Michigan Department of Education

Child and Adult Care Food Program

Instructions for Completing the Unliquidated Reimbursement Return Form
Pursuant to FNS Instruction 796.2 Rev. 3 IX E 2 j, checks to providers that have not been cashed by the bank’s “stale date” must be returned, with an explanation, to the Michigan Department of Education (MDE), who will then return the funds to the United States Department of Agriculture (USDA).  This is done after the sponsor makes a good faith effort to determine why the check remains uncashed.  This good faith effort may include telephone calls, on-site visits, or written inquiries.  The payment remains a valid obligation; thus, claims are not amended.   For more information, see FNS Instruction 796.2 Rev. 3.

· Complete the top portion of the form.  

· Complete the table.  

· FY:  Enter the last two digits of the Fiscal Year, e.g. 11.
· Grant Number:  Prelisted.

· $ Unliquidated:  List the dollar amount you are returning per provider to USDA via MDE.

· Provider License #:  Enter the most recent license number of the provider.
· Claim Month: List the claim month in which the payment occurred.  If the claim month is not known, enter “unknown” in this column.

· Provider Name/Explanation:  Add the provider name and explanation.  If you need more space, enter an asterisk (*) in the column; then add the additional information to the space at the bottom of the grid.

· Total the amount of unliquidated funds to be returned and enter it on the Total line.  One check may be submitted for all unliquidated funds returned at the same time.  The total should be the same as the check amount.  (If you are sending more than one form with the same check, enter “Continued to next page” on the first form and include all totals on the Total line of the final form.)

· Signature is required.  Print your Title on the designated line.   

· Make a copy for your records.

· Mail the form(s) with the check attached to:

Michigan Department of Education

Office of Financial Management 

Attn:  Chief Cashier

PO Box 30106

Lansing, MI  48909

For questions, contact Katherine Fuller, Fiscal Coordination Departmental Analyst, at 

517-373-4017 or by e-mail at fullerk@michigan.gov
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