.

of application receipt. Please review your procedures to determine |

Modified on 09/03/2014 08:45 AM by snacs admin

¥ Corrective Action Plan Submitted

B £ U SIS A - roffhame - |Rel. |

Standard state lemplate will be w ainning immediately of the 2014-2015 school year

4

Modified on 09/03/2014 08:45 AM{fidinacs admin
l " Corrective Action Plan Accepted I
l B Z U := = A * 8 ~ FontName '!Re_al...-', | I
l ICAP Accepled i l
I Maified on 09/03/2014 0B:AS AM by snacs admin ’
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SFA Reviews & Appeals Chapter 3: Administration

Responding to a Rejected Corrective Action Plan

DPI may choose to reject your CAP in which case "CAP Rejected” is shown on the Corrective Action
tab. Expanding the Question shows # CAP Rejected in current status.

You are able to respond to the rejection with an updated or new CAP.

To respond to a rejected Corrective Action Plan
1. Click the Corrective Action tab and expand a Question with a status of “CAP Rejected"”.

2. Enter an updated CAP or a new CAP.

| save| | save & suomit

3. Click or

Clicking & leaves the Question status as “CAP Submitted” and allows you to make additional

changes later.

{Save as Complete

Clicking completes the response process and changes the Question status to "CAP

Rejected.”

An update success message appears above the Review Details page.

I Review Details: 355754 - Tomahawk School District

« Back 1o Reviews

ion Question # Due Date Current Status Maodified By Modified On

1 __' ification and Benefit Issuance (100 - 122) 102 CAP Removed snacs admin 09/04/2014 02:23 PM
ertification and Benefit lssuance (100 - 122) 103 CAP Removed snacs admin 09/03/2014 10:36 AM
ann iRl rf i Y e nnnnnnn e e e e R ey
: ri{'j Certification and Benefit Issuance (100 - 122) 106 CAP Rejected snacs admin 09/04/2014 02:41 PM 1 L]
] L |
5 [

S e AN AN SN SN AN NS N AN NSNS NN NSNS NN SN SN NSNS NN ENSNEEENENEEENERNEEN

Continue to next page
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Chapter 3: Administration SFA Reviews & Appeals

Review Details: 355754 - Tomahawk School District

= Back to Reviews

[ General Info \ Notifications (2) \ Site Selection Worksheet \ Questionnaire (22) Corrective Action (4) '\ Comrespondence (3) K Documents (2) \\\

Status .
— ALL - -
Section Question # Due Date Current Status Modified By Modified On
3  Certification and Benefit Issuance (100 - 122) 102 CAP Removed snacs admin 09/04/2014 02:23 PM
3  Certification and Benefit Issuance (100 - 122) 103 CAP Removed snacs admin 09/03/2014 10:36 AM
>  Certification and Benefit Issuance {100 - 122) 105 09/05/2014 CAP Accepted snacs admin 09/03/2014 08:45 AM
¢  Certification and Benefit Issuance {100 - 122) 106 CAP Rejected snacs admin 09/04/2014 02:41 PM
Farm: Certification and Benefit lssuance (100 - 122)
Question #: 106
Due Date:
Current Status: K CAP Rejected
Hish “#Flagged for Corrective Action

B L AL EE b= A x .~ || Font Name |Reil -
lease !ntlucie the first and Esl name for each Principal with access to the documentis.

Modified on 09/04/2014 02:41 PM by snacs admin

7Coneeuu Action Plan Submitted

A ¢| - Funt Name ]_eal
think one of the Pnnr_npars name ns John Brown.

Madified on 09/04/2014 0241 PM by snacs admin

X Corrective Action Plan Rejected

B J U = &‘Q'Jronlﬁame JREaI Jr
Please supply both first and last name, and the HIES for all individuals who have access lo the Benefit Issuance document.

