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Form FNS-10 Instructions (10-99) [

Click this link to open the PDF file containing the FINS-10 (10-99) form and mnstructions in a new window: FINS-10 pdf
INSTRUCTIONS
(ALL ITEMS SELF-EXPLANATORY UNLESS NOTED BELOW)

For each applicable month, all schools, residential and nonresidential child care institutions, and summer camps known to have operated a
pragram during the month being reported should be accounted far on this report. The 30-day report should include “actual” data from valid
claims on hand. and “estimated” data for those claims which have not been validated or received by the reporting due date. In any event
data reported which is not based on valid claim data should represent the best estimate of the reporting office of the actual level of operation
The 30-day report is due in the FMNS Regional Office 30 days following the month being reported

A G0-day report is not required

The 90-day report containing only valid final claim data must be submitted to the FNS Regional Office within 90 days following the month
being reported. The 90-day report must not contain “estimated” data for any item

For completion of the Form FMNS-10, the fallowing reporting schedule should be followed

ltems & through 9, MOMNTHLY

ltems 10 through 16, ONCE A YEAR, Octoher

ltem 17, OMNCE A YEAR, July

If any of the items do not apply to the State Agency's operation, please leave appropriate spaces blank

DEFINITIONS {for the purpose of this repart)

1. “Average Daily Meals™ is the number of meals served on an average day during the month being reported. It may be determined in
accordance with the following example: School A served for 20 days a total of 2,000 meals; 2,000 divided by 20 equals an average of 100
meals served daily. School B served for 16 days a total of 2,400 meals; 2,400 divided by 16 equals an average of 150 meals served daily
School C served far 30 days a total of 1,800 meals; 1,800 divided by 30 equals an average of 60 meals served daily. One hundred [Average

daily meals served for Schoal A) plus 150 {Average daily meals served for Schoal B) plus 60 (Average daily meals served for School C)
equals 310, total aggregate average daily meals for the three schools
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The reporting office may use any valid method to determine the number of average daily meals. The method chosen however, should provide
a result similar to the result obtained in the calculation method cited above. Under normal circumstances. the number of average daily meals
should not vary appreciably from one month to the next. If there is any significant monthly change in the number of average daily meals
served, it should be explained in the "Remarks” section of the report

Mote: Unless all schools and residential child care institutions in the State have the same number of food service operating days. do not
divide total meals served in the State by the number of calendar school days in order to determine the number of average daily meals for the
State. This method will result in significant monthly variations in the data reported, and is not an accurate measure of the number of average
daily meals

In addition to the "Paid.” "Free.” and "Reduced Price” meals reported each month, “Average Daily Meals™ is the primary element used by FNS
during the fiscal year to project State agency operational levels

2. A Commodity School” is a school that does not participate in the MSLP but which operates a nonprofit lunch program and receives
donated foods, or receives donated foods and cash or services of a value of up to & cents per lunch in lieu of donated food for processing and
handling the foods

3. ATFEree Meal” is one which is served to a needy child determined to be eligible for such meal under the eligibility criteria of the School
Food Authority or residential child care institution approved by the State Agency

4. "Eree Milk™ is milk served under the Special Milk Program to needy children determined to be eligible for such milk under the eligibility
criteria of the School Food Autharity or child care institution approved by the State Agency

5. Membership (Enrollment] — A pupil is a member of a schoal from the date he presents himselftherself at school and is placed on the
current roll until he/she permanently leaves the school for one of the causes recognized as sufficient by the State. The date of permanent
withdrawal should be the date on which it is officially known that the pupil has left school, and not necessarily the first day after the date of
last attendance. Membership is obtained by adding the total original entries and the total reentries and subtracting the total withdrawals: it
may also be obtained by adding the total number present and the total number ahsent. This term is also known as the number belonging
This same definition may be applied to residential child care institutions

Membership should be based on the State agency’'s best assessment of available records for the month of October. Membership may be
determined either by using one operating day or by averaging several or all operating days in October

6. A "Monresidential Child Care Institution” is a licensed nonschool public or nonprofit private institution providing day care senices where
children are not maintained in residence

7. A7Paid Meal” is ane which is served to a child who has not been determined to be eligible to receive “free or reduced price meals,” as
defined herein

8. A Reduced Price Meal” is ane which is served to a needy child determined to be eligible for such meal under the eligibility criteria of the
School Food Authonty or residential child care institution aceroved by the State Aoency. The reduced meal orice must be less than the full
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8. A Reduced Price Meal” is ane which is served to a needy child determined to be eligible for such meal under the eligibility criteria of the |
School Food Authority or residential child care institution apprmed by the State Agency. The reduced meal price must be less than the full
meal price and must he 40 cents or less for lunches and 30 cents or less for breakfasts

|

9. A “Hesidential Child Care Institution” is a public or licensed nonprofit private organization including but not limited to orphanages. homes
for the mentally retarded. etc.. where children are maintained in residence

10. A "Scheoal” is an educational unit of high school grade or under operating under public or nonprofit private ownership in a single building or
complex of buildings. When separately administered elementary and secondary grade levels are housed in the same building, each is
considered a separate school. YWhen bath levels are administered as one unit, it should be considered a single school

11. A "School Food Authority™ is the governing body which is responsible for the administration of one or more schools and which has the
legal authority to operate a lunch program therein

12. A school with "Severe Need” is a school which is approved for School Breakfast Program reimbursement in excess of the specified
standard rates of reimbursement

