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Good Afternoon and welcome to all our new and returning sponsors to the annual SFSP Administrative Training.
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Summer Food Service Program (SFSP) is a federal program 
by USDA-FNS. In South Dakota, SFSP is administered by the 
Department of Education-Child and Adult Nutrition Services.

The Summer Food Service Program provides children in low-
income areas a source of free, nutritious meals when school 
is out.

SFSP operates primarily during the summer months (May 
thru September) but can provide meals during emergency 
school closures from October to April.

SFSP-The Program and Benefits
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Presentation Notes
Summer Food Service Program is a federal program by USDA-Food and Nutrition Services (FNS) that administered by State Agencies across the country. In South Dakota, SFSP is administered by the Department of Education-Child and Adult Nutrition Services.SFSP has agreements with schools and other community organizations to provide nutritious meals following program guidelines in order to enhance children’s wellbeing and learning capacity even when school is not in session.SFSP primarily operates during the summer months when school is out but can provide meals during emergency school closures. 



Check out the 
SFSP Handbooks
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Presentation Notes
SFSP has 4 very useful program guidance handbooks for sponsors. We will reference these books throughout the presentation. It is recommended to read these books if you would like to learn about program administration and operations in more detail. The link to the books is attached to this slide.

https://www.fns.usda.gov/sfsp/handbooks


Online 
Application 

System 
iCAN
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Presentation Notes
Your annual application to operate the summer program goes thru an online application program called iCAN. Our returning sponsors are familiar with this system, new sponsors will need to fill out a request form to get access to iCAN. I have the link to the access form on a later slide. It is also can be found on our SFSP website under the iCAN tab.

https://ican.sd.gov/ican/Splash.aspx


Summer Food Service Program
(SFSP) Sponsors and Sites
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We will continue with explaining the Sponsor’s and site’s responsibilities to operate SFSP.



Approved by the DOE to operate 
SFSP

SFSP Sponsors
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Presentation Notes
SFSP program is operated by approved sponsors. An approved sponsor is an agency that has a current, approved agreement with DOE-CANS to operate SFSP. Sponsors can be: Public or private nonprofit school food authority, A unit of local, county, municipal, state, or federal government; A public or private nonprofit college or university participating in National Youth Sports and Upward Bound Programs; A public or private nonprofit residential camp; Other private nonprofit organizations (YMCA, Boys and Girls Club, Volunteers of America etc.); Sponsors must be Must be tax exempt and provide proof.Most sponsors must provide year around public service in the area they provide the SFSP (exempt residential camps, migrant sites or other discretions approved by the SA), and they can operate multiple sites.



SFSP Sponsor Responsibilities

Written Agreements
• Permanent agreement & iCAN with DOE
• Agreement with unaffiliated sites
• Check Documents Tab

Financial and Administrative Capability
• Food service management at all sites
• Financial and admin control at all sites

Site Management
• Staff training (SFSP admin & operation, civil rights)
• Monitoring (sites, Vendor-FSMC’s, meal service)

8

Presenter
Presentation Notes
Sponsors must have written permanent agreement with SA to provide services in their areas and also must sign agreements with their unaffiliated sites. Paperwork is found on the SFSP website under Documents tab. Sponsors must demonstrate financial and administrative capabilities by showing that they are able to manage the food service at all their sites effectively and efficiently and exhibit administrative and financial control at these sites. They also have site management responsibilities which are training site staff on SFSP administration and operation rules, civil rights regulations and they must monitor the operations at their sites, vendor or Food Service Management Company (FSMC) and meal service. 

https://doe.sd.gov/cans/sfsp.aspx


Attend yearly administrative training
•

Prepare program applications
•

Collect meal counts and submit accurate claims
•

Recruit new sites
•

Determine and maintain documentation of income 
eligibility or site eligibility

•
Conduct a non-profit food service

SFSP Sponsors Responsibilities
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Sponsor Administrative Staff, FSMC and vendor must attend yearly DOE administrative training, prepare program applications, collect and submit claims, recruit new sites, determine and maintain documentation of income eligibility or site eligibility, conduct a non-profit food service. Meal reimbursement funds can only be used to operate or improve the child nutrition program(s). 



Reimbursement

•Meals served to eligible children only!

•Reimbursement Rates: 
•based on type of meal (breakfast, lunch, dinner, 

snack) 
• type of site/meal service method (rural or self 

prep vs urban vended sites)

•Reimbursement rates are updated yearly and are 
available at:

https://doe.sd.gov/cans/documents/2021-SFSP-
reimb.pdf
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Sponsors are reimbursed for meals served to eligible children. Eligible Children: (children 18 or younger and persons with disabilities over 18 years of age who participates in school programs for individuals with mental or physical disability.)Reimbursement rates are based on type of meal (Breakfast, Lunch, Dinner, Snack) and type of site/meal service method (Rural or Self Prep vs Urban Vended Sites)Reimbursement rates are updated yearly and are available at our SFSP website under Documents tab.

https://doe.sd.gov/cans/documents/2021-SFSP-reimb.pdf


Meal Service Methods

Self Prep
• On site or central kitchen = higher reimbursement
Central Kitchen
• Distributes meals to affiliated sites, meals are prepared 

at a central location
Vended
• Food is purchased from an SFA or a Food Service 

Management Company using a written agreement or 
contract

• Lower reimbursement if urban-vended
• FSMC - competitive purchasing process 11
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Self PrepPrepares meals on site or at a central kitchen. These sites receive the higher reimbursement rates.Central kitchens: Distributes meals to affiliated sites, meals prepared at a central location.VendedFood is purchased from a School Food Authority (SFA). An SFA is a local school district that operates the school lunch program. Or an FSMC using a written agreement or contract.Requires sponsor-vendor contractIf urban vended reimbursement falls to lower category.Contract with SFA-doesn’t require formal competitive purchasing procedures.Contract directly with FSMC-must follow competitive purchasing procedures.



Vended Meals

•Sponsors should consider local SFA’s for vended 
meals first

•No competitive bidding required when an SFA 
vends meals
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Presentation Notes
Sponsors who would like to vend the meals are encouraged to contract with an SFA. SFA vending needs a written agreement but are not required to enter into competitive bid procedure. That is true except if the SFA contracts with their own FSMC. Quanna will talk more about vending and procurement.



Allowable Meal Combinations

Camp and Migrant sites: 3 meals in any 
combinations.

Allowable Meal Combinations for non-camp or 
migrant sites

Breakfast Only Breakfast and Snack
Lunch Only Breakfast and Supper
Supper Only Lunch and Snack
Snack Only Supper and Snack
Breakfast and Lunch Two Snacks
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Presentation Notes
Allowable meal combinations for most sites are listed on this table. Up to two meals, a meal and a snack and two snacks are allowed for most sites except camp and migrant sites.Service of lunch and supper is not allowed except for camp and migrant sites. Camp and Migrant sites can serve up to 3 meals in any combinations with SA approval.



SFSP Sites

Physical location where program meals are served, and 
children consume meals in a supervised setting

Eligibility: 
• Census or School Data (valid-5 years)
• Income applications (valid-12 months)
• Non-school site: must be in an attendance area of the 

school
• Camps-must collect income applications only eligible 

free or reduced-price children’s meals can be 
reimbursed
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Presentation Notes
Located in an area with 50% of children eligible to free and/or reduced priced meals (proven with School Data or Census data) or if the site is not in a low-income area, it must serve specific group of children with at least 50% of the children eligible for free/reduced price meals (proven by income applications). Camps and Migrant sites have different rules.If non-school site would like to establish eligibility based on school data, the site must be in the attendance area of that school.Children must be served in a supervised setting and meals must be consumed on site.Sponsor must complete pre-operational visit of new sites or sites with operational problems in the previous year.50% of children in the area are eligible for F/RP meals (Census or School Data). 50% of children at the site are eligible for F/RP meals (Income applications).Non-school site using school data, the site must be in the attendance area of that school.Camps must collect income applications and only children who meet income eligibility criteria can be reimbursed.Area Eligibility with Census and School Data is good for 5 years.Income Eligibility must be collected annually as it is valid for 12 months. Meals must be consumed on site.



Site Locations
Schools, recreation centers, playgrounds, parks, churches....

Adding new sites?
High need in certain counties.

Please CHECK for counties in need. 

