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Claim Timeframes  
These instructions will cover details about the claiming process and how to submit a claim for the Fresh 
Fruit and Vegetable Program in MAPS (starting on Page 5).   
 
To start, you will submit a claim each month, by the 10th of the following month, for the expenses you 
had that month. For example, if you were submitting a claim for October, you would submit it by 
November 10th and it may include:  
 

●​ Food: The cost of all fruits and vegetables you served in October, even if you bought them in 

September. 

●​ Labor & Supplies: The costs for staff time to serve and prepare FFVP and supplies used in 

October. 

●​ Administration: The costs for administrative tasks, like submitting the claim for the month of 

October or large equipment purchased in October. 

 

What can be claimed?  
●​ Fruit and Vegetables 

○​ Fresh fruits  

○​ Fresh vegetables 

○​ Dips that are low-fat or fat-free to be served with vegetables 

○​ Costs for shipping or the delivery charges of the produce  

●​ Operational Costs 

○​ FFVP-related labor hours for staff who wash and chop produce, prepare trays, distribute 

snacks to classrooms, or clean up after service. 

○​ Small supplies including napkins, paper plates, serving cups, serving utensils, and small 

equipment/tools (such as, rolling carts, cutting boards, peelers, etc.) are allowable costs 

if used primarily for the FFVP. Note: If these items are also used for other programs (like 

breakfast or lunch), you must prorate the cost based on the usage ratio between the 

FFVP and those other programs. 

●​ Administrative Costs 

​ Limited to 10% of the total FFVP grant 

○​ FFVP-related labor hours for staff performing tasks like submitting monthly claims. 
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○​ Large Equipment (>$1,000): This includes items like dedicated FFVP refrigerators, 

industrial slicers, etc.. Important: You must receive approval from the OPI via this 

form before making the purchase and claiming it.  

Important: Most FFVP funds must be used for purchasing fresh fruits and vegetables. Non-food 

costs must be reasonable based on the program's scope (e.g., serving frequency and preparation). 

Labor costs (operating or administrative) must be minimal (FFVP Handbook, Pages 22-24).  

Who Submits a Claim?  
The Claim Contact is the person at your school responsible for submitting monthly reimbursement claims 

for programs such as the National School Lunch Program, School Breakfast Program, and Afterschool 

Snack Program. They will also submit the claim for the FFVP. You can verify who your school's Claim 

Contact is by checking under "Applications - Application Packet" in MAPS. 

 

If you have a change in staff or someone on your team needs Claim Contact access, please complete the 

MAPS User Access Request Form. There should only be one person at your school district with Claim 

Contact access.  

 

What Claim Documentation is Needed?  
All claims must be supported by documentation for the requested amount. While this documentation 

does not need to be submitted with the claim, it must be kept on file for the current school year plus an 

additional three school years. Please note that this cost documentation will be reviewed during an 

Administrative Review. Adequate documentation methods are listed below. 

 

For Fruit, Vegetable, and Small Supplies FFVP Purchases  

Receipts or invoices with the purchases made. If it’s on the same receipt/invoice as other school 

nutrition food purchases, highlight the FFVP ones! See an example below:  
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https://docs.google.com/forms/d/e/1FAIpQLSelPNWlvBhIpV-ppKaw_tqV40zjvekTk5LEW4yMeoM11ofHJA/viewform
https://docs.google.com/forms/d/e/1FAIpQLSelPNWlvBhIpV-ppKaw_tqV40zjvekTk5LEW4yMeoM11ofHJA/viewform
https://fns-prod.azureedge.us/sites/default/files/resource-files/handbook.pdf
https://opi.mt.gov/LinkClick.aspx?fileticket=Xf8OF3AXbSc%3d&portalid=182


For FFVP Labor Hours  

A calendar for the month detailing the days and the specific amount of time each staff member worked. 

