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Overview of Application Process for SFSP 

The Summer Food Service Program (SFSP) requires the annual submission of an application or contract to 

participate in the SFSP.  If you have any questions after reading through this overview, please contact SCN SFSP 

Support at 502-564-5625, extension 4933 (Cathy), 4939 (Jennifer), 4911 (Cyndi-PNP sponsors), or 4914 (Suzanne-

PNP Sponsors) or email us at cathy.gallagher@education.ky.gov , jennifer.langfels@education.ky.gov , 

cyndi.willmarth@education.ky.gov , traci.bullock-ray@education.ky.gov   

What can on-line contracts do for you? 

Decrease the time you spend on the application process!  Much of the information that is entered will ‘roll-over’ 

the following year and require that the Agency only update that information. 

What do you need to know prior to entering the application information? 

Everything that is part of the Application!  You need to be prepared BEFORE sitting down at the computer to 

complete the application process.  The following is an outline of what you will be asked for: 

 General Information: 

 Name, address, phone number of the sponsoring agency 
 Dates of operation for the entire summer operation 
 Copy of your federal tax exempt status (if new) 
 Decision on whether to request an advance payment 
 Completed vendor agreement if purchasing meals from a vendor 
 Planned summer menus if a new sponsor or concerned about meeting the meal pattern requirements 
 Completed media release 
 Completed letter to the health department 

mailto:cathy.gallagher@education.ky.gov
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SFSP Sponsor Application Packet – Overview of Application Process     Page 2 

 Administrative Personnel 
 Names, title, number of hours devoted to SFSP, salary per hour 

 
 Budget Information 

 Estimated income to be used to finance the SFSP 
 Operational budget (food, non-food supplies, food service labor, kitchen utilities, cost of transporting 

food or children, delivery truck rental, etc.) 
 Administrative budget (administrative labor – monitoring, completing the application, claims; 

administrative utilities, postage, office supplies, etc.) 
 
 Sponsor Management Responsibility 

 Name of person(s) with various management responsibilities, titles 
 
 Sponsor Training Sessions 

 Name of person(s) conducting the training, training date(s), topics to be covered 
 
 Civil Right Pre-Award Compliance Review Information 

 Estimate of the racial ethnic make-up of the children you will be serving in the SFSP 
 Efforts made to assure that minority populations have an equal opportunity to participate 
 Effort made to contact minority and grassroots organizations 
 List of federal agencies providing financial support to the sponsoring agency 
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Site Application Detail 
 Name, address and phone number of site(s) 
 Name of site supervisor 
 Type of site and how it is eligible (supporting documentation of eligibility may be required to be 

mailed or faxed in to SCN 
 Whether or not the site participates in any other child nutrition programs 
 Tentative monitoring dates for each site 
 Names of monitors 

 
 Site Meal Service Information 

 Decisions on whether or not there is a need to request a meal pattern exceptions or variation (usually 
only requested if serving very young children) 

 For school program only – decision on which menu planning system 
 Decision on offer versus serve provision to use for each site 
 Location of site(s) (indoor or outdoor), how many children can eat at one time, how meal service will 

be supervised 
 Meal count procedure for each site 
 Whether or not the site had participated in the SFSP in prior years; if ‘YES’, with which sponsor 
 Whether or not meals are prepared on-site or delivered 
 How meals are stored on-site 

  
 Food Service Personnel Information 

 Name of food service person(s) at each site, total numbers devoted to SFSP, salary per hour, food 
service duty, dates of employment 
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Session Information 
 Dates of operation for each site, number of days operating each month, operating days of the week 

and types of meal services requested 
 Estimated number of children to be served at each site 
 Estimated number eligible for free/reduced price meals 
 Beginning and ending time of meal service 

 
 New Agencies Only 
 In order to access the on-line application, new agencies (those that have not operated the National School 
 Lunch Program or the Child and Adult Food Program in CNIPS) must sign a security agreement and submit 
 to SCN. 
 
What kind of documents still need to be mailed/faxed/emailed to SCN? 
All sponsors must submit a copy of the Letter to the Health Department.  New sponsors that do not participate in 
the NSLP or CACFP will need to also submit a signed Permanent Agreement. 
 
Questions throughout the CNIPS Sponsor Application will trigger the need to submit the above items.  After 
entering all application information, you will be reminded of the documents that need to be attached to the 
application (in CNIPS on the checklist screen) in order for your application to be approved. 



