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. ___________________________________________________________________________________________________________________]
1. Summary

The Orchard system is designed to automate application processing for school and day care meal
programs sanctioned by the Office of the State Superintendent of Education (OSSE) Division of
Health & Wellness (DHW). LEAs, schools, and sponsors renew their existing applications or apply for
new programs through Orchard. Approved programs will be available to all the sites they manage.
This User Manual will guide sponsors through the application process for the National School Lunch
Program (NSLP) and Special Milk (SM) Program.

A. Schools
e National School Lunch Program (NSLP)
e Special Milk Program (SM)
e Fresh Fruits and Vegetables Program (FFVP)

B. Child and Adult Care Food Programs (CACFP)

e At Risk Center (ARC)

e Independent Center (IC)

e Sponsor of Centers (SOC)

e Family Day Care Homes Program (FDCH)
e Free Summer Meals Program (FSMP)

C. Process Flow Diagram for Application Processing

Applications

Sponsor/SFA

Approve
Application

g

OSSE Specialist

Program

OSSE Manager
£
Ed
g
Fl
2
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fapaf

Throughout this manual the term data window or window will be used. This refers to a section

of the display screen containing like information. For example in the graphic below there are three data
windows: Contact Information, Entity and Program Types and Contacts and Addresses.

Tax ID: 522210775

Contact information *

Hame Tite * Phons Kumber * Extension Fax Email DUNS " SAMS Expiration Date *

Entity and Program Types

Mame

Contacts and Addresses

Type Namw Title Asdress Line 1 ° Address Line 2 city * State - ZipCods™  Ward Phane Number Exwnsion  Fax Email Mail Cods

2. Logginginto Orchard

After your username is set up in Orchard by the State Agency, you will receive an email requesting
you to re-set your password.

A. Resetting the Orchard Password

‘Note: The email is coming from system, not a person, so it may end up in the Junk Mail folder
of your mail system. Please check there before contacting the Call Center.

From: DHW.NoReply@dc.gov

To: Callahan, Linda (OSSE); Zhang, Wei (OSSE)

Ce

Subject: Reset your password for Orchard system

I S R S S S R SR R S B S S S B I EERCA IO RN I I

Congratulations! You have been granted access to the Orchard Nutritional and Wellness system for the DC government. Please click link below in order to set your password.

Reset Password <http://10.25.10.173:666//vPage/Reset-Password/1026/0/Userid=579241d5-950c-44d4-b711-db7544cf932f>
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1. Click on the link provided.

2. A message MAY appear requiring the message be moved to the Inbox of your mail system.
Outlook Security

h This might be a phishing message and is
J'_\‘ potentially unsafe. Links and other
— functionality have been disabled. To
restore functionality, move this
message to the Inbox (not
recommended). Read more about e-mail

safety,

7] Do not show this message again

3. Click OK.

4. Under the Move icon, click Copy to Folder.

Meifee E-mail Scan  Adobe POF
- 'x i ) B meting 23 Junk E-mail % To Manager » B v at#) 2 Fina '\
o . = ; 53 Team E-muil o Done : ] B o Retated -
& Jur + Driete | Reply r\r;..!\- Farward B, gre = b Reoly & Delete ' Create ew Y AI‘I‘:: Categorize r::-ln_w Tty e | 290
© Tils meght b hing message i Uinks and nave et recommended,
This mestage wil marked 85 1pam uding the Outiosk Junk [.mad fifter,
This mestage was cormerled 1o plain fed.
From: Do Nolteply §de.gov
[ Callabn, Linda (C55E); Zhang, Wl (Cs5E) Weasages in This Comveniation.
Ce

Subjeet Reset your pasrword foe Crehard system

Congratulations! You have been granted aceess to the Orchard Nutritional and Welness system for the DC government, Please dick ink below in order to set your password.

Reset Password <httpy/f10.2%.10.1 73666/ fvage (Recet. Password 1026/0/Use rid=5T9241 459502448 b1 -dbTsdacfaaafs

5. Click Inbox; and then click OK.

s N
Copy ltem to [
B
Folders: R
4 % linda.callahan@dc.gov :l oK I
» (=41 Inbox
[ Sent ltems

@ Deleted ltems
[ calendar

18] Contacts

éi Journal 3
L@ Junk E-Mail [1]

lo] Motes

4 Outbox

LF) RSS Feeds A%
4 I, ] ¢

6. Click on your Inbox.
7. Open on the message just moved.

8. Clickthe pink bar (changes to yellow); then click Enable Links and other functionality (not
recommended) to enable the Reset Password link to be activated.
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Message McAfee E-mail Scan Adobe PDF

- Ignare x ) }J % 2 Meeting (3 Junk E-mail % To Manager 53 [ Rules » HO ati’ @ Fing ©
- — 34 Team E-mail & Done Ll N OneNote v 2y Related ~
+ Delete Reply Reply Forward Hi - _ Mave Mark Categorize Follow = Translate Zoom
& Junk it 3 More 4 Reply & Delete 7 Create New = T @ Adions T Unread = Upr T s sele -
Delete Respond Quick Steps 5 Move Tags 7 Editing Zoom
@ This might be a phishing message and is potentially unsafe. Links and other functionality have been disabled. Click here to enable functanalit fogt rag
— DHW.NoReply@dc.gov | Enable Links and other functionality (not recommended) |
To: Callahan, Linda (OSSE); Zhang, Wei (OSSE) Add Sender to Safe Senders List
Co
© Add the Domain @dc.gov to Safe Senders List
Subject: Reset your password for Orchard system
R S NN S B S B S BN S B SR BN SN SR RO R B IS RN (R SRR SR N

Congratulations! You have been granted access to the Orchard Nutritional and Wellness system for the DC government. Please click link below in order to set vour password.

Reset Password

9. Clickthe Reset Password link.

Reset Password

User Registration Information ? User Reset Password

Login Email I ey wIght@TCPS. com Login Email ID Jenny wWighIEBOCRS com

First Name Jenny Password | |
Last Name Wright Confirm ’ |
Lol Specialst

Rols Nams Sponsor

Gurrent Sponsor: DC Fublic Schools
Current Sites: All Siles

IMPORTANT! Passwords must be a minimum of eight (8) characters and maximum of
twenty (20) characters; including at least one upper-case letter, one lower-case letter, one number
and one special character, i.e. School#1.

10. Enter your new password and enter again to confirm; and then click the Reset Password
button.

11. The system will confirm the reset.
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Orchard District of Columbia Office of the
State Supenniendent of Education

Home Library= Reporis- Help-

Reset password confirmation

Your password has been reset. Flease cick nere to log in

12. Users canlog in from here by clicking the “click here to log in” hyperlink.

B. Launching and Logging into Orchard

1. Enter URL: https://orchard.osse.dc.gov

2. Click Login on the Orchard welcome screen.

i it of Coluertia Ofice of the
‘ Orchont State Suparctendent of Educaton @

Home  Library- Reporis-  Help- Login

Welcome to the Division of Health & Wellness Website

Wisleome 16 Orchars [ 30 atfort 80 strearivns the: aanual apple stion process for fadaral chid nusition phagrams. the Office of the State

Sugtistardent of st son ((IS5E). Dravon of Health B Wellewns, (DH] 1 phassed 1o wtnouncs the demlsprrnt of Orchard. Orchard m 8
web-hasnd sololion that supports orikne submisson of federal chid rusiHon program appbcations 5 the State Agency (5A)

DC GOVERNMENT INFO CENTERS CONNECTWITH OSSE
tusness

* Kk Kk
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3. Enter your Email (username) and password; and then click Login.

Login

Note: This website must be viewed on Internet Explorer version 10 or above. Itis
also supported by Chrome 43 and above.

Email bls_specialist@gmail.com

Password | sessessssd |

(Enter 8 to 20 characters, case-sensitive)

] Remember me?

4. Clickthe checkbox to acceptthe User Access Agreement; and then click OK to enter Orchard
or click Cancel to return to the login screen.

User Access Agreement

I certify that | am an administrator currently employed by a District of Columbia public school, public charter schocd, child care
canbor, sponsonmg organsaton or othes sducabanal msbiubon, and that | am sccessng th Dntnel of Columbu's Oreson of
Health and Weliness System (DHWS) for the purposes of operating a Chibd Nutrition Program. | agree that any information
entered will be true and carrect in all respects and that all records available suppan the data entered. | agree o protect any data
that | aecess from further disclosure to any other parson or antity autside of my organization, unless such a parsan or entity is
lngally entitled to access such data | further certdy that all clams submitted are true. correct. and accurate based on the records
and decumentation collected by myself of my desagnes

) | Agree

OK Canced

C. Home Page Menu Options
Library

" Note: Orchard users do not need to be logged in to see the Library menu options.
The Site Directory under the Library menu option is the resource for locating a sponsor’s (entity’s)

Site IDs which are stored in the authoritative data repository. These will be necessary when creating
the Excel SIF file explained later in this manual. This list contains all Orchard Sponsor and SFA sites.

10
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Check to ensure your site is listed before starting your Orchard application. If you do not see your
site listed, please contact your State Agency DHW specialist.

6"3'cnar: E
Library Reports-  Help- Login

Welcome to the Division of Health & Wellness Website

1. Click Library/Site Directory to view a list of sponsor and SFA sites.

mrx

saw - Ip = Warg

2. To locate your sites, use the column filter option. See section H.14. for instructions.

Reports

' Note: Orchard users do not need to be logged in to see the Reports menu options.

Select the Reports/Download/Documents and Templates menu to view a list of downloadable
documents and forms needed to complete your application. Instructions for downloading the files
are contained on this page. Also available is a download of Adobe Reader if this program is needed
to complete the forms.

: The Permanent Agreement located as a download on this page is mandatory for
sponsors/SFAs to download and read. An electronic certification is within the application
submission process requiring user acceptance of the Permanent Agreement.

Slate 5 Ececation  |(oeTy

P

Welcome to the Division of Health & Wellness Website

11
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1. Click Reports/Download/Documents and Templates

2. Click on the Download hyperlink of the document you want to view or complete.

site.

SPONSOR DOWNLOADS

The Site Information Template (SIF) is necessary to identify the program specifics for each

Download the application forms and documents listed below before accessing the Applcation Managemeant Dashboand ink. The foms betow can be downloaded, filled in aning and
saved o your local dnve using Adobe Acrobat Reader. IT you do not have Adobe Reader click on the link below and follow the download instructions.

m Adohe Reader alows you to view POF documents. Use Adobe Header to view, search, digitally sign, venfy, pant, and collaborate on Adobe POF files

How to downioad the Qrchand SIF template and Tomes needed for application submission
1 Click the Download hypenink next to the tarm
2. Click on the form 1o Open
3. Save the form Lo your lecal hard drive.
4 Open the farm arid il in the infarmation
5. Save the completed form for upload to your Orchard application

Sorme or all of the following documents must be submitbed Tor approval of your Qrchand Application. Required upload ameas ane clearly rarked on the pages of the Application

FORMS AND TEMPLATES
Pemanent Agreerment

Site Information Fomm (S1F)

Fublic Notification

W

ACH Fomn

Master Supply Form

Local Weliness Policy Template
Assignment of USDA Foods Enlitliernent Agreement
Dischosure of Labbying Activities,

Drug-Free Workplace

Sevene Need Reimbursement Request Fom
Severe Need Data Sheets

CACFP Addendum

CACFR ALRIsk Supper Ebgibilty & Management Plan

A133 Audit Exemption Cenification

3. Depending on the Windows version, there will be a popup somewhere at the bottom of the
screen with the file name.

El_] 1 Site Information_F...xlsx

4. Click on the small arrow to the right of the name; and then click Open. Or simply click on the

file name.

12
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Open

Always open files of this type

Show in folder

-

@J 1 Site Information_F...xlsx

5. The file will launch. Once opened, click File/Save As and save the file to your local computer
for completion before uploading later in the application process.

Help

-

" Note: Orchard users do not need to be logged in to see the Help menu options

éO'cﬂa?: 3 o @
—

Welcome to the Division of Health & Wellness Website

1. Click Help then Orchard Help to download a copy of the most current User Guide, send an
email to the Orchard mailbox, and use the OSSE Call Center phone number.

