New School Food Authority (SFA) Approval 

1. SFA/LEA will fill out a Letter of Intent and submit to the State Agency by March 16, 2015. 
2. Prospective SFA/LEA will be provided with a preliminary application, ACH form, W-9 form, procurement prototypes (if applicable) and a process flow chart.
3. SFA/LEA must contact the State Agency (currently Peter McNeilly at 615-532-4748) if it is going to pursue a contract for meal service with an outside vendor.  This process is lengthy and very specific in nature. It must be started no later than April 1, 2015.
4. All draft bid documents must be submitted by May 1, 2015 for state approval. 
5. After approval of bid doc SFA/LEA must advertise the bid no later than May 31, 2015.
6. Submit the Pre-Award Contract form and bid results to the State Agency no later than July 31, 2015. Allow a minimum of 10 days for SA to review results. BID PROCESS must be approved by the State Agency before awarding the bid.
7. Award the bid to the successful vendor after approval of the process by the State Agency.
8. Complete Post-Contract Award form and return it to the State Agency to complete the procurement process.
9. Each SFA/LEA applying to the NSLP/SBP will be required to attend training provided by the State Agency by June 30th. This training will be designed to cover all program requirements.
10. The State Agency will work with the applying SFA/LEA to schedule a site visit prior to final application approval and/or the first submission of a claim for reimbursement. This should be accomplished no later than September 15, 2015. 
11. When the SFA/LEA has completed all application requirements including: proper documentation, payment related forms, properly procured contract (if applicable), initial training, and had a State Agency site visit, they will be issued a log-in and password for Tennessee Meal Accounting and Claiming (TMAC) which is the State Agency’s payment system. 
12. After receiving access to TMAC, the SFA/LEA can download Free and Reduced Applications, the Direct Certification list and proceed to determine student eligibility. All free and reduced eligibility applications or direct certification downloads have to be reviewed and the student’s eligibility determined before a student can be claimed as free or reduced in our program.
13. [bookmark: _GoBack]The newly approved School Food Authority (SFA) may submit a claim for reimbursement AFTER the official approval date. NO MEALS can be claimed for any month prior to the month the application was approved.
14. Schools cannot start the process of pursuing a contract after August 1, 2015. 
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