Modified on 09/04/2014 02:41 PM by snacs admin
AN EEE NN SN NN u:h- S SN NN NN NN NN NN NN NN NN

=‘)’ enter and submit your ‘4
i oo ] 3
=' Here are ail indmcluals who have access to the Benefils Issuance document -
¥ ‘Annie Cakiey :
% Tom Mixx 2
By Kaga f
y i“ 5
-

 EE NN NN E N EE NN NN EEEEENENEN
Cancel

»
"
"
"
"
"
n
"
u
"l
"
"
"
L]
_:.

Question #106 updated successfully

Review Details: 355754 - Tomahawk School District

« Back to Reviews

. - e ———— S —
General Info {';Nutrhmlonsm '\ Site Selection Workshest \Qusstlunnai:?ii'zr ] Comective Action (4) '\ Comespondence (3} '\ Dacuments (2} \

Status
—ALL -
Section Question # Due Date Cunrrent Status Maodified By Modified On
»  Certification and Benefit Issuance (100 - 122) 102 CAP Removed snacs admin 09/04/2014 02:23 PM
3  Certification and Benefit Issuance (100 - 122) 103 CAP Removed snacs admin 09/03/2014 10:36 AM
» | Certification and Benefit Issuance (100 - 122) 105 09/05/2014 = snacs admin 09/03/2014 0B8:45 AM
>  Centification and Benefit Issuance (100 - 122) 106 CAP Submitted acs admin 09/04/2014 03:11 PM
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SFA Reviews & Appeals Chapter 3: Administration

Viewing a Cancelled Corrective Action Request

During the period that a Question has been flagged for corrective action, DPI may choose to cancel
the corrective action. The Question displays “CAP Removed” on the Corrective Action tab. In this
case, no response is required from the SFA.

Review Details: 355754 - Tomahawk School District

« Back to Reviews

i General Info "-\ MNotifications (1) Y"\ Site Selection Worksheet "-\ Questionnaire (22) 1 Corrective Action (4) _ Correspondence (0) \ Documents (2) "'-_

Status

T TE—

Corrective Action

Section Question # Due Date Current Status Medified By Madified On
Certification and Benefit Issuance (100 - 122) 102 pE— 09/02/2014 09:17 PM

o
Certification and Benefit Issuance (100 - 122) 103 f r i 09/03/2014 10:36 AM
Form: Certification and Benefit Issiance (100 - 122)
Question #: 103
Due Date:
Current Status:

History: "
ed for Corrective Action

|B 2 BiEj= A&kl -|ost... -
|Please include the first and last name of all individuals who have access to the Benefit Issuance documents.

Modified on 09/03/2014 09:23 AM by snacs admin

¥ Corrective Action Plan Submitted

B Z UEiE A& il - 0s1... -]
rincipals names are:

hn Brown
nita Green
heryl White

Modified on 09/03/2014 10:15 AM by snacs admin
_= Corrective Action Plan Removed .

B Z US| A= - fontName | Real.-|
CAP Removed

",
[}
[ ]
L]
u
n
L}
u
L}
u

Modified on 09/03/2014 10:36 AM by snacs admin .
fass s NS NSNS EEEEENENENENENEEEESENENENENENENENENENENENRREY

3  Certsfication and Benefit Issuance (100 - 122) 105 09/05/2014 CAP Accepted snacs admin 09/03/2014 08:45 AM

>  Certification and Benefit Issuance (100 - 127) 106 CAP Submitted snacs admin 09/03/2014 0945 AM
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< End of Section >
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\ lmmunications

This section includes

v" Viewing and printing notifications.
V" Receiving and sending messages with DPI.

v" Administrative Review Report contents.



Chapter 4: Communications SFA Reviews & Appeals

SFA Review Notifications

_ Notifications include letters sent from DPI in reference to
. Notifications (1) Administrative Review activities. The first piece of notification
sent by DPI is the Confirmation Letter. This letter can be viewed
and / or printed from the Notifications tab on the Review
Details page.

Printing Review Notification

All notifications from DPI are shown in the Notifications list with both View and Print functions
available.