• Application deadline : 

   

 

 May 14 or 30 days prior to first day of 

operation 
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SFSP Sponsor Application Packet Sequence 

 

1. Sponsor Application 

2. Management Plan 

3. Food Production Facility 

4. Site Application  

5. Budget Detail 

•Ensure all site and sponsor checklist items are completed. 

6. Checklist 

•Sponsor will receive email upon approval by SCN 

SUBMIT FOR APPROVAL 

•Must email SCN consultant for review and approval once site field 
trips are completed 

7. Site Field Trip List (if applicable) 

•Must email SCN consultant for review and approval once advance 
request is completed 

8. Advance Request (if applicable) 
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Summer Food Service Program  

CNIPS 

Child Nutrition Information and Payment System 

CNIPS is a user-friendly web application that allows authorized users to submit and approve application, 

claims and miscellaneous forms via the Internet.   

Accessing the Web site 

KDE website>Federal programs/School and Community Nutrition>Overview>Online reporting. 

Or: https://cnips.education.ky.gov 

 

 

 

 

 

 

Before you can begin using CNIPS, 

you must be assigned a user ID and 

password by the CNIPS Help Desk 

that provides the required security 

rights.  

Enter your User ID. 

Enter your Password. 

If this is your first time logging on, the 

system will automatically require you 

to change your password. 

Password must be 10-12 characters in 

length and must contain at least one 

number, one letter, and one special 

character (!,?, /).  Passwords are case 

sensitive 

 

https://cnips.education.ky.gov/
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Your Sponsor information: check accuracy. 

Select: Applications>Application Packet 

 

 

Menu Items 

Selected School Year 
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Under “action”, Click Modify for Sponsor Application 

 

 

 

Let’s start filling out the Sponsor Application. 



1 
 

SFSP SPONSOR APPLICATION 

Check to see that the sponsor type is correct.  Please notify your program consultant if the type of 
agency is incorrect:  

 

 

Enter the physical address of the sponsoring organization.  No PO boxes or other type of information 

should be entered here.   

 

Entering the mailing address where all correspondence from the state agency should be sent to.  
Tip:  Use the ‘Same as the…’ feature to automatically pre-populate the information if the address is same 
as the physical address. 

       

Enter the individual responsible for administering the summer food service program within your       
organization. Please note:  salutation is required, phone extension and fax number are not. 

 

                     



2 
 

 

 
This can be the same as the Summer Food Service Contact.  Be sure to complete the date that training 

on summer feeding was completed.  Be sure to enter salutation! 

 

 
This will be needed to be reported. Someone from the sponsoring organization that is a supervisory 

person must attend training. 

 

General Questions-#’s 26-29 – if 26 is answered “no”, you will be given some options:  

“Food service to children of migrant workers”,  

“Failure to operate would deny program to a needy area” 

”Failure to operate would deny a significant number of children”, 

 “Operate residential camps”, 

 Other.  

 

 

 



3 
 

 

 

The following is an excerpt.  Please read thoroughly before checking the box. 

 

 

 

 

Your consultant may leave a message for you in the  “Comments to Sponsor”. 

Finally, click Save and Finish.  



SFSP Sponsor Application Packet – Management Plan  Page 1 

SFSP Management Plan 

Sponsors will need to indicate the number of people who will be working in each position, whether they 

are performing in the same function as last year in SFSP, and if they attended training by SCN.  

 

 

The administrative staff would include coordinators, monitors, finance staff, trainers. 
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Food Production Facility List 

 

 

The Food Production Facility List will need to be completed before adding site applications.  The site 

application requires the food production facility to be chosen from a list auto-populated by the 

completion of this form.  Without this information, you will not be able to complete the site 

application(s). 

 

In the Food Production facility form the type of food preparation facility determines if the Vended 

Facility information is available to complete.  If Central Kitchen is chosen, Vended Facility is greyed out 

and cannot be completed.  If Vended is indicated, the questions for Vended Facility will be made 

available to complete. 
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Click Save and Finish.  

Now to Site Applications. 
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Site Application SFSP CNIPS 

 

Click on Summer Food Service Program 

Click Add to complete site application information 

 

Click the site you seek to add from the list of available sites. 
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As with the sponsor application, be sure to include salutation and area code for phone number.   

