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Topics to discuss 

 Web applications 
 

 School application 
 

 Free and reduced application process 
 

 Direct certification process 
 

 Verification process 
 

 Meal counting and claiming requirements 
 



Food and Nutrition Homepage 

 
 School Nutrition Website 

 http://dese.mo.gov/financial-admin-services/food-nutrition-
services 

http://dese.mo.gov/financial-admin-services/food-nutrition-services
http://dese.mo.gov/financial-admin-services/food-nutrition-services


http://dese.mo.gov/financial-admin-services/food-nutrition-services 



Web Applications  



Start date 

FSD, address 

Authorized Rep, 
address 



Determining 
and hearing 
Officials 

Eligibility 
information 



Civil Rights 
training 

Must attach 
either 
attendance 
sheet or a copy 
or your training 
materials at the 
checklist 
summary 



Web Applications – SNP Building Application 

 Building specific 
questions 
 Grades at building 
 Pricing 
 Days and times of 

meals, etc… 



Web Applications – SNP Building List 



FREE AND REDUCED 
PRICE APPLICATIONS & 
MEAL BENEFIT FORMS 



Free and Reduced Applications 

 Participating local educational agencies must provide free and reduced 
price meals  and must provide free and reduced price benefits to 
eligible children in accordance with the statutory and regulatory 
requirements. 

 Students can be determined eligible for free meals through the Direct 
Certification method and free or reduced price meals by submission of 
an application. 

 Handbooks are available at http://dese.mo.gov/financial-admin-
services/food-nutrition-services/handbooks 
 Free and Reduced Guidance Booklet 

 Updated on a yearly basis (lots of changes this year) 

 Application and approved forms 
 Eligibility Manual for School Meals 

 
 

 

http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks


Informing Households 

 Public Release (attachment F ) 
 Letter to the parents (attachment B) 

 now with frequently asked questions 
 The information letter may be distributed by the 

postal service, emailed to the parent/guardian, or 
included in the information packet provided to 
students.   

 



Public Release 





Free and Reduced Applications 

 The application: 
 Attachment  E in manual 
 Significant changes this year 
 Two pages 
 No income box 
 For school use only 

 
 You can find applications in 33 different 

languages on USDA’s website 
 Link on page 22 in the Eligibility Manual 

 
 



Free and Reduced Application 

 Letter to the parents 
 Send in enrollment packet 
 Attachment B 

 



Free and Reduced Application 

 Letter to the parents 
 Send in enrollment packet 
 Attachment B 

 



Application Instructions 



Free and Reduced Applications 

It is important to remember: 
 Parents have a right to not have their children receive free meals. 
 Free and reduced price applications should be distributed because 

although eligible, some families do not apply for Food Stamps or 
Temporary Assistance. 

 Every precaution must be taken by the LEA to protect the anonymity 
of students receiving free and/or reduced price meals.  The 
distribution of the notices/letters to parents and Free and Reduced 
Price School Meals Family Application to households at the beginning 
of the year must be done in such a manner as to prevent overt 
identification and to ensure that no child is excluded from 
participation. 

 



Processing Applications  

 Bottom section of application need to be completed 
by the school. 
 
 
 

 Previous Year’s Eligibility 
 Carryover is for up to 30 operating days (beginning with 

the first operating day of school) into the current school 
year or until a new eligibility determination is made, 
either approved or denied. The new eligibility 
determination supersedes the carryover eligibility.  



Processing Applications 

Applications must be reviewed in a timely manner.  
 An eligibility determination must be made, the 

family notified of its status, and the status 
implemented within 10 operating days of the 
receipt of the application. (attachment G) 

 Whenever possible, applications should be 
processed immediately, particularly for children 
who do not have approved applications on file from 
the previous year.  



Processing Applications 

 Memo SP 11-2014 
 A school could establish the date of submission of 

an application as the effective date of eligibility, 
rather than the date the official approves it. 
 Application must be complete and contain all required 

information 
Must notify the State Agency 

 On the methods of collection form 



Notice of Approval or Denial 



Approving Applications 

Categorical Eligibility  
Must be a complete application and provide:  
 Names of the children for whom the application is made 
 SNAP, FDPIR or TANF case number, or other FDPIR identifier, for 

the child(ren) or for any household member listed on the 
application; and  

 Signature of an adult household member.  

