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Performance Measures

To Key Process

FARMS eligibility data required FARMS Eligibility determined/Child Nutrition Programs approved

M – 1   MBA’s located for review 

M – 2  Cycle time for MBA design, production and distribution  

MCPS Policies/RegulationsUSDA Regulations

MSDE Agreement/MOMS

DFNS Operational Procedures

ABA-EA, ACB, BBB, EGC-RA, 

GAA, GCB-RA, GJA-RA, IGT-RA, 

JPG, JPG-RA, KBA-RB 

Official FARMS data

Severe Need Data

MMFA application

FARMS application 

design requirements

FARMS applications 

FARMS application 

review by DFNS 

Approved MMFA 

schools

Updated DFNS Site 

Catalog

FARMS application 

FARMS – student 

eligibility 

Complete & accurate 

FARMS applications 

MSDE

DFNS Office Staff

DFNS Director

DFNS Assistant Director

Superintendent COO

School Principals

MCPS Translation Unit

MCPS DIAS

MCPS DMM - Pony
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FARMS eligibility data 

required

FARMS eligibility determined

/Child Nutrition Programs 

approved

Design Meal Benefit 

Application (MBA) 

documents

Receive FARMS 

guidelines from MSDE

Update MSDE Site 

Catalog

Prepare MBA’s for 

review

M – 1  MBA’s located for review

Key Process: DFNS Communications - Administration

Receive FARMS 

guidelines from MSDE

Print and distribute 

MBA’s

Receive and process 

completed MBA’s

M – 2  Cycle time for MBA design, production and distribution

Complete MMFA 

application for 

following year

25a

Return to IGOE

25e

28b

28a

28c

Sub Process#

25d

25c25b 34a



Is there a 

Signature?

Put 

Application 

in Return to 

School 

Basket

25.a  FARMS Application - General

End Farms Processing 

of Applications Process

Start Farms Processing of 

Applications Process

No

Yes

Yes

Attach Blue 

Sheet

No

Yes
No

Review 

Application for a 

Social Security #

Is there a 

Social Security 

#?

No

Is Income

 Reported as 

Zero?

Yes

Place 

Application in 

Yellow File Box 

for Input
YesNo

No

File

 Application

No

Review Application

Documented 

procedures for 

processing of 

applications

Follow 

Temporary 

Eligibility 

Application 

Process Map 

Yes

No

Are all

 Students on 

App. Direct

Cert?

Yes

Write In 

Application # on 

Application, 

Record Eligibility 

& Initial 

Is this a

Re-Application?

Delete Data Input 

and Shred

 Application

Delete Old 

Application 

Data

Yes

Will

 it benefit the 

applicant?  

NoYes

Enter 

Household 

Income

Is Income Frequency 

Given or Can It be 

Determined?

Enter 

Application 

Type

Yes

Does Application 

have Student Id 

#’s? 

Enter 

Family Size 

& Income 

Frequency

Input Student Id 

#’s

Type Students’ 

Name & Scroll for 

Students

No

Is

 box checked for 

No Social 

Security

 #?

No

Yes

Is it a 

Foster Child 

Application?

Is it a

Food Stamp/TCA 

Application?

Follow 

Foster Child 

Process 

Map 

Follow Food 

Stamp/TCA 

Process 

Map 

Return to Key Process



Is Income 

Reported?

Put 

Application 

in Return to 

School 

Basket

Start Food Stamp / TCA 

Farms Applications 

Process

No

Yes

Yes

Attach Blue 

Sheet

Review 

Application for a 

Social Security #

Is there a Social 

Security #?

No

Yes

Place 

Application in 

Yellow File Box 

for Input

No

Follow 

Temporary 

Eligibility 

Application 

Process Map 

Are all

 Students on 

App. Direct Cert?

Yes

Write In 

Application # on 

Application, 

Record Eligibility 

& Initial 

Is this a Re-

Application?

Delete Data Input 

and Shred

 Application

Delete Old 

Application 

Data

Yes

Will

 it benefit the 

applicant?  

NoYes

No

25.b  FARMS Application

Food Stamp/TCA Eligibility

Is Income

 Reported as 

Zero?

No

Yes

Is there

 a Valid 9 Digit 

FS or TCA

 #?

Enter 

Application Type 

Does Application 

have Student Id 

#’s? 

Type Students’ 

Name & Scroll for 

Student

No

Input Student Id 

#’s

Yes

File

 Application
End Farms Processing 

of Applications Process

No

Is

 No Social 

Security # box 

checked?

Yes

No

Return to Key Process



Start Foster Child 

Farms Application 

Process

Yes

No

Is Income

 Reported as 

Zero?

No

Enter 

Application Type

Review 

Application for a 

Social Security #

Is there a 

Social Security 

#?

Enter 

Student 

Income

No

Yes

Yes

Is

Income Frequency 

Given or Can It be 

Determined?

No

No

Does

Application have 

Student Id #’s? 