Grohard Bitstrict of Columbla Office of the [N
State Supermiendent of Equcation | e

Home Library-= Reporis- Help- Login

Orchard Help

OBSE Call Center

For Technica ssues niatid W this dppbcation please call 2027196500, Technicians an: standing by Mondary theough Friday 8 a.m. f S p.m. & answer your bechnical questons.

Orchard Applications Processing User Guide

To open and save a copy of the Apolications Processing LUser Guide for the Orchard System, clck Applications.

For feedback. comments and suggestions emall csse.orchard Ede gor

2. Click Help then Forgot Your Password to reset your current Orchard password.

13
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éc.’cnard

Home Library- Reporis- Applications Management-  Help- Sponsor : Capital City  Logoff

Forgot your password?

Entter your login email ID for Orchard

Legin Emadl ID

Email Link

Applications Management

Users must be logged in to Orchard to see this menu option.

‘G'ch-yc‘ et
Sate
Lo BT R o1 O Applications Management Help- User : Logoff
Applications
asnbo;

Apphcaticess Managemen! | Appications

Dashboard

Select Applications Management — to view the applications dashboard containing current programs
specific to the logged in user. First time entry will require the userto click Create Application to
identify the program application they will be completing. See Section 4.A for complete instructions
on selecting an application.

Dashboard

Applications Summary ?

Application 1B~ - ProgramMame - Application Status - Created Date Modified Date Moditied By Ratified Gantract & Prnt

NSLP

ATTENTION: There is a 60 minute automatic logout if there is no activity on
the site. Save your work on a regular basis.

D. General Navigation

1. Hyperlinks are shown in blue type, i.e. B-19160052
14
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2. Throughout the application, required fields will be marked with a black asterisk ok

Contact Information

First ramef] Last amel] Titie * Phane Number * Extension Fax Emall OUNS* SAMS Expiration Date
an Marsing Tt

3. Fields unavailable to sponsors once clicked will show a solid blue colored box, for example:

Meal Information

The following is the sum of the number of children at all participating sites who may be eligible in each benefit category.

Meal ~ Free ~  Reduced ~  Paid ~  Total =
Breakfast

Severe Need Breakfast EZjE 10 636
Lunch 621 10 636
Area Eligibile Snack 636

636

4. Fields available for sponsor entry once click with show a blue bordered box, for example:

Contact information

First Name * Last Nama * Titla *

[ I

Phons Number * Extnsion Fax Email DUNS* SAMS Expiravon Date *

5. Once creating a new application or editing an existing application after selecting the

Application ID, a series of 4 tabs will be displayed at the top of the screen. Use these to
navigate through the application process.

Help- Sponsor: Logoff

6. When adding information such as a contact or institution users will see an action button
@ Add

with a “+” sign.

7. When removal of a line of information is needed users will see an action button with an “X”

sign. Note: After deleting a line of information please click Save. |_* “=**

8. When entering data, Orchard will perform inline validations of the information. For
example, if you enter and incomplete phone number the system will error as follows:

15
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16

Contact information

First Hama Last Nama * Titse * Phaone Number * Extansion Fax Email DUNSE* SAMS Expiration Date *

Manning Fresident I 200 - | (202) T33-1812 12444484
or,

If you attempt to add a DUNS number less than or more than 9 characters the system will
error as follows:

Contact Information

First Nama * Last Name * Titie * Phone Kumber Extension Fax Emai DUNS " SAMS Expération Date *

202} 5551212 mn (202) 7331812

9. When adding or editing information there may be a selection drop-down listifthe ¥
appears. Select one of the entries to fill the field.

| District of Columbia E

-
Arkansas

American Samoa

Arizona

California

Colorado

Connecticut

District of Columbia .

10. To review table column heading descriptions or additional information about a section of

the Application, click on the ? in the right corner of the header line.

* Kk K
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Contact Information

Column Heading Description

First Name First Name of the organization's primary point of
contact

Last Name Last Name of the organization's primary point of
contact

Title Title of the primary point of contact for the
Organization

Phone Number Phone number of the primary point of contact

Extension Phone number extension of the primary point of
contact

Fax Fax number of the primary point of contact.

Email Email of the primary point of contact.

DUNS Unigue nine digit number assigned to the
Organization by Dun & Bradstreet.
hitp-/fwww.dnb_com/duns-number html

SAMS Expiration Date Each Organization must register annually with the
System for Award Management (SAM) at SAM.gov.
Date entered is the date that the SAMs registration
expires

11. Collapse/Expand Data Displays - To improve page readability, users can collapse or expand
tables by clicking on the name of the table.

Spansor D Spensor Nams Sits ID Site Namw Year Patiod Address city Sate zp Ward Main Phone
Number

I ——r— 20162047 308 Wanler Pace, SE 20032 & 2008621214

Site Directory mr®

12. Display Icons - Located in the right corner of each display.

-
>

Site Dirsctory

Export to Excel File
? Get Help to further explain the data within the display

g®

Open this data grid / chart in new browser window.

13. Sort Options - Use sort ascending or descending to quickly sort the data view; or simply
click on the column header.

17
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Site Directory

This st of menafic o
This bst is upaates

2 46 OGSE s nfaimed of Changest It you Aot

0 D Mack, pRASE EMall s 1 weindss NUoNRa: gov

Revised: 08/04/16

SponsoriD - SponsorName Cl site 1D Site Nanss - YearPenicd - Address - City saate - zp - wara Main Phone
Nttt
" \ sary Al kb Sort Ascending
Achipment Preparatiny Acace e > = -
W Lhirvemen Prep 0162017 08 Wahler Piace, SE oc 0032
Achieement Propaatory Acase| ¥ Sert Descending
10 PAE 14 Srest NE 20162017 1400 143 Street HE [ 2001
PCs
Actievermant Preparaory acacsl 1 Commas
2182 e it e Lo PA@ Makoim X 20162017 1500 Mississippl [ 20037 & 2004500832
pes
Achievement Preparatory Azacel @ Film . 2
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14. Column Hide — Click on Columns and uncheck/recheck columns to customize the view.
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15. Filters - Select filter parameter. After adding the information, click the Filter button.
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16. Column Reorder - Click and drag columns in the order you would like to see the data. After

reordering you can export the newly reorganized display.
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Site Directory M7
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17. Toaster Pop-ups—In the upper right corner of the screen you will continually see the
following pop-up called a “toaster”. It is meant to let the user know which application is
being worked on and its workflow status.

Application ID: SM16171097 x

Status: Recall Requested
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3. Glossaryof Terms
A. National SchoolLunch Program (NSLP)
Subpart B - General

Attendance factor means a percentage dewveloped no less than once each school year which accounts for the
difference between enrollment and attendance. The attendance factor may be dewveloped by the school food
authority, subject to State agency approval, or may be deweloped by the State agency. In the absence of a
local or State attendance factor, the school food authority shall use an attendance factor dewveloped by FNS.
When taking the attendance factor into consideration, school food authorities shall assume that all children
eligible for free and reduced price lunches attend school at the same rate as the general school population.

Average Daily Participation means the average number of children, by eligibility category, participating in the
Program each operating day. These numbers are obtained by dividing (a) the total number of free lunches
claimed during a reporting period by the number of operating days in the same period; (b) the total number of
reduced price lunches claimed during a reporting period by the number of operating days in the same period,;
and (c) the total number of paid lunches claimed during a reporting period by the number of operating days in
the same period.

Child means—(a) a student of high school grade or under as determined by the State educational agency,
who is enrolled in an educational unit of high school grade or under as described in paragraphs (a) and (b) of
the definition of “School,” including students who are mentally or physically disabled as defined by the State
and who are participating in a school program established for the mentally or physically disabled; or (b) a
person under 21 chronological years of age who is enrolled in an institution or center as described in
paragraph (c) of the definition of “School;” or (c) For purposes of reimbursement for meal supplements serned
in afterschool care programs, an individual enrolled in an afterschool care program operated by an eligible
school who is 12 years of age or under, or in the case of children of migrant workers and children with
disabilities, not more than 15 years of age.

Fiscal year means a period of 12 calendar months beginning October 1 of any year and ending with
September 30 of the following year.

FNS means the Food and Nutrition Senice, United States Department of Agriculture.

Free lunch means a lunch sened under the Program to a child from a household eligible for such benefits
under 7 CFR part 245 and for which neither the child nor any member of the household pays or is required to
work.

Local educational agency means a public board of education or other public or private nonprofit authority
legally constituted within a State for either administrative control or direction of, or to perform a senice function
for, public or private nonprofit elementary schools or secondary schools in a city, county, township, school
district, or other political subdivision of a State, or for a combination of school districts or counties that is
recognized in a State as an administrative agency for its public or private nonprofit elementary schools or
secondary schools. The term also includes any other public or private nonprofit institution or agency having
administrative control and direction of a public or private nonprofit elementary school or secondary school,
including residential child care institutions, Bureau of Indian Affairs schools, and educational senice agencies
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and consortia of those agencies, as well as the State educational agency in a State or territory in which the
State educational agency is the sole educational agency for all public or private nonprofit schools.

Lunch means a meal senice that meets the meal requirements in §210.10 for lunches.

National School Lunch Program means the Program under which participating schools operate a nonprofit

lunch program in accordance with this part. General and special cash assistance and donated food assistance
are made available to schools in accordance with this part.

Nonprofit school food service means all food senice operations conducted by the school food authority
principally for the benefit of schoolchildren, all of the revenue from which is used solely for the operation or
improvement of such food senices.

Nonprofit school food service account means the restricted account in which all of the revenue from all food
senice operations conducted by the school food authority principally for the benefit of school children is
retained and used only for the operation or improvement of the nonprofit school food senice. This account
shall include, as appropriate, non-Federal funds used to support paid lunches as provided in §210.14(e), and
proceeds from non-program foods as provided in §210.14(f).

Paid lunch means a lunch served to children who are either not certified for or elect not toreceive the free or
reduced price benefits offered under part 245 of this chapter. The Department subsidizes each paid lunch with
both general cash assistance and donated foods. The prices for paid lunches in a school food authority shall
be determined in accordance with §210.14(e).

Point of Service means that point in the food senice operation where a determination can accurately be
made that a reimbursable free, reduced price or paid lunch has been sened to an eligible child.

Program means the National School Lunch Program and the Commodity School Program.

Reduced price lunch means a lunch served under the Program: (a) to a child from a household eligible for
such benefits under 7 CFR part 245; (b) for which the price is less than the school food authority designated

full price of the lunch and which does not exceed the maximum allowable reduced price specified under 7 CFR
part 245; and (c) for which neither the child nor any member of the household is required to work.

Reimbursement means Federal cash assistance including advances paid or payable to participating schools
for lunches meeting the requirements of §210.10 and served to eligible children.

Revenue, when applied to nonprofit school food senice, means all monies received by or accruing to the
nonprofit school food senice in accordance with the State agency's established accounting system including,
but not limited to, children's payments, earnings on investments, other local revenues, State revenues, and
Federal cash reimbursements.

School means: (&) An educational unit of high school grade or under, recognized as part of the educational
system in the State and operating under public or nonprofit private ownership in a single building or complex of
buildings; (b) any public or nonprofit private classes of preprimary grade when they are conducted in the
aforementioned schools; or (c) any public or nonprofit private residential child care institution, or distinct part of
such institution, which operates principally for the care of children, and, if private, is licensed to provide
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residential child care senices under the appropriate licensing code by the State or a subordinate level of
government, except for residential summer camps which participate in the Summer Food Senice Program for
Children, Job Corps centers funded by the Department of Labor, and private foster homes. The term
“residential child care institutions” includes, but is not limited to: homes for the mentally, emotionally or
physically impaired, and unmarried mothers and their infants; group homes; halfway houses; orphanages;
temporary shelters for abused children and for runaway children; long-term care facilities for chronically ill
children; and juwvenile detention centers. A long-term care facility is a hospital, skilled nursing facility,
intermediate care facility, or distinct part thereof, which is intended for the care of children confined for 30 days
or more.