 Extending Categorical Eligibility to other 
Household Members 

 



Extending Categorical Eligibility 

Optional form 



The parents responsibility 

 
 For any child not listed on the eligibility notice, 

the households should contact the LEA or school 
about any child also eligible under one of these 
programs or should submit an income 
application for other children.  



Non-traditional situations 

 
 Foster Children 

 
 Homeless 

 
 Child Residing in an Institution 



Free and Reduced Applications 

 Income Eligibility Guidelines 
 Free meals is based on 130% of poverty level 
 Reduced meals is based on 185% 
 Attachment P 





Current Income/Conversions 

 The household must provide their current income which is based on 
the most recent information available.  
 May be for the current month, the amount projected for the month for which 

the application is filled out or for the month prior to application.  
 If the household’s current income is not a reflection of income that will be 

available over the school year, the household should contact the LEA for 
assistance. The LEA would determine the amount and frequency of income 
available during the school year for households.  

 If a household provided only annual income, the LEA must ensure that 
this is an accurate reflection of their current income.  

 Applications where no income information is provided are considered 
incomplete. The LEA must follow up with the household to determine 
their status as “zero” income or their current income.  



Recordkeeping 

 Approved Applications 
 Indicate approval date 
 Indicate the level of benefit for which each child is 

approved 
 Sign or initial the application.  

 Denied Applications 
 Indicate denial date 
 Indicate the reason for denial 
 Indicate the date the denial notice was sent 
 Sign or initial the application.  

 
 



Record Retention 

 All free and reduced price applications, including applications from 
households denied benefits and inactive applications, must be kept on 
file for a minimum of three (3) years.  

 Special provision schools must retain base year direct certification 
data and applications for a minimum of 3 years after a new base year 
is established.  

 Applications may be maintained at the school or at a central location  
 Applications must be readily retrievable by school 
 Must ensure that any changes in eligibility status and transfers in and out 

of the school are accurately and promptly recorded on each school’s list 
  Always have a current roster 

 Free, reduced price, paid, direct cert, verification 

 



What the state will review 



MO HealthNet 

 Missouri Senate Bill 583-2010 
 Public and Charter LEAs 
 Non-public LEAs are encouraged to participate, but 

not required 
 RCCIs are excluded from this requirement 



MO HealthNet – LEA Responsibilities 

 Provide the Request for Information form 
 If the Request for Information form is returned 

and checked NO 
 Send the family the MO HealthNet letter 
 

 Keep all forms that are returned to LEA 
 Separate the NO and the YES 



Request for information form 

 Form sent with ALL 
F/R applications 

 Same as last year’s 
form 



MO HealthNet forms 

If a family responds NO, you need to send them these forms. 



MO HealthNet for Kids Data 
Collection form 
 Complete the MO 

HealthNet for Kids Data 
Collection form 
 Return Collection form to 

DESE, SFS  
 (usually the end of 

November) 
 If information is updated 

after the initial due date, 
submit a revised form to 
DESE, SFS 

 



Sharing information form 

 Attachment N 
 See handout (page 73 of Eligibility manual) 



Application Questions? 
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HTTP://DESE.MO.GOV/FINANCIAL-ADMIN-
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DIRECT CERTIFICATION 



Direct Certification 

 Direct certification is the process under which LEAs certify children who are 
members of households receiving assistance under the Assistance Programs 
(SNAP, TANF or FDPIR) as eligible for free school meals, without further 
application, based on information provided by the State/local agency 
administering those programs.  

 Downloads will be updated monthly (around the 5th of each month) 
 Must download July/August, October and January 
 Public schools use MOSIS 
 Nonpublic use zip code list on web applications 



Direct Certification – MOSIS 

 Missouri Department of Social Services will provide a computerized listing of 
all the children in Missouri between the ages of zero (0) and twenty-one (21) 
that are receiving an eligible benefit.   

 The list will be updated monthly.   
 All LEAs are required to download at a least 3 times a year, (July/August, 

October, January) 
 Schools are strongly encouraged to download Direct Certification on a monthly basis.   

 Students directly certified are considered eligible for the entire school year 
and are excluded from Verification. 

 List will show match and near match students 

 



Direct Certification – Zip Codes  

 Required to be downloaded at least 3 times 
(July/August, October, January) for  all non-
public schools 

 Public schools will still have access to this file 
 List will have all eligible students in the entire 

chosen zip code.   
 Manually have to check  

against roster 
 



Direct Certification Notification 

 The LEA must notify the household 
about eligibility established through 
direct certification. The notification 
must include the following information:  
 The child is eligible for free meal benefits;  
 No further application is necessary;  
 If applicable, an explanation of extended 

eligibility and how to notify the LEA of any 
additional children in the household; and  

 How to notify the LEA if free meal benefits 
for directly certified children are not 
wanted.  

