Michigan Department of Education
       Child and Adult Care Food Program

Center Claim for Reimbursement

1.	Claims are submitted electronically on the Claim for Reimbursement form 
	(SM-4213-C), via the Michigan Education Information System (MEIS) at the following web site: www.michigan.gov/meis 
· Scroll to the Child Nutrition Programs (CNP) area 
· 	Scroll to the Claim Forms 
· Click on the link Child and Adult Care Food Program (CACFP) - SM-4213-C

2.	Reimbursement claims are due on the 10th of the month following the claim month.  All claims must be completed correctly and electronically entered and certified no later than sixty days following the end of the reporting month.  Failure to do so may result in loss of reimbursement for that month.
	
3.	A new institution may begin claiming meal reimbursement after the first on-site training has been completed and approval has been given to claim by the Michigan Department of Education (MDE) Program Analyst.  For sponsors of centers, key staff must be trained on their duties and responsibilities before any new site(s) may be claimed for reimbursement.

Data Needed to Support a Claim Reimbursement:

· Household Income Eligibility Statements (HIES) for participants whose meals are claimed in Category A “Free” and B “Reduced”.  All HIES forms must be current, completely filled out, and correctly categorized and signed by the institution

HIES are not required for participants whose meals are claimed in Category C “Paid”, approved At-Risk Afterschool sites, emergency shelters and children currently enrolled in a Head Start program.  Child care centers must have a list of children enrolled in Head Start signed by the Head Start official to verify their claim status

· Menu records that identify the meal components actually served each day to participants.  Menu records must be reviewed to ensure that meal/snack requirements are being met.  Do not claim meals/snacks that do not meet component requirements.  All menu records (including cycle menus) must include month, date and year.  Infants claimed for reimbursement have additional menu record requirements

·    Meal attendance records listing the first and last names of participants and the meals they were served on specific dates.  (At risk programs and emergency shelters do not need to take meal attendance by name).  Meal attendance for children and adults must be taken at the POINT OF SERVICE (when the meal is served).  Center attendance records are NOT acceptable.  The meal attendance record is used to determine the number of A, B and C breakfasts, lunches, suppers and snacks served during the claim period (month)  





· Operating and administrative cost records for the food service program to provide the required justification for every item claimed.  These documents include, but are not limited to:  invoices, receipts, canceled checks, payroll records, time logs, employee compensation plan, registers, and ledgers.  In addition, any records of income received related to food service must be readily available for review or audit.

Daily Attendance Records are required for all programs to support meals and snacks claimed.  Daily attendance must be completed each day.  Specific requirements vary by program as follows:

· Centers (Child and Adult):  A list of participants who attended the center each day. Include first and last names of participants along with actual arrival and departure times, not scheduled arrival and departure times

·   Emergency/Homeless Shelters:  A daily roster of participants who received meals each day by first and last name

·   Afterschool Supper and Snack Program in At-risk area:  A daily roster of children that received meals.  Sign-in sheets should include first and last name of children

Reimbursement Computation
The value of the claim is the total number of meals and snacks served, by type (breakfast, lunch/supper, snack), multiplied by the current reimbursement rate for each category (Free, reduced price, paid), plus the total number of lunches and suppers served multiplied by the cash-in-lieu of commodities rate.

To determine the value of the claim use the “Reimbursement Computation Worksheet – Excel Interactive.”  This Excel form is located on the CACFP website at www.michigan.gov/cacfp under “Forms & Instructions, Independent Centers and Sponsors of Centers”, then “Claiming.”  This interactive form can be downloaded annually (rates change on July 1) and saved on your computer’s desktop.  The computation worksheet will automatically calculate the value of the CACFP reimbursement for you as well as the “Other Income” value prior to your entering the claim into the MEIS system. 

How to Complete the Claim for Reimbursement
Each claim is used to report data for one calendar month only.  All figures on the claim are reported in whole numbers.  