SFSP Sites

15

Presenter
Presentation Notes
Site LocationsSchools, recreation centers, playgrounds, parks, churches, community centers, day camps, residential summer camps, housing projects, and migrant centers, or on Native reservations.We are looking for new sponsor at: Aurora, Bennett, Brule, Buffalo, Butte, Charles Mix, Clark, Clay, Corson, Deuel, Dewey, Gregory, Haakon, Hand, Hyde, Jackson, Jones, Kingsbury, Miner, Stanley, Turner, and Union.

https://doe.sd.gov/pressroom/documents/2021/0114-SFSP.pdf


• Attend sponsor training
• Supervise activities and meal service 
• Manage volunteers
• Distribute meals by following SFSP guidelines
• Keep daily records of meals served
• Store food appropriately
• Keep the site clean and sanitary
• If vended site: order, receive meal
• Follow civil rights

Check SFSP Admin Guide p110-111 for staff duties

Site Responsibilities
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Keep daily records of meals served (meal count, make sure kids take everything according to meal pattern, always be aware of what is a reimbursable meal).Please read other responsibilities on this slide.

https://fns-prod.azureedge.net/sites/default/files/sfsp/AdminGuideSponsors.pdf


SFSP Sites Types
Open: 50% F/RP (Census, School Data)

Restricted Open: Restrict attendance due to space, 
security, safety

Closed Enrolled: Not open to all, 50% F/RP (Income 
applications or Census, School Data)

Camp: Must collect income applications, only eligible 
children can be claimed

Migrant: Migrant certification documentation 
annually, at least 50% Migrant for all to eat free

17

Presenter
Presentation Notes
Open: 50% or more of the children are eligible for F/RP meals in the area, meals served in a first come first serve basis. Must be publicized in the community served. Restricted open: Restrict attendance due to space, security, safety. Meals served in a first come first serve basis.  Must make community aware of restriction.Closed Enrolled: 50% of children are eligible for federal support by income applications. Area eligibility may be used waiver must be approved by USDA to document eligibility. Not open to all. All children attending can eat free.CAMP- Only meals served to children with an approved household application who qualify for F/RP eligibility can be reimbursed.Migrant-Organization certifies that at least 50% of children served are from migrant household. Migrant certification documentation required annually.



SFSP Sites Types

National Youth Sports Program Site: 50% F/RP, must 
certify in writing to meet Dept. of Health & Human 
Services guidelines

Upward Bound: Serve high school students from 
low-income families or families with no collage 
degrees

Mobile: Rural areas. Meals must be consumed on the 
bus or near the drop-off location

Check SFSP Admin Guide p17-22. 18
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Presentation Notes
National youth Sports: 50% of the children meet the income eligibility or reside in the area meeting this eligibility. Certifying in writing that it meets the income eligibility guidelines of the Department of Health and Human Services (DHHS). Children participating are usually ages 9-16 years old.Upward Bound Rules: Upward Bound and non-Upward Bound participants must maintain applications on file to document that enough children meet the individual income eligibility requirements to satisfy the 50 percent threshold required for closed enrolled sites. Mobile Site Rules:  To reach children in rural areas. Must meet income eligibility guidelines. Site supervisor must be present at each meal service for the entire meal service. Check for more information on Site Types and eligibility documentation in the SFSP Admin Guide.

https://fns-prod.azureedge.net/sites/default/files/sfsp/AdminGuideSponsors.pdf


Poll Question 1
Which sites must collect income eligibility applications?
• Camps
• Camps and Migrant Sites
• Camps and Closed Enrolled Sites
• Camps, Closed Enrolled and Migrant Sites

Which site type serves all children in the community based on area 
eligibility?
• Closed Enrolled
• Migrant
• Open
• Camp

Can a non-school site establish eligibility with any school’s data?
• Yes
• No
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Which sites must collect income eligibility applications-CAMPS and Closed Enrolled Sites (Closed enrolled sites can also use area eligibility if USDA waiver granted, can use income eligibility requested from schools please read more details in the SFSP Administrative Guide page 13 and page 21.)Which site type serves all children in the community based on area eligibility-Open (established with Census or School Data)Can a non-school site establish eligibility with any school’s data?-No (the site must me in the attendance area of the school).



• Site staff must be trained by the sponsor! 
• Sponsor training certificate must be sent to DOE
• New hire must also be trained. 

SFSP Operation General Rules

Check SFSP Admin guide p. 105-111

Download Sponsor Training Certificate-
Documents Tab
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Presentation Notes
Site staff must be trained by the sponsor in SFSP administrations and operations and civil rights prior to operation start date. Training must be documented on the Sponsor Training Certificate and sent to the SA.New hire must also receive these trainings during orientation and must be documented on the Sponsor Training Certificate and sent to the SA.Training at a minimum must include:Purpose of SFSPMeal Pattern RequirementsAccurate and Complete Meal CountsReimbursable MealsSite EligibilitySite operationsRecordkeepingDuties of a MonitorCivil RightsTraining certificate can be found on the SFSP website under the documents tab, please also check the SFSP Admin guide handbook 105-111 about training requirements. 

https://fns-prod.azureedge.net/sites/default/files/sfsp/AdminGuideSponsors.pdf
https://doe.sd.gov/cans/sfsp.aspx


• Congregate feeding, meals eaten on site
• Stick to meal service times
• Vended meals: unitized and delivered  at least 1 hour 

before service
• Second meals allowed only after all children have 

received a first meal
• Second Meals Claimed: allowed up to 2% of total claim 

per month 
• Adult meals are non-reimbursable, and only served after 

every child receives a meal
• Adhere to local sanitation codes and health department 

regulations

SFSP Operation General Rules/Meal Service
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Meals must be eaten on site in a congregate setting.Meals must be eaten within the approved meal service times.Vended meals must be delivered no earlier than 1 hour before the start of meal service as a unit.Second meals can only be served after all children have received a first meal.The maximum number of second meals a sponsor can be reimbursed for is up to 2% of the sponsor’s total first meals in any given month.Adult meals are non-reimbursable and only can be served after each child received a meal.Adhere to local sanitation codes and health department regulations.



• Inclement weather plans submitted on iCAN. 
Administrative guide page 41.

• Disaster Response Plan (iCAN-Checklist Summary items)

SFSP Operation General Rules

22

Presenter
Presentation Notes
Have contingency plans for meal service during inclement weather and submitted in the iCAN application.Disaster Response plan: is to ensure that all sponsor and site personnel discussed a basic plan for emergency feeding due to a disaster response effort in your community. (7 CFR 225.6 (c)) USDA Policy Memo SFSP 10-2012, April 10, 2012. Document is located under the iCAN application-Checklist summary, you will have to download, fill out and attach the document with your application. 

https://fns-prod.azureedge.net/sites/default/files/sfsp/AdminGuideSponsors.pdf


CHANGES
Notify CANS when:
• Average Daily Participation (ADP) changes
• Meal service time (and notify public)
• Meal types (and notify public)
• Field trips (fill out “off-site meals form) 
• Site closings
• Changes in sponsor site personnel 
• Submit changes before implementing them

SFSP Operation General Rules

23

Presenter
Presentation Notes
Immediately notify CANS on any of the following changes:Average Daily Participation (ADP) changesMeal service time (notify public)Meal types (notify public)Field trips (fill out “Off-site meals form and send at least 1 week prior to trip for approval. Located at https://doe.sd.gov/cans/sfsp.aspx under Documents)Site ClosingsChanges in sponsor site personnel (sponsor training certification must be submitted to SA for any new hire).Submit changes before implementing them.



Applications: New & Returning SFSP Sponsors
New Sponsors

• Online pre-screen
• iCAN Sponsor Profile Request Form
• Permanent Agreement
• Procurement Plan
• FSMC/vendor contract
• Copy of the IRS 990 letter

Returning Sponsors
• iCAN application
• FSMC/vendor contract
• Annual audit
• Procurement plan
• Fill out IRS 990 24

Presenter
Presentation Notes
Application requirements for sponsors are to fill out an online pre-screen, the iCAN sponsor profile request form (found on the SFSP website-iCAN tab), fill out iCAN application once granted access, fill out and send permanent agreement to CANS (DOE.SchoolLunch@state.sd.us), fill out procurement plan (found on the SFSP website-Documents Tab), if vending meals fill out vendor contract, send a copy of IRS 990 letter.Returning sponsor: update iCAN application, update FSMC/vendor contract if due, update annual audit form, update procurement plan, submit IRS paperwork indication non-profit operations.

https://ican.sd.gov/ican/PreScreen/PreScreenOverview.aspx
https://doe.sd.gov/cans/sfsp.aspx
https://doe.sd.gov/cans/documents/SFSP-Permanent.pdf
https://doe.sd.gov/cans/sfsp.aspx


Applications: New & Returning SFSP 
Sponsors

All sponsors must complete a Procurement Plan and 
Annual Audit Form

SFSP Website-Documents tab

Sponsor’s website: IRS form 990 and Federal Single 
Audit Act (if applicable)

25

Presenter
Presentation Notes
All sponsors must complete a Procurement Plan and Annual Audit Form. Attach to iCAN application.SFSP Website-Documents tabSD requires all sponsor to have IRS form 990 and Federal Single Audit Act (if applicable) to be displayed on the sponsor’s website.