Other tracking methods containing the same information are also acceptable. See an example below: 

 

 

 

You have the option to keep a copy of the FFVP Claim Form for your records, which can help consolidate 

and organize details you’ll need to submit the claim. Please note: This form is not required, but many 

program operators find it useful. You must still retain all the information mentioned above in addition to 

this optional FFVP Claim Form in your files: FFVP Claim Form  
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https://drive.google.com/file/d/1yR5ULJmSGNbDBEWyfml57t0a8P-HOEHa/view?usp=sharing


How to Submit a Claim in MAPS 
1.​ Login to MAPS through the OPI Secure Portal.  

 
2.​ Click on Claims and Claim - FFVP.  

 
 

3.​ You will be brought to a page that looks like this. Click on the month of the claim you will be 
submitting, in this example, Jan 2026.  
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4.​ Click on Add Original Claim. 
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5.​ Click on the Add button.  

 
 

6.​ Under Claim Information, enter the Number of Days of Operation for the Fresh Fruit and 
Vegetable Program in this Report Month. This would be the number of days that you served a 
fresh fruit or vegetable snack to students.  
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7.​ Click through each claim expenditure section, including Fresh Fruit and Vegetable Costs, 
Operational Costs, and Administrative Costs.  

 
 

8.​ For the Fresh Fruit and Vegetable Costs section, you will be brought to a page that looks like 
this:  
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For each section, please fill out the following information, and click Save at the bottom once complete:  
 
Product Description: The specific name and variety of the fresh fruit or vegetable being claimed  
Size/Weight of Shipping Unit: The standard bulk measurement or count of the product as it was 
delivered by the vendor 
Number of Units: The total quantity units purchased for the claiming period 
Cost per Unit: The individual price charged by the vendor for one single unit 
 
Example:  
Product Description: Apples 
Size/Weight of Shipping Unit: 40 lb. Case/125 count 
Number of Units: 5 
Cost per Unit: $32.00 
Total Unit Cost: $160.00 
 

9.​ For the Operational Costs section, you will be brought to a page that looks like this:  
 

 
 
For each section, please fill out the following information, and click Save at the bottom once complete:  
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Personnel Costs - Preparation and Service  
Name \ Position: The full name and specific job title of the staff member who performed FFVP-related 
tasks  
# of Hours: The total number of hours or minutes spent specifically on FFVP duties, such as prep, service, 
or cleanup, during the claim period 
Rate per Hour: The employee's actual hourly wage 
 
Example:  
Name \ Position: Jane Smith \ Kitchen Lead  
# of Hours: 5.5 hours  
Rate per Hour: $18.50  
 
Small Supplies / Other Operational Costs 
Production Description: The specific name of the non-food item purchased to support the preparation 
or service of the produce  
Number of Units: The quantity of items or cases purchased 
Cost per Unit: The price paid for one individual unit or one full case of the supply 
 
Example:  
Production Description: Disposable Food Gloves, 100-count box of vinyl gloves 
Number of Units: 2 
Cost per Unit: $8.99 
 

10.​For the Administrative Costs section, you will be brought to a page that looks like this: 
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For each section, please fill out the following information, and click Save at the bottom once complete:  
 
Personnel Costs  
Name \ Position: The full name and specific job title of the staff member who performed FFVP-related 
tasks  
# of Hours: The total number of hours or minutes spent specifically on FFVP duties, such as submitting 
the claim 
Rate per Hour: The employee's actual hourly wage 
 
Example:  
Name \ Position: John Doe \ Claim Contact  
# of Hours: 0.50 hours 
Rate per Hour: $22.50 
 
Durable Supplies  
Production Description: A detailed description of non-disposable equipment purchased to support the 
program, such as a specific brand or model  
Number of Units: The total quantity of the specific durable items purchased 
Cost per Unit: The price for one individual piece of equipment 
 
Example:  
Production Description: 3-Shelf Stainless Steel Utility Cart 
Number of Units: 1 
Cost per Unit: $240.00 
 

11.​The entries in each section will appear under Requested Expenditures. Click Save.  
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12.​Click Submit for Payment once each site claim has been submitted (some districts will only have 

one site). Done!  
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