Recommended Procedures for Processing Applications for
Free and Reduced-Price (FRP) Meal Eligibles,

Child Nutrition Master List and

October 1 Annual Data Submission

Only the Child Nutrition Master Roster and the actual/original source documents will be used for audit purposes, for distribution of funds for meal reimbursement and for funding based on poverty data and/or Free and Reduced Eligibility percentages.  Therefore, it is recommended that districts take the steps below to ensure accuracy of application eligibility determination and data.

The district’s Child Nutrition Program does allow students to eat on last year’s status for up to 30 days based on the Child Nutrition Master Roster from the previous year.  When new applications are received, the applications must be processed within 10 days.  Prior year eligibility may no longer be used after the new application is processed and new eligibility status is determined.
I.
Approval of FRP Applications for Current School Year
1. Distribute Application Packet.

Every student must receive an application to take home to parents.  Schools can hand out applications at registration, open house events, start of school or any time AFTER JULY 1 of the current school year.

2. Collect Completed Applications.

For an application to be complete, it must:

1) Have the signature of the adult household member completing the application,

2) List the names of all students and if a food stamp case number is listed then the appropriate box checked by each student’s name that receive food stamps.
ALL income applications must have:
3) List all household members and their respective incomes,

4) Have the social security number of the household member completing the application.

If the determining official can review the application for completeness at the time of collection, it will GREATLY reduce follow-up phone calls and additional staff time spent on application approvals.  For example, at an open house the parents may complete an application on the premises.
3. Approve All Household Applications Centrally.

It is recommended that a district-wide determining official approve all household applications centrally.  The possibility of error is reduced if one person approves all applications.  This is not a requirement, but with the federal change to household applications, districts cannot require individual applications.
4. Review All Applications Twice.

It is recommended that following the determination of eligibility, all applications be reviewed again by the confirming official (someone other than the determining official).  This second review will ensure the original approval was made according to guidelines and the application was properly recorded on the Child Nutrition Master Roster.

5. Complete a NEW Child Nutrition Master Roster each school year.
Create a new Child Nutrition Master Roster based on the currently approved source documents for students eligible for free or reduced meals.  The source document must be an approved Application, Direct Certification List, Migrant List, Homeless List, Even Start List, or Head Start List.

Refer to the Child Nutrition website, http://cnn.k12.ar.us, and the revised Eligibility Guidance for detailed instructions on the approval and processing of applications.

II.
Preparation for NEW Child Nutrition Master Roster and Submission of Enrollment and FRP Eligibles for October 1 Data
6. Start with a New APSCN Roster.

Purge APSCN.  When APSCN is rolled forward, all students should be coded as “PAID.”  As the new school year Child Nutrition Master Roster is created at the beginning of the school year, APSCN should be coded with the new current student status.

7. Code Approved Eligibles into APSCN.

The determining official or a designee who understands the determination process should do the coding.  The APSCN report MUST MATCH the Child Nutrition Master Roster AT ALL TIMES during the year.  

8. Keep Master Roster Current.

School administrators and secretaries must supply data on a timely basis so that information is kept current in both APSCN and the Child Nutrition Master Roster.  Students must be dropped and added in a timely manner to Child Nutrition Master Roster.
9. Monitor Accuracy Frequently.

Compare and correct the Child Nutrition Master Roster and APSCN throughout the year on a daily or weekly basis as the student population changes.

III.
Submit October 1 APSCN Data and Printed Reports to Arkansas Department of Education Child Nutrition Unit with the September Claim for Reimbursement
10. Have Source Documents on File with district Child Nutrition Office.

EVERY FREE OR REDUCED ELIGIBLE IN APSCN MUST HAVE A SOURCE DOCUMENT, i.e., an approved Income Application, Direct Certification List, Migrant List, Homeless List, Even Start List, or Head Start List, ON FILE WITH THE DISTRICT CHILD NUTRITION OFFICE. 

11. FREEZE APSCN Data Entry on October 1.

Freeze APSCN data entry for the entire period required for matching the Child Nutrition Master Roster Source Documents against the APSCN Roster, submitting Cycle 2 and printing the final 431, 331, 436 and 336 reports for the district.  Notify all APSCN Data entry personnel to stop data entry during this period.  Failure to complete this step will cause discrepancies.  
As a result, the district will be required to identify specific student(s) by sex, race, grade and eligibility for all discrepancies.  A formal letter of explanation will be required as to why the Child Nutrition reports do not match the APSCN submitted eligibles.  Further audits of the submitted reports and backup documentation could be required to justify the discrepancies.  Submit a final report of findings to the Assistant Commissioner of Fiscal and Administrative Services for approval of changes to APSCN data.

12. Submit Matching Data.

Cycle 2 district data MUST NOT BE SUBMITTED without Child Nutrition Data source documents and APSCN Data matching on the number of eligibles in each school/LEA.
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