Instructions for the

CT Fresh Ed: Local and Regional Food Tracker

The Connecticut State Department of Education’s (CSDE) CT Fresh Ed: Local and Regional
Food Tracker Excel spreadsheet is designed to assist school food authorities in tracking local
and regional purchases, monitoring invoices submitted for the CT Fresh Ed: Buy Local Program
(BLP), managing forward contracts, and overall tracking of purchases for completing Sections 1
and 2 of the CT Fresh Ed: Compass.

Click to access the CSDE’s CT Fresh Ed: Local and Regional Food Tracker.

Local-Regional Food Tracker Tab

1.

Column A — Invoice Date and Column B — Invoice Number: Enter the date and
invoice number for the invoice that will be entered into the tracker. Note: If an invoice
includes products from multiple farms (e.g., a food hub invoice), record the invoice on
multiple lines, entering the same date and invoice number for each farm listed. Ensure
that the combined total entered across all lines equals the total amount shown on the
invoice.

Columns C through O — Food Categories Purchased: Enter the dollar amount spent
for each food category in the applicable column.

Column P — Total Local Spend: The form will automatically calculate the total of the
amounts entered. Verify this amount with the amount on the invoice

Column Q — Submit for CT-BLP Reimbursement: Select “Yes” if the district intends
to submit this information for reimbursement. Select “No” if the district will not submit
this information for reimbursement. The data entered will populate the CT-BLP tab
automagically when “Yes” is selected.

Review the Local-Regional Purchasing Chart (second worksheet tab) to review the
food items percentage that the district is purchasing locally.
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CT-BLP Tracking Tab

1.

2.

10.

11.

12.

CT-BLP Allocation: Enter the CT-BLP allocation in the cell at the top of the form.

Column A — Invoice Date and Column B — Invoice Number: The invoice date,
invoice number and dollar amount of items purchased will carry over automatically.

Column C — Forward Contract: Select “No” if the items listed on the invoice are not for
forward contracting. If the items listed on the invoice are for forward contracting, select
Forward Contracting Tracker sheet 1, 2 or 3. Refer to “Forward Contracting Tracker
Tabs” below.

Column C — Name and State of Farm or Food Hub: Enter the name and state of the
farm or food hub. If using a distributor, list the individual farm, not the distributor.

Column D — If the Food Hub Invoice is Outside CT: If the Food Hub Invoice is
Outside CT, provide the name and state of the farm.

Column F — Date Invoice Paid: Enter the date the invoice was paid.

Columns G through R — Food Categories Purchased: If the user selects “Yes” to
Submit for CT-BLP Reimbursement in column Q of the Local-Regional Food
Tracker Tab, the dollar amount spent for each food category will carry over
automatically.

Column S— Total Local Spend: The form will automatically calculate the total of the
amounts entered. Verify this amount with the amount on the invoice

Column T — Indicate CT or Regional: Select CT or Regional from the drop down.
Note: If the invoice contains both regional and Connecticut items, the items will need to
be separated into two lines on the Local and Regional Purchasing Tracker Tab.

Column U —Expenditure Reimbursement Value: Based on whether the user selected
CT or Regional in column T, the form will automatically calculate the reimbursement of
the purchased local food (50 percent for CT and 33 percent for regional).

Column V — Date Reimbursement Request Submitted: Enter the date the
reimbursement was submitted to the CSDE.

Column W — Date Reimbursement Received: Enter the date the reimbursement was
received by the district. Check the Grants Report at
https://www.csde.state.ct.us/public/dgm/grantreports1/paydetiMain.aspx.
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13.

14.

Instructions for the
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Column X — Remaining CT-BLP Funds: The form will deduct the amount of the
invoice from the available funds.

Review the CT-BLP Chart (fourth worksheet tab) to review the food items percentage
that the district is submitting for reimbursement. This tab also contains the Local and
Regional Purchasing chart, which allows the district to compare total purchasing with
the items submitted for reimbursement.

Forward Contracting Tracker Tabs

This document contains three forward contracting tabs. Each tab is for one farm.

1.

Contract Dates/Duration, Farm with Forward Contract, and Total Amount: Enter
the contract dates/duration, farm name, and the total amount of the contract value at the
top of the form.

2. Column A— Invoice Date, Column B— Invoice Number, and Column D— Amount: If
the forward contracting tracker was selected on the CT-BLP tab, the invoice date,
invoice number, and amount will automatically populate on the chosen forward
contracting tab (1,2 or 3).

3. Column C— Iltems Received: Enter the items received.

4. Column E — Remaining Balance: The form will deduct the amount of the invoice from
the available funds.

5. Column F — Notes: If needed, enter any notes associated with the invoice.

Questions

For questions regarding this worksheet, please contact the district's CSDE school nutrition team
member.

For more information, visit the CT Fresh Ed: Buy Local Program webpage or contact
the school nutrition programs staff at the Connecticut State Department of Education,
Bureau of Child Nutrition Programs, 450 Columbus Boulevard, Suite 504, Hartford, CT
06103-1841. This document is available at https://portal.ct.gov/-/media/sde/nutrition/
farmschool/ct_fresh_ed_local_regional_food_tracker_instructions.pdf
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In accordance with federal civil rights law and U.S.
Department of Agriculture (USDA) civil rights
regulations and policies, this institution is prohibited
from discriminating on the basis of race, color, national
origin, sex (including gender identity and sexual
orientation), disability, age, or reprisal or retaliation for
prior civil rights activity.

Program information may be made available in
languages other than English. Persons with disabilities
who require alternative means of communication to
obtain program information (e.g., Braille, large print,
audiotape, American Sign Language), should contact
the responsible state or local agency that administers
the program or USDA’s TARGET Center at (202) 720-
2600 (voice and TTY) or contact USDA through the
Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a
Complainant should complete a Form AD-3027, USDA
Program Discrimination Complaint Form which can be
obtained online at: https://www.usda.gov/sites/default/
files/documents/ad-3027.pdf, from any USDA office, by
calling (866) 632-9992, or by writing a letter addressed
to USDA. The letter must contain the complainant’s
name, address, telephone number, and a written
description of the alleged discriminatory action in
sufficient detail to inform the Assistant Secretary for
Civil Rights (ASCR) about the nature and date of an
alleged civil rights violation. The completed AD-3027
form or letter must be submitted to USDA by:

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

2. fax: (833) 256-1665 or (202) 690-7442; or

3. email: program.intake@usda.gov

This institution is an equal opportunity provider.

The Connecticut State Department
of Education is committed to a
policy of equal
opportunity/affirmative action for all
qualified persons. The Connecticut
Department of Education does not
discriminate in any employment
practice, education program, or
educational activity on the basis of
race; color; religious creed; age;
sex; pregnancy; sexual orientation;
workplace hazards to reproductive
systems, gender identity or
expression; marital status; national
origin; ancestry; retaliation for
previously opposed discrimination
or coercion, intellectual disability;
genetic information; learning
disability; physical disability
(including, but not limited to,
blindness); mental disability
(past/present history thereof);
military or veteran status; status as
a victim of domestic violence; or
criminal record in state
employment, unless there is a
bona fide occupational qualification
excluding persons in any of the
aforementioned protected classes.
Inquiries regarding the Connecticut
State Department of Education’s
nondiscrimination policies should
be directed to: Attorney Louis
Todisco, Connecticut State
Department of Education, by mail
450 Columbus Boulevard, Hartford,
CT 06103-1841; or by telephone
860-713-6594; or by email
louis.todisco@ct.gov.
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