QUICK GUIDE: Disallowed Meals Report [

WHAT IS IT? Filing a claim without review-
ing this report is like turning in
a test without double-checking
your answers! Reviewing it is
crucial because:
¢ |t Saves You Money: Many
disallowances are just
simple clerical errors (like a
missed menu or a typo in
a birthdate). Finding and

Think of the Disallowed Meals Report as your claim’s final quality check. It provides a list of meals that

are currently flagged as non-payable or disallowed for a specific calendar month.

Common reasons meals end up on this report include:

e Missing Forms: A child doesn’t have a valid enrollment form in the system.

e Missing Menus: Meal counts were recorded, but no menu was entered.

e Time & Date Errors: Meals were claimed outside of your site’s approved operating hours or days.

e Capacity Overages: More children were checked in than your license allows for that specific age
range or meal.
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® THE GOLDEN RULE FOR CLEARING ERRORS @

Here is the most important part of the entire process (and the step that trips the most people up!):

Simply fixing the error in the system will not magically make it disappear from your screen or the report.

To get the errors cleared off your screen:

1. Find the error on the report and go fix it in the system (e.g., add the missing menu or update the child’s file).

2. Navigate back to your dashboard and click the “Check for Errors” button AGAIN.

3. The system needs to re-evaluate your data. Only after you click that button a second time will the fixed errors clear off the screen and
update your report!

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color,
national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity. Program information may be made available in languages other
than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact
the responsible state or local agency that administers the program or USDA's TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/
sites/ default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The
letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights
(ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted 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; or (2) fax:(833) 256-1665 or (202) 690-7442; (3) or email:program.intake@usda.gov.



