
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 



 

 

The United States Department of Agriculture or USDA provides funds to State 

agencies who in turn provide funds to the sponsoring organizations. Sponsoring 

organizations are responsible for reviewing, validating, and filing claims. Claims that 

are submitted for reimbursement must comply with SFSP requirements. 

A Sponsor submits a reimbursement claim to the State for every month in which 

one or more sites participate in the Summer Food Service Program. Claims are 

submitted through the Tennessee Information Payment System (TIPS). Sponsors 

have sixty days from the last day of the claim month/year to submit an original 

claim.  

 

Claims are scheduled to be paid twice monthly, on the 15th of each month and the 

last day of the month. 

To be paid on the 15th, your claim must be submitted no later than the 7th. 

To be paid at the end of the month, your claim must be submitted no later than the 

21st. 

Note: Claims cannot be created for a month if there is no approved Application 

Packet in effect for that period. 



 

Summer 2021 reimbursement rates:  
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For more information on the 

breakdown of reimbursement rates, 

visit the Federal Register page at 

govinfo.gov.  

 

The top chart indicates the 2021 reimbursement rates combined. This includes the 

operating and administrative component rates.  

 

The reimbursement is based on the number of each type of meal served multiplied 

by the rate for that type of meal, preparation method (vended or self-prep), and site 

location (rural or urban).  

 

Sponsors supply meals to each site and submit claims for reimbursement based 

upon how many meals are served.  

 

Note: Sponsors may not submit claims until their Application Packet has been 

approved for the respective program year.  

When filling out your application, sponsors must enter anticipated enrollment (how 

many children you will serve), each meal type (up to two meals) and the number of 

service days (how many days you will serve). This will give you a projected 

reimbursement.  

 

Note: This information is also used to calculate the bond amount for sponsors 

needing to obtain a bond. 



 

The Claims Menu allows Sponsors to submit monthly online reimbursement claim 

requests to the State, review claim rates, and review historical payment summaries.  

Various dates are used in the TIPS claims function. The following table identifies and 

describes the dates used. 

 

Date Created - This date is set to the current system date when the claim is initially 

created. 

 

Date Modified - This date is set to the current system date when the claim is 

initially created and each time the claim is saved. 

 

Date Received - This date is typically set to the date the claim was first submitted 

to the State. The date can be changed by an authorized State user via the Internal 

Use Only section of the claim form until the claim has been processed for payment. 

The value of this field is used to validate the 60-day submission claim rule on an 

original claim. 



 

Date Accepted - This date is set to the current system date each time the claim is 

submitted for payment and contains no errors. If errors are detected during the 

submit process, the date is not set.  

 

These claims are identified with a status of “Accepted.” Accepted claims can be 

modified until they are included in a payment batch. 

 

Date Processed - This is the date that the claim was added by the State into the 

batch payment process (in the Accounting module). Once the claim has been added 

to a batch (i.e., “batched”), it cannot be modified.  

 

These claims are identified with a status of “Accepted*” until the batch process has 

completed. When the batch process is completed, the status of the claim is 

“Processed.” 

 

If a change is required to a claim that has a status of “Accepted*” or “Processed”, a 

revised claim must be entered into the system. 

1. On the blue menu bar, select Claims. The Claims menu screen displays.  

 

2. From the Claims menu, select the Claim - SFSP. The Claim Year Summary 

screen displays.  



 

The Claim Year Summary, as seen, summarizes information regarding the claim for 

each claim month in the designated year: 

Adjustment Number: identifies the number of revisions associated with the 

claim. Each revision must be re-processed by the state. 

 

Claim Status: Identifies the current status of the claim. 

 

Date Received: Identifies the date the system initially received the claim 

submission.  

Date Processed: Identifies the date the claim was included in the payment 

batch process. 

 

Earned Amount: Identifies the current value of the claim. 

 

3. From the Claim Year Summary screen, select the Claim Month you would like 

to submit a claim. The Claim Month Details screen displays. 

 

Note: Claims cannot be entered for months that are greyed out. 



 

From the Claim Month Details screen, you can access a specific claim form or a 

summary of the submitted claim. 