School food authority means the governing body which is responsible for the administration of one or more
schools; and has the legal authority to operate the Program therein or be otherwise approved by FNS to
operate the Program.

School week means the period of time used to determine compliance with the meal requirements in §210.10.
The period shall be a normal school week of five consecutive days; howewer, to accommodate shortened
weeks resulting from holidays and other scheduling needs, the period shall be a minimum of three consecutive
days and a maximum of seven consecutive days. Weeks in which school lunches are offered less than three
times shall be combined with either the previous or the coming week.

School year means a period of 12 calendar months beginning July 1 of any year and ending June 30 of the
following year.

State means any of the 50 States, District of Columbia, the Commonwealth of Puerto Rico, the Virgin Islands,
Guam, and, as applicable, American Samoa and the Commonwealth of the Northern Marianas.

State agency means (a) the State educational agency; (b) any other agency of the State which has been
designated by the Gowvernor or other appropriate executive or legislative authority of the State and approved by
the Department to administer the Program in schools, as specified in §210.3(b); or (c) the FNSRO, where the
FNSRO administers the Program as specified in 8210.3(c).

State educational agency means, as the State legislature may determine, (a) the chief State school officer

(such as the State Superintendent of Public Instruction, Commissioner of Education, or similar officer), or (b) a
board of education controlling the State department of education.

For more information please see:

http://www.ecfr.gov/cqi-bin/text-
idx?S1D=bbf8cfh519177e5812bd298773f57ba0 & mc=true&node=se7.4.210 12&rgn=div8

Subpart B—Reimbursement Process for States and School Food Authorities

Edit checks. (i) The following procedure shall be followed for school food authorities identified in paragraph
(a)(2)(ii) of this section, by other school food authorities at State agency option, or, at their own option, by
school food authorities identified in paragraph (a)(2)(i) of this section: the school food authority shall compare
each school's daily counts of free, reduced price and paid lunches against the product of the number of
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children in that school currently eligible for free, reduced price and paid lunches, respectively, times an
attendance factor.

(ii) School food authorities that are identified in subsequent administrative reviews conducted in accordance
with §210.18 as not having meal counting and claiming violations and that are correctly complying with the

procedures in paragraph (a)(3)(i) of this section have the option of deweloping internal controls in accordance
with paragraph (a)(2)(i) of this section.

Recordkeeping. School food authorities shall maintain on file, each month's Claim for Reimbursement and all
data used in the claims review process, by school. Records shall be retained as specified in §210.23(c) of this

part. School food authorities shall make this information available to the Department and the State agency
upon request.

Monthly claims. To be entitled to reimbursement under this part, each school food authority shall submit to
the State agency, a monthly Claim for Reimbursement, as described in paragraph (c) of this section.

Submission timeframes. A final Claim for Reimbursement shall be postmarked or submitted to the State
agency not later than 60 days following the last day of the full month cowered by the claim. State agencies may
establish shorter deadlines at their discretion. Claims not postmarked and/or submitted within 60 days shall not
be paid with Program funds unless otherwise authorized by FNS.

State agency claims review process. The State agency shall review each school food authority's Claim for
Reimbursement, on a monthly basis, in an effort to ensure that monthly claims are limited to the number of free
and reduced price lunches senved, by type, to eligible children.

0] The State agency shall, at a minimum, compare the number of free and reduced price lunches
claimed to the number of children approved for free and reduced price lunches enrolled in the
school food authority for the month of October times the days of operation times the attendance
factor employed by the school food authority in accordance with paragraph (a)(3) of this section or
the internal controls used by schools in accordance with paragraph (a)(2)(i) of this section. At its
discretion, the State agency may conduct this comparison against data which reflects the number
of children approved for free and reduced price lunches for a more current month(s) as collected
pursuant to paragraph (c)(2) of this section.

(i) (i) In lieu of conducting the claims review specified in paragraph (b)(2)(i) of this section, the State
agency may conduct alternative analyses for those Claims for Reimbursement submitted by
residential child care institutions. Such alternatives analyses shall meet the objective of ensuring
that the monthly Claims for Reimbursement are limited to the numbers of free and reduced price
lunches senved, by type, to eligible children.

Corrective action. The State agency shall promptly take corrective action with respect to any Claim for
Reimbursement which includes more than the number of lunches serned, by type, to eligible children. In taking
corrective action, State agencies may make adjustments on claims filed within the 60-day deadline if such
adjustments are completed within 90 days of the last day of the claim month and are reflected in the final
Report of School Program Operations (FNS-10) for the claim month required under §210.5(d) of this part.
Upward adjustments in Program funds claimed which are not reflected in the final FNS-10 for the claim month
shall not be made unless authorized by FNS. Except that, upward adjustments for the current and prior fiscal
years resulting from any review or audit may be made, at the discretion of the State agency. Downward
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adjustments in amounts claimed shall always be made, without FNS authorization, regardless of when itis
determined that such adjustments are necessary.

Content of claim. The Claim for Reimbursement shall include data in sufficient detail to justify the
reimbursement claimed and to enable the State agency to provide the Report of School Program Operations
required under 8210.5(d) of this part. Such data shall include, at a minimum, the number of free, reduced price
and paid lunches and meal supplements served to eligible children. The claim shall be signed by a school food
authority official.

Consolidated claim. The State agency may authorize a school food authority to submit a consolidated Claim
for Reimbursement for all schools under its jurisdiction, provided that, the data on each school's operations
required in this section are maintained on file at the local office of the school food authority and the claim
separates consolidated data for commodity schools from data for other schools. Unless otherwise approved by
FNS, the Claim for Reimbursement for any month shall include only lunches and meal supplements served in
that month except if the first or last month of Program operations for any school year contains 10 operating
days or less, such month may be combined with the Claim for Reimbursement for the appropriate adjacent
month. However, Claims for Reimbursement may not combine operations occurring in two fiscal years. If a
single State agency administers any combination of the Child Nutrition Programs, a school food authority shall
be able to use a common claim form with respect to claims for reimbursement for meals served under those
programs.

October data. For the month of October, the State agency shall also obtain, either through the Claim for
Reimbursement or other means, the total number of children approved for free lunches and meal supplements,
the total number of children approved for reduced price lunches and meal supplements, and the total number
of children enrolled in the school food authority as of the last day of operation in October. The school food
authority shall submit this data to the State agency no later than December 31 of each year. State agencies
may establish shorter deadlines at their discretion. In addition, the State agency may require school food
authorities to provide this data for a more current month if for use in the State agency claims review process
under paragraph (c)(2) of this section.

Advance funds. The State agency may advance funds available for the Program to a school food authority in
an amount equal to the amount of reimbursement estimated to be needed for one month's operation. Following
the receipt of claims, the State agency shall make adjustments, as necessary, to ensure that the total amount
of payments received by the school food authority for the fiscal year does not exceed an amount equal to the
number of lunches and meal supplements by reimbursement type served to children times the respective
payment rates assigned by the State in accordance with §210.7(b). The State agency shall recover advances
of funds to any school food authority failing to comply with the 60-day claim submission requirements in
paragraph (b) of this section.

For additional information please see:

http://www.ecfr.gov/cgi-bin/text-idx?SID=bbf8cfb5f9177e5812bd298773f57ba0&mc=true&node=se7.4.210 18&rgn=div8

B. Special Milk Program for Children

Child and Adult Care Food Program means the program authorized by section 17 of the National School
Lunch Act, as amended.

Child means
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(1) A person under 19 chronological years of age in a Child care institution as defined in this section;

(2) A person under 21 chronological years of age attending a school as defined in paragraphs (3) and (4) of
the definition of School in this section;

(3) A student of high school grade or under attending school as defined in paragraphs (1) and (2) of the
definition of School in this section; or

(4) A student who is mentally or physically disabled as determined by the State and who is participating in a
school program established for the mentally or physically disabled, of high school grade or under as
determined by the State educational agency in paragraphs (1) and (2) of the definition of School in this section.

Cost of milk means the net purchase price paid by the school or child care institution to the milk supplier for

milk delivered to the school or child care institution. This shall not include any amount paid to the milk supplier
for senicing, rental of or installment purchase of milk senice equipment.

Fiscal year means the period of 12 calendar months beginning October 1, 1977, and each October 1 of any
calendar year thereafter and ending September 30 of the following calendar year.

Fixed fee means an agreed upon amount that is fixed at the inception of the contract. In a cost reimbursable

contract, the fixed fee includes the contractor's direct and indirect administrative costs and profit allocable to
the contract.

Free milk means milk for which neither the child nor any member of his family pays or is required to work in
the school or child-care institution or in its food senice.

Milk means pasteurized fluid types of unflavored or flavored whole milk, lowfat milk, skim milk, or cultured
buttermilk which meet State and local standards for such milk. In Alaska, Hawaii, American Samoa, Guam,
Puerto Rico, the Trust Territory of the Pacific Islands, and the Virgin Islands, if a sufficient supply of such types
of fluid milk cannot be obtained, milk shall include reconstituted or recombined milk. All milk should contain

vitamins A and D at levels specified by the Food and Drug Administration and consistent with State and local
standards for such milk.

National School Lunch Program means the program under which general cash-for-food assistance and
special cash assistance are made available to schools pursuant to part 210 of this chapter.

Needy children means:

(1) Children who attend schools participating in the Program and who meet the School Food Authority's

eligibility standards for free milk approved by the State agency, or FNSRO where applicable, under part 245 of
this chapter; and

(2) Children who attend child-care institutions participating in the Program and who meet the eligibility
standards for free milk approved by the State agency, or FNSRO where applicable, under §215.13a of this
part.
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Non-pricing program means a program which does not sell milk to children. This shall include any such
program in which children are normally provided milk, along with food and other senices, in a school or child-
care institution financed by a tuition, boarding, camping or other fee, or by private donations or endowments.

Nonprofit means, when applied to schools or institutions eligible for the Program, exempt from income tax
under section 501(c)(3) of the Internal Revenue Code of 1986.

Nonprofit milk service means milk senice maintained by or on behalf of the school or child-care institution for
the benefit of the children, all of the income from which is used solely for the operation or improvement of such
milk senice.

Nonprofit school food service account means the restricted account in which all of the revenue from the
nonprofit milk senice maintained for the benefit of children is retained and used only for the operation or
improvement of the nonprofit milk senvice.

Pricing program means a program which sells milk to children. This shall include any such program in which

maximum use is made of Program reimbursement payments in lowering, or reducing to “zero,” wherever
possible, the price per half pint which children would normally pay for milk.

Reimbursement means financial assistance paid or payable to participating schools and child care institutions
for milk served to eligible children.

School means: (1) An educational unit of high school grade or under, recognized as part of the educational
system in the State and operating under public or nonprofit private ownership in a single building or complex of
buildings; (2) any public or nonprofit private classes of preprimary grade when they are conducted in the
aforementioned schools; or (3) any public or nonprofit private residential child care institution, or distinct part of
such institution, which operates principally for the care of children, and, if private, is licensed to provide
residential child care senices under the appropriate licensing code by the State or a subordinate level of
government, except for residential summer camps which participate in the Summer Food Senice Program for
Children, Job Corps centers funded by the Department of Labor, and private foster homes. The term
residential child care institutions includes, but is not limited to: Homes for the mentally, emotionally or
physically impaired, and unmarried mothers and their infants; group homes; halfway houses; orphanages;
temporary shelters for abused children and for runaway children; long-term care facilities for chronically ill
children; and juvenile detention centers. A long-term care facility is a hospital, skilled nursing facility,
intermediate care facility, or distinct part thereof, which is intended for the care of children confined for 30 days
or more.

School Breakfast Program means the program authorized by section 4 of the Child Nutrition Act of 1966, as
amended.

School Food Authority means the governing body which is responsible for the administration of one or more
schools and which has the legal authority to operate a milk program therein. The term “School Food Authority”

also includes a nonprofit agency to which such governing body has delegated authority for the operation of a
milk program in a school.