 



Direct Certification Waiver 

May consider the effective date of 
eligibility to be the date the 
automated Direct Certification (DC) 
data matching file is available, rather 
than the date the LEA accesses the 
file. 



Direct Certification Questions? 



VERIFICATION 



Verification 

 
 Verification is confirmation of eligibility for 

free and reduced price meals under the 
National School Lunch Program and School 
Breakfast Program.   
 

 Verification must include either confirmation 
of income eligibility or confirmation that the 
child is included in a certified Food Stamp 
household or Temporary Assistance unit.  



Verification Terms 

 
 DIRECT VERIFICATION is using records from public agencies to verify income 

and/or program participation.  
 ERROR PRONE means applications within $100 per month of the applicable 

Income Eligibility Guideline. Error prone replaces the term “Focused Sample.”  
 RANDOM SAMPLING means each application has an equal chance of being 

selected. A statistically valid random sample is not required. The LEA must 
determine a selection interval by dividing the number of applications by the 
required sample size.  

 SAMPLE POOL means the total number of applications approved as of October 
1.  

 SAMPLE SIZE means the number of applications subject to verification; the 
minimum and maximum sample size is three percent total.  



Verification 

 Establish a sample pool 
 The sample pool uses the total number of approved applications on file as 

of October 1 of the current school year.  
 

 Establish a sample size 
 Once the sample pool is determined, the LEA calculates the sample 

size—the number of applications that must be verified.  
 When calculating the sample size, all fractions or decimals are 

rounded upward to the nearest whole number.  
 At least one application must always be verified. 
 The LEA must complete verification of the exact required sample 

size by November 15.   
 The LEA must complete a verification summary report on our web 

application system by December 15. 

 



Verification 

 There are three sample sizes established for 
verification activities. The standard sample size 
must be used by LEAs unless it qualifies to use one 
of the alternate sample sizes.  
 

 The standard sample size 
 Three percent (3%) of all applications approved by the LEA for the 

school year, as of October 1 of the school year, selected from error 
prone applications 
 Error-prone applications are applications within $100 monthly or $1,200 annually of the 

maximum amount allowed for a household. 



Alternate Sample Sizes 

 LEAs that qualify may select one of the following 
sample sizes.  

 Alternate One:  
 Three percent (3%) of all applications approved by the LEA for the 

school year, as of October 1 of the school year, selected at random 
 

 Alternate Two:  
 One (1) percent of all applications approved by the LEA as of October 1 of the school 

year, selected from error prone applications 
   and 
 One-half (½) percent  of applications approved by the LEA as of October 1 of the 

school year that provide a case number. 



Confirming Official 

 Prior to any other verification activity, an LEA official, 
other than the official who made the initial eligibility 
determination, must review each approved application 
selected for verification to ensure that the initial 
determination was accurate.  

 This requirement is waived if the LEA uses a technology-
based system that demonstrates a high level of accuracy in 
processing an initial eligibility determination. LEAs must 
contact the State agency to determine if their system 
qualifies them for this waiver.    
 See application 

 



Verification: Contacting the Household 

 A letter is sent home to the household 
 Must contain 

 That the household was selected for verification  
 The types of acceptable information that may be provided to confirm current 

income, including pay stubs, award letters from assistance agencies for benefits such 
as social security or supplemental security income, and support payment decrees 
from courts 

 That the household may provide proof that a child or any household member is 
receiving benefits under the Assistance Programs instead of providing income 
information or that a child is Other Source Categorically Eligible; that documentation 
of income or receipt of assistance may be provided for any point in time between the 
month prior to application and the time the household is required to provide income 
documentation 

 That information must be provided by a date as specified by the LEA and that failure 
to do so will result in termination of benefits 

 Name and phone number of an LEA official who can answer questions and provide 
assistance 
 

 



Verification: Considered Complete 

 
 The household submits adequate written evidence of income or categorical 

eligibility then verification is complete. 
 The household submits adequate written evidence of income which indicates 

that the child(ren) should receive either a greater or lesser level of benefits 
verification is considered complete for this household when the notice of 
adverse action is sent or household is notified that its benefits will be 
increased or decreased.  