To view and / or print a notification

1. Click the Notifications tab.

2. Click View () in the Confirmation Letter listing.

3. Click \ﬂ on the letter viewer toolbar.

Review Details: 355754 1 1wk School District

« Back to Reviews

Questionnaire (22) Comective Action (41 |\ Comespondence (0) \  Documents (1)

General Info [Bite Selaction Waorkshest

[Faview inie g ontact Your remaining tasks:
Review Type. Administrative Reviewer Jo Blackbum + Complete your Comeclive Action
Review Status: Started ‘Work Phone #:

Email: jo.blackburn@primeroedge.com

""" Review Details: 355754 - Tomahawk School District I

"™« Backto Reviews

— y . Y
General Info MNotifications (1) Site Selection Worksheet Questionnaire (22) Cormective Action (4) Comespondence (0)

ggents (1)

ADMINSTRATIVE REVIEW
NOTIFICATION OF CONFIRMATION
Rockdale Public Schools

Printed: 03/26/2014

Lillian Morris
1234 School Bus Way1234
Schoabville, Texas 77777-1234

Dear Mr/s. Lillian Marns:

Page 30 Wisconsin Department of Public Instruction



SFA Reviews & Appeals Chapter 4: Communications

Correspondence

DPI can send messages to the SFA regarding Review activities.
Correspondence (0) ' This is performed through the Correspondence tab which
appears the first time DPI sends the SFA a message. The number
of sent messages is shown in parentheses on the tab.

All previous correspondence is retained and shown on the Correspondence tab in the Previous
Correspondence group with the most current communication shown first. Correspondence with DPI
can be received / sent as often as needed until the Review is finalized.

Receiving and Sending Correspondence with DPI

To send or return correspondence to DPI

1. Click the Correspondence tab.

2. Enter message text in New Correspondence — Message

3. Click @ .

Review Details: 355754 - Tomahawk School District

« Back to Reviews

General Info Natifications £1) Site Selection Worksheet |\ Questionnaire (22) Corrective Action (4)

| Review Info SA Contact Your remaining tasks: s
Review Type: Administrative Reviewer. Jo Blackbum + Complete your Comective AFHION
Review Status: Starled Work Phone #

Email jo.blackburn@primeroedge com

Review Details: 355754 - Tomahawk School District

« Back 10 Reviews

General Info MNaotifications {1) Site Selection Worksheet Queshannaire (22) Cormective Action {4) Correspondence (1)

New Correspondence

essage
I | have updated the Determining Official information for the SFA as requested and resubmitied the information this morning. Please let me know if l
other updates are needed A I
Thank you for your request, I
anice Sma =3

espondence

Refresh

9/3/2014 3:08:14 PM
snacs admin (Supporting Reviewer)

We received notification that the Determining Official for your SFA has changed. The status of Question #100 on the Ofi-Site Assessment Tool has been
changed to "Not Submitted.” Please update the name of the new Determining Official and resubmit. Than you for your quick response. Sincerely, Sandy
Jones.
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Chapter 4: Communications SFA Reviews & Appeals

Documents

N

Supporting documentation can be added to an SFA Review through

Documents (1) the Documents tab. Supporting documentation can include any

document, such as images, court documents, official letters, etc., that
is relevant to the SFA’s review.

A document is identified by Type—either General or Form.

Adding a Document

To add a document

1.

I Review Details: 355754 - Tomahawk School District

« Back lo Reviews

On the Documents tab, select the Type of document; if Form or Form-Question is selected,

. . . . l
select the corresponding Form and enter a Question number, if needed; click )

Click + | Add new record

Click Upload F:Iel.
Click lﬂ]
Click L Open ]

Click LUpload|

Enter a name for the document file and click \i )

Click Insert.