https://doe.sd.gov/cans/sfsp.aspx
https://doe.sd.gov/cans/sfsp.aspx


SFSP Budget and Procurement

26



Budget

• Submitted via iCAN
• Contain all items purchased with SFSP funds (the non-

profit school foodservice)

Staying on Budget

• Keep accurate inventory records
• Make good food purchasing decisions
• Limit food waste and over production

Use Nutrition Guide p48-53, if you need help with 
budgeting.
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All sponsors must submit a complete administrative and operating  budget each year with their iCAN applications for CANS for approval.Must contain all items the sponsor will spend their SFSP budget on.Staying on BudgetKeep accurate inventory records (Date the food was ordered, Name of the supplier or vendor, Date food was received, Condition on arrival, Price paid, Amount of food left)Make good food purchasing decisions (look at inventory and [amount needed/#of servings per purchase unit])Use Nutrition Guide p48-53, if you need help with budgeting.

https://fns-prod.azureedge.net/sites/default/files/resource-files/USDA_SFSP_NutritionGuide.pdf


Allowable Administrative Costs

• Labor costs for administrative activities
• Rental costs for offices, office equipment, and 

vehicles
• Vehicle allowance and parking expenses
• Office supplies
• Communications
• Insurance and indemnification
• Audits
• Travel

28
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Presentation Notes
Incurred by your organization for activities related to planning, organizing, and administering the program.Labor costs for administrative activitiesRental costs for offices, office equipment, and vehicles;Vehicle allowance and parking expensesOffice suppliesCommunicationsInsurance and indemnificationAuditsTravel



Allowable Operating Costs

Operating Costs:
• Cost of food used 
• Cost of food purchases, processing, transporting, storing, 

handling food (donated or purchased)
• Labor, nonfood supplies, space for the food service 
• Rural sites: cost of transporting children
• Rental costs for buildings, food service equipment, and 

vehicles
• Utility costs
• Mileage allowances example in Attachment 24 of Admin 

Guide
• Checks or other forms of receipt for payment 29
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Presentation Notes
Operating Costs:Cost of food used (see example under inventory records),Cost of food purchases and the cost of processing, transporting, storing, and handling food that is donated (including USDA Foods) or purchased by the sponsor.Labor, nonfood supplies, space for the food service. Rural sites may include costs that are directly incurred in transporting children from rural homes to rural food service sites.Rental costs for buildings, food service equipment, and vehiclesUtility costsMileage allowances example in Attachment 24 of Admin Guide.Checks or other forms of receipt for payment.Sponsors cannot charge the Program for major reductions of food in stock that are the result of fire, theft, spoilage, contamination, or any event other than normal usage.

https://fns-prod.azureedge.net/sites/default/files/sfsp/AdminGuideSponsors.pdf


Budget Estimate Reimbursement

iCAN Budget Detail: Estimate the SFSP reimbursement 
by multiplying the estimated meals served by the sum 

of administrative and operational rates
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Please read slide information.



Budget-Expenses

Complete Site Labor Form under Checklist Item on 
iCAN for each feeding site and add to the Budget 
Detail in the Projected Operating Costs section and 
add together for total.
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Please read slide information.



Advance Payment Request
• Available to cover SFSP admin or operating costs  

incurred before program starts
• Submit to DOE: 30 days before the payment dates
• Must operate at least 10 days in the month where 

advance is requested
• Advances are deducted from claims
• No new advances until prior advances are repaid to DOE
• Submitted on iCAN under Applications Tab-Advance 

requests.
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DOE will accept or deny advance payment requests, and DOE  will establish the final amount allowed.To cover SFSP Admin/Operating Costs  incurred before program starts.Submit to DOE: 30 days before the payment dates of June 1, July 15, and August 15.Must operate at least 10 days in the month where advance is requested.Advances are deducted from claim.No new advances until prior advances are repaid to DOE.Request submitted on iCAN under Applications Tab-Advance requests.



Start-Up Payments

• Requested on the Start-Up Payment Request Form
• If available, it can be granted up to 20% of 

approved administrative budget
• Deducted from the administrative reimbursement 

or from first admin cost advance
• Cannot be received earlier than 2 months prior to 

operations start date
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Start-up payment of administrative costs incurred from planning the food service and establishing management procedures for this service.Requested on the Start-Up Payment Request Form.If available, it can be granted up to 20% of approved administrative budget.Deducted from the administrative reimbursement or from first admin cost advance.Can’t be received earlier than 2 months prior to operations start date. 

https://doe.sd.gov/cans/documents/SFSP-StartupFunds.pdf


• Costs of excess meals ordered or prepared but not 
served to eligible children

• Costs of damaged, spoiled meals
• Costs of food purchased for not SFSP operations
• Meals not compliant with SFSP meal pattern or 

approved meal pattern
• Meals served to adults, except for program adults
• Cost of meals delivered by a FSMC to a non-approved 

site, meals not delivered within the agreed upon 
delivery time, meals served in excess of the approved 
cap

Unallowable Costs
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Costs of excess meals ordered/prepared but not served to eligible children.Costs of damaged, spoiled meals.Costs of food purchased for not SFSP operations.Meals not compliant with SFSP meal pattern or approved meal pattern.Meals served to adults, except for adults that work directly with meal service at the site. These meals cannot be claimed for reimbursement. For vended sponsors, the cost of meals delivered by a FSMC to a non-approved site, or for meals not delivered within the agreed upon delivery time, meals served in excess of the approved cap 



Unallowable Costs

• Rental costs for periods beyond the close-out date for 
Program operation 

• Any debts
• Fines
• Over claims - claiming too many meals
• Capital expenditures
• Entertainment or fundraising costs

Please read more about unallowable costs in the 
Administrative Guide page 132.
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Please read information on slide.

https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf


• Completed in iCAN system
• Report number of meals
• Site based claiming
• Keep meal count sheets for 

record keeping verification 

View claim due dates

Claim Process
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Completed in iCAN system and is a site based claiming reporting the number of meals served during the claim period.Keep meal count sheets for record keeping verification. (This should be the form you upload in the Sponsor SFSP Checklist Item)

https://ican.sd.gov/ican/Splash.aspx
https://doe.sd.gov/cans/documents/21-Claims.pdf


Choose the best answer for allowable costs:

• Rental costs for offices, office equipment, and 
vehicles.

• Cost of damaged/spoiled food
• Meals served to adults
• Utility costs
• Both rental and utility costs (A and D)

Poll Question 2

37



Procurement Methods
2 CFR 200.320

Micro-Purchases - Informal method (Purchases between $0 
- $10,000) 

•
Small Purchase  - Informal method (Purchase between 

$10,000 - $250,000) [3 bids or quotes & a buy]
•

Competitive Sealed Bids – Formal method (over $250,000) 
Check for your own agency threshold requirements

•
South Dakota small purchases limit for supplies & services is 

$25,000
38
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Presentation Notes
Free and open competition, allowability of costs, and documentation of procurement activities To be allowable, the costs will:Be necessary and reasonable for proper and efficient administration of the program(s)Be allocable to federal awards applicable lo the administration of the program(s)Be authorized and not prohibited under state and local law. Micro-Purchases - Informal method (Purchases between $0 - $10,000)2 CFR 200.320(a)(1)(i)to the extent practicable, Program operators must distribute micro-purchases equitably among qualified suppliers. This language has been changed to state that to the maximum extent practicable, Program operators should distribute micro-purchases equitably among qualified suppliers•It is intended for infrequent purchases, items that are difficult to include in a large order, or emergencies so, it does not require a price comparison, but the price must be reasonable and allowable. Each purchase is under $10,000, more than one qualified vendor will be selected, and purchases will alternate between these vendors to “spread the wealth”.Because it is the goal to receive the best value for dollars spent, even if each purchase is under $10,000 from a vendor, the micro purchase method should not be used if, over the year, the amount expected to be spent on those items could have been bid at a lower price.Small Purchase  - Informal method (Purchase between $10,000 - $250,000) [3 bids or quotes & a buy]•This is a competitive procurement in which identical written specifications are provided to at least two, but preferably three vendors for the return of the best possible bid.This process allows for flexibility because you can contact vendors without having to formally advertise.  It’s still a very competitive process so the final result will be cost-effective prices.Also described as “Three bids and a buy” this threshold is for total purchases less than $250,000 for food only. Because procurement must always follow the most restrictive method, in South Dakota the Small Purchase threshold for goods and services up to $25,000. Anything above this amount must use a formal method.Competitive Sealed Bids – Formal method (over $250,000) Check for your own agency threshold requirements•The RFP identifies the goods and services needed and all significant evaluation factors that will be used to evaluate all proposals.The IFB is a sealed bid in which the total consideration is cost.South Dakota small purchases limit for supplies & services is $25,000 for public school districts, which has not changed.



