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HNS# 026-13 

MEMORANDUM 

The purpose of this memorandum is to provide Local Educational Agencies (LEAs) specific 

information related to the annual application and training requirements for the National School 

Lunch Program and Food Distribution Program in preparation for the 2013-2014 school year. 

Online Application Instructions: 

LEAs are required to submit their site and sponsor applications using CNP Web each school 
year.  After June 1, 2013, online site and sponsor applications for program year 2014 (school 

year 2013-2014) will be available, through Common Logon, to complete and submit for 

approval.  The annual submission and approval of the site and sponsor applications is a required 

step in order for LEAs to request reimbursements for meals served under the National School 
Lunch Program (NSLP), School Breakfast Program (SBP), Special Milk Program (SMP), and 

Afterschool Care Snack Program (ASCSP).  

Changes to the Sponsor Application 

 Section 5 – General Information

A new section has been added for Menu Certification Reimbursement eligibility (six
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cents) and is completed by your assigned specialist after Menu Certification is granted.  

Additionally, LEAs who have obtained Menu Certification will be required to complete 
an Annual Attestation of Meal Pattern Requirements. The person designated to submit 

the sponsor application will be required to read a statement and then check a box to attest 

that the sponsor and all sites under its jurisdiction operating the National School Lunch 

Program and/or the School Breakfast Program are in compliance with the meal pattern 
requirements in effect for the current school year. 

 Section 7 – Menu Planning

Section 7 of the Sponsor Application is where SFAs inform the Arizona Department of

Education (ADE) which meal pattern(s) are implemented at meal service sites. All SFAs
must continue to implement the New Meal Pattern for the NSLP. The former meal

pattern options (Traditional, Enhanced, Nutrient Standard, Assisted Nutrient Standard)

have been removed from the online application for the SBP; all SFAs must implement the

New Meal Pattern for SBP.

Changes to the Site Application 

 Section 8 – School Breakfast Program

Additional information about the type of breakfast meal service offered at the site will be
requested in this section. The options include breakfast in the cafeteria/main dining area,

breakfast in the classroom, grab and go breakfast carts, breakfast on the school bus, and

other. If other is selected, a description will need to be entered. At least one box must be

checked in this section prior to submitting the site application.

Reminders: 

 A Common Logon* username and password is required to enter the CNP Web system in

order to access and submit the online site and sponsor applications.
o Access is granted by reviewing the Online Training Manual and completing the

Request Form. Both documents are located at http://www.azed.gov/health-

nutrition/nslp/operate-nlsp/how-to-apply/.

o Please anticipate 7-10 days for ADE to process a Common Logon permissions
request form.

o The Common Logon Permissions Request Form is also used to gain access to

CNP Direct Certification, Verification, and Direct Verification.

 Please allow three weeks for approval of the site and sponsor applications.
 The site application(s) must be submitted before the sponsor application.

 Accuracy of contact information on the site and sponsor applications is critical for the

ADE to provide SFAs with program information throughout the year. Our primary

method of communication will be via email sent to the person listed as the School Food
Authority and Program Contact in part 1b and 2 of the Sponsor Application.

 Review the Application Checklist to ensure that all of the required documents have been

submitted. The online sponsor application in CNP Web will not be approved until all

the “checklist items” are submitted and approved.
 LEAs contracting with a vendor, a food service management company or are a district

that provides meals to schools outside of the district:

http://www.azed.gov/health-nutrition/nslp/operate-nlsp/how-to-apply/
http://www.azed.gov/health-nutrition/nslp/operate-nlsp/how-to-apply/
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o A new contract or renewal of the existing contract will be required prior to

approval of the Sponsor application. Visit http://www.azed.gov/health-
nutrition/nslp/operate-nlsp/contracting-service/ for more information.

 LEAs adding sites to the CNP Web system:

o Must complete and submit the Health & Nutrition Sponsor-Site Data Form

(Add/Change/Delete) to the ADE to add a new school to the online application.
The form is located at: http://www.azed.gov/health-nutrition/nslp/operate-

nlsp/how-to-apply/.