School year means the period of 12 calendar months beginning July 1, 1977, and each July 1 of any calendar
year thereafter and ending June 30 of the following calendar year.
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Split-session means an educational program operating for approximately one-half of the normal school day.

State means any of the 50 States, District of Columbia, the Commonwealth of Puerto Rico, the Virgin Islands,
Guam, and, as applicable, American Samoa and the Commonwealth of the Northern Marianas.

State agency means the State educational agency or any other State agency that has been designated by the

Gowernor or other appropriate executive or legislative authority of the State and approved by the Department
to administer the Program.

Summer Food Service Program for Children means the program authorized by section 13 of the National
School Lunch Act, as amended.

For more information please see:

http://www.ecfr.gov/cgi-
bin/retrieveECFR?qp=1&SID=bbf8cfb5f9177e5812bd298773f57ba0&ty=HT ML &h=L & mc=true&n=pt7.4.215&r=PART
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4. Orchard Applications Processing

There is a preapproval process by the State Agency prior to completing meal program applications in
Orchard. However, if an application was submitted in the previous school year, the information will

prefill the Orchard dashboard. New programs not applied for last year can be added if first approved
by the State Agency.

A. Selecting your Application

1. Under the Applications Management option, click Dashboard.

‘ Orchard Do
Hate Su

Lo BT R o1 O Applications Management Help-

Apphcaticess Managemen! | Appications

Dashboard

2. Click on the Create New Application button.

6 Orchard

Home Library- Reporis- Applications Management- Help~

Applcations Management | Applcations - Dashboard

Dashboard

Applications Summary

Select the Application hyperlink to access the corresponding application.

Data Not Available

Create Application

3. Applications available for renew will display in the pop up box.
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Program Selection

Please choose a program from the below options.

SM

Save & Continue

4. Clickthe radio button of the Application being created; and then click the Save & Continue
button.

Program Selection

Please choose a program from the below options.

[

S

Save & Continue

Cancel

&

" Note: Applications not available to the sponsor will show a ® when trying to select this
program option.

5. Click Application Management/Dashboard to review the dashboard entries.

B. Understanding the Applications Dashboard

1. The Applications Summary dashboard will list the program just selected. The program has
an application process that needs to be completed for the current School Year (SY).
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Home Library- Reporis- Applications Management-  Help~ User : - Logoff

ns Management  Appbcations  Dashboard

Dash

Applications Summary

Appheation 1D Program Yesr

Program Namsé Applieation Status Crested Date Madified Date Meditied By Ratified Cantract # Print Appreval Litter

2. The columns are representative of the following information:

Application ID

Generated for each application by Orchard for sponsor tracking.

Program Year

The program year the application covers.

Program Name

The program for which the sponsoris applying.

Application Status

Application Status changes based on an action by the sponsor or the State Agency.

Draft — The application hasnotbeen started or is being worked on.

Pending Review — The application has been submitted for State Agency approvals.
Recall Requested — The sponsor/SFAhas requested to recall theapplication for editing.
Returned for Modification — The application was returned by the programspecialistfor
sponsor/SFAedits.

Ratified — All approvals received resultingin a ratified contract.

Created Date

The date the sponsor firstaccessed the application.

Modified Date

The lastdate the application was modified.

Modified By

The person who lastmodified the application.

Ratified Contract #

The date and number used for ratification of the contract (relates to the DHW claims
processingsystem).

Print

Generates a view of the contractincluding Policy Statements which can be saved in PDF
format.

Approval Letter

Once uploaded by the DHW specialist, the contractapproval letter will beavailablefor
viewing by the Sponsor/SFA.

C. Reviewing the Application Log

The Application Log will record activity throughout the approval process of the application including:
submissions, recalls, returns, and final ratification. Click the hyperlink in the status column to view

the log.

30

* Kk K

Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002



Orchard Applications Processing

Revised: 08/04/16

6 Orchard

Library - Help~

‘Applications Management -

Reports~

Applcations Management | AppScations | Dashboard

Home

Dashboard

Applications Summary

Select D yperink on he ApEEcanon 10 column 1o BCCess e COMesponding APCACAtion or sekect he hyperink o The Appication Sstus CoT 10 view e acivies
Apphieation 1D < Program Yesr Program Namsé - Applieation Status - Crested Date Madified Date Meditied By - Ratifed Contract ¥ Print ~  Appreval Litter
20162017 N5LP WIZ016 554 Al NOR0NE 554 Al Charies Chigs

Create Appheation

Application Log ?
Action ~ | Comments ~  Modified By ~ | Modified Date ~
Ratified autumnmorgan 07/21/16 1:39:14 PM o
OSSE SpecialistUsert 07/21/16 1:38:11 PM
v

Pending Final Review

KalpanaBarrow

07/21/16 1:29:52 PM

Submitted

D. Deleting an Application

If an application was selected in error, click on the Application ID in the dashboard, then click the
Review & Submit tab. At the top of the page, click the Delete button. Applications can ONLY be

deleted if in Draft status.

General information | S#e Management  Application | Review & Submie

Review e complate application [f any changes are nesdad, (iek on tha Ganaral information tab to e the mformation entered, chek the Sie MaNagement 1o uplaad a new SIF and then thek on the Application tab o edi the nformation enssred

5. Completingthe NSLP Application - General Information

Click on the Application ID hyperlink to begin the application process.

Applications Summary ?
Select the Application hyperlink to access the corresponding application.
Application ID ~  Program Year ~ | Program Name ~  Application Status ~ | Created Date ~ Modified Date ~ Modified By ~ Ratified 4
Contract #
FAT/2016 110 PM 7A17/2016 1:10 PM .

NSLP Draft

NL16170073 2016/2017
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.}
A. General Information Tab

The source of the sponsor information inthe General Information section is the authoritative
data from last year’s application. If changes need to be made, simply click in the field and click
the keyboard Delete key to remove the information or clickin the field and type the new
information. Almost all fields in General Information can be edited and/or updated.

‘ Orchard

Reports-  Applications Management- Help- User : Charles Chips

n cick Save Continue Ehe appication by chcking Me Site Management (an

Validation Summary mr

Data Nt Avaitable

1. The action buttons included on this tab are Save —save current changes made to this page;
Cancel — cancel current changes made to this page; and Validate —click to ensure all
information has been correctly and completely entered.

2. |If there are validation errors, they will be listed under the Validation Summary data window.
Correct the errors, click Save; then click Validate once again to remove the errors.

" Note: Changes to Sponsor Information in Orchard will not update the authoritative data
source until the application is submitted.

Contact Information

1. Update the Contact Information. This is the main contact name and number for this
Sponsor/SFA.
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Extension Fax Email DUNS " SAMS Expiration Date ”

. & Nie
Supenniendent (202) 7224421 " {202} 722-4431 kcakshan1i@aol com T AX27206

2. Ensure the DUNS number is nine digits. If not the system will error:

DUNS * SAMS Expiration Date *

r

[ 44444444 ] o )

3. Ensure the SAMs expiration date is in the future. Orchard will prohibit date entries less than
today’s date.

4. For more information about DUNS and SAMS requirements and applications, click on the
hyperlink in the text area of this data window.

Entity and Program Types

Validate the Entity and Program Types data window. This data is populated by the authoritative
system. If there is an error, please contact your State Agency DHW Specialist.

Entity and Program Typesa

Name

Pubilie Chamer Sehoal

Contacts and Addresses

Enter the contact names for the types listed in the table. Several validation errors may appear if you
do not enter a correct, zip code, phone number, fax number and email address.
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Contacts and Addresses

Type Nam Title AdgressLine1® Acdress Line 2 Ciny * State * ZipCode ' Ward Phone Numbar * Extension  Fax Email Mall Code
100 BEAHODY STREET
myskal ames John WASHINGTON 4
s Jo BSHINGTON 7331
HINGTON 4 1
WASHINGTON ]

Artountspayabieg@ocp.. | 103

Claim Contacts

1. The system will default with two authorized signerlines. If additional authorized signers are
needed, click the Add Claim Contact button to add an additional authorized signer or third
party claim contact for the program’s monthly claims processing.

" Note: Sponsors must add a minimum of two Authorized Signer contacts; and a maximum
of six contacts in total.

Claims Authorized Signatures | Third Farty Authorizations

First Hame * Last Mame * Titse Phone Number * Extension Email

2. Select the contact type from the dropdown.

Claims Authorized Signatures / Third Party Authorizations

Cantact Type First Mama * Last Nam * Ttk Phame Numser * Extansion Emall

3. Enter the contact Name, Title, Phone Number, Extension, and Email address. Continue
adding contacts by clicking the Add Claim Contact button.

" Note: Several validation errors may appear if you do not enter a correct, zip code, phone
number, fax number and email address.
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Claims Authorized Signatures / Third Party Authorizations

@ Add Claim Contact

Contact Type Name Title Phone Number Extension Email
r r r r oo
Third Party Contact Susanne John Member at Large (202) 555-1212 222 | sjohn@gmail.com * Delete
Third Party Contact Olivia John Board Member (202) 555-1212 122 | ojohn@gmail.com * Delete
James John President (202) 555-1212 100 | jjohn@gmail.com * Delete

Authorized Signer

* After deleting a row, Please Save

4. Clickthe Save button at the top or bottom of the page.

Save Cancel Validate

5. Confirm the save by clicking OK.

The changes were saved.

6. Or, click Cancel without saving changes.

Are you sure you want to cancel the changes?

oL

7. Confirm Yes or No.

Or, click Validate to ensure all the information on this page has been completed.

The application has validation errors. Please correct the errors.

OR
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The application has no validation errors.

8. To delete a contact name, click the Delete button.

Claims Authorized Signatures / Third Party Authorizations ?

® Add Claim Contact

Contact Type Name Title Phone Number Extension Email

r r r r rr
Third Party Contact Susanne John IMember at Large (202) 555-1212 222 sjohn@gmail.com * Delete
Third Party Contact Olivia John Board Member (202) 555-1212 122 ojohn@gmail.com x Delete
Authorized Signer James John President (202) 555-1212 100 jiohn@gmail.com x Delete

* After deleting a row, Please Save

9. Confirm the Delete by clicking OK; or click Cancel without saving the deletion.

Are you sure you want to delete this record?

10. Click the Save button atthe top or bottom of the page; or click Cancel without saving
changes; or click Validate to recheck information entered.

Save Cancel Validate

Public Release

To view the most current Civil Rights requirements under the US Department of Agriculture for
program requirements, click the hyperlink found within the text of the data window.
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Public Notification

Date release was/will be sant to media Imstitistion to which Public Relsase was/will be sent to
- . NA020E Washinglon Post
s sa
] Upload File Hotes Downioad Link vermication Specialist Commants Deiete
& Choose File | Mo fe chosen L +
* |Uplcads ?

oy, OCBRe 112016 oo s1a0 600 tatal for any federally unded proarim during the facal year?

1. Clickthe Add button to identify the resources used to publicly announce the federal child
nutrition programs offered. Add the date of the announcement and the name of the news
media used for publication.

2. Select the date of the publication from the calendar pop-up.

3. Enter the name of the institution, newspaper, website, etc. where the article was published.

Public Netification

Furpes: p  (Reder o guideines rega g pe
) A
Date release wasiwill be sent to media Institution to which Public Reisase wasiwill be sent to
< Deleta
- A se
Title

Hates Dewnload Link Verifieation Specialist Comments Dalete
Brochurs * et x

4. Clickthe Choose File button to upload the announcement(s). Select an Excel or .pdf file for
uploading.

If there are multiple announcements, scan into one document for upload.

5. Add Notes to be read by your State Agency DHW Specialist if desired.
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A
Date release was/will be sent to media Institution to which Public Release wasiwill be sent 1o
Teketing e
Tinle Upload Fite Notes Download Link Werification Specialist Comments Delete
Brochure Chooss File | Mo e chosen t 2

6. Clickthe Save button at the top or bottom of the page; or click Cancel without saving
changes.

Save Cancel Validate

7. Confirm the save by clicking OK.

The changes were saved.

