ARIZONA DEPARTMENT OF

EDUCATION

HNS 10-2025

MEMORANDUM

To: Operators of Arizona Child Nutrition Programs

From: Melissa Conner, Senior Deputy Associate Superintendent
Arizona Department of Education, Health and Nutrition Services Division

Date: October 21, 2025

Subject: Guidance on Claiming One-Time Exceptions for Late Reimbursement Claims Under USDA
Child Nutrition Programs

This memorandum serves to notify entities of the Arizona Department of Education, Health and
Nutrition Services (HNS) updated guidance for submission of One-Time Exceptions (OTE) for late
reimbursement claims under the United States Department of Agriculture (USDA) Child Nutrition
Programs (CNP). This includes the National School Lunch Program, School Breakfast Program,
Afterschool Snack Program, Seamless Summer Option, Special Milk Program, Summer Food Service
Program, Child and Adult Care Food Program, and Fresh Fruit and Vegetable Program.

Standard Claim Submission Requirements

Per federal regulations (7 CFR §210.8 and §225.9), final claims for reimbursement must be submitted
no later than 60 days following the last day of the month covered by the claim. CNP claims submitted
after this deadline are not eligible for reimbursement unless an OTE request is submitted and granted
by HNS.

One-Time Exception (OTE) Current Guidance and Process

Entities may request an OTE to submit a late claim once every 36 months per CNP. OTE approval is
contingent upon meeting the following:

e No prior OTE granted for the same CNP within the past 36 months.
o For example, if an entity requests an OTE for the March 2025 claim month, the program
is not eligible for consideration of another OTE until April 2028.
o Submission of the OTE request form signed by the entity’s authorized representative listed on
the current Food Program Permanent Agreement.
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o Child and Adult Care Food Program Permanent Agreement
o Summer Food Service Program Permanent Agreement for Community Organizations
o Food Program Permanent Service Agreement for School Food Authorities
o HNS approval of the OTE Corrective Action Plan (CAP).
o For HNS to approve a CAP, the OTE must include the reason for lateness and address the
actions the entity will implement to ensure the timely submission of monthly CNP
claims.

Updated Guidance for OTE

Effective immediately, HNS will no longer accept OTE requests for any claim month prior to October
2024. Beginning with the October 2024 claim month, the OTE request will only be approved if received
and approved by December 29, 2025. In accordance with the Federal Fiscal Year (FFY), which runs
from October 1 to September 30, ADE HNS will no longer process OTEs received 90 days after the start
of the new FFY, or December 30 annually. This means, effective immediately, OTEs for the previous
fiscal year must be submitted no later than December 29 annually.

Example:
e A claim for August 2024 will no longer be accepted, as the OTE would have been due December
29, 2024.

e For a March 2025 claim, an OTE, if approved by December 29, 2025, will be accepted. Any
requests after this date will not be accepted.

Key Dates:

¢ Federal Fiscal Year (FFY): October 1 - September 30 Annually
e Deadline to Submit OTEs for Prior FFY: December 29 Annually
o Example: An OTE for a missed claim for a month within FFY 25 (October 1, 2024 -
September 30, 2025) must be submitted by December 29, 2025.

e 36 Months: Entities may request an OTE to submit a late claim once every 36 months per
CNP.

e Claiming Calendar: A resource that outlines 60-day claiming deadlines.

If you have questions or need assistance, please contact your assigned Health and Nutrition Services
Specialist or submit a request for service through HelpDesk by using the following link:
https://helpdeskexternal.azed.gov/.

Tom Horne, Superintendent of Public Instruction
1535 West Jefferson Street » Phoenix Arizona 85007 ¢ www.azed.gov
“We are a service organization committed to raising academic outcomes and empowering parents.”


http://www.azed.gov/
https://www.azed.gov/sites/default/files/2022/05/CACFP%20Initiation%20Form%20For%20Electronic%20Permanent%20Agreement.pdf
https://www.azed.gov/sites/default/files/2017/06/sfsp_permanent_service_agreement_ade_contract-ed09-0001_apr2015.pdf?id=593839ea3217e113bc3c1977
https://www.azed.gov/sites/default/files/2017/06/FPPSA%20%28Revision%20June%202019%29.pdf?id=593b04783217e10e9ce5e354
https://www.azed.gov/sites/default/files/2019/03/BC.%20CNP%20CLAIM%20PROCESSING%20CALENDAR.PDF
https://helpdeskexternal.azed.gov/

In accordance with federal civil rights law and USDA civil rights regulations and policies, the USDA, its
agencies, offices, employees, and institutions participating in or administering USDA programs are
prohibited from discriminating based on race, color, national origin, religion, sex, disability, age, marital
status, family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by
USDA (not all bases apply to all programs). Remedies and complaint filing deadlines vary by program
or incident.

Persons with disabilities who require alternative means of communication for program information (e.g.,
Braille, large print, audiotape, American Sign Language, etc.) should contact the state or local agency
that administers the program or contact USDA through the Telecommunications Relay Service at 711
(voice and TTY). Additionally, program information may be made available in languages other than
English.

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint
Form, AD-3027, found online at How to File a Program Discrimination Complaint and at any USDA
office or write a letter addressed to USDA and provide in the letter all of the information requested in
the form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or
letter to USDA by:

1. Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400
Independence Avenue, SW, Mail Stop 9410, Washington, D.C. 20250-9410;

2. Fax: (202) 690-7442; or

3. Email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.
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