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Please follow these lunch ordering instructions each month.  We need each family to return a separate lunch menu for each child, with prepayment (when applicable), by the due date each month.

· The monthly calendared menu will become your child’s order form/lunch card and saved for record keeping. Please print neatly when completing this form.

To order hot lunch w/milk:

· Circle either LM (lunch & milk) or VM (vegetarian & milk) on the order form calendar.  
· Cost is $3.00 LM and $3.50 for VM
· Fill in quantity and corresponding amount due in the column on the right.

· We will return a copy of the completed menu to you so you know which days your child is eating school lunch.

To order milk only for days when your child brings a cold lunch from home or an additional milk is wanted:

· Circle MO (milk only) on the order form.  **Milk comes with the purchase of a hot lunch  

· Cost is $0.50   (A substitute for milk is available only for students who are lactose intolerant or have a milk allergy.  Appropriate paperwork must be completed. Please contact school office to get form. Physician’s signature for documentation is required.)
To finish form:

  Fill in the following information on the order form:

· Student’s Name

· Check Number

· Check Amount

· If the check is to be split with another child

Payment

· Lunches will be ordered one month at a time.  

· One check per order may be written. 

· Your check may include more than one student. 

· No cash please.

· Write check for amount due to “Cologne Academy.”

· Attach check to order form(s).

· Either mail in order form(s) or send to school with one child.

· All orders must be received by due date.
Free & Reduced Lunch Program

· You must order the lunches you wish to receive.

· If your family qualifies for the Free or Reduced Lunch Program please complete the order form as per the above instructions, and turn it in by the due date. For confidentiality, please do not indicate free or reduced on lunch order form.  
Forgotten Lunches

If your child forgets his or her lunch he or she will be allowed to call home to request that a lunch be brought in. If a back-up lunch is provided, the cost is $5.00 per lunch. Please use this only for emergencies. Payment is due in office within one week.  Your child will receive a lunch, although not guaranteed a school lunch from the caterer. 

Credits

Lunches are ordered from our Caterer in advance for the following month. Cologne Academy does not refund for missed lunches as the school must buy that lunch whether a child is absent or not. However, you may call the school that morning if you wish to allow a sibling to take the lunch. If you inform the school one week in advance that your child will be absent and therefore not taking some lunches ordered, it may be possible to issue a lunch credit to be used the following month.
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