The Fresh Fruit and Vegetable Program (FFVP) Claim Instructions
Montana Office of Public Instruction School Nutrition Programs
Updated March 2026

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:

e Food: The cost of all fruits and vegetables you served in October, even if you bought them in
September.

e 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?
e Fruit and Vegetables

o Fresh fruits

o Fresh vegetables

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

o Costs for shipping or the delivery charges of the produce

e Operational Costs

o FFVP-related labor hours for staff who wash and chop produce, prepare trays, distribute
snacks to classrooms, or clean up after service.

o 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.

e Administrative Costs
Limited to 10% of the total FFVP grant
o FFVP-related labor hours for staff performing tasks like submitting monthly claims.



o 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:

Sunday | Monday | Tuesday | Wednasday | Thursday | Friday | Saturday

1 2 3 4
Dorothy - 20 min Dorothy - 20 min
Brndte - 20 min. Brndie - 20 min
Jessica - 30 min Jessica - 30 min.
Marcie - 20 min Marcie - 20 min.
Liz - 30 min. Liz - 30 min
Sierra - 30 min. | Dea - 2 min Sierra - 30 min
5 B [ 8 9 10 1
Dorothy - 20 min Doroty - 20 min.
Brndte - 20 min Brndta - 20 min.
Jessica - 30 min Jeasica - 30 min
fdarcie - 20 min. Marcie - 20 min.
Liz - 30 min Liz - 30 min,
Des - 2 min Dee - 45 min | Sierma - 30 min. | Dee - 2 min Sierra - 30 min.
12 13 14 15 16 17 18
Darotfy - 20 min

Brncite - 20 min.
Jossica - 30 min

Marcia - 20 min
Liz - 30 min.
Dea - 2 min Sierra - 30 min. | Dee - 2 min
19 20 21 22 23 24 25
Dorothy - 20 min. Doroliny - 20 min.
Bmidte - 20 min. Brnidte - 20 min.
Jessica - 30 min Jessica - 30 min
Marcie - 20 min Marcie - 20 min.
Liz = 30 min. Liz - 30 min,
Dea - 2 min Sierra - 30 min, | Dee - 2 min Sierra - 30 min
26 27 28 29 30 k3
Daorotty - 20 min. Donottvy - 20 min.
Bimdie - 20 min Brmadte - 20 min.
Jossica - 30 min Jeasica - 30 min
Marcie - 20 min Marcie - 20 min
Liz - 30 min, Liz - 30 min.
Dee - 2 min Sierra - 30 min. | Dee - 2 min Siemra - 30 min.

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



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.

OPI Secure Portal

You can see the list of integrated applications here. After checking the list. if you don't see the icon in your portal below, and you think you should
see it, please contact the &4 OPI HelpDesk (406) 444-0087 to get the app added to your portal.

e
A4 = i
Direct Certification Montana Agreement and . N
- ) OPI Reporting Center Perceptive
Application (DCA) Payment System (MAPS)

qualltrics."M %

qualtrics Travel

2. Click on Claims and Claim - FFVP.
School Nutrition Programs MONTANA

Agreement and Payment System
1& Applications | Claims Compliance | Reports | Alerts & Training |

;E Progams | Year | Help | Log Out

Claims = School Year: 2026 - 2027
Item Description

Claim - SHP School MNutrition Program Claims

Claim - S50 Seamless Summer Option Claims

Claim - FFWP

Claim - FUNDS for SNP
Claim - FUNDS for S50
Claim - FUNDS for FFWP
Claim Rates

Payment Summary

Federal Awards Letter

Fresh Fruit and Vegetable Program Claims
Disbursement Of Funds Claims for SNP
Disbursement Of Funds Claims for S50
Disbursement Of Funds Claims for FFVP
View current claim rates

Summary of payments made to this Sponsor

Federal Awards Letter to be used with the annual audit.

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.




