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Quick Reference Guide for CNIPS NSLP Application Renewals
Sponsor Version


Key Dates to Know
	Event
	Open Date
	Submission Deadline to SCN
	Training Date

	NSLP Application
	June 1
	June 30th
	

	New to CEP:  Implementation Training
	
	
	June 30

	New Director’s Training (Must be a new director in SY 15-16 or 16-17)
	
	
	July 28 and 29

	*All training registrations are currently available in CNIPS. 












Effective Date:  June 2016
Sponsor Application

Please keep in mind that much of the information will be prepopulated from last year, so you will need to review for accuracy and completeness.  

School Year Dates of Operation
· Operational Dates – Rollover will automatically put 7/1/15 – 6/30/16.  You will need to manually put SY calendar dates for the actual first day and last day of school for students. 

Superintendent/Sponsoring Official
· Street Address – Needs to be physical address; cannot be a P.O. Box.

Child Nutrition Director
· Contact Information – Ensure this information is correct as this will be used for all SCN communication.

Menu Planner
· Menu Planner – This is the designated person that prepares the menus for purposes of KRS 158.852.  If this person is the same as the child nutrition director, you may check the box to populate those fields.  

Claim Preparer
· Claim Preparer – This is the designated person that prepares the monthly claim and gets notifications regarding the claims. 

Community Eligibility Provision Participation (NEW)
· Choose if you will be participating in Full CEP, Partial CEP, or not participating in CEP.  If you choose Full CEP, this will gray out fields below that are not necessary to complete.

Hearing Official
· Hearing Official – This should not be the same contact as the determining official.

Determining Official
· Determining Official – This is the designated person who determines eligibility of meal benefits.  All sponsors must designate a Determining Official. This includes Full and Partial CEP due to direct certification.  

Verifying Official
· Verifying Official – This can be the same as the determining official.  

Verification Method
· Verification Method – Please indicate which method you intend to use. Sponsors who are Full CEP will mark “No Verification to be performed”.

Confirming Official
· Confirming Official - Remember Confirming Official and Determining Official cannot be the same person.
Procedures
· Policy Statement – Please note if your policy statement has been amended with a substantive change to be implemented this program year.
· Production Record - Choose one of 3:  State Prototype, InTeam or Other. If Other is chosen, you will need to upload this to checklist items to be approved.


Eligibility Information
· Household Application – If you use something other than the USDA prototype, you will need to submit for approval. 
· Prototype Forms – Do you currently use all prototype forms?  You may click the question mark to view these forms.  If you do NOT use the prototype forms, you will need to upload those into the application Attachment List for approval.  Please note that formatting and font changes are not material changes and do not warrant submission.
· Effective date of eligibility for household applications or direct certification data – if you choose yes to either of these items you must have this included in your meal counting and claiming procedures on how this will be handled in your district.  

Residential Child Care Institution (RCCI) only
·  RCCI Q 42-44.  Only for RCCI sponsors. 

Food Service Management Company (FSMC)
· FSMC Q 45-49. If not applicable, skip question.

Vended Meals
· Vended Meals Q 50-53. If not applicable, skip question.

Attendance Factor
Attendance Factor – This percentage should be obtained from your DPP.  The percentage from your DPP should also match what is in your POS and be in a whole number format.

Safety Net Lunch
· Safety Net Lunch – This section is populated from prior year claims.

Comments from Sponsor
· Comments from Sponsors.  If you have any questions or if there is anything you want to expound on for clarification, this is where you will do this.  

Certification 
· Certification – You must check this box certifying the information is both current and correct.    








School Nutrition Program (Site) Application

Some information will prepopulate from previous year application.  Please review for accuracy and completeness.

Program Information
· Participating Programs – Choose what programs the site participates in.

Site Contact
· Site contact– Enter Site cafeteria manager and contact information.

Physical Address
· Physical Address– This address should be a physical address; no P.O. Boxes

Participation Information
· Participation Information – Q 9-10; If answering yes to Q 9 for a new site, Q 10 will remain blank.  If answering no to Q9, Q 10 data will prepopulate this year for pre-existing sites.
· Select Grades – Check/Review all grades for which reimbursable meals are claimed for at this site.   
· Kitchen type – Choose kitchen type; Pre-packaged satellite, bulk satellite, central kitchen, on-site prep, vended meal, FSMC, vending machine meal service or combination.

Pricing Information
· Pricing – Choose pricing type for each meal type.  When selecting CEP, paid and reduced prices should be zero with “Non-Pricing CEP” selected. When selecting Non-Pricing Universal Free this will trigger a checklist item Universal Free Intent Form to populate in the checklist.