13. TTotal Meals™ and "Total Half-pints of Milk™ are all free. reduced price, and paid meals and all free and paid milk served during the manth |
being reported to all eligible children participating in the child nutrition pragrams covered by this report

14. A “site” is a nonschoal facility participating under the agreement of a School Food Authonty and offering afterschool snacks

15. “Area eligible™ means a school or site located in the attendance area of a school in which at least 50% of the enrolled children are
certified eligible for free or reduced price meals

MONTHLY REPORTING

If complete valid claim data is not available for ltems 5 through 9 by the due date, estimates will need to be developed in order to complete
the 30-day report. While the reporting office may use whatever methn:u:ls are most suitable to their needs, the following methed is suggested

Faor all claims not received for schools and institutions known to be operating a program(s), adjust the most recently received valid claim
record availahle for a full operating month for each reporting unit to the days of operation for the current month. The sum of the estimated
outstanding claims should be reported on the "estimated data” line. The sum of the valid claims received should be reported on the "actual
data” line. The sum of estimated outstanding claims when added to the tabulation of valid claims actually received should be reported on the
“total data” line

It should be noted that this method may not be appropriate for estimating data for the summer months, the beginning of the fall school term
or any other month affected by inclement weather, strikes, widespread illness, etc

Any estimation method used by the reporting office will be measured by FNS for accuracy. Reporting offices should make reasonable
adjustments for any known program growth or decline [
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5a. Enter in appropriate columns the total number of lunches served in schools and residential child care institutions to eligible participants
Any lunches served to persons not eligible for program participation or any served that do not meet the Lunch Pattern Requirements are
examples of lunches that must not be reported. {Include all lunches reported in 5b.)

Sh_Enter total number of lunches served in school food authorities that qualify the State for additional payment

Hc. Enter in appropriate columns, the total number of snacks served to eligible children in after school care programs as authaorized by
regulation. Any snacks served to persons not eligible for program participation or any served that do not meet the meal pattern requirements
are examples of snacks that must not he reported

5d.Enter in Calumn B, the total number of snacks served free to children in afterschool care programs in area eligible schools and sites. Any
snacks served to persons not eligible for program participation or any served that do not meet the meal pattern requirements are examples of
snacks that must not be reported

6. Enterin appropriate columns the number of breakfasts served in schools and residential child care institutions to eligible participants
Include breakfasts served in schools and residential child care centers designated by the State Agency as Severe MNeed programs. Any
breakfasts served to persons not eligible for program participation, or any served that do not meet at least the basic meal requirements are
examples of breakfasts that must not be reported

7. Following the same procedure as for ltem &, report only free and reduced-price breakfasts served in the Severe Need programs. Those
breakfasts should be included in ltem 6. Report the total of free and reduced-price Severe MNeed breakfasts in Column D of ltem 7

8. Enterin appropriate columns the number of lunches served to eligible participants. Include lunches served in both Commeodity schools
and Commodity residential child care institutions. Any lunches senved to persons not eligible for program participation, or any served that do
not meet the requirements as set forth in Part 21010 of the NSLP regulations, are examples of lunches that must not be reported

Forltems 5.6, 7. 8, 10, and 11, Column E, compute “Average Daily Meals™ in accordance with Definition Mo. 1
9. Enter in appropriate columns by applicable outlet unit the number of half-pints of milk served in the Special Milk Program (SMP) to
eligible participants. Milk served in nonpricing outlets should be counted as paid milk served. Include SMP milk served in residential child
care institutions with milk served in schools
ONCE-A-YEAR REPORTING
FOR THE MONTH OF OCTOBER
(90-day report only)

ltem
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10. Enter in appropriate columns the number of lunches, breakfasts and snacks served in private schools to eligible participants. Any meals
served to persons not eligible for program participation, or any served that do not meet at least the basic meal requirements are examples of
meals that must not be reported. For ltem 10e. report the total of free and reduced-price Severe MNeed breakfasts in Calumn D

11. Enter in appropriate columns the number of lunches, snacks, and breakfasts served in residential child care institutions to eligible
participants. Any meals served to persons not eligible for program participation, or any served that do not meet at least the basic meal
requirements are examples of meals that must not be reported. For ltem 11d. report the total of free and reduced-price Severe MNeed
breakfasts in Column D

12. Enter in appropriate columns the number of public schools participating in the child nutrition programs covered by this report. Report in
Column G the total number of public schools and sites sening afterschool snacks, including area eligible schools and sites. Report only the
area eligible public schools and sites in Column H. Enter in the appropriate columns the aggregate membership (enrollment) of participating
public schools only

13. Enter in appropriate columns the number of private schools participating in the child nutrition pragrams covered by this report. Report in
Column G the total number of private schools and sites serving afterschool snacks, including area eligible schools and sites. Report only the
area eligible private schools and sites in Column H. Enter in the appropriate columns, the aggregate membhbership (enrollment) of participating
private schools only

14. Enter in appropriate columns the number of residential child care institutions (public and private combined) participating in the lunch
snack, breakfast, commodity, and milk programs and their aggregate membership (enrollment)

15. Enter in Column F the number of children approved for free lunches in public schools, private schools, and RCCIS, and the number of
children approved for reduced-price lunches in public schools, private schools, and RCCIS

16. Enter in Calumn L the number of nanresidential child care institutions {public and private combined) paricipating in the Special Milk
Program

ONCE-A-YEAR REPORTING
FOR THE MONTH OF JULY

17. Enter in Column L the number of nonprofit summer camps (public and private combined) which served milk in the Special Milk Program
during the month of July

ONCE-A-YEAR REPORTING l"]
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