2025 - 2026 Fresh Fruit and Vegetable Claim Year Summary
Claim Adj Claim Date Date Earned
Month Number Status Received Processed Amount
ul 2025 $0.00
Aug_2025 0 Processed 09/04/2025 09/26/2025 $195.30
Sep 2025 1] Processed 10/02/2025 10/21/2025 5468.72
Oct 2025 1] Processed 11/10/2025 11/18/2025 5313.85
Mov 2025 0 Processed 12/02/2025 12/16/2025 $5221.22
Dec 2025 1] Processed 01/08/2026 01/13/2026 5259.42
¥
lan I $0.00
Eeb 2026 $0.00
Mar 2026 $0.00
Apr 2026 $0.00
May 2026 $0.00
Jun 2026 $0.00
Year to Date Totals $1,458.51|
Grant Details School Year 2025 - 2026
Site Allocation Grant Operational Admin Remaining
ID Site Name Period Allocated Spent Spent Balance
Jul 2025 -
Sep 2025 $664.02 $630.90 $33.12 $0.00
Oct 2025 -
D SORG $2,485.98 $777.94 $16.55 $1,691.49
Totals $3,150.00 $1,408.84 $49.67
Jul 2025 -
Sponsor Totals Sep 2025 % 664.02 % 630.90 § 33.12 % 0.00|
Oct 2025 -
s % 2,485.98 $ 777.94 $16.55 % 1,691.49
4. Click on Add Original Claim.
e e e

£} Applications | Claims | Compliance | Reports | Alerts & Training

Claims > Claim Year at a Glance - FFVP > Claim Menth Details - FFVP >

Claim Month: January 2026

Agreement and Payment System

;ﬁ Programs | Year | Help | LogOut

School Year: 2025 - 2026

2025 - 2026 Fresh Fruit and Vegetable Claim Month Details

Adj Date Date Date Earned
Action Number Received Accepted Processed Amount Status
There are no claims for this month.
Total Earned % 0.00
Add Onginal Claim
Grant Period Details
Site Grant Grant FFV & Oper Admin Remaining
ID Site Name Period Allocated Spent Spent Balance
Qct 2025 -
Jun 2026 $2,485.98 $777.94 $16.55 $1,691.49
| Totals  $ 2,485.98 $777.94 $16.55  $ 1,691.49|

J




5. Click on the Add button.

2025 - 2026 Fresh Fruit and Vegetable Claim

Site List
Month/Year Adjustment Date Date Date Reason
Claimed Number Received Accepted Processed Code
Jan 2026 0
Regquested Current Previous
Earned Earned Earned
Site ID Site Name Amount Amount Amount Errors Status
£0.00 £0.00 $0.00
Total Earned Amounts %0.00 $0.00 $0.00

| < Back |

DELETE

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.
VIEW

Fresh Fruit and Vegetable Program Site Claim for Reimbursement

MODIFY | DELETE

Month/Year Adjustment Date Date Date Reason
Claimed Number Received Accepted Processed Code
Jan 2025 i}

Claim Information

1. Mumber of Days of Operation for Fresh Fruit and Vegetable Program in this Report Month.

Requested Approved
Claim Expenditures Reviewed Expenditures Expenditures %
2.  Fresh Fruit and Vegetable Costs no items £0.00 £0.00 0.00
3. Operational Costs no items $0.00 $0.00 0.00
4. Administrative Costs no items $0.00 $0.00 0.00
Claim Totals $0.00 $0.00

Claim Comments

5. Sponsor Comments




7. Click through each claim expenditure section, including Fresh Fruit and Vegetable Costs,
Operational Costs, and Administrative Costs.

Fresh Fruit and Vegetable Program Site Claim for Reimbursement

Month/Year Adjustment Date Date Date Reason
Claimed Number Received Accepted Processed Code
Jan 2026 o

Claim Information

1. MNumber of Days of Operation for Fresh Fruit and Vegetable Program in this Report Month.

Requested Approved
Claim Expenditures Reviewed Expenditures Expenditures o
2. | Eresh Fruit and Vegetable Costs no items £0.00 £0.00 0.00
3. | Operational Costs no items £0.00 £0.00 0.00
4. | Administrative Costs no items £0.00 £0.00 0.00
Claim Totals $0.00 $0.00