Type -
Form - Question * | Off-Site Assessment Toc™ | | Certification and Benefit Issuance (100- 1.+ |111 * I | Apply

Form Section Question #

Continue to next page )
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SFA Reviews & Appeals Chapter 4: Communications

Review Details: 355754 - Tomahawk School District

« Back to Reviews

[ General Info Y‘-\ Letters ‘-\ Site Selection "\ Eligibility Sample V‘-\ Forms \{'-\ Questionnaire (22) V‘-\ Corrective Action (4) V‘-\ Fiscal Action
N
L Documents (0) \ Notes (0) ‘-\ Correspondence (0) "\_ Commendations/Recommendations ‘\ Finalize \

Type Form Section Question #
Form - Question | |Off-Site Assessment Toc* | | Certification and Benefit Issuance (100-1:+ | |111

% Refresh

Saction Question®  Description Submitted By Submitted On  Edit Delete |

|G Refresh

Type Form Site Section Question#  Description Submitted By Submitted On  Edit Delete

Question &

{=] Upload File

Allowed extensions:
Axt,.csv,.doc,.docx,.pdf.&

® | « Loca.. » AE Notification Of Confirmati...

——

Search AE Notification Of Conf... P

Organize = New folder = [l @

A - .
4 Favorites Name Date medifi

2 ﬂ%‘ Notification Confirmation_English.docx 8/2/201211-
4 Libraries | %X Notification Confirmation_English.pdf 9/12/20121

/M Computer
&, Local Disk (C:)

. AA Letter To Household

L. ABDCImport

. AC StudentPics

4. AC_DirectCerts

. AD Student_Files

. AE Notification Of Confirmation

). AF Student Eligibility Reports - 4

| s '

File name: Notification Confirmation_English.pdf

Continue to next page
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Chapter 4: Communications SFA Reviews & Appeals

[Z] Upload File a

Allowed extensions:
xt,.csv,.doc,.docx,.pdf,.jpg, tiff,.tif,.png,.bmp,.xIs, . xIsx

@ Notification Confirmation_English.pdf
xRemove

Site Section Question#  Description Sut

Type i Form Section i ., Question 2
iFoml -Question ~| | Off-Site Assessment Tocw | | Certification and Benefit Issuance (100- 10+ | ﬁ‘H

| Add Document —

Description

Notification Confirmation_English.pdf

Type Form Site Section Question #  Description Submitted By Submitted On  Edit Delete
Type Form Section Question #

Form - Question ~ | |Off-Site Assessment Toc | | Certfication and Benefit Issuance (100- 1iv | [111 :

| Add Document —————y

Description
INouﬁcah'on Conﬁrmauon_En;]

[ oK [ cancel]

Notification Confirmation_English.pdf

__"_ _N_§ N N _§ N N § N § N § § § N § N _§ _§ _§ 8§ § §F § § § § § N | Ll |

Document saved successfully

Review Details: 355754 - Tomahawk School District

« Back to Reviews

|+ Add new recoru e
Type Form Site  Section Question #  Description Submitted By Submitted On  Edit Dejete
Off-Site Certification and Benefit Notification -
inii Assessment Tool Issuance (100 - 122) Confirmation_English.pdf feceadam i u 7/ =
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SFA Reviews & Appeals Chapter 4: Communications

Updating a Document

To update a document
1. Click Edit (#*) in a document listing on the Documents tab.

OK

2. Upload a new file, update the file name and click

3. Click Update.

Review Details: 355754 - Tomahawk School District

« Back o Reviews

[ General Info Y‘-.\ Notifications (1) * Site Selection Worksheet "-.\ Questionnaire (22) "-._ Corrective Action (4) ‘_\ Correspondence (0) ] Documents (2} \