8. Once saved, the file can be viewed by clicking on the Download Link hyperlink of the file

name.
) s
Date release was/will be sent to media Instiution to which Public Release wasiwill be sent to
teliting ave
Tile Upload Fie Nates Download Link Verification Specialist Comments Delete
Brochure * Choose Fe | No e chogen 2
-
9. Once saved, the file can be deleted by clicking on the L jcon.
) s
Date release was/will be sent to media Instiution to which Public Release wasiwill be sent to
11731
102
teliting ave
Tile Upload Fie Nates Download Link Verification Specialist Comments Delete
Brochure * Choose Fe | No e chosen et 5

10. The State Agency DHW Specialist will review the file and enter the verification and any other
comments. Sponsors/SFAs cannot edit these fields.
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Public Release ?

Date Releass Nars of news media used for publication

* Afler Qeleting a row, Fiease Save

Title Uptoad File Notes. Downboad Link Verification Specialis 4 Comments.
Brochure Choose il | Mo tie thosen 1 iy fication

11. To delete an institution name, click the Delete button.

Date Release Institution Hame

12. Confirm the Delete by clicking OK; or click Cancel without saving the deletion.

Are you sure you want to delete this record?

oK Cancel

13. Click the Save button atthe top or bottom of the page; or click Cancel without saving
changes.

Save Cancel Validate

14. If the incorrect file was uploaded, click m to delete the existing file and upload the new file.

Budget and Funding Document Uploads

The Budget and Funding Document Uploads section is provided to users to upload their financial
information depending upon whether organizations do or do not receive more than $750,000.00
for any federal program during the fiscal year.

1. Answer the question posed regarding federal funding.
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Budget and Funding Document Uploads

If the response is “NO” then the user will be required to upload an A-133 Exemption
Certificate and Year End Report. These documents are due before the end of calendar year

2016. The A-133 Audit Exemption Certification form is available under the Orchard Reports
menu option under Documents and Templates.

Budget and Funding Document Uploads

Titke Upload File Noles Downlcad Link Verification Specialist Commants
Exemption Cortificate Choose File | o fils chasen A A
‘fear End Repert Chopse File jNofdachosen | aeme | AcowalonNivigaton - RITAG-PMasd f 0 sproome

If the response is “YES” then the user will be required to upload an A-133 Audit Report due
before the end of calendaryear 2016.

Budget and Funding Document Uploads

Title Upload Fil

Specialist Comments
I A-133 Autit Repart

otes Download Link Venification
Choose Filg | Mo fie chosen ‘

4. |In either case, click on the Choose File button.

Budget and Funding Document Uplcads

Tite Notes Download Link

Verification Specialist Comments Delete
A-133 Audit Repan |

5. Select a file from your local computer.

6. Click Save to save the file; or click Cancel to clear the file.
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-

Hoites Download Link Verification Specialist Comments Delete

Budget and Funding Document Uplcads

Title
A-133 Audit Repan

7. To view the uploaded file, click on the download link. To delete the uploaded file, click the

[ jcon.

Budget and Funding Document Uploads

Title Upload File Hotes. Download Link Verification Specialist Comments Dielete

A-133 Audit Report Choorse File | No fike chose

B. State Agency General Information Review

' Note: The State Agency DHW Specialist will review all uploaded files once the application
is submitted. They will click the verification checkbox and add any comments regarding the
uploaded document(s). These fields cannot be edited by the sponsor/SFA.

1. After all information is entered on the Sponsor Information page, click Save and then click
the Validate button to ensure no errors are found on the General Information tab.

The changes were saved.

2. Click OK to accept the changes.

6. Completing the NSLP Application Site Management Information

The Site Information File (SIF) is uploaded to Orchard using a prepared Excel template available
under the Reports Tab/Documents and Templates. See Attachment A to review required SIF
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column information. The information once uploaded is not editable by the sponsor/SFA. If changes
are needed, a new upload will be required.

ok
M Do not change the order of the sites on the SIF once the upload has been saved. If
corrections need to be made to a single site listed on the SIF, upload the entire SIF again. Do not
forget to add a site to the SIF. Payment will not be made for a site not listed in the Application.

There are maximum field lengths and field entry types (numeric or alphabetical) permitted in the
template. See Attachment B for field length information.

&

* Note: You must know the Site ID in order to complete this upload template.

Orchard tracks the history of all “saved” uploaded files. Site information can be changed and re-
uploaded before submission of the application or during a recall. However, once the site is
approved by the state agency, no further changes can be made to the site information. See Section
11. Application Recall for more details.

A. Uploading the SIF File

Site Management SIF Upload

é Orchard

Home Library- Reports- Applications Management-  Help-

Iﬁl

1. Click the Site Management tab
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Complete the information on this page and then click Save. Continue the application by clicking the NSLP Application tab

Site Information File Upload ? SIF Upload History

Click the Choose File or Browse bution to select the document; and then click the Upload Header information related to file upload history goes here
button. Click Clear to remove the selected file before upload
P Data Not Available

Note: xis or xls: X file only.

File Name Choose File |Capital City.xIsx

Title SIF Upload

Notes current SIF|

Fields marked with an asterisk(*) are required.

et

2. Select afile from your computer. The file must be the Excel template downloaded from
Reports/Downloads/Documents and Templates. If an attempt is made to upload other
than an Excel file with extensions .xlIs or .xIsx Orchard will error “Please select an Excel file.”

’

il SIF Upload Test.xlsx
|‘_‘| Microsoft Excel Worksheet
| 321 kB

e

RV

M' " The file Tab Name “SIFDATA” must not change. If the Tab name is
changed, the SIF files WILL NOT upload.

Instructions || SIFData |- %2

3. Add a document title and any notes relevant to the upload.

4. Clickthe Load button.

5. Orchard will display a message that the SIF file upload was successful.
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Successfully uploaded SIF file. Please click Save to accept changes.

6. Click the OK button.

Or, if the file did not load, the following message will be displayed:

The uploaded SIF file has some validation error(s). Please fix the error(s) shown in SIF
Upload Validation Status window and upload SIF file again.

Review the SIF Upload Validation Status window, make the corrections noted; and then try
uploading the file again.

Location = Validation Details

Siie ID ks missing for: Hope Communiy PCS

7. When all validation errors have been corrected in the SIF, upload the corrected SIF file.

8. The uploaded SIF will display in the Uploaded SIF window below. This is a temporary viewing
area. The data from the SIF file are not entered into Orchard until the user clicks Save.

Uploaded SIF T
Heoer informanon related b uploaded SIF goes here

Site 1D Site Name < Address - ity = Ip = Phane = Fax < Contact Name Title < Email Phone = Area Eligibsity ©  Addmess

Sehoot
ET MW wiashmgeon DC | 20011 202) 562-1314 Tanya Tighman Direcior of Cperations g
Save

SIF Summary ?
Header information related to SIF summary goes here

Status ~ | Site ID ~  Site Name ~ | Address ~ | City ~ Zip ~  Phone ~ | Fax ~ Contact Name v
Pending 8626 100 PEABODY STREET NW Washington DC | 20011 (202) 362-1214 Tanya Tilghman [

9. The fileis added to the SIF Upload History table.
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SIF Upload History ?
Upload Date ~  File Name ~
Aug 2 2016 T:41AM Training2 xIs xlsx

Jul 25 2016 1:48PM Training.xisx

4 <np b 10 »

B. Reviewing the SIF File Details

1. Click on the Site Name in the SIF Summary data window to review SIF information in a
formatted summary view.

At
Quﬂﬁ‘-
Remember! All fields in this view cannot be edited except for the special SM table. The

Special Milk table will only display if the program application is for Special Milk. If an error is
found while reviewing the information, correct the error in the SIF and re-upload the SIF file.

2. Confirm the Site Type(s), Effective Date, and Sponsor/Site address is correct.

Site Information

Site Effective Date:

Site Type

v Title Sureet Address 1 ~ Street Address 2 ~ Gy Sare v Zip ~ Ward Phone Emall

3. Confirm the Hours of School Operations, Dates of Program Operations, Days of Operations,
and number of Days in the Month food service will be available.
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Operation Information

Hours of School Operations

From: 151500 To: 02,4500
Tatal Operating days peryear: 163

Days of Operations

Day = Monday

Sewcon i

Days of Feod Service

Month Jan Fab

No of days 19

= Tuesday

= Mar

- Wednesday
s
= &pr | May
15 12

dun

Dates of Program Operations
Starting Date: 00242015

Mazimum cperating cays per month: 19

= Thursday Friday
ves Yis
<l v Aug

4. Confirm the license information is accurate.

License Type

Licenses
BEL-She {Bask Busness Liceoses

CO-Sdn (Cerificate of Octupancy)

Spe (Chikd Care License)
Buang Use Agreement)
Hi-Sfe {Heat Inspocton]

{Secong Heasn inspection)

DC Depariment of Mertal Heath Licenses
US Miary Facaty
Federal Aternative Apgerval

Redave Care

« Expiration Date

= Licanse Humber

5. Review the Meal Service information for accuracy.

Meal Service

Food Preparation: The type of seTvice of faciily which wil be used Ty the schockspanser for food preparatian

Meal Times

Meal Type

Beeakfast G 15AM
LumEn 1 30AM
snack

£ sk Supper A15PM

Program Participation and Special Provisions

Rieg. Breaktast | Sevece Nedd Breskiast S
Agea Exgitie Snack yes
A2 Risk Supper {CACFF)

Summer Meal Senvce N
Famity Sayie Mo

et vy Serve Pr-S ves
Ofter vs. Serve 6.8 No

Hoad Stat Mo
‘Communiy ERginiity Provision (CEF) Ste No
Prewision 3 Mo
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= Time Meal Service Begins

= Time Meal Service Ends.
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200PM
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Meal Charges

Pricinsg | Non Pricing
Breaktast Reduced
Breaktast Fa
Lunch Reduced

Lurch Pait

Food Preparation

Food Preparation Method Linder contract

Vendor Name Chartwess

Revised: 08/04/16

Ending Date: 05182016

Saturday sunday -
ves Yos

v Sep = Oet HNov ~ Dec

B 3] 19 18 13

< 15 Rarewal Required?

1312000057

Application ID: NL1ETT1125
Saatus: Drafy

?
Pricing
S2.00
£300
$260
$4.00
T

WIER & Vendar (o deitves meals. supplies, and services
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6. Validate enrollment and eligibility numbers.

Current Year Enrollment 7 Estimated Eligible Children *

ber of Chidren by rade enroled (s SChock yeal Estimate tha numbar of chidren wh ane sigis in ea<h categary

M OF Chilgren Meal Fres Reduoes Paid Total

7. Once the application is submitted, the State Agency DHW Specialist will verify and approve
each site’s information. Sponsors/SFAs cannot edit this portion of the display. CEP
percentages will also be added by the State Agency DHW Specialist.

State Agency Approval

Site Verification ? Community Eligibiilty Provision (CEP) & Provision 2 Percentages 7
State Agency venfication of siie details Rasponse Disphays the State Agency pre-approved parcentages for partcipating skes as appicable
Has the 3ponsor submtted the required lunch meal service data to detemine severs need aligibility for this site |

application? Frovisien Type Free

Has the sponsor provided a valid Basic Business License (BBL) for this site? !

Has tha spensor pravided a valid Canificats of Decupancy far this site?

Community eligiviiity provision (CEF) participant? Frovision Type Frew Reducad Paid
Provision 2 paricipant {Data must have previously been submitted to the State Agency for considertion)?
It this site is new, provids the date of sits visit?

P2 Lunch

P2 Severe Meed Breakfast

State Agency Approval r'a

Assigred Specialist
Approved Date

8. Sponsors/SFAs click Next to view the next site listed on the upload page; or click Previous to
view the previous site page. Users canalso click the Site Management tab to return to the
Site upload page display.

Site Management Previous MNext
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7. Special Milk Addition to Detailed SIF Review

The SIF upload file contents are the same for both NSLP and Special Milk (SM). However, when
reviewing each SIF the sponsor will add the following information specific to Special Milk.

1. Clickinthe field to enter the SM total enrollment, Total children receiving Free milk, and the
licensed capacity for your site.

Special Milk ?