Procurement Plan

SFSP Website/Documents Tab/Procurement Template Form

• Addresses how your agency uses
• Micro-purchasing
• Informal purchasing
• Formal purchasing 

• Invitation for Bid
• Request for Proposal

Update annually at a minimum

39
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Presentation Notes
Methods of procurement may look very different from agency to agency. To define your agency’s unique needs, a Procurement Plan is the best place to start. It is a requirement and is important to follow the Plan you put into place. We refer to this as a ‘living document’ because as a plan or a strategy, it will need to be modified with changing situations. Your Plan should accurately describe your school’s purchasing procedures.It will demonstrate how youPromote fair, open and transparent competitionHandle emergency purchasesAndWho is responsible at your agency for purchasing and monitoringIt should be reviewed and updated once a year OR anytime you need to change a practice your agency uses for purchasing.

https://doe.sd.gov/cans/sfsp.aspx


Procurement Ethics

Code of conduct
Must Address:

• Conflict of Interest
• Solicitation or acceptance of gratuities, favors or 

anything of monetary value-Define value
• Disciplinary Action

Code of Conduct Example: CANS Webpage under 
Procurement
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There must be written standards in the Code of Conduct prohibiting employees from soliciting or accepting gifts and other incentives from prospective contractors, and prohibit employees from participating in the selection, award, or administration of any contract to which they have a personal or financial connection. It must also outline disciplinary actions if the standards are not followed.However, the non-Federal agency may set standards for situations in which the gift is an unsolicited item of nominal value. EthicsStop and thinkWhat is the ethical dilemma, issue, or problem?If an outsider had knowledge of the situation, would you feel the need to defend your decision?Who is impacted?What are the consequences?Do I need help making the decision?What are the options – Best/Worst Case ResultThe Code of Conduct may be included in the Procurement Plan and does not need to be a stand-alone document.There is an example Code of Conduct on the CANS Webpage in the Procurement section.

http://doe.sd.gov/cans/index.aspx


Food Service Management 
Company (FSMC)

• If not an interagency agreement, agency must 
competitively solicit an FSMC.

• The contract will specify nutrition expectations and the 
FSMC will provide documentation such as production 
records.
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A Food Service Management Company (FSMC) is a commercial enterprise or nonprofit organization with which a sponsor may contract for preparing unitized meals, with or without milk, for use in the Program, or for managing a sponsor’s food service operations with limitations.If an interagency agreement with a local school is not possible or is not beneficial, sponsors may competitively solicit and contract with an FSMC to prepare meals on site to serve and serve or deliver vended meals.The Sponsor will provide the FSMC list of: food service sitesthe number of meals for each sitewhen the meals are expected to arrive any other day to day expectationsThe sponsor must notify FSMC of any site changes (allowed max numbers and if site operations cancelled).The sponsor must clearly inform its FSMC that it will only be ordering the number of meals actually needed based on participation trends and with the intent of serving only one meal to each child at each meal service.Before contracting the operation, a comparison of costs between “self-op” and a FSMC must be carefully made to account for all costs of operation. Some aspects of contracting are not readily apparent, and research is necessary to understand they cannot “turn over” the entire operation to a Food Service Management Company. 



Food Service Management 
Company (FSMC)

FSMCs must:
• have State or Local Health certificates 
• be subjected to health inspections
• ask local health authorities to periodically inspect meals 

for quality
• maintain records supported by invoices and receipts
• keep records for 3 years from the date of the final 

payment receipt
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FSMCs need to fulfill the following requirements:Must have State or Local Health certificates for the facilitates they use to prepare meals at.Must be subjected to health inspections.Must ask local health authorities to periodically inspect meals for quality.Must maintain records supported by invoices, receipt to provide evidence that program responsibilities are met.Must keep records for 3 years from the date of the final payment receipt.Must be able to comply with meal orders from the sponsor.Meals must comply with SFSP meal pattern requirements.The FSMC shall comply with the applicable rules, regulations, policies, guidance, and meals must comply with SFSP meal pattern requirements.Production records of food prepared and delivered will be maintained and provided to the SFA by the FSMC each month, to ensure program requirements are being metFollow a 21 day cycle menu



Food Service Management 
Company (FSMC)

Sponsors may not contract to FSMC the following: 
• Meal ordering
• Submitting claims
• Training and monitoring administrative and site 

staff
• Announcing the availability of meals to the news 

media
• Determining and maintaining income eligibility
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Sponsors may not contract to FSMC the following management responsibilities:The Agency must retain responsibility for:Program accountabilityPerformance monitoring/management of the FSMC throughout the life of the contractControl and overall financial responsibility of the food service accountEstablish pricesRetain signature authority onapplications/agreements to participate in the Child Nutrition ProgramsFree and reduces policy statementClaimsContractual agreements of the school nutrition programResolution of program review and audit findings	



Cooperative Buying Groups

Potential benefits to an individual SFA
Savings – increased buying power
Improved quality and selection of product

Potential draw backs to an individual SFA
Possibility of fewer deliveries
May have to eliminate products to consolidated items 
with the group’s majority
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Group / Cooperative purchasing is available to School Food Authorities (SFAs). Becoming a member of either may provide an opportunity to increase purchasing power and participation numbers by offering a higher quality and wider range of products.Both can accomplish all or part of the purchasing process for goods and services for its members, but there are some important points to understand.



Cooperative Buying Groups

It is the responsibility of the individual SFA to ensure full and
open competition so being a member of such a group does
not relieve the individual SFA of competitive purchasing.

The agreement between a group of program operators is not
a method of procurement for the individual SFAs within the
group - it is an agreement to competitively procure specified
goods and services as a group.
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By federal regulation, a school district must competitively procure the services of a GPO in the same manner as any other goods and services. If a district is using a GPO for other school needs (such as paper, supplies and furniture) but the organization’s services weren’t procured competitively, or the solicitation did not specifically include foodservices, the SFA cannot use the GPO’s pricing. To use a GPO for the school meals operation, the service must be procured following the same steps and standards as any others. The GPO has the same obligations to meet fair, open, transparent and competitive procurements as its K-12 school nutrition customers.2 CFR 200.2



Procurement

MEMO SFSP 02-2017 Q&A Purchasing Goods and 
Services Using Cooperative Agreements

Procurement Tips and Purchasing Local Strategies 
in the SFSP Administrative Guide pages 96-98

Quanna Keyser at Quanna.Keyser@state.sd.us
(605) 773-4718

46

Presenter
Presentation Notes
Please review the Procurement Tips and Purchasing Local Strategies in the SFSP Administrative Guide pages 96-98If you need help with filling out the Procurement Plan please reach out to Quanna Keyser at Quanna.Keyser@state.sd.us or via phone at (605) 773-4718Questions about  FSMC, vended meal, any foodservice related contracts and Procurement Q & A’s.

https://fns-prod.azureedge.net/sites/default/files/cn/SP05_CACFP03_SFSP02-2017os.pdf
https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf
mailto:Quanna.Keyser@state.sd.us


How often will your agency update your 
Procurement Plan?

• One and done
• Once per year
• At least annually and when changes in 

procurement methods occur

Poll Question 3
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SFSP Meal Pattern & Meal Service

48



Meal Pattern Requirements

Food Components
• Milk
• Fruit and Vegetable
• Grains
• Meat/Meat 

alternative

Food Items
Specific food offered 
within the food 
component. 

Check out the SFSP 
Nutrition Guide page 

11.