 

If the claim has been processed for payment, the options are View (to view the 

completed claim form) or Summary (to view the calculated payment summary 

related to the claim).  

If the claim has been accepted by TIPS but not processed for payment, the options 

are View (to view the completed claim form), Modify (to enter a new claim or modify 

an existing claim) or Summary (to view the calculated payment summary related to 

the claim).  

 



 

All SFSP Sponsors perform site-level claiming. The Sponsor will first select Add 

Original Claim from the Claim Months Detail screen. The Claim Site List screen will 

display. 

 

The Sponsor would use the Claim Site List screen to select the site whose claim to 

add, view, modify or revise. 

 



 

Claims can be entered for each eligible month in the Program Year. Eligible months 

are determined based on an approved Application Packet and the designated 

application effective date (identified by the State in the Internal Use Only section of 

the Sponsor and Site applications). 

  

1. From the Claims menu, select Claim - SFSP. The Claim Year Summary screen 

displays.  

2. Select the desired Claim Month. The Claim Month Details screen displays.  

3. Select Add Original Claim button. For site-level claiming, the Claim Site List 

screen displays.  

Note: The Add Original Claim button will only display on Claim Month Details 

screens that currently have no claims created.  

 



 

4. Under Actions, select Add to the left of the Site Name you wish to add an 

original claim. The Claim for Reimbursement screen displays 

5. For each site claim, enter claim information for all enrolled programs.  

 

Now, we will discuss the four areas under Step 5. 

  



 

5A (1-5) This is where you will enter the Total Number of Days Food was Served. This 

information will be gathered from the Site Applications and Daily Meal Count Sheets. 

 



 

5B (6-10) This is where you will enter the number of first meals and/or second 

meals that are Self-Prep and/or Vended-Rural meals served to children. This 

information will be gathered from the Site Applications and the Daily Meal Count 

sheets. Report only meals meeting the requirement on the agreement. By 

completing the Camp Meals Served column, you certify that the Actual Eligible 

Average Daily Participation (ADP) for each Camp session is correct and accurate on 

the Site Application. 

 



 

5C (11-15) This is where you will enter the number of first meals and/or second 

meals that are Vended-Urban meals served to children. This information will be 

gathered from the Site Applications and the Daily Meal Count Sheets. Report only 

meals meeting the requirement on the agreement. By completing the Camp Meals 

Served column, you certify that the Actual Eligible Average Daily Participation (ADP) 

for each Camp session is correct and accurate on the Site Application. 

 



 

5D (16-20) This is where you will enter the number of non-reimbursable meals 

served according to their category. These are meals served to ineligible children, 

program adults and/or non-program adults. This information will be gathered from 

the Daily Meal Count Sheets. 

 

6. Select Save. If there are no errors, the data is saved and the user is returned 

to Claim Site List screen. 
 



 

7. Repeat Steps 3-6 for each desired site.  

8. Once all site claims are completed, select the Continue button on the Claim 

Site List screen. The Claim Month Details screen is displayed. Review the data 

for accuracy.  

o To make a modification or correction to the claim, select the <Back button 

to return to the Claim for Reimbursement screen  

o To submit the claim, check the Certification box and select the Submit for 

Payment button.  

Note: When the Submit for Payment button is selected, the system performs 

additional edit checks (e.g., 60-day rule, etc.). If the system identifies errors, the 

errors must be corrected before the user can submit the claim for payment.  

 



 

Claims can be modified as many times as desired until the claim has been submitted 

and processed by the State for payment distribution. 

1. From the Claims menu, select Claim - SFSP. The Claim Year Summary screen 

displays.  

2. Select the desired Claim Month. The Claim Month Details screen displays.  

3. Select Modify. The Claim Site List screen displays.  

 

4. Under Actions, select Modify to the left of the Site you wish to view. The Site Claim 

Report screen displays. 

5. Update claim information.  

6. Select Save. If there are no errors, the data is saved and the user is returned 

to Claim Site List screen. 

 



 

7. Repeat Steps 4-6 for each desired site claim you would like to modify.  

8. Once all site claims are completed, select the Continue button on the Claim 

Site List screen. The Claim Month Details screen is displayed. Review the data 

for accuracy. 