(Special Milk anly) Total enrclimant

Total number of chidnen eligible for fres mak i
Provide the lices

apacity for your facility 21432
Fieids marked win an asierisk]”) are required

2. Click Save to save the SM changes.

8. Completingthe NSLP Application — Reviewing the Application
Summary

After correcting all upload validation errors (if any) and reviewing all individual site information
screens, click the Site Management button to return to the tab display. Then click the Application
tab to review a summary of all site data, students and meal counts combined into one display.
Editing is allowed for information not populated by the uploaded SIF. These areas will be identified
as the Application is reviewed. Save your entered information frequently.

é e B

Home Library- Reports-  Applications Management-  Help- User: t Logoff

General Information | St Managemen: | Appication | R

A. Application Review

Application Contact Information

1. Review the Application contactinformation and make any changes necessary. All fields can
be edited in this data window. This is the individual who will answer any questions regarding
application submission.

48

* Kk K
Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002



Orchard Applications Processing Revised:08/04/16

Application

n his page and Mhen tick Save. Comtinue M 3ppicaton by cieking e Review & Submit tat

Validation Summary

Application Contact Information

First Hame * Last Hame * Title * Address Line 1° Address Line 2 cay* State Zip Code  Ward  Email* Phane Numbar * Extension  Fax

Compaance 6200 Kansas Avenue
NE

2. After changing the information click the Save button to save your changes.

The changes were saved.

3. Click OK to return to NSLP Application review.
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]
Program Selection
NSLP Program Entries

Click all Programs that apply to your SFA. If you are a public or charter school NSLP and HSA will be
preselected. If you are a Private School select HSA if you want to participate in this program (it will
not be preselected for you). Be sure to click all additional programs in which you want to participate.

Program Selection ?
Program Selection
National School Lunch Program (NSLP) '

School Breakfast Program (SBP) '
Afterschool Snack Program (ASP) ¢
Healthy Schools Act (H.5.A) -

At Risk Supper (CACFP)

Extended NSLP

Seamless Summer

Special Milk Program Entries

If you are a Special Milk sponsor, the only entry in this table will be Special Milk and it will be
preselected.

Program Selection ?

Program Selection

Special Milk (Sh)

Meal Enrollment
Meal Enrollment NSLP

These data come from the uploaded SIF and cannot be edited, ensure the values are consistent with
your uploaded file.

50

* Kk K

Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002



Orchard Applications Processing Revised:08/04/16
|

Application ID; NL16170001 - Draft

Meal Enroliment

Meal Information 7 Enroliment Summary 7

Participation
Program Participation and Site Participation

These data values are populated from the uploaded SIF and cannot be edited. Ensure the values are
consistent with the summary of values from your uploaded file(s).

Participation Application |D: NL16170001 - Draft

Program Participation ? Site Participation ?

- Mo.of Sites e Tipe - Mo.of Sites

Policy Statement Confirmation

1. Click on the Policy Statement hyperlink to review this document.

Policy Statement Confirmation
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T DISTRICT OF COLUMBIA
OFFICE OF THE STATE SUPERINTENDENT OF

=3 EDUCATION

Health and Wellness Division

POLICY STATEMENT FOR FREE AND REDUCED PRICE MEALS
FOR PRICING AND NON-PRICING SPONSORS

The School Food Authority (SFA) agrees to participate in the programs selected in Orchard (NSLP, SBP, ASP,
SMP, HSA, CACFP At-Risk Supper). The S5FA also agrees to receive commodities donated by the United
States Department of Agriculture (USDA) and accepts responsibility for providing program benefits to
eligible children in the schools under its jurisdiction.

The SFA assures the State Agency (SA) that the school system will uniformly implement the following policy to
determine children’s eligibility, for free and reduced price meals in all National School Lunch Program

and School Breakfast Program schools under its jurisdiction.

2. Clickthe red “X” to close the hyperlink and continue the application.
,’ | - Palicy_Statement.pdf E:}“

3. Clickon Select to Accept or Decline the information presented in the Policy Statement.

Palicy Btatemant Confirmation *

Policy Statement Contacts

" Note: If Decline is chosen the application cannot be submitted for processing by the State
Agency.

Policy Statement Contacts

1. Enter the contacts as listed. All contact names, titles, addresses, city, state, zip and zip code
are required.

a) Clickinthe First Name field of the first contact and enter the First Name.
b) Clickinthe Last Name field and enter the Last Name.

c) Clickinthe Title field and enter the Title.

d) Clickinthe Address Line 1 and enter the Address.
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e) If needed, clickin Address Line 2 to continue the Address (not required).
f) Clickinthe City field and enter the City.

g) Clickinthe State field and select a State from the dropdown list.

Policy Statement Contacts

Title * Address Line 1 Address Line2  City " State * ZipCods® Ward  Email Phone Number  Extensiom  Fax

10 First Street NE

2. Continue entering the remaining Policy Statement Contacts.

3. Add new Policy Statement contacts by clicking the ®#%Nevcenact htton.

4. Click on the down arrow in the Contact Description field to select the type of contact being
added.

Policy Statement Contacts

Firsthame®  Lasthame®  Titte® AddressLine 1 AdcressLine2 City* State " Zip Code  Ward  Email Phone Number  Extension  Fax

5. Clickthe ™ P%F® button to delete and added contact.

Policy Statement Contacts

Last Mama * Titla * Address Line 1 Adoress Line2  City® State * IipCods  Ward  Email Phone Number  Extension  Fax

Accountability & Collection
Read and Accept the Accountability & Collection Procedures

1. Click on the Accountability & Collection Procedures hyperlink and review this document.
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Accountability & Collection Application ID: NL16170001 - Draft

IR DISTRICT OF COLUMBIA
OFFICE OF THE STATE SUPERINTENDENT OF

=1 EDUCATION

Health and Wellness Division

Accountability and Collection Procedure

Accurate counts are the basis of a valid claim for reimbursement. The School Food Authority (SFA) shall
provide that free, reduced, and paid reimbursable meals served to eligible children are counted at the point of
service, or through another counting system that is approved by the U. S. Department of Agricultural (USDA)
Regional Office. Point of service means the point in the food service operation where a determination can
accurately be made that a reimbursable free, reduced price or paid meal has been served to an eligible child.

In counting reimbursable meals during meal service, school officials must ensure that there is no overt
identification of recipients of free or reduced price meals. Care must be taken to prevent such identification

at the time the identification number or code is issued as well as in the serving line. Therefore, it is

2. Clickthe red “X” to close the hyperlink and continue the application.

| Accountability&Collecticr €3

3. Click on Select to Accept or Decline the information presented in the Accountability &
Collection document.

Accountability & Collection Application 1D: NL16170001 - Draft
Prease confim that you have (ead and sgree 1o e A hary & Cole Proced for the free and feduced Price messs for prong and Non-Fricing Sponsors. © Select v
Actept
Counting and Claiming Methods Decine
&

" Note: If Decline is chosen the application cannot be submitted for processing by the State
Agency.

Counting and Claiming Methods
1. Check the appropriate counting method used to track meal counts. Ensure you only enter
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the method for the meal services in which you are participating. (Those listed in the Program
Participation data window.)

Counting and Claiming Methods

he method used
Meal Type Roster by Name Hash Marks ([ii7] Daity Meal Count Form T Scanned ID Cards  Mame of Electronic System at Point of Otner

NA
Sarvies

2. If none of the columns describe how the counts will be collected, type your method into the

Other column.

Counting and Claiming Methods

OCKing “Giher.” typa (e method used

Meal Type Roster by Nanw Hash Marks (1] Dally Meal Count Form  PIN S Scanned D Cards  Mame of Electronic System at Point of othee

Service

NSLP Meal Counting and Claiming Procedures

Answer Yes or No to the questions posed in this section. All questions require a Yes or No answer.
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NSLF Meal Counting and Claiming Procedures ?

Indbcate which counting and claiming method(s) used, Any changes in counting methods must be Rpenied to the State Agenty.

iz in all serving locations (Le. classrooms. food caris. salad bass) . * #yes

USDA Food Acceptance Agreement

1. Review and Accept/Decline the Food Distribution Program Acceptance of Terms and Contact
Information statement.

USDA Food Acceptance Agreement Application ID: NL16170001 - Draft

Food Distribution Program Acceptance of d Contact information

" Note: Sponsors/SFAs may refuse this option by entering “Decline” in the drop down. If
“Accept” is chosen the Food Distribution Program personnel contacts table must be completed.

2. Enter the names of the Food Distribution Program personnel contacts in the table. This
information is required if “Accept” was selected in Step 1 above. Sponsors can add additional
contacts if needed.

a) Clickinthe First Name field of the first contact and enter the First Name.
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b) Clickinthe Last Name field and enter the Last Name.

c) Clickinthe Title field and enter the Title.

d) Clickinthe Email field and enter a valid Email address.

e) Clickinthe Phone Number field and enter a Phone Number.

FOP Authorized Personnel Contact

n urder Authorized Signe
@ Add New Contact
Dulete cantact First Mama * Last Hame * Toile * Emait * Fnone Number®  Exiension | Fax AddressLine 1  AddressLine2  giy stae Zip Code  Ward
Description
James - *
argaret ki Secreta

Civil Rights Affirmation
Review and Accept the Civil Rights Affirmation document.

1. Click on the Civil Rights Affirmation hyperlink and review this document.

Civil Rights Affirmation Application ID: NL16170001 - Draft

*x * * DISTRICT OF COLUMBIA
OFFICE OF THE STATE SUPERINTENDENT OF
G

=3 EDUCATION

Health and Wellness Division

USDA Nondiscrimination Statement

For all other FNS nutrition assistance programs, State or local agendies, and their
subrecipients, must post the following Nondiscrimination Statement:

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions

2. Clickthe red “X” to close the hyperlink and continue the application.
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]
/1 Civil_Rights_Document.p {:}

L

3. Click on Select to Accept/Decline the information presented in the Pre-Award Civil Rights
Statement document.

Civil Rights Affirmation Application ID: NL18170001 - Draft

Fro-award Civil Rights Questions

" Note: If Decline is chosen the application cannot be submitted for processing by the State
Agency.

Pre-Award Civil Rights Questions

1. Answer Yes or No to the questions posed in this section. All questions require a Yes or No
answer.

NS5LF Meal Counting and Claiming Procedures

Indicate whether each counting and claiming method is used. Any changes in counting meinads must De reponed o the State Agency.

2. Enter the number of complaints or civil rights lawsuits filed against your Sponsor/SFA.
a) When “0” is retained, the field below will not be editable.
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b) When a number is entered, the field below will become editable to the userto explain
the details of the lawsuit(s).

Race Category

Enter the Race Counts as displayed in this table. The percentage will calculate automatically
after leaving the field. This count should match the total student count of all sites.

Race Category ?

Race Race Count Percentage

American Indian or Alaskan Native 4 6.89 %
Asian 20 4444 %
Black or African American 17 37.78 %
Native Hawailan or other Pacific Islander 4 6.89 %
White

Two or More Races

Unknown

Total: 45 Total: 100.00 %

Ethnicity Category

Enter the Ethnicity counts as displayed in this table. The percentage will calculate automatically
after leaving the field. This should match the total student count of all sites.

Ethnicity Category ?

Ethnicity Ethnic Count Percentage

Hispanic or Latino

Non-Hispanic or Latino 45 100.00 % -
Total: 45 Total: 100.00 %
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]
NSLP Forms & Uploads

Document titles with an asterisk are required to complete the application. Others are required to
meet certain conditions to ensure application approval. Some documents can be found in
Reports/Downloads/Documents and Templates option of Orchard.

\mqu_.f\,“.“‘

If there are multiple documents to be uploaded, scan into one document then upload.

3. Select Choose File (or Browse) to upload the file.

Document Uploads

Title Uplaad File Motes Downlead Link Werification  Specialist Comments Dwiste

' Note: Only Excel, PDF or Word files can be uploaded.

4,

5.
6.

Document Uploads

Click on the file name on your local computer and click Open.

Continue selecting files as needed.
Click Save to save the uploaded files. The file will move to the Download Link column

where it can be viewed by clicking on the hyperlink.