 The household indicates, verbally or in writing, that it no longer wishes to 
receive free or reduced price benefits then verification is considered complete 
when the notice of adverse action is sent.  

 The application provides case numbers and it is determined that no household 
member is receiving benefits from an Assistance Program then verification is 
considered complete when the notice of adverse action is sent.  

 
 



Notice of Adverse Action 

 All households for whom benefits are to be reduced or terminated 
MUST be given 10 calendar days advance notice of the change.   

 The first day of the advance notice period is the day the notice is 
sent. 

 The notice MUST advise the household of the following: 
 The change in benefits. 
 The reasons for the change. 
 That an appeal MUST be filed within the 10-day advance notice period to 

ensure continued benefits while awaiting a hearing and decision. 
 The instructions on how to appeal. 
 That the household may reapply for benefits at any time during the school 

year. 
 That Food Stamp/Temporary Assistance households may submit an 

application containing household names and income information and 
provide written evidence of household income and the social security 
numbers of adult household members. 

 



Follow-up Activities 

The LEA must make at least one attempt to obtain the 
necessary verification information from households that 
fail to respond to the initial request for verification.   

The attempt may be made through the mail, by telephone, by 
e-mail, or through personal contact.  The LEA must 
document any attempts and the results.   

If the LEA is unable to verify the household’s eligibility status 
after the follow-up attempt(s), the household’s benefits 
must be terminated through a written notice of adverse 
action. 

 



Reporting Verification 

The Verification Report is available in the School Food Services Web 
Application system.  Click on the Applications Tab. 



Reporting Verification 
Select Verification Report. 



Reporting Verification 

 Completed on web 
applications 

 Have to report some 
direct certification 
numbers 

 Results of 
verification 



Reporting Verification 
 

 Report applications on October 1 
 Students eligible count from October 31 
 Must separate and report in the same categories: 

 Free Eligible-Not Subject to Verification 
 Free Eligible-Categorically Eligible 
 Free Eligible-Income Eligible Free 
 Reduced Price Eligible – Income Eligible Reduced Price 

 The food stamp eligible students will be separated 
from temp/foster etc… 

 
 

 
 



WHERE DO FOSTER CHILDREN GO?  

On list from Department of Social Services, Children’s 
Division:  
 Free Eligible – Not Subject to Verification 

 

On application but has letter from Department of Social 
Services, Children’s Division: 
 Free Eligible – Categorically Eligible 

 

On application with no documentation:   
 Free Eligible – Categorically Eligible 

    



EXTENDED CATEGORICAL ELIGIBILITY TO 
ADDITIONAL CHILDREN IN THE HOUSEHOLD 

 If the person who extended eligibility 
was directly certified, all children in the 
household are directly certified. 
 Report as Free Eligible – Not Subject to 

Verification 

 If a child is listed on an application with 
a person having a Food 
Stamp/Temporary Assistance or FDPIR 
case number, then all children in the 
household would be eligible for free 
meals.  
 Report as Free Eligible – Categorically 

Eligible  
 

Children eligible for free meals based on categorical eligibility 
are classified under the same category as the person who 
extended the eligibility. 



Verification Date Summary 

 
 October 1 – Select Sample Size of Applications 

      (Students as of October 31) 
 

 November 15 – Verification Completed 
 

 December 15 – Verification Report Due 



VERIFICATION GUIDANCE 

 Verification Guidance will be updated.  Located under Handbooks on 
the School Food Services website - http://dese.mo.gov/financial-
admin-services/food-nutrition-services/handbooks 
 

 USDA’s Eligibility Manual for School Meals is also located under 
Publications and provides guidance for verification.   
 

 Emails to Authorized Representatives of the program will also be sent. 

  

http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks
http://dese.mo.gov/financial-admin-services/food-nutrition-services/handbooks


Verification Questions? 
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Topics to discuss 

 
 New Information 
 Paid Lunch Equity Tool 

 How often 
 How to complete 
 Where can the money come from 

 Non Program Foods 
 What are they 
 USDA tool 

 Updates from the reviewers 
 
 



 



News and Update tab 



Free and Reduced Application 

 Letter to the parents 
 Send in enrollment packet 
 Attachment B 

 



Free and Reduced Application 

 Letter to the parents 
 Send in enrollment packet 
 Attachment B 

 





Waivers, waivers, waivers  

 Form showing all the waivers 
 Stay tuned 



PAID LUNCH EQUITY TOOL 



Paid Lunch Equity Tool 

  To ensure that sufficient funds are provided to 
the food service account for paid lunches  

 
 Paid Lunch Equity (PLE) is an annual 

calculation  
 Found on the Food and  
 Nutrition homepage 



Paid Lunch Equity Tool 

 Compare the average price for paid lunches to the 
 difference between free and paid lunches. 

