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1) Purpose and Scope
A) The purpose of this policy is to describe the claim reimbursement process for institutions participating in the Child and Adult Care Food Program
B) Included are requirements to be followed by such institutions including data to be submitted, supporting documentation and claim procedures.
2) Legal Requirements
Laws and regulations that serve as the basis for this policy include:
7CFR 226.7, 7CFR 226.9, 7CFR 226.10 and FNS guidance
3) Assignment of rates
The department establishes rates of reimbursement based on family size and income information reported by each participating institution. These rates reflect those established by USDA’s Food and Nutrition Service.
4) Claim for reimbursement process
A) The Department gives institutions the option of using actual meal counts or claiming percentages when claiming meals served to eligible participants.  
i) Institutions opting to use the actual meal count system must report on a monthly basis the number of meals served daily to participants from families meeting the eligibility standards for free meals, to participants from families meeting the eligibility standards for reduced-price meals, and to participants from families not meeting such guidelines;
B) For institutions selecting claiming percentages, the Department annually establishes claiming percentages for each institution on the basis of the number of enrolled participants eligible for fee, reduced-price, and paid meals;
5) Claim for reimbursement certification
A) In submitting a Claim for Reimbursement, each institution certifies that the claim is correct and that records are available to support that claim. 
6) Independent proprietary title XX and free/reduced child care centers and OSHCCs
A) Independent proprietary title XX child care centers shall submit the number of enrolled participants receiving title XX benefits for the month claimed.  Centers shall not submit a claim for months in which not less than 25 percent of the enrolled children or 25 percent of licensed capacity, whoever is less, were title XX beneficiaries.
B) Sponsoring organizations of such child care centers shall submit the number of the enrolled children receiving title XX benefits for each center for the claim. Sponsoring organizations of such centers shall not submit claims for child care centers in which less than 25 percent of the enrolled children and licensed capacity were title X beneficiaries for the month claimed.
7) Independent proprietary title XIX, title XX adult day care centers
A) Independent proprietary title XIX and title XX adult day care centers shall submit the number of enrolled adult participants receiving title XIX or title XX benefits for the month claimed. Centers shall not submit a claim for months in which not less than 25 percent of enrolled adult participants were title XIX or title X beneficiaries.
B) Sponsoring organizations of such adult day care centers shall submit the number of enrolled adult participants receiving title XIX or title XX benefits for each center for the claim. Sponsoring organizations of such centers shall not submit claims for adult day care centers in which less than 25 percent of enrolled adult participants were title XIX or title XX beneficiaries for the month claimed.
8) Claim supporting documentation
A) All records to support the claim shall be retained for a period of three years after the date of submission of the final claim for the fiscal year to which they pertain. However, if audit findings have not been resolved, the records shall be retained beyond the end of the three year period as long as may be required for the resolution of the issues raised by the audit. All accounts and records pertaining to the Program shall be made available, upon request, to representatives of the Department, USDA and of the U.S. General Accounting Office for audit or review, at a reasonable time and place.
9) Time period
A) The Claim for Reimbursement for any month shall cover only Program operations for that month. 
B) A final Claim for Reimbursement shall be submitted to the Department not later than 60 days following the last day of the full month covered by the claim. 
C) Claims not submitted within 60 days shall not be paid with Program funds unless the institution is eligible for and applies for a one-time exception. 
D) The Department will promptly take corrective action with respect to any Claim for Reimbursement as determined necessary through the claim review process or otherwise. In taking such corrective action, the Department may make upward adjustments in Program funds claimed 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 the Child and Adult Care Food Programs (FNS-44) for the claim month which is required under 226.7(d). 
E) Upward adjustments in Program funds claimed which are not reflected in the final FNS-44 for the claim month will not be made unless authorized by FNS.
F) Downward adjustments in Program funds claimed will be made without FNS authorization regardless of when it is determined that such adjustments are necessary.
10) Claim procedures for center sponsors and independent centers
A) Entering claim data on the on-line Child Nutrition Program website.:
i) Institution authorized users or authorized signers enter claim data via the Internet using the on-line child nutrition program website system;.
ii) Institution authorized signers review the claim data and submit the claim by clicking on the “submit for processing” button.  The “submit” button appears only on screens of authorized signers. 
B) On-line child Nutrition Program website edit checks:
i) The on-line Child Nutrition Program website system conducts the first party review of the claim.
ii) Claim data is checked according to the system rules and edits which crosschecks the institution’s approved agreement data and ensures that the claim is within established parameters. 
iii) The system only accepts data for meals (breakfast, morning snack, lunch, afternoon snack, supper, etc.) for which the institution is approved.
C) Claim modifications
i) During the 60 day period for claim submission if the claim has not been processed, the institution may go to the CNP Web site and modify the claim.
ii) During the 60 day period for claim submission, if the claim has been processed, the institution may go to the CNP Web site and revise the claim.
D) Claim processing time frame
i) The Department will pay valid claims within 45 calendar days of receipt.
ii) Within 15 calendar days of receipt of an incomplete or incorrect claim which must be revised for payment, the Department will notify the institution as to why and how such claim must be revised.
iii) If the Department disallows partial or full payment for a claim for reimbursement, it will notify the institution which submitted the claim of its right to appeal.
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