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Program Instruction











      TO:	Aging Services Access Points


	Area Agencies on Aging


	Nutrition Projects 


 


FROM:	Lillian Glickman





DATE:	January 2, 2002





     RE:	Monthly Nutrition Report Revision








In order to better analyze and monitor the operations of the Title III program, Elder Affairs is adopting an Excel spreadsheet report format to capture the information regarding meal statistics.  This program instruction conveys the instructions and revised report format for the monthly Nutrition Report - Meals Statistics and USDA Cash Reimbursement.  The spreadsheet format becomes effective with the submission of the January 2002 monthly report.  Please address questions regarding this Program Instruction to Theodore R. Zimmerman, Federal Budget Analyst, at the Executive Office of Elder Affairs.


 


Definitions





Title III-C Meals Served – All meals that meet the Title III nutrition standards as issued by Elder Affairs and are served to eligible elders in connection with the Federally funded Title III-C program are Title III-C meals.  These include; regular congregate and home delivered meals, ethnic meals, frozen meals, homeless meals, special diet meals, and other meals as approved by Elder Affairs.  Homeless meals and State funded School Lunch meals should not be included in this total.





Meals served to eligible clients under the State Home Care program by the Title III-C project and paid for by State Home Care should be included in this total.  In certain situations, meals are prepared and served from sites not channeled through the Title III-C project.  Include these meals for statistical purposes only if the meals are monitored and supervised by the Title III-C project and conform to the regulations and guidelines established by the Area Agency on Aging and Elder Affairs. 





Homeless Meals Served – A homeless meal is served to an individual who is sixty years or older and is in any of the following situations:  is a guest at a shelter; attends a soup kitchen; receives food from a food pantry; has no place to live and is “on the street”; or has no permanent housing or is in a housing crisis.  Do not include Homeless Meals Served within the total under Title III-C Meals Served.





School Lunch Meals Served – Include in this reporting category meals meeting the nutrition standards established by Elder Affairs and served to eligible elders under the School-Based Elder Lunch Program.  This program provides reimbursement under the State Elder Lunch Contract to public or independent school systems for the preparation and serving of meals to elders.  These meals are not to be included in the Title III-C Meals Served total.





Total Meals Served – The Excel spreadsheet calculates the total number of congregate and home delivered meals served.  For the purpose of defining this total, Total Meals Served is the total number of meals served to individuals for the month, including; elders and their spouses, other eligible participants, volunteers under sixty, handicapped persons under sixty (see Meal Eligibility below), and staff and guests under sixty.  The total of all eligible Title III-C Meals Served, Homeless Meals Served and School Lunch Meals Served are used to calculate reimbursement under the USDA Cash program. 





Total Meals Prepared – This is the count of all meals, congregate and home delivered, prepared by the nutrition project or the caterer.  Enter the total number of congregate and home delivered meals prepared for the month reported.  





Meals Waste Count –The difference between meals served and meals prepared.  This total is automatically calculated within the Excel spreadsheet. 





Elders, Spouses and Other Eligible Participants – See Meal Eligibility below.  All participant counts are cumulative within a given month, including counts for; Elders, Spouses and Other Eligible Participants, Staff and Guests Under 60, Volunteers Under 60 and Handicapped Under 60.  This concept is identified on the attached spreadsheet with the statement, “Total Meals Served Data must equal the Total Recipient Data.”   





Staff and Guests Under 60 – An unduplicated count of all staff and guests under sixty served a meal should be included in this figure.  An individual that falls into this category is expected to pay for the full cost of the meal.  Meals served to staff and guests under sixty are not eligible for reimbursement under the USDA Cash contract. 





Volunteers Under 60 – The nutrition project has the option of allowing volunteers under sixty to eat a meal.  Volunteers are provided the opportunity to contribute a donation as described by the contribution procedures established by Elder Affairs and the nutrition project.





Handicapped Under 60 – A handicapped or disabled individual under sixty who resides in an elderly housing project at which there is a congregate site can receive a meal and be provided the opportunity to contribute a donation.  A congregate or home delivered meal cannot be provided to a handicapped person under sixty in any other setting unless the person pays the full cost of the meal.





USDA Commodity Foods – Indicate the value of commodities received for the month reported.