Title Upload File Potes Dewnlzad Link Verification  Special list Commen! s Delete

W Chooss Fie | Mo file chosen l:l |:|

Add Notes to be read by your State Agency DHW Specialistif desired.

To remove an uploaded document, clickthe L icon.

" Note: The State Agency DHW Specialist will review all uploaded files once the application
is submitted. They will click the verification checkbox and add any comments regarding the
uploaded document(s). These fields cannot be edited by the sponsor/SFA.

9.
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SM Forms & Uploads

Special Milk (SM) forms & uploads differ than those for NSLP. The following uploads are needed for
the SM application. As before, those documents with an asterisk are required.

Document Uploads

Tile Downioad Link Veritication Spucialist Commants Nates

L

ACH Vendar Payment Enroliment Form *
Master Suppiier Information Collsction
Template *

Basic Business License (for il sies) *
Certificate of Gccupancy (for all sites) °
Disclosure of Lobbying Activities ©
Drug-Free Workplace *

501.C (3) - (Privats Schools only)

Mise, Uploag

Ratified Approves Document

9. Special Milk Addition to Application Tab

The Application tab contains an additional data window that must be completed by the sponsor/SFA
for Special Milk (SM). Located inthe Meal Enroliment section of the page, this table will display only
when the program application is for Special Milk.

Special Milk ?
15 free milk available to all eligible children? Yes v
Is any cost claimed for operating the special milk program? Yes v

Users will select Yes or No to the questions asked.
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10. Completingthe NSLP Application — Review & Submit

‘ Orchard

Home Library- Reporis- Applications Management-  Help- User : Charles Chips  Logoff

v e Eomplete appication If any Ehanges afe néeded, chck on the Genaral information tab b e e INf0rmanon entere, cick the Sae MERAQEMENT 10 LEaa 3 hew SIF and then 8k on he Applieation 1D 1o 08 Me information entered
Hope Community PCS Tax |D: 331101817
Validation Summary n?

Data Mot Avallable

Contact Information z
of the peimary comtact for this SponsciSEa. Cick DUNS and SAMS f acatonal Imformation of (NGt is nesded when enleving these neid vahes
First Name * Last Name ~ Trtle * Phone Number Extension Fax Emaal DUNS © SAMS Expiration Date ©
Catahan Superriendent [207) 722-4421 m (302) 732-4431 Catahant@@ack com TITTITIoT

Reviewing the Application Entries

The Review & Submit tab displays all information entered from the onset of application

preparation. The data viewed in this display cannot be edited. Editing must be completed on the
tab containing the original information entry.

1. Review all information presented in this display.

2. If Validations have occurred through each step of the application completion process this tab
will not display a Validate button.

Understanding the State Entries

At the bottom of the page there will be information that is entered during review of the application
by the State Agency. This information cannot be edited by the Sponsor/SFA.
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Sponscr Infermation (Only editable by Specialist) [

Fercentay oe % Effective Date Expiration Date

Application Log

At the bottom of this page, an Application Log will display. This is the same log which displays when
the status of the applicationis selected in the dashboard. It is a history of all status changes to the
application after initial submission:

1. Submitted —The application has been submitted for State Agency approvals.

2. InReview —The application is under review by the State Agency.

3. Pending Final Review — Passed the State Agency review and is forwarded to manager for
final approval.

4. Recall Request — After submission and some or all site data approved; userrequest to make
additional edits.

5. Returned for Modification—The application was returned by State Agency for edits to
sponsor or site information.

6. Ratified — All approvals received resulting in a ratified contract.

Application Log ?

Action Commants Madified By Moditiea Date

Application Submission — Confirming the Submission

1. Click on the Review & Submit tab.
2. Click the Submit button.

3. Clickthe checkboxes as shown.
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4. Add comments — These will be included in the Application Log for review by the State
Agency.

5. Click Accept & Submit.

SUBMISSION

Acknowledge and certify your agreement to the statements below by checking the
corresponding boxes
Fields marked with an asterisk(") are required.

| certify and acknowledge compliance with the DC Healthy Schools Act of 2010 v

| certify that to the best of my knowledge and belief, all information in this ¥
application is true and correct in all respects, that records are available to support
this application; | recognize that | will be fully responsible for any excess
inaccurate information which may result from erroneous or neglectful information
herein

| certify that | have read the Permanent Agreement and agree to it's terms. Once =
this application is ratified. the application approval letter will be visible on the
dashboard

Comments / Notes:

4

=

6. Click OK to confirm the submission.

Your application has been submitted to the State Agency. You may view status on the
Application Dashboard.

" Note: Once the application is submitted, no further editing is allowed by the Sponsor/SFA.
If corrections need to be made, the application is available for RECALL up to the time it is ratified
by the Manager. See Section 11. Application Recall.

7. Review the dashboard Pending Review status.
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Dashboard

Applications Summary 2
T T DYPETIAK 0N i ADPICISEA |0 CHIIMA 10 SEEE5S TG COMBSPOATING IPEREINION G SEHRLT it MypartEk on e ADDHICINGN STatus LMD 10 view The Acthities
Appilication ID Program Year Pragram Name Apphication Status Ratified Contract " Print « Approval Latter

ate Apphcation

8. Review the Application Log for submission history located below the dashboard. Click the
status to display the log.

Apgplication Log 7

Action “ Commants « Modified By ~ Moaifisd Data

11. Application Recall

The application can be recalled up to the point it is ratified by the State Agency. Once the recall is
initiated, it displays a request for recall at the State level. To further qualify why the recall has been
requested the sponsor/SFA will add detailed comments before the request is submitted.

Recall before Ratification
1. Click on the Application ID in the dashboard.

Dashboard

2. Click on the Review & Submit tab.

Apphcstes - MLtGTTNIS #
@ s

Home Libsary- Reports-  Applcations Management-  Help- User: Charles Chips  Logoff

¥ Changes are samssd tich on e ANl INformation {75 10 aci e rdsmascn entersd, Chox Tis 84 MISSGEmANE 0 Li0ad 3 new SIF and them Cick i e ABpIEIBon 1 o st e itormiancn satseed

WVadation Summary @

Diata Mat Aaisble
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3. Clickthe “recall” button.

@ forememmna ¥
Qrehard Staten Pending Resww
Home Library- Repors-  Applications Management-  Halp- User : Charles Chips  Logoff
Gemeral lnfOrmaon | St Managemert  Applcafien | Review s Subet
Fievien e COMplete apEicaton Ifary changess are needed. B on fue Canaral Information tas ta et the IfOMatcn enisred Ckk 7ot Se MER2QRmNt 10 UpIAC 3 e SF A0 Men clck on e APIIEISON 135 10 ek the RICTaton ertemd

Validation Summary

Data Mt Avastable

4. Orchard will askif you are sure you want to recall the application.

Are you sure you want to Recall the application?

Reason for recall:

=T

5. Enter a detailed reason for the recall.

Are you sure you want to Recall the application?
Reason for recall:

Application contact is leaving for a family emergency. Need to enter a different
contact for any questions about our application.

oo

6. Click Yes to request the recall; or click No to cancel the recall request.
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Are you sure you want to Recall the application?
Reason for recall:
Application contact is leaving for a family emergency. Need to enter a different
contact for any questions about our application.
P
Yes No

7. The request will be sent to your State Agency DHW specialist or the State Agency DHW

Manager (depending on where the applicationis in the workflow). The Application Status in
the dashboard will display “Recall Requested”.

‘ Crehard

Heme Library- Reports- Applications Management- Help-

User : Charles Chips  Logoff

Apphcanons Management - Appacatians  Dashboard

Dashboard

Applications Summary

*
Selec! e hyperlink on the Appacation 10 column 10 Access the COMESPONdING APHIC NN of sekec INe Myperink of Ne ADPECANCN Stus column 10 view e ACiies

Appisation ID < Program Year - Program Name Application Status - Created Date - Wogitied Date - Modified By Ratified Contrast®  ~ Print ~ Approval Letter

MIBIT 2 0162017 NP 10112016 954 AM 1022016 8:24 AW Charies Chigs

Creats Apphtation

The State Agency DHW Specialist or Manager will either allow or not allow the recall. Once

approved for recall, the Application Status in the dashboard will change to Returned for
Modification.

‘ Orchard .:

Home Library- Reports- Applications Management- Help-

User: Charles Chips  Logoff

Appacations Management  Applcabions | Dashboaro

Dashboard

Applications Summary

?
Setect the fyperink on the Appacation 10 collimn 10 Ac0ess The COMesPOndng appicaton of sewect the Fyperink on the Appacation Salus column 1o view the acthities.
Application ID «  Program Year ~  Program Name ©  Applcation $tatus ~  Created Date ~  Modified Date « Modified By ~  Ratified Contract # «  Print < Approval Latter
LT 2ovs20n? = JONAVIGSEIAN 0122016826 A OSSE SpacomtUser

Create Application

8. Make the changes then click on the Review & Submit tab.

9. Clickthe Submit button.

9. Click Accept & Submit.
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SUBMISSION

Acknowledge and certify your agreement to the statements below by checking the
corresponding boxes:
Fields marked with an asterisk(") are required.

| certify and acknowledge compliance with the DC Healthy Schools Act of 2010. v

| certify that to the best of my knowledge and belief. all information in this T
application is true and correct in all respects, that records are available to support
this application; | recognize that I will be fully responsible for any excess
inaccurate information which may result from erroneous or neglectiul information
herein.

| certify that | have read the Permanent Agreement and agree to it's terms. Once #
this application is ratified. the application approval letter will be visible on the
dashboard.

Comments / Notes:

4

10. Click OK to confirm the submission.

Your application has been submitted to the State Agency. You may view status on the
Application Dashboard.

11. The dashboard status will return to “Pending Review”.

Applications Summary

Application iD « Program Year = Program Name < Application Status

Moditied By < Ratified Contract#  « Print «  Approval Letter

B:27 AM | Chares Chigs

e Aopacanm

12. The Application Log at the bottom of the Dashboard page will track the recall and return.
Click the Application Status hyperlink to view the log.

Application Log

Comments

* Modifisd Date

TaYAM

Need o entera
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]
Recall after Site Approvals

1. Eachsite under the Site Management tab is approved separately. Before approval by the
State Agency, the status will display “Pending”.

Status Site 10 Site Name Address ity Zip Phens Fax Cantact Name Ttle Email Phane Area Eligibility
schoal

2. After approval by the State, the status changes to Approved.

Status « Site 1D < Site Name Andress city Ip Fhane Fax Contact Name  ~ Titie Emait Fhone Area Eligibaity
sehoal

3. After initiating a recall and the site status is “approved” no edits can be made to the
uploaded SIF containing the “approved” site. If edits are needed, contact your State Agency
DHW Specialist to Unapproved the site; then you can upload the corrected SIF.

12. Reviewingthe Ratified Contract
After the contract is ratified, the dashboard will show the status “Ratified” with the Contract #.

The Application can still be reviewed but no additional editing is permitted.

13. Printingthe Program Application
The full application can be printed atany time by selecting the Print hyperlink on the dashboard.