A. General Information  

1. Enter the Total number of days food service was provided during the claim month.

2. Enter the Average Daily Attendance (ADA).  Include each individual enrolled participant who comes through the door each day (report separate counts for 
At-Risk and Emergency Shelters) and divide this total number by the number of days reported in #1.  Round up the result of this calculation to the nearest whole number.  Centers with half-day sessions with different participants attending each session will count each participant separately.  For sponsors of two or more sites with the same program, add the average daily attendance for all sites in that program, and report the total in 2a, Average Daily Attendance.
	(Note: 2b ADA At Risk Suppers, 2c ADA At Risk Snacks, and 2d ADA Emergency Shelter will not appear unless the program pertains to the institution based on their approved application)  
b.	Report the Average Daily Attendance for At-Risk Afterschool Snacks
c.	Report the Average Daily Attendance for At-Risk Afterschool Suppers
d.  Report the Average Daily Attendance of homeless children in the 
	emergency shelter(s)
   
3. Enter the Number of Centers Participating in CACFP during the claim month.  Do not include any sites not claiming for that claim month (inactive).

4.    Report the Total Monthly CACFP Enrollment using the largest number of participants enrolled for care during the claim month (includes At-Risk, Emergency Shelters and Adult Day Services).  Documentation of enrollment is a statement signed by the participant, parent, guardian or representative indicating the participant is enrolled for care (filled slots) for the claim month.  For institutions participating in the At-Risk Afterschool Snack/Supper Program, enter the highest attendance number of any single day of the month, or add that number to day care enrollment and report the total.  Emergency shelters claiming meals/snacks served to homeless children should add the largest daily total number of registered children during the claim month.

Note: The information entered in Sections b and c will be used for the institution’s “Nonprofit Food Service Report” that is available on the Main Page under “Reports.”

B.  	Food Service Income

1.  	Report Program Income:  For example, any payments received for meals served to participants when meals are not included in tuition/fees and/or payments received from non-program adults/children for meals (pricing program).  Do not include CACFP reimbursement dollars.  Claim reimbursements will be added automatically to the Nonprofit Food Service Report.

2.  	Report Other Income:  Examples include other funds committed by the institution to cover CACFP costs and/or funds received for the operation of the food service. This includes tuition. Other Income is the Total Costs minus the CACFP reimbursement. The interactive Excel spreadsheet can calculate this value for you. 

3.  	Total Income will automatically calculate.  Food service income must be retained and used in the institution’s non-profit food service account.

C.  	Food Service Operation and Administrative Costs

1.  	Report the cost of Food purchased for CACFP meals and snacks.  This includes costs associated with meals obtained from food service management companies or schools.






2.  	Report the cost of Non-Food Supplies including paper goods, small cooking utensils with a value of less than $5,000, food service cleaning products, food service equipment replacement parts and repairs used in the operation of the CACFP.  Refer to the CACFP manual or website at www.michigan.gov/cacfp for a list of allowable and non-allowable food supplies costs.  Some costs may require proration or prior approval.

3.  	Report the monthly Administrative costs incurred in planning, organizing and managing the food service operation under the CACFP.  Examples of administrative costs include salaries, wages and fringe benefits to:
· complete CACFP application materials
· compile records to complete the claim
· review and approve Household Income Eligibility Statements
· conduct CACFP and Civil Rights training for staff
· prepare and submit the claim and
· conduct monitoring and training visits to sponsored centers

4.  	Report the Food Service Labor costs associated with the serving of meals and snacks.  Examples of food service labor costs include:
· shopping for food and non-food items
· meal preparation, serving, and clean-up of CACFP meals
· supervision of day-to-day food service operations, including supervision of participants during the meal service
· recording meal attendance during the meal service

5.  	For schools, report the prorated cost of utilities, janitorial services, trash removal, rent that is related to the food service and the CACFP portion of the cost of central accounting staff and receptionist salaries in the allocated cost field.  Keep the documentation of calculations used to determine the allocated costs on file along with supporting cost documentation.

6.  	Report prorated Depreciation for non-expendable personal property (with a value of over $5,000) used in the operation of the CACFP.  Document all calculations and keep a copy of the depreciation schedule on file.  Depreciation cannot be used to reduce the non-profit food service cash account balance.  Few institutions will report depreciation.