DOE-CANS SFSP 
Website-SFSP Meal 
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Presentation Notes
Meals are only reimbursable if they meet the meal pattern requirements. Following meal pattern requirements can ensure that you provide balanced meals for your participants. SFSP meal patterns were designed for children 6-12 years old, special recommendations for other age groups.Meal pattern composed of the required meal components and appropriate serving/portion sizes.Please note that the SFSP Meal Pattern has 4 Food Components: Milk, Fruits/Vegetables, Grains/Breads and Meat/Meat Alternate.Food ItemsSpecific food offered within the food component. Example: ½ cup peaches and ½ cup pears are two food items within the fruit and vegetable component.

https://fns-prod.azureedge.net/sites/default/files/resource-files/USDA_SFSP_NutritionGuide.pdf
https://doe.sd.gov/cans/documents/SFSP-MealChart.pdf


Meal Components

Milk Fruits/Vegetables Grain Meat/MA
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Presentation Notes
MilkMust be pasteurized.Unflavored or flavored: fat-free milk, low-fat milk (1%), reduced-fat milk (2%), whole milk, lactose-free milk, lactose-reduced milk, cultured milk, such as cultured buttermilk, cultured kefir milk, cultured acidophilus milk, acidified milk, such as acidified kefir milk and acidified acidophilus milk, Ultra High Temperature (UHT) milk. Breakfast: can be counted if used on cereal or as a beverageLunch and supper: must be served as beverage.Snack: serve as beverage.Milk may not be credited for snacks when juice is served as the only other component.Milk may never be credited when cooked in cereals, puddings, or other foods. Fruits/VegetablesFresh, canned, dried, and frozenDry beans and peas cannot be credited as both a vegetable and meat/meat alternate within the same meal.Dried fruits, such as dried apricots, raisins, and prunes, may be used to meet requirements. Dried fruit is credited based on volume served (𝟏/𝟒 cup dried fruit = 𝟏/4 cup fruit).Lunch: Serve 2 or more kinds of vegetable or fruits or a combination of both but don’t serve 2 forms of the same, like apple and applesauce.Up to one-half of the vegetable/fruit requirement may be met with full-strength (100%) juice.GrainsGrain items must be made from grains that are whole-grain flour, whole-grain meal, corn masa, masa harina, hominy, enriched flour, enriched meal, bran, germ, or be an enriched product, such as enriched bread, or a fortified cereal. Also creditable are bread type coating, Chow Mein Noodles, Crackers –Saltine and Snack, Croutons, Pretzels, Stuffing as long as they meet the requirements listed above.Enriched macaroni products fortified with protein may count towards either the grains component or the meat/meat alternate component, but not as both in the same meal. Non-sweet snack foods such as hard pretzels, hard bread sticks, and chips made from whole-grain or enriched meal or flour can be used to meet the grain requirement.Preferably choose whole grain to build a healthy plate.If grains used in different product (corn dog) CN label must check grain contribution.Ready to eat cereals must be fortified: ingredient list will have list of Vitamins and Minerals! READ THE LABELS!!!1/4 serving is the smallest amount allowable to be credited toward the grains requirement as specified in program regulations.Meat/Meat AlternateMeat, fish, poultry, eggs, Cheese, Beans/Peas, Nuts/seeds, YoghurtAlternate Protein Product (burger patties, meat loaf, tuna salad, chicken nuggets, pizza toppings).APPs and processed meat items (corn dogs, ravioli) should have CN labels or product formulation statements.To contribute to the M/MA component, it must contain a minimum of 0.25 oz of a M/MA.1 oz. of nuts or seeds is equal to 1 oz. of cooked lean meat, poultry, or fish.Avoid chocking hazard!!! Nuts/seeds must be finely ground and thinly spread on bread or crackers.4 oz. or ½ cup yoghurt= 1oz meat alternate.Homemade yogurt, frozen yogurt (similar to ice cream), or other yogurt-flavored products are not creditable.Less than 1/4 ounce of cooked lean meat or equivalent is not creditable. 



Child Nutrition Labels
CN labels list information  about a food’s contribution 

toward the meal pattern.
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CN labels list information  about a food’s contribution toward the meal pattern.Used on combination products that contribute to the meat/meat alternate component.Examples include: Beef patties, cheese or meat pizzas, meat or cheese and bean burritos, egg rolls, and breaded fish portions and so on.If the product contains a meat alternate it must contain a minimum of 0.5oz/serving.Products contributing only to the grain and/or vegetable/fruit components are not eligible for the CN label.



Manufacturer’s Product 
Formulation Statement (PFS)
• Products without CN labels
• Must use manufacturer’s letterhead and signed by 

manufacturer
• Shows how the food credits toward the meal pattern 

requirements and other specifics about the product

• CN labels and product formulation statements are not 
required

Program operator’s responsibility: meet meal pattern!
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Product Formulation Statements:Used for products without CN labelsMust use manufacturer’s letterhead and signed by manufacturerShows how the food credits toward the meal pattern requirements and other specifics about the productCN labels and PFSs are not required for any products. Program operators can use the food buying guide if a CN label or a PFS is not availableIt is the program operator’s responsibility to evaluate the product labels and to keep records to document that meals served fulfill the meal pattern requirements.



Offer vs. Serve (OVS)

• Allows children to decline some of the food offered in a 
reimbursable breakfast, lunch, or supper. 

• There is no OVS option for snack!

• You must request approval if you would like to serve OVS 
via iCAN application.

• Watch video about OVS
• Check OVS requirements page 67
• OVS Guide
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Presentation Notes
Goal of the Offer Versus Serve is to reduce waste and food cost while maintaining nutritional integrity.OVS can be offered for breakfast, lunch, or supper. Must follow the OVS guidelines, please use the links on this slide to access guidelines.Must submit request to Sate Agency via iCAN application prior to implementing OVS.

https://fns-prod.azureedge.net/sites/default/files/sfsp/AdminGuideSponsors.pdf
https://doe.sd.gov/cans/documents/OVS-guide.pdf


Taking a Food Component Off Site

• One fruit or vegetable or grain component

• Can only be taken from child’s own plate or a share 
table

• Must be unused, whole or unopened pre-packaged 
item

• Non-perishable foods
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All meals must be consumed on site unless a field trip was approved by the state agency, however if without SA approval some food components can be taken off site and it is up to the sponsor’s discretion to allow some food components taken off site, must ensure program integrity by having staff assigned to monitor compliance. Must have enough staff to monitor compliance.One fruit/vegetable or grain components can be taken off site.Can only be taken from child’s own plate or a share table.Must be unused, whole or unopened pre-packaged item.Must be a nonperishable food item.



Field Trips
• All SFSP rules apply:

o Congregate feeding
o Meal count forms 
o Production records
o Only eligible children 
o Food safety

• Open site-can’t close site due to filled trip
• Closed site-can close site if all kids are taken
• Must be occasional
• Preapproval form

• SFSP website: documents tab
• Send form in more than 1 week before trip

55

Presenter
Presentation Notes
If you are an open site, you can’t close the actual site due to field trip. That would mean that you are only serving a selected number of kids, and that is against SFSP rules. If you are a closed site and you are taking all kids off site, you can close the regular site for that day. If you take kids off site most days, we may need to consider an alternate site as field trips should be occasional. This will be decided on a case-by-case basis.There is a field trip notification form on the SFSP website under the Documents tab, please send the form in at least 1 week prior to the activity. 

https://doe.sd.gov/cans/sfsp.aspx


Share Table Guidelines

• Must follow state and local health safety code
• Must be unopened, unused, whole items
• If children would like an additional helping, they may 

take from share table
• Keep proper holding temperature for food safety
• Leftovers for another meal service must be 

documented
• Check with your local health department for further 

guidance
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Sponsors may create a share table where children may return whole (unopened) items they choose not to eat.Must follow state and local health safety code.Must be unopened, unused, whole items.If children would like an additional helping, they may take from share table.Keep proper holding temperature for food safety. Leftovers for another meal service must be documented. Check with your local health department for further guidance.Leftover unopened milk must be kept at proper holding temperature for food safety. Leftover items can be stored for another meal service, but it must be documented. 



Family Style Meal Service

Bowls of food passed around
• Only allowed at Closed Enrolled or Camp.

• Program adults must make sure each participant 
takes at least the minimum portions of each food 
component.
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Presentation Notes
During family style meal service bowls of food are passed around the table – this is only allowed at sites that are Closed Enrolled or Camps.Program adults must assist to make sure each participant takes at least the minimum portions of each food component as written in the SFSP Meal Pattern.



Serving Meals to Adults

• Adult meals can be served after each child 
receives a meal

• Adult meals are not reimbursable
• Program adults can count as an operating cost
• NonProgram adults may eat for a cost

• Money received must be documented as program 
income 

• Adult meal price must contain the full cost of 
producing the meal
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Adult meals can be served after each child receives a meal.Adult meals are not reimbursable.Program Adults can eat for free and the cost may be counted as an operating cost.Non-Program Adults may eat for a fee, the money received for meals must be documented as program income. Adult meal cost must contain the full cost of producing the meal (i.e., food, supplies, labor, the value of the USDA foods received, and other costs incurred by the sponsor to prepare the meal). 



Meal Pattern Adjustments

Infants (<12 
months)

Must receive SA approval. Must comply
Section 226.20(b) of the CACFP regulations.

Children 1-6 
years

Must receive SA approval. Must follow
Section 226.20(c) of CACFP regulations.

Children 6-12 
years

Follow SFSP meal pattern guidelines.

Children 12-
18 years

Follow minimum requirements of SFSP 
meal pattern, or increase serving. 
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If you would like to make adjustments to the SFSP meal pattern you must follow these guidelines and request approval from the State Agency via your iCAN application.Infant Meals: All meals served to infants must comply with infant meal pattern requirements in Section 226.20(b) of the CACFP regulations.Children 1-6 years: Must receive state agency approval and sponsor must follow Section 226.20(c) of CACFP regulations for age-appropriate meal pattern requirements.Children 6-12 years: Follow SFSP meal pattern guidelines from previous slide.Children 12-18 years: Follow minimum requirements of SFSP meal pattern, or to improve the nutrition of participating children sponsors may serve adult-size portions to older children. Adult-size portions may be found in Section 226.20(c) of CACFP regulations.