 
Operation date cannot be beyond 09/30.  You cannot enter more meal types than are allowed or you 

will get an error message. Geographic location will be entered automatically based on site profile. 
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#23, if “yes”, cannot add site.  If #24 is “no”, you must enter a pre-op visit date in #26.  If there is 

another SFSP or SSO program site within ¼ mile of this site, you must answer the questions regarding 

the sponsor and site.  (this is shown only partially in the above snapshot). 
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Site Type: 

Is this a an open, restricted open, closed-enrolled, or camp?  Reason must be given if it is a “restricted 

open” or “closed enrolled” site.  

#29.  How is Eligibiliy Determined?  School field is enabled if eligibility method is “school data” 

#30.  Primary service provided by this site: If site type is “open” or “restricted open”, the following 

choices are given:  emergency shelter, migrant, recreation,  food service only, school or other. 

        If the site is “closed-enrolled”, the  choices that are given:  culture, emergency shelter, migrant, 

recreation, religious, or other. 

#31-this will auto-calculate the percentage of enrolled children that are eligible for free and reduced 

meals.  (must be at least 50%) 
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B1.  “same as site” –only if this is the operation days in #17. 

 

L1-L11  are filled out in the same format. 
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Notice anything missing below?  #38 would be a set of questions only if site type is “camp”. 

 

If you answer “Yes” to #39, you will need to submit an Infant Feeding waiver.  
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You will need to have the Food Production Facility List in the Application Packet completed before 

completing question #40.  This will be needed if a site receives meals from a central kitchen or is 

vended by one of the following: SFA, FSMC or another SFSP sponsor. 

 

 
 

 

Indicate the date that outreach will be conducted and list advertisement methods you plan to use.  

 

 

Read, check certification, click Save and Finish. 



SFSP Application Packet – Budget Detail   Page 1 
 

SFSP Budget Detail 

 

Click Add on the Budget Detail to view the budget screen. 

 

 

 

 

The above information will be generated from the site information. You will complete site 

applications first.  You will not enter information here.   

Click 
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You will enter projected operating and administrative costs: 

 

 

Tip:  Review previous year’s costs for a baseline in entering this information. 
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Will meals be served to non-program adults?  Will meals be provided at no cost to non-program 

adults? 
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SFSP Application Packet Checklist 

 

Sponsor Level Checklist Items 

Sponsor and Site level checklist items appear on the screen.  

Begin with the sponsor level checklist by clicking on the sponsor name hyperlink. 

 

Click 

Click 

Tip: View the status of 

your checklist items 

here 
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The paperclip icon shows that you can upload a document.  Click on the icon to get this screen: 

  

Click Browse… to locate the file to upload.  Comments are optional. 

When finished click Save.  
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When you upload a document, you can click the box “submitted” and the date will auto-populate. 

  

Now we can complete the Site checklist.  SFSP has site checklists in addition to the Sponsor Checklist.
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Here is where you will upload your Health Department Notification letter and Media Release.  These will 

be uploaded at the time of your application only.  Any changes in meal service times, dates, or type will 

necessitate a new media release and health department notification, but the changed documents will 

not be submitted on CNIPS, to SCN.  Keep these on file to substantiate that these were done.  Be sure to 

go into the sites affected and change any information in the site application(s).    

For those sponsors with numerous sites who use a media release and health department letter that lists 

all sites in one document, you can upload these forms on the first site on the list.   Any added sites will 

necessitate revised information being uploaded at this site as well.  When you go to the site checklists 

for the remaining sites, simply check the box “Document submitted to SCN”.  We will find your 

documents for all of the sites under the first site’s checklist. 

 

 

 

 

When finished click on Save. 

Tip! Items without a paperclip should be faxed or mailed to SCN.  
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Then click Finish. 

 

 

When finished click Back  to return to the Sponsor Application Packet screen. 

 

 Tip!  The Total Items should equal the Submitted Items. 

 



SFSP Application Packet – Site Field Trip  Page 1 

SFSP Application Packet Site Field Trip 

Once the application packet is approved, you can complete the “Site Field Trip List”. 

 

 

Click to create new 

field trip 
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SFSP Advance Requests 

 

This can be completed only after a sponsor has an approved sponsor application 

packet. 

 

 

 

Sponsors use the Advance Requests menu option to submit a request for 

operational or administrative payment advances and to view the status of their 

submitted requests. 

 A sponsor may request up to three (3) Operating Advances and up to two 

(2) Administrative advances for a designated program year. 

 

 The SFSP Advance Request for YYYY-YYYY screen enables only claim 

periods for the Sponsor based on the application information. 

 

 At least one site must have at least 10 operating days in order to request 

an advance. 

 

 SCN determines the monetary amount granted for each advance request. 
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