 Federal reimbursement for free ($3.04) and paid  
 ($0.34) meals  



Paid Lunch Equity Tool 

 2015-16 lunch increase is calculated using 2% 
(inflation) plus 2.19% (consumer price index), 
for a total of 4.19%. 
 (last years total was 4.27%) 



Paid Lunch Equity Tool 

 Use the USDA Paid Lunch Equity Tool   
 (Fill in the “peach” colored areas) 
 Will never be required to increase more than 10 

cents per year 
 Tool always rounds down to 5 or 10 cents 
 Any extra amount, positive or negative, will be carried 

forward each year 

 



Paid Lunch Equity Tool 

 If your school charges less than $2.70 for paid 
lunches: 
  must adjust weighted average lunch price   
 add non-federal funds to the non-profit school food 

service account.  
 Memo released October 8, 2014 
 Guidance for SY 15-16 



Paid Lunch Equity Tool 

Open Tool 



Non Federal Sources 

 SFAs that choose to contribute non-Federal sources to the nonprofit 
school food service account in lieu of raising paid lunch prices must 
calculate the appropriate amount to contribute (Still have to do the 
tool). 

 To determine the amount of required revenue in lieu of a paid lunch 
price increase, the SFA determines the total number of paid 
reimbursable lunches claimed for the previous school year and 
multiplies by the difference between the SY 2014-2015 weighted 
average paid lunch price requirement and the SY 2014-2015 weighted 
average paid lunch price.  



Non Federal Sources 

 For SY 2015-16, SFAs may continue to count as a 
non-Federal source: 
 Per-meal non-Federal reimbursement for any paid meal (not 

relevent in Missouri) 
 

 Any funds provided by organizations for any paid meal  
 

 Any proportion attributable to paid meals from direct payments 
made from school district funds to support lunch service  
 Make an adjustment to balance on R and E report 



Non-Federal Sources - Unallowable 

 Money (cash) from non program foods 
 A la Carte items 
 Catering 
 Adult meals 
 Vending, school store, etc… 

 
 In-kind contributions 

 Charging for janitorial services, café monitors, 
office supplies, utilities that were provided 
without cost prior to July 1, 2011 

 
 



Waivers 

 SP-19-2015 and SP-28-2014  
 Schools can submit a letter to the State Agency providing justification of all factors 

specified  in SP:  
 Meal Standards 
 Competitive Foods 
 Administrative Reviews (if applicable) 
 Meal Service and Participation  
 Resource Management (PLE requirements and non-program food revenue requirements) 
 Non-program food revenue (submit most recent non-program food revenue tool)  
 PLE requirement  

 SY 2014-15 Average Weighted Paid Lunch Price 
 SY 2015-16 Required Price Increase (submit most recent PLE tool) 
 How did you meet the PLE requirement in SY 2011-12 
 How did you meet the PLE requirement in SY 2012-13 
 How did you meet the PLE requirement in SY 2013-14 
 How did you meet the PLE requirement in SY 2014-15 

 Professional Support 
 Cafeteria and Kitchen Equipment 
 Free/Reduced Price Eligibility Determinations  

 



Waiver 

Three-month excess balance 
 Schools can ask for a waiver from the PLE tool 
 127 schools were notified last year 

Doubled from last year 

 
 

All school with an 
excess balance 
must report how 

they are spending 
the balance or 

payment will be 
held 



Paid Lunch Equity Tool 

 
 Each year print a copy of the PLE Tool and keep 

in your records 
 
 
 



Paid Lunch Equity Questions? 



REVENUE FROM NON-PROGRAM 
FOODS 



Non-Program Foods 

The purpose of the Revenue from Non-Program foods rule is 
to ensure that revenue from the sale of non-program foods 
generates at least the same proportion of revenue as they 
contribute to the LEAs food costs.  

Requirements: 
 LEAs must complete revenue calculations to determine if the revenue from 

non-program foods generates at least the same proportion of revenue as they 
contribute to the LEAs food cost.  
 Track non-program food costs separately from program food costs  
 Track non-program revenue separately from program food revenue  

 

 If the proportion of non-program food revenue is less than the proportion of 
non-program food costs, LEAs must increase prices of non-program foods.  