Claim Comments

5. Sponsor Comments

8. For the Fresh Fruit and Vegetable Costs section, you will be brought to a page that looks like

this:
Month, Year Adjustment Date Date Date Reason
Claimed Number Received Accepted Processed Code
Jan 2026 1] 03/11/2026
Fresh Fruit
Product Description Size,/Weight Number Cost Total Ttem
of Shipping of per Unit Status
Unit Units. Unit Cost
.| [ | I[ | | |
2| | | I[ | | |
EN [ [ I[ | | |
4 | [ [ Il | | |
5. | | | Il | | |
g | [ [ Il | | |
. [ [ I[ | | |
B | [ | Il | | |
5| [ | Il | | |
0. | [ [ Il | | |
| Moare Lines. Total Cost $0.00 0.00



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 |b. 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:

Personnel Costs - Preparation and Service
{Labor directly related to the preparation and serving of fresh fruit and vegetables)

Mame',Position # of Rate Labor Ttem
Hours per Cost  Status
Hour
1| I [ | | |
2 | I I | | |
| I I [ |
4 | I [ | | |
5. | [ [ | |
6 | I [ | |
7. | I [ | | |
g | I [ | | |
5| I I [ |
w0 | [ [ | |
| Mare Lines Total Cost $0.00 0.00

Small Supplies/0Other Operational Costs
{Small supplies - e.g. napkins, paper plates, utensils, bowls, pans and the like. Other - are such items as
Low or no-fat dips, etc.)

Product Description Number Cost Total Ttem

of per Unit Status

Units Unit Cost
1 | [ | | |
2z | | [ | |
3| | [ | |
4 | I | | |
5. | | I | |
6 | | I | | |
7. | [ | | |
g | | [ | |
5. | | [ | |
0 | I [ | | |

| More Lines Total Cost $0.00 0.00

Operational Costs $0.00 $0.00

For each section, please fill out the following information, and click Save at the bottom once complete:



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:

Personnel Costs
{Labor incdludes but not limited to planning, ordering, writing menus, reporting, billing, tracking,
inventory, etc.)
Name, Position # of Rate Labor Ttem
Hours per Cost  Status
Hour
.| | | | | |
R | | | | |
R | | | | |
e | | [ | |
s | | I | |
& | | I | |
7| | | | | |
B | | | | | |
5| | | | | |
0 | | I | |
[ Mare Lines. Total Cost £0.00 0.00
Durable Supplies
{Equipment purchases and leasing)
Product Description Number Cost Total Item
per Unit Status
Units Unit Cost
1| | | | | |
2 | | I | |
R | [ | |
s | | | | | |
5. | | | | | |
6 | | | | | |
| | | | | |
s | | I | |
9. | I [ | | |
1w | [ [ | | |
[ More Lines Total Cost 50.00 0.00




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.

{J Applications Ciaims Compliamce Reports Alerts B Training m Frograms

Claims > Cladm Year at a Glance - FFVE > School Year: 2025 - 2026
| MODIFY | DELETE

Fresh Fruit and Vegetable Program Site Claim for Reimbursement

Month/ Year Adjustment Date Date Date Reason
Claimed Number Received Accepted Processed Code
Jan 2026 ] 03/11/202¢

Claim Information

1. Mumber of Days of Operation for Fresh Fruit and Vegetable Program in this Repert Menth. El
Requested Approved
Claim Expenditures Reviewed Expenditures Expenditures %%
2.  Fresh Fruit and Vegetable Costs $160.00 50.00 o.o00
3. Operstional Costs $115.72 50.00 o.00
4, Administrative Costs $231.23 s0.00 0.00
Claim Totals $530.98 $0.00

Claim Comments

5. Sponsor Comments

| B0l cancel |

WIEW | MODIFY | DELETE

10



12. Click Submit for Payment once each site claim has been submitted (some districts will only have
one site). Done!

PR e S P T BN Wl R ) 1R R TR

1".'_. Applications | Cisims | Compliance Reports Alerts & Training

Claims > Claim Year at a Glance - FFVF > School Year: 2025 - 2026

2025 - 2026 Fresh Fruit and Vegetable Claim

Site List
Month/Year Adjustment Date Date Date Reason
Claimed Mumber Received Accepted Processed Code
Jan 2026 0
Requested Current Previous
Earned Earned Earned
Actions Site ID Site Name Amount Amount Amount Errors Status
View | Modify 1158 530,28 £0.00 £0.00 validated
Total Earned Amounts  $530.98 $0.00 $0.00
| J
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