Is

 box checked

for No Social 

Security

 #?

Attach Blue 

Sheet

Put 

Application 

in Return to 

School 

Basket

Enter 

Frequency 

of Income

Input Student Id 

#’s

Are all

 Students Direct 

Certfication?

Delete Data Input 

and Shred

 Application

Yes

Is this a Re-

Application?
No

Will

 it benefit the 

applicant?  

Yes

No

Write In 

Application # on 

Application, 

Record Eligibility 

& Initial 

Delete Old 

Application 

Data

No

Yes

File

 Application
End Farms Processing 

of Applications Process

25.c  FARMS Application

Foster Child Eligibility

Type Students’ 

Name & Scroll for 

Students 

Yes

Return to Key Process



Start Farms Temporary Eligibility 

Applications Process

Input Application 

and assign 45 

day temporary 

eligibility date

Are

 Student ID #’s 

Missing?

Type Student’s 

Name, Scroll for 

Student and 

Enter

Write In Temporary 

Eligibility # on 

Application, Record 

Eligibility & Initial 

Run WinSNAP

 report to find 

temporary eligibility 

expiration dates

Is

 eligibility due 

to expire in 2 

weeks? 

Send expiration 

letter to school for 

student to take 

home 2 weeks 

prior to expiration

No

Yes

Yes

No

Wait to receive new 

application from 

household

Has new 

application 

arrived?

No

Has expiration 

date arrived?
Yes No

Terminate 

temporary 

eligibility

Follow FARMS 

Processing of 

Applications 

Process Map 

Yes

End Temporary 

Eligibility Applications 

Process

25.d  FARMS Application

Temporary Eligibility

Return to Key Process



Start FARMS Application 

Design & Production 

Process

Yes

No

Yes

Make required 

modifications

DFNS receives draft 

application package from 

MSDE in May, prior to 

upcoming school year by 

US mail

Application 

requirements are 

reviewed by Farms 

Desk & Assistant 

Director of DFNS

Current MCPS 

application is reviewed 

by Farms Desk & 

Assistant Director  

Are there 

differences 

between draft & 

current?

Yes

No

Modify MCPS 

application content 

and/or format to 

satisfy changes

Prepare initial draft 

of MCPS FARMS 

application

Initial MCPS draft 

reviewed by Farms 

Desk & Assistant 

Director 

Does it meet 

USDA/MSDE 

requirements?

Prepare final draft of 

MCPS FARMS 

application for 

approval by DFNS 

Director

No

25.e   FARMS Application Design

Yes

Approval 

Received?

Send MCPS final 

draft to MSDE by 

US mail for approval 

Approval 

Received?

No

Send approved 

MCPS final draft to 

MCPS Graphics by 

Pony for formatting 

and form number

Yes

Wait for MCPS 

Graphics response

Receive formatted 

MCPS final draft 

electronically from 

MCPS Graphics for 

DFNS approval

Approval 

Received?
No

DFNS requests 

format 

modifications

Farms Desk sends 

acceptance Email 

to MCPS Graphics 

for  printing

Electronically send 

MCPS final draft to 

MCPS Business 

Systems  for format 

review & approval 

Yes

Wait for

 MCPS Business 

Systems response

Make required 

modifications

Wait for MSDE 

response in July

Approval 

Received?

Make required 

modifications

No

Send approved 

MCPS final draft 

electronically to 

MCPS Translation 

Office for translation 

Follow MCPS 

Translation of 

Applications 

Process 

End FARMS Application 

Design & Production Process

Farms Desk 

electronically sends 

copy of MCPS final 

application to MCPS 

Business Systems  

Yes

Return to Key Process



START

Attach letters 

of support to 

individual 

applications, 

if availalble

Office sends 

both 

mailings

No

Are

all completed 

applications 

received?

Yes

Receive 

completed 

applications 

from 

principals

Asst. Director 

sends memo to 

COO with list of 

eligible schools 

and office

Separate 3 

part individual 

applications 

and file yellow 

copy in MMFA 

folder

Office 

prepares 

MMFA folder 

for current 

year

Asst. Director 

receives 

renewal 

materials and 

list of eligible 

schools from 

MSDE

Asst. Director 

writes memo to 

principals of 

eligible schools 

not current 

MMFA schools 

re: eligible but 

no funding

28.a  DFNS  Central Office

Application  MMFA

Continued on page 2

Page 1 of 2

DELAY

Wait for completed 

individual applications

Office prepares 

and sends 

memo to 

principals of 

eligible schools 

not current 

MMFA schools

Contact 

principals to 

request 

completed 

application

Asst. Director 

prepares memo 

to COO 

requesting  

Superintendent 

signature on 

DFNS application

Asst. Director 

writes memo  

with individual 

application to 

principals of 

current MMFA 

schools

re: renewal 

Office prepares 

and sends memo 

and  individual 

application for 

mailing to 

principals of 

current MMFA 

schools

Return to Key Process

To Sub Process 28a Pg 2



Receive DFNS 

application 

with 

Superintendent 

signature

Office sends 

memo and 

application  

to COO

Office 

makes 

copies of 

DFNS 

application

END

Office assembles 

white and pink 

copies of 

individual 

applications and 

attach DFNS 

application

Office mails 

DFNS 

application to 

MSDE

Combine 

pink and 

yellow copies 

and sort 

alpha by 

school

Receive award 

letter from MSDE 

with signed pink 

copies of 

individual 

applications and 

DFNS application

Asst. Director 

notifies 

principals and 

food service 

supervisors re: 