7. 	Total Costs will automatically calculate.

D.	Site Data Entry

1. Each site has a separate Site Data Entry page.  Entry fields will appear for all approved meal types.  For-profit sites have an additional section to complete below the meal number entry area.  

2. Report the total number of reimbursable meals and snacks served to participants at the site listed on the Site Data Entry page during the claim month.  For child care and adult day services: enter the meal counts by category: A, B or C (free, reduced price or paid).  Do not include more than two meals and one snack or one meal and two snacks per participant, per day.  Records of meal attendance taken at the point of service must be on file to support all meal totals reported in this section.  
3. Institutions approved to claim At-Risk Afterschool Snacks/Suppers:   Report the reimbursable meals and snacks in the At Risk Category.  Claim no more than one meal and one snack per participant per day.
4. Emergency shelters:   Report reimbursable meals and snacks in the Homeless category.  Approved emergency shelters may claim up to three meals or two meals and one snack per child per day.

5. Private, for-profit institutions:  Complete a Title XIX, XX or Free/Reduced Price (F/RP) Claim statement at the bottom of the Site Details box for each site.  Eligibility for a site claiming a particular month under Title XIX and XX is determined by whether or not a minimum of 25% of the enrolled participants or 25% of the licensed capacity, whichever is less, are Title XIX or XX beneficiaries.  
	Eligibility for a site claiming for a particular month under F/RP is determined by whether or not a minimum of 25% of the enrolled participants or 25% of the license capacity, whichever is less, are eligible for free or reduced price meals.
If a facility is approved as both Title XIX, Title XX and F/RP, designate under which category, Title XIX, Title XX or F/RP, the site is claiming for the claim month.

The Percentage of participants who are beneficiaries will calculate automatically.  If the percentage is less than 25%, an error message will appear.

If a site appears on the claim form, but has no meals claimed for the month, it is necessary to open/edit the site record, and click save before the claim can be certified.  If your claim does not have a “certify” button, check to see that all site records have been saved.

Payment Verification
When the claim is processed, a Status Report will be generated.  It can be found on the claim Main Menu along with other claim information.  To display this Status Report, click on the dollar amount in the Reimbursement column across from the claim month.  Review this report carefully as a double check for correctness.  Contact the CACFP office immediately if the Status Report does not correspond to the data on the reimbursement computation worksheet and/or Excel spreadsheet.  Print a copy of this Status Report and file it with your monthly claim documentation.

Payment is issued from Michigan Department of Treasury within ten days of the date on the Status Report (if entered on a Monday or early Tuesday).

When you receive the reimbursement check or Electronic Funds Transfer (EFT) notification, verify the payment amount with the appropriate Status Report(s).  File the check stub or EFT notification with the corresponding claim records. Place a copy of receipt of payment in your monthly claim records.




Claim Errors
Most errors will require correction before claim certification can occur.  However, if an error prevents the claim from processing through the payment system, you will receive an error report entitled Error Report for Claim Totals.  This report will identify the error(s) on the claim.

If you discover an error after filing a claim, you must amend your claim electronically via MEIS at www.michigan.gov/meis  Refer to “Instructions for Submitting Center Claim Amendments.”

Make the necessary corrections to the Claim for Reimbursement by typing over the error, saving it immediately and then re-certify the claim.  Failure to do so may result in a loss of reimbursement.  Keep copies of all corrections for your records.

Reminders
All information reported on the Claim for Reimbursement must be ACTUAL and supported by documentation kept on file for each claim month.  

All Child and Adult Care Food Program records must be retained for three years after the end of the fiscal year to which they pertain; or if an audit is outstanding, until the time the audit is closed.  Records include menus, Household Income Eligibility Statements, cost and income records, point of service meal attendance records, center attendance, enrollment forms and Title XIX and Title XX payments (for-profit only centers).

If you have any questions or notice any discrepancies on the Claim for Reimbursement, contact the CACFP office at 517-373-7391.  Please have the following available when you call:
· Agreement Number
· Copy of Electronic Reimbursement Claim
· Status Report(s)
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