
 

   

   

  
 

    
     

  
 

 
 

 

 
      

   
   
   

      
       

   
 

 
   

 

  
  

    
  

  

    
 

      
     

    

OSPI School Meal Programs 
Reference Sheet 

School Meal Programs New Sponsor Process 
The National School Lunch Program (NSLP) and School Breakfast Program (SBP) are United States 
Department of Agriculture (USDA) programs that provide federal reimbursement for meals served to 
students in a school setting. School meal programs may be operated by Local Education Agencies, 
including public and nonprofit private schools, charter schools, tribal schools, and Residential Child Care 
Institutions (RCCI). 

Part A: Planning 
1. Sponsors of the School Meal Programs must follow USDA requirements. Watch the following 

recorded webinars to ensure your organization is eligible and able to meet requirements. 
• So, You Want to Operate a Child Nutrition Program 
• So, You Want to Operate a School Meal Program 

2. Submit the New Sponsor Questionnaire to notify OSPI of your intent to operate a School Meal 
Program. Use the New Sponsor Questionnaire Checklist for a summary the information requested. 

3. Map out key responsibilities and job duties for each part of the requirements and set goal dates 
for completing application process. 

4. Complete School Meal Programs Training for New Sponsors, reviewing the School Meal 
Requirements Chart and School Meal Programs Monthly Requirements. Train staff according to 
job duties using online training modules available on the School Meals Training webpage. 

5. Determine if your organization plans to use an outside contractor to provide meals, meal service, 
management, or consulting services. 

• If your organization plans to utilize any of these services, you must have a contract or 
agreement approved by OSPI before the contract or agreement is executed and before 
claims for reimbursement can be paid. 

• Details regarding contract and agreement requirements can be found on the FSMC 
webpage. 

6. Develop or adapt organization’s Procurement Plan & Code of Conduct to meet federal 
procurement regulations – follow the Procurement Checklist. 

• Procurement of all goods and services is conducted at the most restrictive threshold. 

https://www.youtube.com/watch?v=Iw7MeUlBX6c
https://www.youtube.com/watch?v=kYZFz9npx1c
https://survey.alchemer.com/s3/6031306/Child-Nutrition-Programs-New-Sponsor-Questionaire
https://ospi.k12.wa.us/sites/default/files/public/childnutrition/programs/pubdocs/NewSponsorQuestionnaireChecklist.pdf
https://ospi.k12.wa.us/sites/default/files/public/childnutrition/programs/nslbp/pubdocs/SMP_ProgramRequirementsChart.pdf
https://ospi.k12.wa.us/sites/default/files/public/childnutrition/programs/nslbp/pubdocs/SMP_ProgramRequirementsChart.pdf
https://ospi.k12.wa.us/sites/default/files/2023-08/schoolmealprogramsmonthlyrequirementsreferencesheet_0.pdf
https://ospi.k12.wa.us/policy-funding/child-nutrition/school-meals/national-school-lunch-program/school-meal-programs-training
https://ospi.k12.wa.us/policy-funding/child-nutrition/food-service-management-companies
https://ospi.k12.wa.us/policy-funding/child-nutrition/food-service-management-companies
https://view.officeapps.live.com/op/view.aspx?src=https%3A%2F%2Fospi.k12.wa.us%2Fsites%2Fdefault%2Ffiles%2F2023-08%2Fsponsorprocurementchecklist.docx&wdOrigin=BROWSELINK


     

    

  
 

    
  

   
  

   
 

    
   

  
    

   
   

   
  

 
   

   
    

   
 

 

 
   

 
  

  
 

 

 

 

• Details on the Procurement process can be found on the Procurement webpage. 

7. Plan menus that meet the meal pattern requirements. 

Part B: Application Process 
1. WINS 

The Washington Integrated Nutrition System (WINS) is the online system used to collect 
application information and to process claims for reimbursement. 

a. Designate a WINS Sponsor Administrator by signing and submitting the WINS Access 
Rights/User Authorization Form. 

b. Watch WINS training videos and review WINS resources 
c. Create a sponsor profile and complete program application pieces: 

• Sponsor Application 
o If applicable, IRS Tax Exempt Letter will need to be uploaded. 

• Site Application(s) & Site Calendar(s) 
d. Upon application approval, enter into Permanent Agreement with OSPI. 

2. Application Forms: 
Specific forms and documents are also required in the application process. Follow the instructions 
carefully. 

a. Complete all applicable forms and documents: 
• Policy Statement for Free & Reduced-Price Meals 
• Statewide Payee Registration (if applicable) 

b. Complete the Menu Certification process. 
A Program Specialist will be assigned to your organization to provide technical assistance 
and support through the remainder of this process. 

Next Steps 
• A technical assistance visit by an OSPI Program Specialist will be scheduled within the first few 

months of operation. 
• You may begin claiming reimbursement from the first of the month in which the application 

process has been completed and approved. 

OSPI May 2024 

https://ospi.k12.wa.us/policy-funding/child-nutrition/procurement
https://ospi.k12.wa.us/sites/default/files/2023-08/mealpatternchart-lunchandbreakfastmay2023_0.pdf
https://ospi.k12.wa.us/sites/default/files/2023-08/winsaccessrightuserauthorization.pdf
https://ospi.k12.wa.us/sites/default/files/2023-08/winsaccessrightuserauthorization.pdf
https://ospi.k12.wa.us/policy-funding/child-nutrition/washington-integrated-nutrition-system-wins
https://ospi.k12.wa.us/sites/default/files/2023-08/policystatementfreereducedmeals.pdf
https://ofm.wa.gov/it-systems/accounting-systems/statewide-vendorpayee-services/vendor-payee-registration
https://ospi.k12.wa.us/sites/default/files/2023-08/menucertificationschoolmealsprogramreferencesheet-final.pdf


     

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
     
     

 
  
   
  
  
   
   

 
   
   
   
    

Reference 
• 7 CFR 210– National School Lunch Program 
• 7 CFR 220– School Breakfast Program 

Resources 
• Eligibility Manual for School Meals 
• Meal Patterns and Menu Planning Toolkit 
• OSPI CNS website 
• School Meals Requirements Chart 
• School Meal Programs Monthly Requirements 
• USDA Child Nutrition Programs website 

Acronym Reference 
• LEA– Local Education Agency 
• OSPI– Office of Superintendent of Public Instruction 
• RCCI– Residential Child Care Institution 
• USDA– United States Department of Agriculture 

OSPI May 2024 

https://www.ecfr.gov/cgi-bin/text-idx?SID=487f5931cfaf27abd91f5212b01c108e&mc=true&node=pt7.4.210&rgn=div5
https://www.ecfr.gov/cgi-bin/text-idx?SID=179bde10529782a84b9a8e528f8aa0c6&mc=true&node=pt7.4.220&rgn=div5
https://www.fns.usda.gov/cn/eligibility-manual-school-meals
https://ospi.k12.wa.us/policy-funding/child-nutrition/school-meals/national-school-lunch-program/menu-planning-and-meal-patterns-toolkit
https://ospi.k12.wa.us/policy-funding/child-nutrition/school-meals
https://ospi.k12.wa.us/sites/default/files/2023-08/smp_programrequirementschart.pdf
https://ospi.k12.wa.us/sites/default/files/2023-08/schoolmealprogramsmonthlyrequirementsreferencesheet_0.pdf
https://ospi.k12.wa.us/sites/default/files/2023-08/schoolmealprogramsmonthlyrequirementsreferencesheet_0.pdf
https://www.fns.usda.gov/programs
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