 LEAs with sites that have a separate Head Start/Preschool operation on their campus to

which they provide and claim meals:
o Must enter the Head Start/Preschool information as a part of the online site

application for the site providing the meals (not as a separate site application in

CNP Web).

o Make sure to note the separate Head Start/Preschool operation in the point of
service description section (Part 6 of the sponsor application).

*Note:  LEAs are responsible for keeping individual Common Logon accounts confidential,

accurate and up-to-date. Consulting firms contracting with an LEA including food service 

management company employees, are not authorized to complete the CNP Web online 
application, direct certification, verification or claiming process and will not be provided with 

Common Logon rights to enter such data. Also, please notify ADE Health and Nutrition Services 

of any individuals with a Common Logon username and password who are no longer employed 

as the account(s) must be disabled immediately.  Any new employees who need a new account 

must submit a request using the Common Logon Security Agreement and attest to reading the 

Online Training Manual.   

 The ADE-approved template documents for certification and verification have been

updated and are available online at http://www.azed.gov/health-nutrition/nslp/program-

forms/.

 Distribution of household applications for the school year 2013-2014 must not occur

before July 1 AND no more than 30 days prior to the first day of school.

 LEAs operating on a year-round schedule should distribute applications and base
eligibility determinations on the current fiscal year income guidelines on or after July 1.

 Approved household applications from the previous school year are only valid for the

first 30 days of operation of the new school year.**

** Note:  The 30 day roll-over of eligibility does not apply to LEAs operating Provision 2 or 

Provision 3.  LEAs that are completing their last non-base year cycle in school year 2012-2013 

and starting their next base year in 2013-2014 must start the school year with all students in the 

paid category until a new certification can be determined.  Please refer to the Provision 2 & 3 
Guidance Manual for additional options and guidance at: http://www.azed.gov/health-

nutrition/special-assistance/ 

Applications & Certification Documents Sent to Households 

http://www.azed.gov/health-nutrition/nslp/operate-nlsp/contracting-service/
http://www.azed.gov/health-nutrition/nslp/operate-nlsp/contracting-service/
http://www.azed.gov/health-nutrition/nslp/operate-nlsp/how-to-apply/
http://www.azed.gov/health-nutrition/nslp/operate-nlsp/how-to-apply/
http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/nslp/program-forms/
http://www.azed.gov/health-nutrition/special-assistance/
http://www.azed.gov/health-nutrition/special-assistance/
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The training/workshop schedule will now be planned and released on a semi-annual basis: July 

2013- December 2013 and January 2014- June 2014. The July 2013-December 2013 schedule 

will be posted on the ADE Training Website: http://www.azed.gov/health-nutrition/nslp/training/ 

by May 31, 2013.The training/workshop schedule is created based on feedback received from 
SFAs communicating with their Specialists, informing workshop trainers, and most successfully, 

via the “Requests for Upcoming Trainings” link on the ADE Training Website 

(http://www.azed.gov/health-nutrition/nslp/training/)  

Registration for all trainings and workshops is to be completed online at: 

www.ade.az.gov/onlineregistration.  Sign up early, as trainings and workshops fill up quickly. If 

you cannot attend a training that you have registered for, please promptly cancel your 

registration by contacting Patty Hansen at (602) 364-0718 or patricia.hansen@azed.gov .  

Registered attendees will receive parking instructions, time/date/venue changes, and training 

reminders through the email address provided during the online registration process and thus, 

accuracy of registration information provided by the attendee is critical. Please be aware the 

Health and Nutrition Services Division’s offices and training facilities are located in a new 

building which has a new visitor parking validation process. 

For many of our workshops, participants will receive a survey via email prior to attending. 

Please be sure to complete the survey which is designed to enrich your workshop experience. 
The instructors will incorporate survey responses and tailor the training to meet the needs of 

those attending.  