   

 



Non-Program Foods 

 
  A non-program food is a food (including beverages) that is 

sold in a participating school other than a reimbursable 
meal and is purchased using funds from the school food 
service account. These include but are not limited to:  
 A la carte items sold in competition with school 

meals 
 Adult meals  
 Items purchased for fund raisers, vending 

machines, school stores, etc… 
 Items purchased for catering and vended meals.  



Non-Program Foods Tool 

 Must be done every year (annually) 
 SP 39-2011 

 Tool available 
 Question and Answers 
 
 





Non-program Foods Revenue Tool
  

 Must keep at the school 
 Will be looked at on 3 year review 



Nonprogram Foods Questions? 



Comments from the reviewers  

 Community Eligibility Provision (CEP) 
 Application approval date 
 New non discrimination statement 
 Poster identifying a reimbursable meal 
 Dates and deadlines 
 



CEP vs Provision 2 

Community Eligibility Provision (CEP) 
 The Community Eligibility Provision (CEP) provides the 

option to offer free meals to all students in eligible high 
poverty Local Education Agencies (LEA) and schools 
without collecting household applications. Eligible 
LEAs and schools use a claiming percentage based on 
the number of identified students (primarily directly 
certified students) of at least 40%, multiplied by a 
factor of 1.6, to determine a free claiming percentage. 
The difference between the free claiming percentage 
and 100% determines the percentage of meals to claim 
in the paid category. 



Approving Applications 

 Memo SP 11-2014 
 A school could establish the date of submission of 

an application as the effective date of eligibility, 
rather than the date the official approves it. 
 Application must be complete and contain all required 

information 
 Can be used for income based applications as well as for 

homeless/migrant applications. 
Must notify the State agency 

 On the methods of collection form 



Edit Checks & Participation Records 

 
 Free, reduced, and  
Paid daily counts 

 
 Edit Checks 

 ADA 
 Attend factor 
 

 Adult meals 
 



Non discrimination statement 
The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and applicants for employment on the bases of race, color, 
national origin, age, disability, sex, gender identity, religion, reprisal, and where applicable, political beliefs, marital status, familial or parental status, sexual 
orientation, or all or part of an individual's income is derived from any public assistance program, or protected genetic information in employment or in any 
program or activity conducted or funded by the Department. (Not all prohibited bases will apply to all programs and/or employment activities.) If you wish to 
file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint FormPDF Document (PDF), found online at 
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to request the form. You may also write a letter containing 
all of the information requested in the form. Send your completed complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of 
Adjudication, 1400 Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov. Individuals who 
are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish). 
USDA is an equal opportunity provider and employer. 

 We will update on our forms and guidance 
 Must be on all food service materials 
 If the material is too small to permit the full 

statement to be included, in print no smaller than 
text  
 “The USDA is an equal opportunity provider and 

employer.”  

 
 

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov


Identifying a reimbursable meal 



Dates and deadlines 



 
 
SCHOOL FOOD SERVICES  
HTTP://DESE.MO.GOV/FINANCIAL-ADMIN-
SERVICES/FOOD-NUTRITION-SERVICES/ 
 
(573) 751-3526 

 
Department of Elementary and Secondary Education  



Methods of Collection form  

 Not mandatory this 
school year 

 Only submit if 
process changes 



DOCUMENTS TO KEEP 



Documents to Keep 

 Approved/Denied Meal Benefit 
Forms 
 Correspondence or notes  

 Direct Certification Documents 
 Printed copy of lists 
 Do not need to keep an application if 

family is on the Direct Certification list too 

 All Verification Documents 
 Method of Selection Form 
 Notices of Selection 
 Documents Submitted by Household 
 Notification of Change in Benefit Level 
 Verification Summary Form 

 



Documents to Keep 

 
 Daily Participation Records 

Supporting Documents 
 Paid Lunch Equity Tool 
 Non-program Tool 
 Civil Rights Training 



Documents to Keep 

Kitchen Records: 
 Menus 

 Production Records, Recipes 
 Labels 

 CN (Child Nutrition) 
 Nutrition Facts 

 Invoices 
 Repairs and Services Purchased 

 Inventories of Food and Equipment 
 Bid Documents 



How will I be updated? 

 USDA memos on School Food Services website 
 Notifications emailed to Authorized 

Representative of the NSLP 
 Administrative memos to Superintendents in 

public schools 
 Future  trainings and webinars 
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