Meal Pattern Substitutions

Special Diet needs must be 
recognized, and meal 
substitutions must be 

accommodated when a 
medical authority has signed. 

Meal change request form is 
located at: SFSP Website
under Documents tab.
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Special Diet needs must be recognized, and meal substitutions must be accommodated when a medical authority verifies the condition as “Disability”.Disability: A physical or mental impairment which substantially limits one or more “Major Life Activities”.Major Life Activities include the operation of a major bodily function including but not limited to functions of the immune system, normal cell growth, digestive, bowel, bladder, neurological, brain, respiratory, circulatory, endocrine, and reproductive functions.Meal substitutions that are not accommodated within the meal pattern are not reimbursable unless the Meal Change Request form is signed by a Medical Authority.

https://doe.sd.gov/cans/sfsp.aspx


Recognizing Non-reimbursable 
Meals

• Meals served to ineligible children
• Meals ordered in excess
• Damaged meals
• Meals that were not served
• Meals over the site’s approved capacity 
• Meals served to adults
• Meals served outside of the approved days and times
• Meals not meeting meal pattern
• Second meals in excess of 2% of the number of first 

meals served during the claim period
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You and your staff must be trained to recognize non-reimbursable meals:Meals served to ineligible children (children not meeting the income eligibility guidelines if CAMP)Meals ordered in excessDamaged mealsMeals that were not servedMeals over the site’s approved capacity or ADP level (Average Daily Participation) noted in iCANMeals served to adults (adult meals are not reimbursable or allowed to be claimed for reimbursement)Meals served outside of the approved days and times Meals missing a componentAn unallowed food option served (pudding or ice cream instead of milk or forgot a required component like grain.) Also not reimbursable: Jell-O/Pudding, Ice cream/popsicles, coffee, soda pop,Second meals in excess of 2% of the number of first meals served during the claim period will not be reimbursed. If this is happening, reviewers will request information on nonprogram funds used to cover these meals.



Poll Question 4
Parent/guardian calls site requesting a 
vegan meal for her child (no animal 
products allowed). How can you 
accommodate this child in order to 
get reimbursed for the meal?
a) Have your site staff serve vegan 

meal to the best of their 
knowledge.

b) Buy almond or soy milk, use one 
of the MAs from the meal pattern 
and have her fill out the meal 
change request form.

c) Site doesn’t have to accommodate 
this child.

Milk Substitutes (7CFR 210.10 
(d)(3) Must be Nutritionally 

Equivalent to Milk and provide 
specific levels of the following 

nutrients per cup (8 fl oz)

Protein 8 g

Calcium 276 mg

Vitamin A 500 IU

Vitamin D 100 IU

Magnesium 24 mg

Phosphorus 222 mg

Potassium 349 mg

Riboflavin 0.44 mg

Vitamin B-12 1.1 mcg
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Correct answer: it is up to the discretion of the site to accommodate lifestyle dietary habits that are not detrimental to health. Any deviation from the meal pattern without meal change request form signed by medical authority will not be reimbursed. If you would like to serve alternate milk the nutrient content of the alternate milk must match the regular cow’s milk.



Poll Question 5

Parent/guardian calls site requesting gluten free meals for 
her child due to Celiac Disease. What will you do?

a) Have your site staff serve gluten free meals to the best 
of their knowledge.

b) Site doesn’t have to accommodate this child.
c) Have mom fill out the meal change request form, so 

you have written knowledge about allowable foods.
d) Have a medical professional fill out the meal change 

request form including allowable food substitutions 
and providing their signature.

63

Presenter
Presentation Notes
Mom calls site requesting gluten free meals for her child due to Celiac Disease. What will you do?Correct answer: Have a medical professional fill out the meal change request form including allowable food substitutions and providing their signature. 



Food items listed on the meal change request form 
doesn’t fall within the SFSP meal pattern. Will you claim 
this meal?

a) No as it doesn’t match SFSP meal pattern.
b) Yes, because parent signed the form.
c) Yes, because medical provider signed the form.
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Presenter
Presentation Notes
Food items listed on the meal change request form doesn’t accommodate SFSP meal pattern. Will you claim this meal?Correct Answer: Yes, because medical provider signed the form. 



Civil Rights Requirements
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• “And Justice for All” poster is 
required at each feeding site

• Please contact us if you do not yet 
have the current poster

• Civil Rights Training is an annual 
requirement

• No visual observation!

CANS Civil Rights Training Rec.
CANS Civil Rights Training Slides

Civil Rights Requirements 
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If you haven’t already, please order from us the newest version of the “Justice for All” poster as this newest version is the only one that is accepted. Please reach out to Diana Webb at: Diana.Webb@state.sd.us or 605-773-3413.Please note that all staff who works with the SFSP program must go thru a civil rights training once a year.You can access the civil rights training recording and slides under the links.CANS CIVIL RIGHTS Training recording- https://www.youtube.com/watch?v=K7me9FqbmyUCANS CIVIL RIGHTS Training slides-https://doe.sd.gov/cans/documents/CR-training-1121.pdf 

https://www.youtube.com/watch?v=K7me9FqbmyU
https://doe.sd.gov/cans/documents/CR-training-1121.pdf


Civil Rights Requirements

• Make SFSP information available to the public upon 
request

• Consider people with Limited English Proficiency (LEP).
• Equal access for individuals with disabilities 
• Display Non-Discrimination Statement.
• Serve children regardless of race, color, national origin, 

sex, age, or disability
• Provide equal access to services and facilities 

regardless of race, color, national origin, sex, age, or 
disability.
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Civil Rights Requirements:Make SFSP information available to the public upon requestTake steps to ensure access to services for people with Limited English Proficiency (LEP).Policies and Procedures to reflect equal access for individuals with disabilities Include the nondiscrimination statement and instructions for filing a complaint in public release and in any program information material (i.e. press release, handouts to families about hours meals are served, brochures advertising the program, program website). Font size must be same as the rest of the document,Meals must be served to all attending children regardless of race, color, national origin, sex, age or disabilityChildren must have equal access to services and facilities regardless of race, color, national origin, sex, age or disability.



Poll Question 7– What is wrong with this 
sign?
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What is wrong with this sign?Nothing is wrong, this is a good idea.This is a civil rights violation. (Correct: this is treating a person with a disability differently; you must be careful to provide equal treatment to all children and cannot separate children with disabilities.)The sign is too small, these need to meet certain guidelines for readability. The sign is not placed to the right height based on guidelines and the readability is not according to the guidelines. 



SFSP Recordkeeping

69



Recordkeeping

• Daily meal count at each site;

• Program operating costs: food and other costs; 

• Program administrative costs: including labor and supplies;

• Funds accruing to the program-USDA foods; 

• Purchase receipts;

• Meal change request forms;

• Racial/ethnic data forms;

• Training documents; etc.
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SFSP regulations require sponsors to maintain records of participation and preparation of ordering meals to demonstrate that the appropriate number of meals were ordered (if vended site) and justify all costs and meals claimed.Required records (Daily meal count at each site; Program operating costs: including food and other costs; Program administrative costs: including labor and supplies; Funds accruing to the program-USDA foods, keep all food and supply purchase receipts, meal change request forms, racial/ethnic data forms, training documents etc.).



Recordkeeping

• Training records:
• Use the SFSP Sponsor Conducted Training 

Certification from iCAN.
• No site may operate until personnel have 

attended training.
• Make sure all staff know what a reimbursable 

meal looks like. 
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Training records: of staff, volunteer, new hire training, including date of training, printed name and signature of trainee.Use SFSP Sponsor Conducted Training Certification from iCAN.No claims paid until certification of training is submitted to CANS.No site may operate until personnel have attended training.Each site must have at least one individual present at mealtime that has attended training from the sponsor.Attendance at the SFSP Operational Training - does not replace the training the sponsor must provide to their staff prior opening the summer program at feeding sites.Make sure all staff know what a reimbursable meal looks likeFollow all health department guidelines while serving and preparing mealsKnow where your books and SFSP training resources are located



Recordkeeping

• Daily Meal Count Records:
• Count meals at point of service.
• Clearly identify the meal service.
• Record 1st and 2nd meals received by each child.
• Count adult meals separate from the meals provided

for program participants.
• Meals taken off site are not reimbursable.
• More information: USDA’s SFSP meal counting.
• Must be signed by meal count attendant.