Type Form Section Question #

~ALL- T A= ~] [FALL -

Review Documents

|+ | Add new record |% Refresh
Type Form Site  Section Question #  Description Submitted By Submitted On  Edit Delete
Off-Site Certification and Benefit Motification
Fi 4
e Assessment Taal Tssuance (100 - 122) Confirmation_ Englichpdf snacs admin 08/03/201: P g
Off-Site Lertification and Benefit P i reir
Form - Question Faal lssusnce (100-122) 111 School Wellness Palicy.p h

| + | Add new record

Submitted On

Type Form Site  Section Description Submitted By

Off-Site Certification and Benefit Motification = —_—
F nacs ad 09/03/2014 (=)
= Assessment Tool Issuance (100 - 127) Confirmation_English.pdf MR s 4 -

Off-Site Certification and Benefit -
F - i 111 School Weil Policy.pdf dmi 09/03/2014 )
o - Question Aszessment Tool Issuance (100 - 122) elioess Policy.d Hneinam W20k 4 -
Type Form Section Question #

Form - Quesijon - OlfSwe Assessmeﬁt- fot' Certification andBeneﬁa Issuance ; {1[:0— 1 v 1

1 Add Document

Description

Continue to next page
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SFA Reviews & Appeals

Review Documents

[Fom - Question ~ | Off-Site Assessment Toc | | Certfication and Benefit Issuance (100 -1: | [111

| Add Document

Upload File

|+ Add new record |% Refresh
Type Form Stz Section Question®  Description Submitted By Submitted On  Edit Defete
Off-Site Certification and Benefit Notification —
| SNacs {+]
f Form, Assessment Tool lssuance (100 - 122} Confirmation_English.pdf A 09/03/2014 s -
I Ofi-Site Certification and Benefit ; z -
- 1
| Form - Question e Jesuance (100 - 122) 111  School Wellness Policy.pdf snacs admin 09/03/2014 -
Type Form Section Question #

Document saved successfully.

Review Details: 355754 - Tomahawk School District

= Back to Reviews

. _—
[ General Info X Notifications (1) \ Site Selection Worksheet \ Questionnaire (22) \ Corrective Action (4) \ Cormrespondence (0) 1 Documents (2)

Section
) A -]

Form
ALL

Type
w ALL - -

Question #

Review Documents

Form - Question

Assessment Tool

Qif-Site
Asssssment Tool

Issuance (100 - 122)

Certification and Benefit
Issuance (100 - 122)

m

Confirmation_English.pdf

image_burger.png

snacs admin

09/03/2014

ra

L ifda na o
Type Form Site  Section Question#  Description
Een Off-Site Certification and Benefit Notification snics dmin o3z 4 H

Page 36
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SFA Reviews & Appeals Chapter 4: Communications

Deleting a Document

To delete a document

1. Click Delete in a document listing on the Documents tab.

> Clck |

Review Details: 355754 - Tomahawk School District

« Back 1o Reviews

l Generalinfo  \  Notifications (1) "-_I Site Selection Workshest ‘-‘ Questionnaire (22) |\ Corrective Action (4)  \ Correspondence (D) l Documents (2)
Type _ Formm Section Q #
| —ALL - »| [—ALL | [—ALL- - Apply

Review Documents

|% Refresh

Edit Delete

Form Site Section

Type Question #  Description Submitted By Submitted On

Off-Site Certification and Benefit

Notification V.
Issuance (100 - 122}

Confirmation_English.pdf snacs admin 09/03/2014

Message from webpage

@ Are you sure you want to delete image_burger.png?

= N

Document deleted successiully

Review Details: 355754 - Tomahawk School District

« Back o Reviews

X ¥ —,
| General Info Y'\I Notifications {1) ".‘ Site Selection Worksheet v'\ Questionnaire (22) \ Corrective Action (4) \"\ Comespondence (0) ] Documents {1)
Type _ Form Section ~ Question #
|- ALL — v ALL -| ALL -| Apptyl

Review Documents

|+ Add new record % Refresh

Type Form Site  Section Question®  Description Submitted By Submitted On. Edit Delete

Off-Site Certification and Benefit Notification
F o 05/03/2014
arm Assessment Tool Issuance (100 - 122) Confirmation_English.pdf SRACS Himin U 7

5|
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Administrative Review Report

The last item for an SFA in an Administrative Review is the Administrative Review report. This report
includes all details regarding the review and can be quite lengthy. The report remains available from
year to year so that you can refer back to specific questions and claims.

