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CEP Timeline of Events

July

· Publicize the CEP media release in venue of your choice:  newspaper, radio, television or any combination of these

· Market the CEP program on your website, school flyers, open houses, etc.

· Ensure there are 2 CEP posters per site; one in the cafeteria and one near the school entrance

· Communicate with principals, DPPs, and district leadership on CEP with the intent of increasing meal participation

· (Partial CEP Districts) Process all household applications—including mixed CEP households

· Follow guidelines on synchronization of meal status between POS and Campus

August

· Obtain signed and dated runaway/homeless/migrant lists from district coordinator; enter these in POS and Campus as directly certified

· Import the August DC file. Inform the FRAM Coordinator of import and that data synchronization has been properly set up.  FRAM Coordinator can begin processing HIF forms.

October

CEP schools do not conduct verification reporting.  However, CEP districts complete sections 1-2, 2-3, 3-1, and 5-1 in CNIPS.
November

· Report site enrollment (aka October qualifying data):

· Full CEP: Report the Free % currently used to claim meals under the CEP (identified student percentage times 1.6)  in the LEA/school should be applied to the current October enrollment number to estimate the number of children approved for Free Lunches.  CEP sites will not report Reduced Price data. 

· Partial CEP:  For the CEP sites, report as instructed above, for the Non-CEP sites report Free, Reduced, and Paid status for Site Enrollment (October qualifying data). 
April
· Report April DC numbers

Daily
· Complete the “Edit Check Worksheet for CEP Schools” (unless your system has been modified to compare the number of total meals served to the number of attendance adjusted enrollment).

· Assist FRAM Coordinator with assigning an SES status for runaway, homeless, and migrant students

Monthly
· Import the monthly DC file into your POS and Campus

· Enter claim in CNIPS by 15th of each month

· Ensure your Closing Bank Balance does not exceed the 3-month operating expense

· Best Practice: In partial CEP districts, share the POS roster of free/reduced students who attend CEP schools with the FRAM Coordinator.  He/she can use this information and forego processing the HIF form 

Annually 

· Re-apply for CEP on your NSLP application in CNIPS.
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