Annual Contract Application and Instructions for the Special Milk Program
Please use the following checklist to assist in completing the Special Milk Program Contract, PI-1465.  The School Nutrition Team staff finds that when this checklist is accomplished, most contracts have been completed accurately and are ready for approval.  Retain this checklist in your file.

GENERAL INFORMATION:
 (page 1, section I)

· All information has been filled in as requested.  This basic information will be utilized to issue program
information and claim payments.  Please insure our ability to serve you well with accurate addresses and phone numbers including extensions. Home addresses will not be accepted.
CERTIFICATION STATEMENT: (page 1, section II)

· The information contained in Part IV. Agreement and Part V. Policy Statement was read thoroughly and the 
signing authority agrees to all statements.
· The appropriate person has read, signed, and dated, the certification statement in ink.  Print the title of the
representative of the School Food Authority signing the statement.

CONTRACT APPLICATION: (page 1, section III)

· All information requested in items 1 through 3 is provided.

AGREEMENT: (page 2, section IV)

· Carefully reviewed 
· Signature on page 1 attests to the conditions of the contract.

POLICY STATEMENT: (pages 3-5, section V)

A. POLICY STATEMENT – NON DISCRIMINATION/ACCOUNTABILITY: (page 3, section V-A)

This section is to be completed only when the School Food Authority is:
· Operating under a pricing plan but charges all students the same price for provided (opts not to provide milk free to students from households who may meet the established free milk guidelines). 

· –OR– when operating under a non-pricing program (district policy to serve milk free of charge to all

students). 
· Accountability procedures are fully described on page 3 detailing the procedures to provide
daily Point of Service (POS) records of milk actually served to eligible students.

B. POLICY STATEMENT FOR FREE MILK ELIGIBILITY: (pages 3-5, section V-B)
(Pricing Program with free milk for eligible students)

This section is applicable only when the School Food Authority charges for milk and opts to provide milk free to students from households who meet the established free milk guidelines.  This statement when completed and approved becomes the Policy Statement of the School Agency.  Materials in the Income Eligibility Guidelines and Applications Materials for Free Milk packet (listed on our website at: http://dpi.wi.gov/fns/doc/smp_sch_eligibility_app0809.doc) are to be reproduced on your school stationary as shown.  Special care must be taken to complete this very important section of the contract accurately.
· The Policy Statement for Free Milk Eligibility was thoroughly read.

· The name, title and address of the designated Hearing Official are filled in on page 4, D12.
· The name(s) and title(s) of Determining Official(s) are filled in on page 4, E.
(OVER)

STUDENT ANONYMITY AND MILK ACCOUNTABILITY SYSTEM (Page 5, section V-B, part K)

1. Money Collection and Ticket Issuing Procedures:
· Thoroughly read the detailed description of procedures utilized to protect and assure the anonymity of          students receiving free milk.

· Detailed money collection procedures are outlined for elementary, junior and senior high schools, where applicable.

2. Milk Accountability Procedures:

· Thoroughly read bottom half of page 5 where applicable accountability methods for all schools are detailed.

· Description assures accurate daily counts at Point of Service (POS) are obtained as requested.

SCHEDULE A – PARTICIPATING SCHOOLS (page 6)

· Number of schools shown in item 2, page 1 of the Application portion of the contract is equal to number of schools shown on Schedule A, column 1, or a notation explaining the difference is provided.

· Grades in each school building are indicated (column 2).
INCOME ELIGIBILITY GUIDELINES AND FAMILY/STUDENT

APPLICATION MATERIALS FOR FREE MILK - Only if Utilizing the Free Milk Option
(Materials are located on the website: http://dpi.wi.gov/fns/specmlk1.html )

1. Family Size Income Scale (page 1, Family/Student Application Materials)
· The determining official understands that this family – size income scale (page1) must be used to determine student free milk eligibility for the contracted school year.
2. Letter to Households (page 1, Family/Student Application Materials)

· The school agency name is filled in and is the same as that shown on page 1 of the contract.
· Milk fee to students is shown.

· The hearing official’s name, address and telephone number are filled in and are the same as shown in item D.12, page 4 of the contract.

3. Family/Student Application for Free Milk (pages 2&3, Family Student Application Materials.)
· Telephone number for assistance with the application is provided at top of pages 2 and 3 of application.

4. Notification Letter for Free Milk ( page 4, Family/Student Application Materials)
· The hearing official’s name, address and telephone number are filled in and are the same as shown in Item D.12, page 4 of the contract.

· Name and title of Authorized Representative is completed.

5. Public Release (page 5,  Family/Student Application Materials)

· The names of the news media and any known employers contemplating layoffs who will be sent copies of
the public release are shown in the space provided.

· Date public release is to be sent is shown.

· Name of school food authority is filled in and is the same as shown on page one of the contract.

· Title of the Determining official is filled in and is the same as shown in Item E, page 4 of the contract.

· Name, title, address and telephone number of Hearing official are filled in and are the same as shown in
Item D.12, page 4 of the contract
When all items above are checked off, your contract is ready for initial submission to DPI for approval. Please make a copy of the completed contract for your records prior to submission, sign both the copy and the original in ink, and mail the original to the address at the top of the contract.  Keep the copy of the contract for your files.  An approved copy of the contract will be returned only if you did not have a signed agreement for the Special Milk Program last year (your school is a new program).  You may want to use the Free Milk Policy Information to begin your parental notice and application process.  If you have any questions, please direct them to the contact person listed on the cover letter of the packet.