SFAs have requested clarification on which trainings are required to attend and which are only 
recommended. ADE will provide written notification to the SFA which trainings are required to 

attend; the requirements are based on the NSLP participation status (i.e. new SFA, Provision 2 or 

3 base year, etc). In addition, ADE plans to provide extra opportunities for SFAs to learn about 

the training topics that are covered in our most highly attended workshop (A+ School Lunch 
Workshop) in greater detail. Information will be posted at http://www.azed.gov/health-

nutrition/nslp/training/. All trainings/workshops are open to all SFAs with the exception of Base 

Year Training for Provision 2/3.  ADE will also release two web-based trainings: Operating 

Non-Base Years Provision 2/3 and Certification for 6 cents, beginning July 1
st
.  No prior

registration is required. Trainings will be posted on the training website 

(http://www.azed.gov/health-nutrition/nslp/training/), and links to handouts will be provided. 

Finally, professional development trainings offered by Health and Nutrition Services Division 

and our partners will be announced throughout the year. 

Below is information about the specific workshops and trainings, including which are required 

versus recommended.    

Training 

http://www.azed.gov/health-nutrition/nslp/training/
http://www.azed.gov/health-nutrition/nslp/training/
http://www.ade.az.gov/onlineregistration
mailto:patricia.hansen@azed.gov
http://www.azed.gov/health-nutrition/nslp/training/
http://www.azed.gov/health-nutrition/nslp/training/
http://www.azed.gov/health-nutrition/nslp/training/
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2013-2014 Workshop Trainings 
*How to read the chart: If your district has been approved for operating a base year for SY
2013-14, then it is required to attend Base Year Training for Provision 2/3 and A+ School Lunch 

Workshop. It is not required, but highly recommended to attend Lunch and Breakfast Meal 

Patterns for SY 2013 and Processing Household Applications.  
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A+ School Lunch Workshop 
Required only for new or applying SFAs, SFAs operating a base year for Special Assistance  

Recommended but not required for SFAs notified by ADE that their district will be receiving an 

Administrative Review during the 2013-2014 school year. This training is made available for all 

SFAs.  

This workshop is designed to provide regulation information, operational guidance, and 

hands-on-learning for operators of the NSLP, SBP, and ASCSP. This training provides 
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attendees the opportunity to stay up-to-date on changes and requirements for school year 

2013-2014, including the New Meal Pattern. Trainings are scheduled for two full, 

consecutive days. All new SFAs are required to attend. SFAs operating a Provision 2 and 

3 Base Year in 2013-2014 must attend this training as well as the Base Year Provision 2 

and 3 training prior to the first operating day. Sponsors operating Residential Child Care 

Institutions should attend the RCCI A+ School Lunch Workshop which is tailored 

specifically for this type of organization. (See below) 

A+ School Lunch Workshop RCCI Only  
Required only for new or applying RCCI sponsors.  

Recommended and made available for all RCCI sponsors. 

This workshop provides regulation information, operational guidance, and hands-on-

learning for operators of the National School Lunch, School Breakfast, and Afterschool 

Care Snack Programs. This training focuses on areas such as the annual notice of 

participation, use of statement of facts and the master list. Other important topics such as 

the 2014 New Meal Pattern requirements for lunch and breakfast will be discussed, 

including required menu documentation for the NSLP.  Guidance on several of the 

compliance requirements such as health inspections, proper food safety techniques, and 

HACCP will also be covered.  Take home resources will be available. 

Base Year Training for Provision 2/3  
Required only for SFAs approved by ADE  to operate a base year for the 2013-2014 school 

year.  

This training is not open to SFAs operating a non-base year on Special Assistance and is not 

open to all SFAs. 

**SFAs who are operating Special Assistance, but already completed their base year have a 

different required training—see below. 

This workshop is only for sponsors who have been approved to operated their base year 

for Provision 2 or 3, commonly known as Special Assistance. At this workshop you will 

learn about claiming and counting procedures, updated state and federal regulations and 

controlling costs. (Please note: attendance is only available for sponsors who have been 

notified by ADE).  