Report contents include

Report Section Description
Team Composition All Lead and Supporting Reviewers from DPI assigned to the SFA review.
Review Schedule All starting and ending dates various scheduled review activities, such as

when Site Selection was started and ended.

Commendations Comments praising SFA staff efforts for a job well done.

Findings and Each question flagged for Corrective Action is listed with Technical
Corrective Action Assistance information and Corrective Action History.

Claims Program totals for each Fiscal Action Worksheet are shown along with a

grand total for Over Claim Amount.

Fiscal Action Each question which required fiscal action is listed with all details.

Finding Results Each review area is listed with Pass/Fail results shown.
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SFA Reviews & Appeals Chapter 4: Communications

Sample Administrative Review Report
The Administrative Review report includes seven sections of review information.

Team Composition
All DPI reviewers, Lead and Supporting, are listed along with contact information for each.
Review Schedule

Each scheduled Administrative Review event or activity is listed with starting and ending dates set for
each.

Commendations

Commendations are listed in the third section.

{ [1__Jofa b bl - 100% [v] [ |Fndinext -

Generated on: 9/3/2014 4:11:33 PM

Administrative Review Report
Tomahawk School District

Team Composition:

Jo Blackburn Lead jo.blackburn@primercedge.com

FPSD AD Supporting Reviewer fpsd_ad@yahoo.com

Review Schedule:

Schedule Type Start Date I End Date

Off-Site Review 05/01/2014 09/12/2014
On-Site Review 09/15/2014 09/19/2014
Site Selection Worksheet 08/25/2014 08/25/2014
Entrance Conference 09/12/2014 09/12/2014
Exit Conference 10/03/2014 10/03/2014
Corrective Action

Administrative Review Report

Phone Review 08/28/2014 08/28/2014

Commendations:

Your efforts with this year's Administrative Review process have besen exceptional and reflects all of your hard work over the past year. We would like
to recognize your team for a job well done.

Page: 1 of 4
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SFA Reviews & Appeals

Findings and Corrective Action

All Questions on each form flagged for submission of a Corrective Action Plan is listed in section four.
Details and corrective action history are provided for each Question.

100%

Administrative Review Report

Tomahawk School District

Findings and Corrective Action:

Generated on: 9/3/2014 4:10:52 PM
Al

Form Name

Certification and Benefit Issuance (100 - 122)

102

Flagged

Flagged
snacs admin
09/02/2014 09:17 PM

Certification and Benefit Issuance (100-122)

103

CAP Removed

Flagged
snacs admin
09/03/2014 09:23 AM

CAP Submitted
snacs admin
09/03/2014 10:15 AM

CAP Removed
snacs admin
09/03/2014 10:36 AM

Flagged

tell me what I need to do.

CAP Removed

Page 40

Certification and Benefit Issuance (100 - 122)

105
03/05/2014
CAP Accepted

Yes

Examples of procedures for completing application approvai mll be sent tc your Authorized Representative to help
wit the update process. Please contact the DPI Supped h

ould have any guestions.

of application receipt.

Wisconsin Department of Public Instruction
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Claims & Fiscal Action

Claims recorded on the Fiscal Action Workbooks 1-4 are listed for all programs administered by the
feeding sites in the SFA. All individual Questions that were flagged for corrective action are listed with
all details.

skt

[4 Jofs b bl ! [~ Find | Next 'I*' %) .;_.b

Generated on: 3/4/2014 4:10:26 PM

Administrative Review Report

Tomahawk School District

$0.00

5181.56

5181.56

sn.ml $363.12

Total Over Claim Amount

Fiscal Action:

Certification and Benefit Issuance (100 - 122)

102

CAP R

No

Flagged
snacs admin
09/02/2014 09:17 PM

CAP Removed CAP Removed
snacs admin
09/04/2014 02:23 PM

Certification and Benefit Issuance {100 - 122)

103

CAP Removed

No

Flagged | Flagged
snacs admin
09/03/2014 09:23 AM

CAP Submitted tell me what 1 need fc ds
admin
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Review Area Finding Results

The Performance Standards and General Areas finding results are listed last.