Community Eligibility Provision (CEP)
· This information will be prepopulated.  It will be pulled from the April 1 reporting.  If you add a new site, this will open up where you will have to input this information.  

Section A – National School Lunch Program (NSLP)
· Months of Operation – This should be reflective of the months in the SY 16-17 calendar that site is in operation
· Day of the Week – These are the days meals served and claimed for reimbursement.  
· Meal Service Times – This is the time lunch begins to the end time of last lunch meal service.  
· Offer vs. Serve – Yes or No.  It is mandatory for High School Lunch.
· Grades offering OVS for Lunch – Please indicate what grades are utilizing OVS?  (Mandatory for grades 9-12 at lunch)
· Menu Planning Method – Only one option: Traditional FBMP
· Points of Service – Please report of number of points of service. This will be number of computers/registers as well as points of service utilizing check off rosters. 
· Provisional Options – CEP, Provision 2, etc. 

Section B – School Breakfast Program (SBP)
· Months of Operation – This should be reflective of the months in the SY 16-17 calendar that site is in operation
· Day of the Week – These are the days meals served and claimed for reimbursement.  
· Meal Service Times – This is the time breakfast begins to the end time of last breakfast meal service.  
· Offer vs. Serve – Yes or No.  Breakfast is not mandatory for any age/grade group.
· Grades offering OVS for Breakfast – Please indicate what grades are utilizing OVS?  (Not mandatory at breakfast)
· Menu Planning Method – Only one option: Traditional FBMP
· Points of Service – Please report number of points of service. This will be number of computers/registers as well as points of service utilizing check off rosters such as breakfast in the classroom.
· Provisional Options – CEP, Provision 2, etc. 


Section C – Afterschool Care Program (ASCP)
· Months of Operation – This should be reflective of the months in the SY 16-17 calendar that snack site is in operation.
· Day of the Week – These are the days snacks are served and claimed for reimbursement.  The approved program must be in session.  
· Snack Service Times – This is the time snack begins to the end time of snack service.  
· School Day Ending Time – Snack start time must occur at the end of the official school day.   
· Description of Afterschool Program – Please describe the program.  Make sure to list the educational or enrichment activities.    
· F/R Percentage for site:
· Attendance Area Eligible – Site should have F/R percentage greater than 50%
· Attendance Area Eligible – based on another school. Example, ABC Middle’s F/R percentage is 45%, but ABC Elementary that feeds into ABC Middle is 78%.  
· Non-Area Eligible – Claim based on eligibility status of ASCP Participants.
· For Area Eligible based on another school - Use drop down box with school listing.  
· Qualifying data SY 15-16 will be the data SA will use to verify all sites qualify for Afterschool Snacks.  C5 is not qualifying data.
· Afterschool Snack Program Contact – Person that is responsible for program and contact information.

Certification 
· Certification – Check to certify information is both current and correct.













CEP Scheduler

SCN will be working with sponsors to determine the most beneficial claiming rate/cycle.
The claiming percentage established using the ISP in the first year for an LEA, group of schools, or an individual school is valid for a period of four years.  If the ISP increases during the 4-year cycle, a new cycle can be started using the new ISP.  With the scheduler, the system will choose the most optimal ISP/year for your claiming rate, however your consultant will work with you closely to determine what works best for your district.  


[image: ]

First Year (School year – if it says 2015 = SY 14-15) – This is the first year of the CEP 4 year cycle.
Year Used (April of that year – is it says 2015, this is from April 2015) -- This is the data that establishes your claiming rate.


Checklist Summary 

These forms are for all sponsors.  You will only see the forms applicable to you when completing your application.

	Name of Form
	Instructions and Helpful Hints

	PLE Worksheet
	Traditional and Partial must submit a completed tool.  Full CEP will need to select checkbox, but not submit a tool.  

	Procurement Certification
	

	Civil Rights Questionnaire
	

	Indirect Costs
	

	CEP Intent to Participate
	

	Meal Counting and Claiming Procedures
	

	Adult/Student Charge Policy
	

	Policy Agreement w/ Signature Page
	

	501(c)(3)
	[bookmark: _GoBack]

	IRS 990
	

	Childcare License
	




Attachment List

If you have other documents, such as a PLE waiver or policy statement forms, they will be uploaded here.


If you have any additional questions regarding the NLSP application, please contact your approving consultant.

“USDA is an equal opportunity provider and employer.”
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