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POLICY

Proper documentation is provided to solicit USDA program funds. To ensure funds are available to continue services.

PROCEDURE
· Attendance and meals provided are recorded in the classroom on the attendance form.

· Attendance sheets are turned into the classroom supervisor weekly by Friday noon.

· The classroom Supervisor turns the attendance sheets into the ISS (Information Services Specialist) by Friday at 5 pm 

· The ISS confirms that the information is correct by comparing the written sheets to the data entered in Genesis Earth, and finalizes attendance in the Genesis Earth database to prevent further editing by the 10th of the following month.

· The ISS compiles the monthly USDA report 
· The ISS prints three copies of the reimbursement. One is sent to the Health Services Program Manager (HSPM), one to the Nutrition Specialist (NS), and the other is filed. 
· After information is reviewed by the NS, and the HSPM the ISS uploads the claim.

· Once all information is reviewed and correct the NS will certify and submit the claim for reimbursement.

This Policy complies with head Start Performance Standards 1304.51(h)(1)(2),  § 1304.51 Management systems and procedures.