100% [v] [ |endines W- @ &

Generated on: 9/3/2014 4:18:33 PM

Administrative Review Report
Tomahawk School District

Finding Results:

[Review area IM

| Performance Standard 1 Passed
Performance Standard 2 Passed

General Areas Passed

| You have the right to appeal this fiscal action or to dispute any findings you feel are not valid. Attached is the USDA appeal procedure timeline.
Failure to meet this timeline will cause your appeal to be disregarded.

Page: 4 of 4

< End of Section >

Page 42 Wisconsin Department of Public Instruction



peals

This section includes

v Displaying list of open Appeals.
v Displaying Appeal details.

v Displaying Appeal documents.



Chapter 5: Appeals SFA Reviews & Appeals

Listing Appeals

Appeal status ranges from:

= Pending — Appeal has been created, no actions have been taken
= Open - Appeal has been created and is actively managed by the State Agency

= Expired — Deadline for completing Appeal actions has been reached; Appeal is no longer
active

= Closed — All Appeal actions have been completed and a decision made

Clicking the Appeals tab automatically displays all open Appeals for your SFA on the Manage
Appeals page.

snacs . ~ SFA Realm : Rice Lake Arez District - 34802 - Rice Lake My Profile Logout
@

Dashboard  Eligibility Certification  Student Management Reviews Counting and Claiming GHEEIE

e

Appeal # Appeal Source Status Result MNotice Date Last Updated Consultant Hearing Official (ALJ)
1 Review Open 10/14/2014 5/25/2015 Avril Collins
19 Review Open 5/1/2015 5/25/2015 Diane Franklin (DEF234) Vanessa Harper

The Manage Appeals page lists several pieces of information for each open Appeal that provides the
Appeal status and the individuals involved.
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Viewing Appeal Details

Appeal details include tracking milestones to date and a list of documents, if any.

To view Appeal Details
1 Displays list of appeals.

2 Click Appeal # in Appeal listing.

' shacs /-~

[BEELLGETGI  Eligibility Certification  Student Management  Reviews  Counting and Claim ng  Appeals A min

Dashboard

My Mep=ccon
| y qe Appeals

Appeal # Appeal Source Status Result Notice Date Last Updated Consultant Hearing Official (ALJ)

Review Open 10/14/2014 5/6/2015 Avril Collins
'h  ———
1-'3‘—1%&”’,&“.., e 01/ 2hppeald=TS - SUACS - Appealformation - WindowsIteret Explorer

Corent S
Tracking Documents.

| ttem Due Soutce Description Eshibit Labet
Appesl 05/16/2015 B Changes Log.odt 5874
Aciknowiedgemant D5/16/2015 (=] Confirm Lettertxt 526
Documentation from SFA 06,/05/2015
Documentation from DFI 06/05/2015
Decision 09/03/2015
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Viewing Appeal Documents

Each document uploaded for an Appeal can be viewed in the respective application, such as a Word
or Excel document.

To view an Appeal document
1 Display list of Appeals.
2 Click Appeal # link.
3 Click Document Description link.
4

Click Open in the prompt.