9. To submit the modified claim, check the Certification box and select the Submit 

for Payment button.  

Notes:  

• The Summary link is not active until a claim has been submitted with no 

errors.  

• When the Submit for Payment button is selected, the system performs 

additional edit checks. If the system identifies errors, the errors must be 

corrected before the user can submit the claim for payment.  

 



 

Claim revision resulting in a downward adjustment may be submitted at any time. 

Claim revisions resulting in an upward adjustment may be submitted if the date of 

submission is within 30 days of the last day of the original claim month. Revised 

claims must be re-processed by the State regardless of their original status.  

1. From the Claims menu, select Claim - SFSP. The Claim Year Summary screen 

displays.  

2. Select the desired Claim Month. The Claim Month Details screen displays.  

3. If the Sponsor is performing site-level claiming, the Claim Site List screen 

displays. Under Actions, select Revise to the left of the Site Name whose claim 

you wish to revise. The Claim for Reimbursement screen displays 

4. Make any necessary changes to the claim. 

 



 

5. Select Save. If there are no errors, the data is saved and the user is returned 

to Claim Site List screen 

6. Repeat Steps 3-5 for each desired site.  

7. Once all site claims are completed, select the Continue button on the Claim 

Site List screen. The Claim Month Details screen is displayed. Review the data 

for accuracy. 

8. To submit the revised claim, check the Certification box and select the Submit 

for Payment button. 

A claim may need revisions due to a sponsor receiving a request in an audit report. 

Along with a Corrective Action Plan (CAP), a sponsor may need to revise a claim due 

to an overpayment. This revision in some instances will allow the funds to be 

recouped from future payments. 

Note: Revised claims must be re-processed by the State regardless of their original 

status.  

 



 

If the Sponsor has entered a claim in error and the claim has not been included in 

the batch payment process (i.e., the status of the claim is NOT “Accepted*” or 

“Processed”), the claim can be deleted. 

1. From the Claims menu, select Claim - SFSP. The Claim Year Summary screen 

displays.  

2. Select the desired Claim Month. The Claim Month Details screen displays.  

3. Select Modify.  

4. Select Modify to the left of the Site Name you wish to view. The Claim for 

Reimbursement screen displays 

 

 



 

5. Select DELETE in the Edit menu in the upper-right corner.  

6. The system transfers you to the bottom of the screen and a warning 

message is displayed. 

7. Select the Delete button at the bottom of the page. A confirmation message 

displays.  

8. Select Finish. 

Once the claim has been deleted, it is permanently removed from the application 

and cannot be restored. Use caution before deleting a claim.  

 



 

Sponsors of all types of sites are permitted to combine claims: 

 

• For 10 operating days or less in their initial month of operations with the 

claim for the subsequent month; 

• For 10 operating days or less in their final month of operations with the claim 

for the preceding month; or 

• For 3 consecutive months, as long as this combined claim only includes 10 

operating days or less from each of the first and last months of program 

operations. 

If the Sponsor happens to be operating only 1 month that is LESS than 10 days, the 

State must instruct the Sponsor to increase the number of operating days to 10 or 

greater. Since the claim is calculated based on the number of meals and not the 

number of days, this will not cause a calculation problem and will allow the Sponsor 

to submit a claim into the system. 

The Sponsor would check the month that has less than 10 days on the Claim Site 

List screen next to “Combine Month With” (This Sponsor chose to combine the 

March claim with the April claim). Notice that March is greyed out. The claim 

numbers for March will be entered in the April claim. Once the Sponsor enters the 

claim, the Claim Year Summary screen will display which months have been 

combined. 



 

You can see in the Site Application that the Sponsor only operated 5 days in March. 

April operated for 21 days. The Sponsor chose to combine the March claim with the 

April claim.  

When the Sponsor entered the claim for April, the Sponsor entered 26 days for the 

Total Number of Days Food Served. This is possible because the Sponsor checked 

the box for March in the previous screen.  