Dashboard

Apphcations Summary 7

5 BLCESS I COMESPONONG SppBCaton oF Seiect he Ty =Nk on (he APpacation SHatus cobimn 10 view the acties

Application iD «  Program Year < Pragram Mame < Application Status Maditied Date. Maaified By “  Ratified Contract 8 = Pnmt “  Approval Letter

]

The command creates a view which can be converted to a .pdf file. Below is a sample of the output.
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oA f oa ¥ b @ pand I et bl e (T
Orchard - -
w o B
Program Neme: NSLP “ogkeusen Humer. N 2
S DUME. 12358785 Riatfcstion burrber L
Ackia Phene: (255 S55.5055 T A

General Information
‘SpanastSFA Centact nsoimation
Hame: b Dot Tew: Opermtens M SAMS Expestion; DUTTR01E
Phins Mok, (551 5ES-8555 L 123 Fan (565) $55.8855 Emat Kesgaiivementen. 1y
Spanace Trpes
SRk et School Progeam
Pyl Charer Sesoel
Comtacts and Addresses
Physical Homs: Tew

Acdrons. B0 WAHLER PLACE SE
MASHINGTOR DS 20012
w8

we Mo Tioe

dsdress: SO0 Whater Flaca, 56 Ind feor Etwnace
Washingion DS 20007

W
Mafing  Tibrs -
Lscrews 508 WAMLER PLACE SE Euersan
WASHINGTON D 20002 Factiomber (2021 521119
Wt 3 uad Soge.
Wantar  Heme Toe
l‘:‘lll‘P"‘ A BO8 Vet Pace. SE In fooe Extenson
Washigron DG 20033
Wi
Payment Nams  Sharsate Vi e
AMENS iren 200 WAMLER PLACE SE Extension
WASHINGTON DC 20083 Fax Humber
s umcas  wm

‘Budget and Funding Decument Uploads
I L e N

Site Management
S Uplead History

- site i S M
E BT o S
Segmird 03 :
Eeproen [ i
Aoproed o o g

Eman
Tusrarpit ] Bachisvemaneies 8y
1tigamangechiswementonep oy
Application
Apphcaton Contact informaton
Mame:  Linds Calshan T Presdens Phane Humber: {200 822-7777
PR —— Eamean
‘Washingtoe DT 20007 Fax Nurrber (2%
pres
Program Selected
e -
atoral Scto Lurc
Lo Brealal P
Page#1ofd

To create the .pdf, click on the blue disc and select PDF from the dropdown.

4 4t Jofz b Pl @ [ |Find | Next

XML file with report data
OFChard . ] Diigheiet of Columbia Office of the —
CSV (comma delimited) State Superntzndent of Soucaton (R
PDF
Program Mame: MNSLP N Application Mumber: NL18171125
Sponsor: Hope Community PCS MHTML (web archive) Ratification Mumber:
Address: 2817 8TH STREET NE Excel Tax ID: 331101817
WASHINGTOM DC 20017 .
TIFF file
Word

After the PDF file opens it can be saved for further review.
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14. AttachmentA - Site Information Form (SIF) Template
Site Information Form (SIF) Template Last Updated 6/30/16

Site Information Form (SIF)
SY16-17

Month / Yr

National School Lunch

Program Aug/Sept 2016

Site Name . TS ; i Contact Name
-] (Complete Spelling) [~ | &

Site ID

Site Information Form (SIF)
SY16-17

National School Lunch General Information

Program

Site Name
Area Eligibility School
- (Complete Spelling) [~ | a rea Eligibility School

Site Information Form (SIF)
SY16-17

National School Lunch
Program

i Certificate of Occupancy (CO'
site ID Site Name ' ' BBL-site -112A Expiration Date License No. pancy (CO)

[~ | (Complete Spelling) [~ | - | [~ | - | Issue Date - |
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Site Information Form (SIF)
SY16-17

National School Lunch
- Hours of School Operation Dates of Progt
Program

Site Name . Requested Amended  1st Health Inspection  2nd Health Inspection
CO Permit No.

(Complete Spelling) B | co | Issue Date | Issue Date - |

Site Information Form (SIF .
(SIF) Operating Data
SY16-17
National School Lunch .
S 2 Operation Days of Program Operation
Program

Site Name

Site ID End Dat
= {Complete Spelling) RESSEE

Site Information Form (SIF)
SY16-17

National School Lunch
Program

Number of Food Service Days

Site Name
{Complete Spelling) (- |

Site Information Form (SIF)
SY1e-17

National School Lunch
Program

. Site Name Community Eligibility Reg. Breakfast / Severe
Site ID

Provision 2 Head Start At Risk Suppe
(Complete Spelling) Provision (CEP] Site rovision < == Need Breakfast =X ouppar
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OSSE = — Participation

Site Information Form (SIF) (Pricing Sites Only)
SY16-17 S

National School Lunch
Program

Breakfast Prices (PRV only) Lunch Prices

Site N
Site ID S NSme . Vendor Name (If appl) Pricing / Non Pricing
B (Complete Spelling) [~ | [~ | [~ |

Site Information Form (SIF

Meal Times
SY16-17

National School Lunch
Program

Breakfast At Risk Supper

Site Name
{Complete Spelling)

Site ID

Site Information Form (SIF)
SY1e-17

National School Lunch
Program

FRP Data

Site Name
(Complete Spelling)
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Site Information Form (SIF)
SY16-17

rollment

National School Lunch

Program

. Site Name
Site ID Sth

Grade Specific Enrollment Data

Revised: 08/04/16

Adult Educated/ Ungraded

- | {Complete Spelling) - |
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OSSE

15. AttachmentB — SIF Field Length Chart

Field Max Size
Any data after Max
Column Headers size will be
Mouse over the left corner triangles to view more information. Column Format truncated
Site ID number 5
Site Information Form Al Site Name
School Lunch (Complete
(SIF) SY16-17 spelling)
Program
Text 50
W WAL Aug/Sept Address
2016 Text 100
City Text 20
Zip Text 10
Phone Text 14
Fax Text 14
Contact Name R4 20
Title Text 40
. Email Text 40
General Information P o Text 14
Area Eligibility
School Text 20
Address Text 100
City Text 20
Zip Text 10
Ward Number 2

BBL-site -112A
Expiration Date = (WyEIS

Operating Data
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Hours of School
Operation

Dates of Program

Operation

Days of
Program
Operation

Number of
Food Service
Days
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License No.

Certificate of
Occupancy (CO)
Issue Date
CO Permit No.
Requested
Amended CO

1st Health
Inspection Issue
Date

2nd Health
Inspection Issue
Date
To
From
Start Date
End Date
Mon
Tues
Wed
Thur
Fri
Sat
Sun
Jan
Feb
Mar
Apr
May
Jun
Jul

Aug
Sept
Oct
Nov
Dec

Text

Date
Text

Text

Date

Date
Time
Time
Date
Date
Text
Text
Text
Text
Text
Text
Text
Number
Number
Number
Number
Number
Number
Number
Number
Number
Number
Number
Number
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Community
Eligibility
Provision (CEP)
Site Text 3
Provision 2 Text 3

Head Start Text 3

Reg. Breakfast /
Severe Need

Breakfast Text 20
Snack Text 3
At Risk Supper R34 3
Summer Meal
Meal Service Participation Service Text 40
Family Style Text 3
Offer vs. Serve
Pk-5 Text 3
Offer vs. Serve 6-
8 Text 3
Identify the food
prepartion
method Text 70
Vendor Name (If
appl) Text 30
Pricing / Non
Pricing Text 20
Breakfast Prices Reduced usD $99.99
(Pricing Sites Only) (PRV only) Paid usD $99.99
. Reduced usD $99.99
Lunch Prices -
Paid usD $99.99
Breakfast 10 T!me
From Time
Lunch ron 1
Meal Times )
Snack To T! me
From Time
. To Time
At Risk Supper From Time
FRP Data Free Number
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http://www.fns.usda.gov/school-meals/community-eligibility-provision
http://www.fns.usda.gov/school-meals/community-eligibility-provision
http://www.fns.usda.gov/school-meals/community-eligibility-provision
http://www.fns.usda.gov/school-meals/community-eligibility-provision
http://frac.org/newsite/wp-content/uploads/2009/05/provision2.pdf
http://www.fns.usda.gov/school-meals/afterschool-snacks
http://www.fns.usda.gov/cacfp/afterschool-programs
http://www.fns.usda.gov/sites/default/files/SFSP_SeamlessComparisonChart.pdf
http://www.fns.usda.gov/sites/default/files/SFSP_SeamlessComparisonChart.pdf
http://www.fns.usda.gov/sites/default/files/sfsp/SMT-FamilyStyleMeals.pdf
http://www.fns.usda.gov/updated-offer-versus-serve-guidance-national-school-lunch-program-and-school-breakfast-program
http://www.fns.usda.gov/updated-offer-versus-serve-guidance-national-school-lunch-program-and-school-breakfast-program
http://www.fns.usda.gov/updated-offer-versus-serve-guidance-national-school-lunch-program-and-school-breakfast-program
http://www.fns.usda.gov/updated-offer-versus-serve-guidance-national-school-lunch-program-and-school-breakfast-program
http://www.fns.usda.gov/school-meals/applying-free-and-reduced-price-school-meals
http://www.fns.usda.gov/school-meals/applying-free-and-reduced-price-school-meals
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Number

Number

Total Number

PK3 Number

PK4 Number

K Number

1st Number

2nd Number

3rd Number

4th Number

5th Number

6th Number

7th Number

8th Number

9th Number

10th Number

11th Number

12th Number
Adult Educated/

Ungraded Number

Total Number
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Attachment C —Validation

General Information - Contact Information

Revised: 08/04/16

Errors

Message
All the required fields in Contact Information must be entered

‘

General Information - Contact Information

SAMS Expiration Date must be entered

General Information - Contact Information

SAMS expiration date cannot be in past. Please provide valid date

General Information - Claims Authorized
Signatures/Third Party Authorizations

User has to enter at least two Authorized Signer contacts

‘General Information - Claims Authorized
Signatures/Third Party Authorizations

All the required fields in Claims Contact must be entered

General Information - Public Notification

Public Motification file upload is required.

General Information - Public Notification

User has to enter at least one media release

General Information - Contacts and Addresses

All the required fields in Contacts and Addresses must be entered

Site Management - Uploaded SIF

Mo site information found in the SIF

Site Management - Uploaded SIF

Mo site information in the SIF upload

Site Management - Uploaded SIF

Duplicate records found for site(s): <list of sites>

Site Management - Uploaded SIF

All previously approved sites for this application must remain on the SIF.
Please add site(s): <list of sites>

Site Management - Uploaded SIF

Data in the SIF does not match approved site(s): <list of sites> in the
uploaded SIF; contact the O55E to Unapprove the Approved site if changes
are needed.

Site Management - Uploaded SIF

Invalid site(s): <list of sites> in the SIF upload

Site Management - Uploaded SIF

Site ID is missing for: <list of site names>

Site Details - Special Milk

The Total Enrocliment value is missing or zero for the sites <list of sites> .
The Total Enrollment value must be entered.

Site Details - Special Milk

The Total number of children eligible for free milk value is missing or
zero for the sites <list of sites> . The Total number of children eligible for
free milk value must be entered.

Site Details - Special Milk

The License Capacity value is missing or zero for the sites<list of sites>.
The License Capacity value must be entered.

Site Details - Special Milk

The total enrollment value for the sites <list of sites> exceeds the current
yvear total enrollment. The total enrollment value can not exceed the
current year total enrollment value.

Application - Policy Statement Confirmation

Policy Statement must be accepted

Application - Pre Award Civil Rights Questions

Pre fawvard Civil Rights questions must be answered

Application - Policy Statement Contacts

All the required fields in Policy Statement Contacts must be entered

Application - FDP Authorized Personnel Contact

All the required fields in Authorized Personnel Contacts must be entered

Application - Forms & Uploads

All the required documents must be uploaded

Application - NSLP Meal Counting and Claiming
Procedures

MNSLP Meal Counting and Claiming Procedures need to be answered

Application - Counting and Claiming Methods

MNSLP program selected but no Counting and Claiming Method entered for
Lunch

Application - Counting and Claiming Methods

SBP program selected but no Counting and Claiming Method entered for
Breakfast

Application - Counting and Claiming Methods

ASP program selected but no Counting and Claiming Method entered for
After-School Snack

Application - Counting and Claiming Methods

CACFP program selected but no Counting and Claiming Method entered
for CACFP At-Risk Supper

Application - Race Category

Race Count Total must match the Total Students Enrolled

Application - Ethnicity Category

Ethnicity Count Total must match the Total Students Enrolled

Application - Accountability & Collection

Accountability & Collection Statement must be accepted

Application - Civil Rights Affirmation

Ciwvil Rights Statement must be accepted

Application - USDA Food Acceptance Agreement

UsSDA Food Acceptance Agreement must be accepted/declined

Application - Application Contact Information

All the required fields in Application Contact must be entered

Application - Civil Rights lawsuits

Civil Rights lawsuits must be explained
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