LEGAL DOCUMENT-VERY IMPORTANT
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Daily Meal Count Records: use meal count sheet downloadable from iCAN website or Admin guide p 179 for camp and p 182 for all other sites. Attach a template you will be using to your iCAN app.Count meals at point of service, after each components were received by the child.Clearly identify the meal service (Breakfast/Lunch etc.)Record 1st and 2nd meals received by child.Count adult meals program and non-program at their respective row on the meal count sheet, not together with meals provided for program participants.Meals taken off site are not reimbursable. More information: USDA’s SFSP meal counting.Must be signed by meal count attendant.

https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP-Accurate%20Meal%20Counting-RELEASE-Web.pdf


Poll #8- How 
many meals will 
you submit for 

reimbursement?
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Take a look at a correct meal count form: Meal type indicated, First meals served checked, total meals served checked, total items checked, document signed and dated.How many meals will you submit for reimbursement? The total meals served: 53The total of items: 60The total first meals: 50The first and second meals served: 52



SFSP Production Records
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You have all special meal requests filled out, you taught your site for SFSP meal pattern, menu planned by your chef, Child nutrition labels and product formulation statements are used and are on file, now the sites are preparing for service. Next step is filling out the daily production record.Before service they can enter the date of service, the name of the site; menu, serving size, food item and quantity prepared. As you can see there is a combination item that was served, meaning that the Meat/Meat Alternate and the grains were in one item so in order to know what the contribution is to the meal pattern we need to have the CN label for this item-wow butter. We will look at it in a second if the correct quantity was served. Looking at the menu for lunch it appears that all meal components are present (M/MA; Grains; Fruit/Veg-remember 2 kinds of food items must be served in the fruit/veg meal component for the meal to be reimbursable; and finally milk).Now I will look at if the serving sizes are correct: milk 8oz correct, carrots and apple sauce for fruit and veg meal component, two different items that adds up to 3/4cup correct, grains and M/MA now I will need the CN label to assess the contribution. Looks like it contributes for 1 M/MA and 1 grain so during lunch I need 2 servings of M/MA or 2 oz. So we added an oz of string cheese to meet this requirement. We prepared 40 servings but after the meal count sheet was received only 30 kids showed up at the site so we have 10 leftover.  Now we can also note that the number served was 30. The number served here must match the meal count sheet for this day. When you receive the meal count sheets to submit for claim it is your responsibility to look at both the meal count sheet and the production records before you submit the claim. You will have to make sure that all is correct before you submit a claim and if not you have to provide additional training to your staff.



Poll #9 – What is missing from this 
production record, and will you submit 

claims for these meals?
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What is missing from this production record, and will you submit claims for these meals?Milk component is missing for breakfast. Milk and fruit/vegetable components are missing for lunch I cannot submit for reimbursement.I do not see anything wrong with this production record.I see that this meal is not reimbursable, but I purchased the food and the kids ate so I will submit a claim 



Recordkeeping

• Inventory Records: keep the Bill of Lading and 
itemized pricing. 

• Keep purchase receipts.

• Nutrition Guide Pages 22, 48-51; and SAMPLE
Food Inventory Record 110-111

Keep all program records for 3 years plus the current 
year!
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Inventory Records: SFSP commodities/USDA foods or if you are a school and use NSLP commodities/USDA foods please keep the Bill of Lading and itemized pricing for records. Any other food or supply purchases make sure you keep all receipts from vendors for your records.Nutrition Guide Pages 22, 48-51; and SAMPLE Food Inventory Record 110-111

https://fns-prod.azureedge.net/sites/default/files/resource-files/USDA_SFSP_NutritionGuide.pdf


Sample
Inventory
Sheet; 
page 110-111
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Please see the sample inventory sheet.



Part of Inventory records for on site meal prep or central 
kitchen prep.

Sample located 
on page 198 of 
the SFSP 
Administrative 
Guide Handbook
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Example for Cost of foods used worksheet.

https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf
https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf
https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf


Recordkeeping- Operating Costs
•Cost of food used:

• Itemized receiving reports from 
supplier/including donated foods;

• Food inventories/manifests;
• Records of returns, discounts or other 

credits; and 
• Canceled checks or receipt of payment.

Vended meals (sponsor contract with FSMC):
•Keep the signed detailed delivery slip.
•Sponsor should not pay FSMC if: do not meet contracted 

meals.
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Presentation Notes
Records to support the cost of food used should include:Itemized receiving reports from supplier/including donated foodsFood inventories/manifestsRecords of returns, discounts or other creditsCanceled checks or receipt of paymentVended meals (sponsor contract with FSMC):Keep the signed detailed delivery slip to support the sponsors claim for reimbursement: what meal is being delivered, the number of meals delivered, the delivery date and time, ensure that meals delivered meet the meal pattern requirement!Sponsor should not pay FSMC if: meals delivered to non-approved sites, meals not delivered within the established delivery time, meals that are spoiled or do not meet meal pattern requirements, or meals that do not meet the requirements or terms of the contract as sponsor cannot claim these meals under SFSP.



Record Keeping- Operating Costs

Labor Costs:

Sponsors must keep accurate time 
and attendance records for all labor 

costs that are attributed to the 
SFSP.

Sample form located in the SFSP 
Administrative Guide Handbook; 
page 195. 
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Presentation Notes
Compensation by sponsors for labor that is required to prepare and serve meals, to supervise children during the meal service, and to clean up after the meal service.Wages, salaries, employee benefits, and the share of taxes paid by the sponsor. Sponsors must keep accurate time and attendance records for all labor costs that are attributed to the SFSP.Sponsors must keep accurate time and attendance records for all labor costs that are attributed to the SFSP.

https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf


Record Keeping- Administrative Costs

Form available in Admin 
Guide.

Attachment 27. 

81

Presenter
Presentation Notes
Administrative costs are costs incurred by the sponsor for activities related to planning, organizing, and administering the Program.Labor costs for administrative activities, Rental costs for offices, office equipment, and vehicles; Vehicle allowance and parking expenses, Office supplies, Communications, Insurance and indemnification, Audits, Travel. 

https://fns-prod.azureedge.net/sites/default/files/sfsp/AdminGuideSponsors.pdf


Record Keeping- Other Important Records

•Health Inspection Records;
•Food Safety Records (Food Temp logs, Storage Temp 

logs, dishwasher temp log);
•Mileage records (if applicable); 
•Monitoring Records; and
•Menus.
•Please read Administrative Guide-Chapter 10 

Recordkeeping
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Please review other important records.

https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf


Monthly Menu

• Menus must show meal components 
for each day. 

• Cycle Menu: incorporate local items.
• Cycle menu and recipe ideas Nutrition 

guide handbook p 34-42.
• Consider MyPlate guidelines to build 

healthy plates p 23-31 of the SFSP 
Nutrition Guide and Dietary 
Guidelines for Americans. 
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Menus must show meal components for each day. Cycle Menu: You can take advantage of local items and replace items that are not available.Cycle menu and recipe ideas Nutrition guide handbook p 34-42.Consider MyPlate guidelines to build healthy plates and the new Dietary Guidelines for Americans. 

https://fns-prod.azureedge.net/sites/default/files/resource-files/USDA_SFSP_NutritionGuide.pdf
https://fns-prod.azureedge.net/sites/default/files/resource-files/USDA_SFSP_NutritionGuide.pdf
https://www.dietaryguidelines.gov/sites/default/files/2020-12/Dietary_Guidelines_for_Americans_2020-2025.pdf


USDA Foods and Donated Foods

• CANS will reach out to eligible sponsors to order USDA 
foods the end of February or early March.

• Leftover meals can be donated to charities, but these may 
not be claimed for reimbursement. 
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Presentation Notes
Please read the slide about donated foods.



Poll Question 10
You received the meal count sheets for the week and notice that several 
recordkeeping requirements are missing. What do you do? 

• Have the person on shift that week quickly complete the forms.
• Retrain the employees on correct documentation and not claim meals 

for that week.
• Retrain the employees and claim the meals.
• Fire the employee responsible for the meal count and claim the meals.
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Presentation Notes
You received the meal count sheets for the week and notice that several recordkeeping requirements are missing. What do you do? Correct Answer: Retrain the employees on correct documentation and not claim meals for that week.



Poll Question 11
When reviewing the menu and production records, you notice that 
cottage cheese, milk, and a fruit was served for breakfast for four days. 
Do you claim these meals? 

• Yes
• No
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Presentation Notes
When reviewing the menu and production records, you notice that cottage cheese, milk, and a fruit was served for breakfast for four days. Do you claim these meals? Correct Answer No (it is missing the grain component, which means that these meals didn’t meet meal pattern therefore it is not reimbursable).