MSDE approval

File in MMFA 

folder

28.a  DFNS  Central Office

Application  MMFA

Continued from page 1

Page 2 of 2

DELAY

Application is signed

DELAY

MSDE Approval

Return to Key Process

To Sub Process 28a Pg 1



28.b.1  START

28.b.2  Office 

receives 

current severe 

need data 

from DFNS 

fiscal 

specialist

28.b  DFNS  Central Office

Severe Need

28.b.4  Office  

notifies MSDE 

via email that 

data entry into 

DFNS site 

catalog is 

complete

28.b.3  Office 

enters severe 

need data into 

DFNS site 

catalog on 

MSDE website

28.b.5  Office 

prints site 

catalog and 

files in binder 

on FARMS 

desk

28.b.6  END

Return to Key Process



28.c.1  START

28.c.2  Office 

receives 

official 10/31 

FARMS data 

from Data 

Specialist

28.c.3  Are

sites reported this 

year the same sites 

reported last

year?

No

Yes 28.c.8  END

28.c.4  Office 

determines if 

site needs to 

be added or 

removed from 

site catalog

28.c.5  Office 

contacts 

MSDE to add 

or remove a 

site

28.c  DFNS  Central Office

Site Catalog

28.c.7  Office 

prints site 

catalog and 

files in binder 

on FARMS 

desk

28.c.4  Office  

notifies MSDE 

via email that 

data entry into 

DFNS site 

catalog is 

complete

28.c.6  Office 

enters FARMS 

data into DFNS 

site catalog on 

MSDE website

Return to Key Process



START
Search for 

application in 

FARMS files

Receive 

master list of 

applications 

to be 

reviewed 

with colored 

placeholder 

pages from 

Technology 

Specialist

Place 

application 

in REVIEWS  

bin (200 

applications 

per folder)

Is

this the last 

application?

Is

application 

accurate and 

complete

No

Is

this the last 

application on

the list?

No

No

Is

Application

found?

Research 

and correct 

application in 

WinSNAP

Yes

Locate 

missing 

applications

Yes

No

YesEND

Replace 

application 

with 

placeholder 

in file

Insert 

placeholder 

in “Missing” 

folder and 

note on 

master list

Check 

application for 

accuracy and 

completeness

Return 

application to 

REVIEWS 

bin

34.a  DFNS  Central Office

FARMS Applications for State 

and Federal Reviews

Return to Key Process



Return to  Key Process

PROCESSING FARMS APPLICATIONS

2009-2010

Check application for signature and social security #.  If signature or social security number is missing (and application is not a Food Stamp/TCA 

or Foster Family, which do not require a social security number), place application in the file basket labeled “To be returned to schools”.  Do not 

process further.

Applications that have a valid 9 digit Food Supplement or TCA number are automatically “FREE”.  Application must be signed.  A social security 

number is not required.

NOTE:     - If the number is not a 9-digit number and income is reported, approval

                    must be based on income and household size.  This application would 

                    then require a social security number or the box checked indicating “no  

                    social security number”.                            

- If the number is not a 9-digit number and no income is reported, the

                    application must be returned as incomplete.  Place the application with a

                    blue sheet attached and fully completed, in the file basket labeled “To 

                          be returned to schools.”

REMINDER FOR  ZERO  INCOME APPLICATIONS:

     Families reporting “zero” income will be granted “temporary” free eligibility.

     Eligibility will be for no more than 45 days; families will need to reapply    

     if they want to remain on the program.  SNAP will assign the temporary eligibility  date.

Entering an application:

Open the meal application screen

Click on the white paper

Select the application type from the dropdown box

*Hardship, Foster, or Group Home will be entered by the FARMS desk*

Enter the family income- if more than one income is submitted, click on the income worksheet tab and fill in the amounts, then click on the meal 

application tab to return to the main screen

Enter the family size and then click apply

Click on add and enter the student’s ID number – if ID number is not written tab to the 

last name and enter the student’s last name to do a search

When the name appears, highlight it and double click- if you need to add another student, just click on the add tab and enter the ID number. 

*Once you find the missing ID number please write it on the application*

Write in the application number on the application; record the eligibility and initial beneath. Please put them face down in your pile.

*If the application is a re-app or linked to, please write “reapp” or “linked to” on top of the application and return to Lisa/Shelley for processing.
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