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Form Instructions

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

a. Farm Name
b. Farm Location (State)
c. Product Name & Description
d. Cost of Product 

4. You will receive an email confirmation of your submission. Save this! 

Mass. Farm to School will provide:
1. Link to Online Form 

https://survey.alchemer.com/s3/7324995/NEFS-Reimbursement-Form-Pilot
2. Username & Password (one per district)
3. Tutorial video (https://youtu.be/oE8k0lr-pgw)  

https://survey.alchemer.com/s3/7324995/NEFS-Reimbursement-Form-Pilot
https://youtu.be/oE8k0lr-pgw


Form Instructions

Enter Your Username & 
Password. This will be 
emailed to you directly. 



Form Instructions

Confirm Your School Food Authority 
Name & Agreement Number. If 
these fields are not correct, please 
contact nfs@massfarmtoschool.org 
to receive the correct username & 
password. 

mailto:nfs@massfarmtoschool.org


Form Instructions

Select the type of purchase you will 
be entering: Direct from Farm OR 
Food Hub/Distributor. 



Form Instructions

Select the number of products you wish 
to enter. If you have more than 5 
products to enter, please enter the first 
5, and submit. Then re-open the form, 
login, and submit your additional 
products. 



Form Instructions

Add the details of your purchase 
on this page. The product name 
should be “Apple, Pear, Redfish.” 

Including “Product Description” is 
optional. You may use this field to 
describe your product, i.e. “sliced 
apples, or varietal: Gala.” 

Please do not use $ in the Total 
Cost field. Simply write the cost as, 
i.e. 315.15 OR 45.00. 



Form Instructions

This page will show an overview of 
your submission. Please review 
before hitting the “Submit” button. 
If you need to make changes, use 
the green “Back” button on the 
bottom of the form. 



Form Instructions
Entering products purchased from a food hub or distributor. 



Form Instructions

If you are entering products 
purchased from a food hub or 
distributor, you will only enter the 
name of the vendor once, but will 
need to enter the farm name and 
location for each product entered. 



Form Instructions

This page will show an overview of 
your submission. Please review 
before hitting the “Submit” button. 
If you need to make changes, use 
the green “Back” button on the 
bottom of the form. 



Form Instructions

Final Page! 



Questions? 

Email: 
nfs@massfarmtoschool.org 