Poll Question 12 
When reviewing the monthly menus for meal 
components, you notice that one of the lunch days has 
milk, fruit juice, fruit, grain, and meat. What do you do?  

• Edit the menus to serve a vegetable in the place of one 
of the fruit components. 

• Edit the menus to serve an additional fruit component. 
• Edit the menus to serve an additional meal component. 
• None of the above. 

87

Presenter
Presentation Notes
When reviewing the monthly menus for meal components, you notice that one of the lunch days has milk, fruit juice, fruit, grain, and meat. What do you do?  Correct answer: Edit the menus to serve a vegetable in the place of one of the fruit components. Edit the menus to serve an additional fruit component. Edit the menus to serve an additional meal component. None of the above. 



Monitoring

88



Monitoring Program/Sites
• Sponsor’s Monitor Responsibilities– see page 5 Sponsor 

Monitor’s Guide. 

• To ensure the smooth operation of the program.

• To help correct any problems before/during program 
operations.
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Presentation Notes
The monitor tasks are assigned to an administrative staff if sponsor is smaller, the tasks are essential to ensure the smooth operation of the program.Sponsor’s Monitor Responsibilities– see page 5 Sponsor Monitor’s Guide. The monitor will work with the site staff to ensure the smooth operation of the program.The monitor will also help to correct any problems that occur with the program operations.

https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSPSponsorMonitorsGuide2017.pdf


Monitoring
Pre-operational Visit
• Must complete for all new sites and sites with operational 

issues during the previous year.

Site Visit
• Must visit all sites at least once during the 1st week of 

operation. 

Site Review
• Must review each site within the first 4 weeks of 

operations. 
90
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Presentation Notes
Please read the monitoring types that must be completed by the sponsor at each site.Pre-operational visit and site visits are can be waived for sponsors in good standing, check with Sate Agency if you can receive waiver for these. 



Monitoring

Follow up Visits
• To ensure permanent corrective action has been 

implemented.

• Sample forms Sponsor Monitor’s Guide

• Keep all program documentation including monitoring 
documents for 3 years plus the current year. 
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Presentation Notes
For deficiencies found during your site review a follow up visit must be made to ensure permanent corrective action has been implemented.Sample forms are located in the Summer Food Service Program Sponsor Monitor’s Guide and in the Sponsor Packet on the DOE-CANS SFSP website.Keep document among your SFSP files for 3 years plus the current year.

https://fns-prod.azureedge.net/sites/default/files/sfsp/Monitors_Guide.pdf


State & Federal Reviews(Audits)/Inspections

• State Agency
• May contract with an outside review company.

• Health/Kitchen Inspections 
• City of Sioux Falls, DPS or IHS 

• Conducted every 3 years or sooner due to budget 
aggregate requirement.  

• Production Records for one week is required for 
inspector/reviewer.

• See Administrative Guidance for:
• Review Procedures
• Violations
• Corrective Action
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https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf


• Missing expense documentation leads to being declared 
Seriously Deficient

• South Dakota has guidance on the term Seriously Deficient.
• Sponsor receives more reimbursement than it spends –

State Agency requires corrective action to 
• Improve food quality
• Enhance monitoring and oversight

State & Federal 
Reviews(Audits)/Inspections

93



South Dakota SFSP – Seriously Deficient

•Noncompliance with bid procedures & contract 
requirements

•SFSP Memo 04-2017: Private Non-profit with IRS tax-
exempt status revoked

•Submission of false information to the State Agency (SA)
•Failure to return to SA any startup or advance payments 

which exceeded the amount earned for meals served
•Violations at a significant portion: Admin Guide pages 

94; 120; 121
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Presentation Notes
Serious Deficiencies are grounds for disapproval of applications and for termination – impacts all Child Nutrition Programs! Noncompliance with bid procedures & contract requirementsPrivate Non-profit with IRS tax-exempt status revoked are immediately terminated and declared Seriously Deficient SFSP04-2017Submission of false information to the State AgencyFailure to return to SA any startup or advance payments which exceeded the amount earned for meals servedIf you keep program requirements outlined in this presentation you won’t have to worry about violations but if you are curious about the violations that could cause meal disallowances and other problems, please read the SFSP Administration Guide pages 94, 120 and 121. 

https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP04-2017os.pdf
https://fns-prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf


Appeal Rights

• Denial of advance payment
• Denial of reimbursement claim
• Termination of sponsor or site participation in the 

program
• Denial of site application
• Denial of FSMC’s application
• Claim against sponsor for remittance of a payment
• State refusal of late payment or upward adjustment 

request
• Appeal Rights on SFSP website under Documents Tab
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Presentation Notes
Please read information on this slide about possible reasons for an appeal. 

https://doe.sd.gov/cans/sfsp.aspx


Resources

• SFSP program Flyer
• SFSP banner for open sites

• SFSP Handbooks
• SFSP menu ideas; Food Buying Guide
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SFSP program Flyer: https://doe.sd.gov/cans/documents/2022-SFSPpromo2.pdfSFSP banner for open sitesSFSP Handbooks: https://www.fns.usda.gov/sfsp/handbooksSFSP menu ideas: https://schoolnutrition.org/6--resources-and-research/archive/summer-feeding-toolkit/summer-feeding-sample-menus/

https://doe.sd.gov/cans/documents/2022-SFSPpromo2.pdf
https://www.fns.usda.gov/sfsp/handbooks
https://schoolnutrition.org/6--resources-and-research/archive/summer-feeding-toolkit/summer-feeding-sample-menus/
https://foodbuyingguide.fns.usda.gov/


Farm To School
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FARM TO SCHOOL
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Farm To School

FOR A LIST OF STATE INSPECTED FACILITIES VISIT THE ANIMAL INDUSTRY 
BOARD (AIB) HTTPS://AIB.SD.GOV/MEATINSPECTION.HTML
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https://aib.sd.gov/meatinspection.html


Poll Question 13

Please select the correct answer:

• After the administrative training, I can begin site 
operations.

• After the administrative training, I must complete the 
iCAN application and then I can begin site operations.

• After the administrative training, I must complete the 
iCAN application, receive approval of my iCAN 
application, and then I can begin site operations.

• None of the above.

Presenter
Presentation Notes
Please select the correct answer:After the administrative training, I can begin site operations.After the administrative training, I must complete the iCAN application and then I can begin site operations.After the administrative training, I must complete the iCAN application, receive approval of my iCAN application, and then I can begin site operations.None of the above.



Closing Notes

• SFSP iCAN application: Open late March or April.

o Please use the SFSP iCAN sequence of application 
packet entry form to avoid system issues.

o Application packet help old form: iCAN SFSP 
Application Manual
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Presentation Notes
Please use the SFSP iCAN sequence of application packet entry form to avoid system issues.Application packet help old form: iCAN SFSP Application Manual You can start your iCAN application now or wait till after April 29 Crash Course with CANS training on SFSP iCAN application. Manual will be updated.Please make sure your staff is trained before you fill out the iCAN application as Management Plan part will ask for the training date and I will need the training certificates to verify.People who are currently operating with USDA COVID-19 waivers can continue to operate with the same iCAN app.

https://doe.sd.gov/cans/documents/SFSPiCAN-Packet.pdf
https://doe.sd.gov/cans/documents/16-SPmanl.pdf


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 
participating in or administering USDA programs are prohibited from discriminating based on 
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights 
activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program 
information(e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact 
the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of 
hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 
877-8339. Additionally, program information may be made available in languages other than 
English.

To file a program complaint of discrimination, complete the USDA Program Discrimination 
Complaint Form, (AD-3027) found online at: How to File a Complaint, and at any USDA office, or 
write a letter addressed to USDA and provide in the letter all of the information requested in the 
form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form 
or letter to USDA by:
(1)mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 1400 
Independence Avenue, SW Washington, D.C. 20250-9410;
(2) fax: (202) 690-7442; or
(3)email: program.intake@usda.gov.
This institution is an equal opportunity provider.

Non-Discrimination Statement
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THANK YOU !
Thank you for joining us 
today!
Questions? 
• Call: 605-773-3413
• Email: 

DOE.SchoolLunch@state.s
d.us

• Survey: Click

https://doe.sd.gov/cans/
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https://forms.office.com/Pages/ResponsePage.aspx?id=fFSvcKtpbUG0plQ7XOUrmX0m3-SQysRGkQ9pqUYlfwxURTY5OEdGVU5SREkwT1JVOVQxT0g2VTNTWSQlQCN0PWcu

mailto:DOE.SchoolLunch@state.sd.us
https://forms.office.com/Pages/ResponsePage.aspx?id=fFSvcKtpbUG0plQ7XOUrmX0m3-SQysRGkQ9pqUYlfwxURTY5OEdGVU5SREkwT1JVOVQxT0g2VTNTWSQlQCN0PWcu
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