Base Raw Food Costs – The minimum total of all raw food costs for a month.  For the purposes of this report, a detailed raw food cost for each category of meal served is not necessary.  Enter the base or minimum raw food costs that the nutrition project incurs during the reporting period.





USDA Cash Request – The total USDA Cash request for the month reported.  The total USDA Cash Request for any given month cannot exceed the Base Raw Food Costs.  


 


Meal Eligibility





In accordance with policies established by the USDA, and in coordination with the regulations established under the Massachusetts Elderly Nutrition Program, all of the following criteria must be met in order for a meal to be eligible for reimbursement: 





the meal or meals served must meet the nutrition requirements stated in Section 339 of the Older Americans Act which include compliance with the Dietary Guidelines for Americans and compliance with the recommended dietary allowances as established by the Food and Nutrition Board of the National Research Council of the National Academy of Sciences;





the meal or meals will be available under Title III of the OAA to individuals age 60 and over and their spouses, regardless of age, and may be available to other eligible participants under the age of 60 which include (a) handicapped or disabled individuals who reside in housing facilities occupied primarily by older individuals at which congregate nutrition services are provided; (b) individuals with disabilities who reside at home with and accompany older eligible individuals; and (c) individuals providing volunteer services during meal hours;





the meal or meals will be available under Title VI of the OAA to older Indians who have attained the minimum age determined by the tribe for services or older Hawaiians, age 60 and over, and may be available to other under age 60 eligible participants as defined under Title III of the OAA;





the meal or meals must be served by an agency which is under the jurisdiction, control, management, and audit authority of the network of state and area agencies on aging and federally-recognized tribes;





earned USDA reimbursement shall not be used to supplant funds previously earmarked for services for older person; and





no set fee to recipients shall be charged for meals provided.











Report Design and Submission Requirements





The Excel spreadsheet design is straightforward.  All Nutrition Projects are responsible for completing and submitting the report to Elder Affairs.  Freestanding Nutrition Projects are required to submit a copy of each monthly report to their associated Area Agency on Aging.





The report is divided into quarters, with a cumulative first quarter total including October, November and December and a cumulative total across the second through fourth quarters.  Nutrition Projects will submit monthly reports within the quarterly format, i.e., the spreadsheet columns for October, November, December and the First Quarter would be submitted for each of the three individual monthly reports.  The attached report indicates the printed format, as it would be submitted to Elder Affairs.  Please note the cell comments within the spreadsheet.  Complete reports in full, even if the total in a particular category is zero.  Agencies are required to begin using this format with the submission of their January 2002 report.      





Agencies can access a copy of the Excel spreadsheet in the Administrative section of www.800AGEINFO.com.  Please do not alter the built in formulas within the spreadsheet.  Nutrition Projects must e-mail completed monthly copies of the report to Theodore R. Zimmerman, Federal Budget Analyst, at Ted.Zimmerman@state.ma.us.  Submit a signed hard copy of the report to the attention of Mr. Zimmerman at Elder Affairs.  Reports are due no later than twenty-five days after the month of service.  Failure to submit reports on time will result in the delay of payments for USDA Cash funding.





Please note that the nature of this report does not permit cumulative corrections.  Should corrections be necessary within a given month, submit a revised report for the month in question.  The deadline for submission of revised reports is sixty (60) days after the month of service. 


 


USDA Cash Billing Procedures





Area Agencies on Aging that manage and operate their own Nutrition Project are required to submit monthly USDA Cash payment vouchers to Elder Affairs.  Freestanding Nutrition Projects are encouraged to submit timely reports to their associated Area Agency on Aging/USDA Cash Contractor in order to expedite payments.  The signed Nutrition Report – Meals Statistics and USDA Cash Reimbursement serves as the supporting document for reimbursement for all agencies.





USDA Cash Contractors should complete the following sections of the payment voucher, including; Vendor Name and Address, Vendor Code, Vendor’s Certification, Description, “USDA Cash”, Date of Service and Amount for reimbursement.  Refer to EOEA-PI-01-48 for USDA Cash cost reimbursement billing instructions.  Adjustments to monthly invoices based on revised Nutrition Report – Meals Statistics and USDA Cash Reimbursement reports must be noted separately on a subsequent monthly payment voucher.  Reconcile September billings in any given fiscal year on a separate payment voucher.  Submit completed monthly payment vouchers within thirty days of the month of service to the attention of Mr. Zimmerman at Elder Affairs. 
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