Operating Non-Base Years Provision 2/3 (Web-based)  

Required only for SFAs who are in their non-base years for Special Assistance (Provision 2/3). 

This web-based workshop is for sponsors who have successfully operated their base year, 

and are now operating “non-base years” for Provision 2 or 3.  The training will review 

procedures unique to “non-base year” operations such as claiming and counting 

procedures and verification report. 
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Verification  

Required only for sponsors notified by ADE and is made available for all sponsors. 

This workshop is designed to provide in-depth information on household application 

Verification, an annually required process which begins on October 1. An overview of 

Verification is covered in the A+ School Lunch Workshop; whereas the Verification 
Training focuses specifically on the details of the entire process. In addition, common 

issues that can lead to a high termination rate and/or result in missing the March 1st 

reporting deadline will be addressed.   

Lunch and Breakfast Meal Patterns for SY 2013-2014 
Recommended but not required for sponsors notified by ADE that their district will be receiving 

an Administrative Review during the 2013-2014 school year, sponsors operating a base year for 

the 2013-2014 school year, and sponsors wishing to submit for Menu Certification for 6 cents. 

This training is made available for all sponsors.  

This workshop will ensure understanding and compliance with the New Meal Pattern 

requirements for the National School Lunch and Breakfast programs. An overview of the 

lunch and breakfast meal pattern is covered in the A+ School Lunch Workshop; however, 

the Lunch and Breakfast Training provides a greater level of detail on the component and 

nutrition requirements for each grade group, offer vs. serve, crediting, and required 

record keeping. Please note: this training will not review the forms and process to 

submit for Certification.  

Processing Household Applications—Certification/Direct Certification 

Recommended but not required for sponsors notified by ADE that their district will be receiving 

an Administrative Review during the 2013-2014 school year as well as sponsors operating a base 

year for the 2013-2014 school year.  

This training is made available for all sponsors.  

This workshop will cover direct certification, certification, and processing household 

applications in detail to ensure accuracy and compliance. 

Certification for additional 6 cents (Web-based)   

Required only for sponsors prior to submitting a 6 cent Menu Certification package. Sponsors 

that have already submitted and obtained Menu Certification for SY 2012-13 do not re-

submit for Menu Certification or attend training.  

This web-based module will provide an overview of the process to apply for 

Certification, how to complete specific forms, reimbursement policies and resources for 

online submission.  
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All NSLP Sponsors may participate in the USDA Foods Program. Sponsors are required to pay a 

delivery fee for any case of USDA Foods ordered, so please keep this in mind when considering 

participation in the program. These delivery fees will be paid out of the existing food service 

budget. For more information, contact a member of the School Foods team at FDP@azed.gov or 
(602) 542-8700. 

USDA Foods Program participation requirements: 

 Select “yes” from the drop down box in the General Information section of the NSLP
Sponsor Application on CNP Web.

 Log in to CNP2000 (the USDA Foods ordering website) and update the sponsor delivery

locations and contact information.

Sponsors who are new to the USDA Foods Program must: 

 Complete a Food Distribution Program Delivery Information Application and submit

online. This form is located at http://www.azed.gov/health-nutrition/nslp/operate-

nlsp/how-to-apply.
 Register for a USDA Foods Ordering Web-Based Training in order to gain access to the

ordering website. To register, please go to http://www.ade.az.gov/onlineregistration/ and

click on Health & Nutrition Services: Food Distribution, then find the next available class

in your area and click “choose and continue” to begin registering. Registration begins in
May 2013 for school year 2013-2014.

For questions regarding this memo, please contact your School Nutrition Programs Specialist; 

this information is located on the NSLP CNP Web home page. 

This institution is an equal opportunity provider. 

USDA Foods Program 

mailto:FDP@azed.gov
http://www.azed.gov/health-nutrition/nslp/operate-nlsp/how-to-apply
http://www.azed.gov/health-nutrition/nslp/operate-nlsp/how-to-apply
http://www.ade.az.gov/onlineregistration/