 



 

• Program: 

• Claim Month: 

• TIPS ID Number: 

• Date of the Request: 

• Organization’s Name 

• Reason for missing the claim deadline: 

• Corrective action to ensure deadlines are met moving forward 

• Signature and title of person submitting request 

Note: A sponsor that has been granted a one-time exception cannot request 

another exception for 36 months. 

Recordkeeping is important for substantiating claims. Good recordkeeping will 

assist the sponsor in avoiding findings which may result in disallowed meals, 

recoupment of funds, Serious Deficiencies (SDs) and possible Program suspension 

and/or termination.  

 

Records must be kept for 3 years plus the current year. For example, we are in the 

2020-2021 Fiscal Year. The Sponsors would need to have records dating back to the 

2017-2018 Fiscal Year. These records can include the following: 
 

• Documentation of the monitoring review during the first 4 weeks of 

operation if available at time of initial visit to sponsor. If not, then at time of 

claim verification sponsor visit 

• Menus (for review month) 

• Site information sheets listing current sites, meal types and meal 

times/types. This information should be in the Site application of TIPS. 

• Food service management company contract/s (if applicable) and any other 

documentation pertaining to the meal service. 



 

• Daily and/or weekly meal count records 

• Delivery Tickets (if applicable) 

• Documentation of any program income 

• Administrative and Operational cost documentation (timesheets, mileage 

claim records, receipts for expenses, inventory control sheets, invoices, bank 

records) 

One very important record for submitting claims is the Daily Meal Count Form. Each 

site must take a point-of-service meal count every day. This form may be used for 

the daily meal count.  

 

• Line 1 equals the total 

meals available. That 

number equals the 

number of meals 

received or prepared 

plus the number of 

meals available from the 

previous day.  

• Line 2 equals the total number of first meals served to children. Cross out 

each number as a child receives a meal. Include any teenagers, 18 and under, 

paid or unpaid, who are helping at the site. (If more than 150 children are 

served at the site, use the optional second page. For sites needing the 

second page, we suggest printing this form front to back.)  

 



 

• Line 3 equals the total number of second meals served to children. 

(Remember, reimbursable meals are limited to no more than two percent of 

the total number of first meals served.)  

• Line 4 equals the total number of meals served to Program adults. “Program 

adults” are adults who work directly as part of the operation of the food 

service. This includes all adults who prepare meals, serve meals, clean up, or 

supervise the children. This does not include teenagers, 18 and under, who 

may perform these tasks at the site. Meals for children 18 and under are fully 

reimbursable, and you would count these meals on Line 2.  

• Line 5 equals the total number of meals served to non-Program adults. 

“Non-Program adults” are adults who are not directly involved in the 

operation of the food service. Non-Program adults include any sponsor 

administrative staff, such as monitors or sponsor directors, or State or 

Federal reviewers.  

• Line 6 equals the total number 

of meals served, which is the sum of 

Lines 2 – 5.  

• Line 7 equals the total number 

of meals that are unusable because 

they are damaged, incomplete, or 

otherwise non-reimbursable.  

• Line 8 equals the total number 

of leftover meals, which is calculated 

by subtracting Line 6 from Line 1.  

• Line 9 equals the sum of Lines 6, 7, and 8. It accounts for all meals and 

should equal Line 1.  

• Use the line at the bottom of the form to record the number of children 

requesting a (first) meal after all available meals were served. This 

information is helpful in adjusting meal orders upward.  

• The site supervisor must sign and date the meal count form. 



 

Sponsoring organizations are required to perform edit checks prior to the 

submission of a claim to ensure it is valid. Here are a few of the impacts of the 

submission of an invalid claim. 

• Denial of claim payments 

• Request for reimbursement of paid claims 

• Fines 

• Possible imprisonment 

• Administrative Guidance for Sponsors: https://fns-

prod.azureedge.net/sites/default/files/sfsp/SFSP_Admin_Guide_Sept2016.pdf  

• SFSP Handbooks: https://www.fns.usda.gov/sfsp/handbooks  

• 7 CFR 225 

• FNS Instruction 796-4 Rev. 4 

• Tennessee Information Payment System (TIPS) Download Forms section 

 

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


 

 



 

 



 

 



 


