INSTRUCTIONS FOR COMPLETING THE

NATIONAL PROCESSING AGREEMENT MONTHLY PERFORMANCE REPORT


Column
A.
Company Name:   Enter the company’s name.  The company’s name needs to be added to the first line of the report only.
B.
Report Month and Year:  Enter the month and year being reported in MM/YYYY format.  The month and year needs to be added to the first line of the report only.
C.
State/National Total Abbrev:  Enter the State abbreviation for State data or ‘NT’ for National Total summary data.  
State data should be added for all commodities and States first.  NT summary data should be added last and should include a line for each commodity which sums the State data for that commodity, even if a commodity is reported for only one State.  Blank lines should not be used to separate any of the data.
D.
Comm. Code:  Enter the Commodity Code for the commodity being reported.

E.
Beginning Inventory:  Enter the pounds of commodity that were in inventory at the beginning of the month being reported.  

Check the Beginning Inventory for all commodities against the previous month's Ending Inventory.  These numbers must be reconciled in order for the report to be considered as correct and complete.  Any anomalies must be specifically addressed and explained in the email that accompanies the report for the current month.
F.
Received This Month:  Enter the pounds of commodity that were received during the month being reported.

G.
Received YTD:  Enter the total pounds of commodity that have been received during the current school year through the month being reported.

H.
Used/Reduced This Month:  Enter the pounds of commodity that were used and/or reduced during the month being reported.
I.
Used/Reduced YTD:  Enter the total pounds of commodity that were used and/or reduced during the current school year through the month being reported.

J.
Transfers +/-:  Enter the pounds of commodity for any transfers in and/or transfers out that were performed during the month being reported.

K.
Ending Inventory:  Enter the pounds of commodity that were in inventory at the end of the month being reported.

Name of Processor Representative: Type the name of the processor representative authorized to complete and submit the report.  A signature is not required.
Date:  Type the date (in MM/DD/YYYY format) the report is completed.  
Email the report as an attachment to the FNS Food Distribution Division Processing Initiatives Team’s NPA Mailbox:  NPA@fns.usda.gov
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