Eligibility Certification  Student Management Reviews Counting and Clair ing Appeals / dmin

Dashboard

Consuitant

Resuit Notice Date Last Updated Hearing Official (ALJ)

Review Open 10/14/2014 5/25/2015 Awril Collins
Review Open 5/1/2015 5/25/2015 Diane Frankiin (DEF234) Vanessa Harper

Appesl
Acknowledgerrent
Documentation fea 254,

Current Status: | Open

e —
Hemn Due Source Description

Exnibit Lated
Appeal 106282014 A Changes Log oot sa74
— : 1ms20te om 528
File et View Window  Help = 06042015
DR FA8E] ¢ AR~ Tools | Sign "-‘"!"“""‘I 06042015 |

jor save Current Bug.pdf from wisnktedRe

Date: May 15, 2015

Ta: Kelli Rabonitz, Appeais Reviewsr
From: Janice Taylor

We have completed campiling the requested information regarding meals served on March 13 for
Simmons Elementary Stheol and Pease Middle Sehool. Pleass find the detailed information below,
simmons Elemantary School
Reimibursable Mesl Count
Breakiast PR 150
K 137
1 19
1 1mm
3 1
4 16
5 u7

Pease Middle School
Relmbursanle Miead Count
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Appendix A: Messages SFA Reviews & Appeals

Table A.1 Messages for Reviews

Subject / Message / Description

Category: Appeals Consultant

On-Site Monitoring
Complete the On-site Monitoring form.
Appears 1/1 and appears 1-time

On-Site Monitoring
Complete the On-site Monitoring form.
Appears 1/1 and appears 1-time

Documentation due
Documentation due for < <SFA>> Appeal <<ID>> by <<Acknowledgement + 30> >

Appears 23 days after Acknowledgement if no DPI Documentation Date entered in SNACS;
repeat daily until Documentation Date entered or Documentation Due + 1

Hearing date
Hearing date for <<SFA>> Appeal <<ID>> is <<Hearing date>>
Appears 5 days before Hearing Date; appears 1-time

Category: Reports

Submit FNS-10
Submit the FNS-10 report
Appears 10/31 and appears 1-time

Civil Rights Compliance
Complete the civil Rights Compliance Self Evaluation form
Appears 10/15 and appears 1-time

On-Site Monitoring
Complete the On-site Monitoring form.
Appears 1/1 and appears 1-time

On-Site Monitoring / Afterschool Snack
Complete the On-site Monitoring form for Afterschool Snack Program.
Appears 1/1 and appears 1-time
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Table A.1 Messages for Reviews, continued

Category: Reviews

Site Selection Worksheet Due
The Site Selection Worksheet should be completed by < <Site Selection Due Date> >.

Appears daily 2 days before due date and until Site Selection is submitted or Site Selection
Worksheet Due Date has passed.

Site Selection Worksheet Past Due
The Site Selection Worksheet was due on <<Site Selection Due Date>>.
Appears day after Site Selection Due Date.
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< End of Appendix »>
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IndeXx

A D
Administrative Review, 38 documents
completing questions, 16 changing, 35
details about, 9 deleting, 37
uploading, 32
C Documents tab, 32
due date, Corrective Action
Claims, Administrative Review report, 41 Plan, 21
Corrective Action, 21-28
Administrative Review report, 40 F
Plan
accepted, 24 Finding Results, Administrative Review report, 42
accessing, 21 Findings, Administrative Review report, 40
cancelled, 27 Fiscal Action, Administrative Review report, 41
responding, 25
saving, 23 G
submitting, 23
status General Info tab, 8,9
question, 26
report, 41 L
tab, 21
correspondence letters, Confirmation, 9, 10, 30
receiving, 31
sending, 31 M
viewing, 31

Correspondence tab, 31 messages, for reviews, 48, 49



Index SFA Reviews & Appeals

N responses, question
Corrective Action, 21
notifications first, 17
printing, 30 resubmitting, 20
viewing, 30 saving, 19
Notifications tab, 30 submitting, 19
reviewers
Q all, 39
Lead, 9
Questionnaire tab, 16
questions S
completing, 16
displaying, 20 sending messages, 31
first response, 17 Site Selection Worksheet, 10
Questionnaire tab, 16 completing, 11
status, 23, 24 correcting, 11
reimbursement claim, 11
R sending data, 11

Site Selection Worksheet tab, 10
report, Administrative Review, 38

< End of Manual »
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