
Reimbursement Form Information

Separate from the DESE Security Portal and Claims process, 
districts must enter their purchases via an online form by invoice 
to get reimbursed for local purchases. 

Note: This form submission must be completed by individual 
invoice.*

*In the case of multiple cafeterias receiving delivery from the same vendor on the same date, you 
can aggregate information prior to entry into this form.



Reimbursement Form Information 
Overview

Overview of Submission Process
1. Login 
2. Select “Farm” or “Food Hub/Distributor”
3. Log purchases (by invoice*), including:

a. Farm Name
b. Farm Location (State)
c. Item Name 
d. Item Description (i.e. sliced) - OPTIONAL
e. Cost of Product 

4. You will receive an email confirmation of your submission. Save the email for 
your records. 

Mass. Farm to School will provide:
1. Link to Online Form
2. Username & Password (one per district)
3. Tutorial video & step-by-step written instructions 



Step 1: Enter Your Login Information

Reimbursement Form Information
Step by Step Instructions



Step 2: Confirm your school food authority name & agreement number are 
correct. 

Reimbursement Form Information
Step by Step Instructions



Step 3: Let us know who is filling out the form. Confirmation of submission will go to the 
person filling out the form & the School Nutrition Director. 

Reimbursement Form Information
Step by Step Instructions



Example #1: Submitting Claims from a Food Hub/Distributor

You have purchased carrots & apples from Boston Food Hub on September 28, 
2023. The carrots cost $125.43 and came from Smith Farm in Massachusetts. 
The apples (sliced) cost $56.98 and came from Meadow Farm in Connecticut. 

You may enter both carrots & apples on the same form to get reimbursed for this 
purchase.*

*Reminder: If you made purchases on two different dates, you will need to use the 
form twice, once for each date. If you made purchases from two different food 
hubs, or two different farms, you will need to enter those purchases individually.  If 
you purchased apples & carrots from one farm on the same date, you may enter 
both apples & carrots on the same form. 

Reimbursement Form Information
Step by Step Instructions: Example #1



Example #1: Submitting Claims from a Food Hub/Distributor

Reimbursement Form Information
Step by Step Instructions: Example #1 



Enter information for your 
first item “Carrots.” 

Click “Add Another Item” 
to enter “Apples.” 

Reimbursement Form Information
Step by Step Instructions: Example #1



Enter information for your 
second item, “apples.” 

Reimbursement Form Information
Step by Step Instructions: Example #1



Reimbursement Form Information
Step by Step Instructions: Example #1

Review your submission. If everything 
looks good, click Submit. If you need 
to adjust anything, click the green 
“Back” button. Do not click the back 
button on your browser - you will lose 
all your work! 



Reimbursement Form Information
Step by Step Instructions

Your submission is now complete. You will receive an email confirmation, which will be sent to both the 
person filling out the form and to the school nutrition director automatically. If you do not receive an 
email confirmation, please contact nfs@massfarmtoschool.org



Example #2: Submitting Claims from a Farm

You have purchased $75.00 worth of kale from Meadow Farm on September 5, 
2023.   

Reimbursement Form Information
Step by Step Instructions: Example #2



Reimbursement Form Information
Step by Step Instructions: Example #2



Reimbursement Form Information
Step by Step Instructions: Example #2

Enter information for your 
item, “kale.” 



Reimbursement Form Information
Step by Step Instructions: Example #2

Review your submission. If everything 
looks good, click Submit. If you need 
to adjust anything, click the green 
“Back” button. Do not click the back 
button on your browser - you will lose 
all your work! 


