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“Step by Step Instruction: How to Submit Site and
Sponsor Applications in CNPWeb” is intended for
the School Food Authorities in the state of Arizona.
All regulations are specific to operating the National

School Lunch Program under the direction of the 1
Arizona Department of Education.
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Intended Audience and Content

* This How-To-Guide is intended for Local Educational Agencies
(LEAs) operating the National School Lunch Program (NSLP) who
submit Site and Sponsor applications in CNPWeb.

* The following slides provide guidance on how to submit Site and
Sponsor applications in CNPWeb.
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Objectives
At the end of this training, attendees should be able to:

- understand the annual application process used to participate in
Child Nutrition Programs in Arizona;

- access CNPWeb to submit Site and Sponsor applications;

- complete fields within Site and Sponsor applications including the
LEA's point of service; and

- determine if any pending Checklist items need to be sent to ADE.



Comprehension

Check

* Throughout this guide there will be comprehension quiz questions

to test your knowledge and help you apply what you're learning.

* Be sure to review these quiz questions and the answers, available

within the guide.

* This icon will indicate a comprehension quiz question, and the

background of the slides will be a light green like you see on this

. ) 59
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Definitions

- ADEConnect: An online portal that houses web access to different
reports and program applications for multiple program areas within ADE.
Throughout the program year, ADE will require LEAs to submit reports
using this online portal.

* Local Educational Agency (LEA): A public board of education or other

public or private nonprofit authority legally constituted within a state for
either administrative control or direction of, or to perform a service
function for, public or private nonprofit elementary schools or secondary
schools in a city, county, township, school district, or other political
subdivision of a state, or for a combination of school districts or counties
that is recognized in a state as an administrative agency for its public or
private nonprofit elementary schools or secondary schools. This also
includes residential child care institutions, Bureau of Indian Affairs, and
education service agencies and consortia of those agencies.

Definitions

Continued
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Definitions

- National School Lunch Program (NSLP): A federally assisted meal
program operating in public, private nonprofit schools, residential child
care institutions, juvenile correctional institutions, and boarding schools.
Such organizations get reimbursements for each meal/snack they serve,
in return they must serve lunches that meet federal requirements.

* Program Year (PY): The operating period for Child Nutrition Programs,

which is July 1-June 30.

* School Food Authority (SFA): The governing body which is responsible
for the administration of one or more schools; and has the legal authority
to operate the Child Nutrition Programs therein or is otherwise approved
by the Food and Nutrition Service to operate the Child Nutrition

Programs.

Definitions
Continued 6



Definitions

- Site: Arizona Department of Education’s (ADE) term for the individual

Step by Step locations where meal service takes place.

. * Sponsor: Arizona Department of Education’s (ADE) term for the entity
/I’)StI’UCtIOn that is responsible for the administration of Child Nutrition Programs at
the sites.

How to Submit

S I te a n d For example, Desert Pines s 0 Desert Pines

School District sponsors LEA/ < NN ] J——
5

; " o
f Onsor three sites that serve Sponsor Ny “
program meals: Dry Desert

Elementary, Desert
Z\ [ I C a t I O n S I n Malcom Midd‘le School and —
Pine Grove Middle School.
( N P We b ADE will hold the LEA
accountable for NSLP
requirements at all sites
during the program year.

Sites

“—__ Dry Desert Desert Malcom Pine Grove
Elementary Middle School Middle School
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The Step by Step Instruction will review:

Introduction to Submitting Site and Sponsor Slides 9-21
Applications

Log into CNPWeb Slides 22-32
Submitting Site and Sponsor Applications Slides 33-81
Checklist Items Slides 82-90
Application Review Slides 91-103

The following slides will only cover How to Submit Site and Sponsor
Applications in CNPWeb. Please refer back to the ADE Online Training
Library for additional trainings.



http://www.azed.gov/hns/nslp/trainingps/online/

Introduction to Submitting
Site and Sponsor
Applications




Introduction

Program Participation

- Annually, Local Educational Agencies (LEAs) must notify the Arizona
Department of Education (ADE) that they wish to participate in any of
the Child Nutrition Programs: National School Lunch Program (NSLP),
After School Care Snack Program (ASCSP), At-Risk Afterschool Meals
(At-Risk), School Breakfast Program (SBP) and/or Special Milk
Program (SMP).

- LEAs notify ADE by submitting Site and Sponsor applications online

through CNPWeb in ADEConnect.

- These applications are available beginning on June 1 for the upcoming

program year, but can be updated at any time for when program
changes arise.

10



Introduction

What is ADEConnect?

- ADEConnect is an online application that houses web access to
different program applications for multiple program areas within ADE.
Throughout the program year, School Nutrition Programs will require
LEASs to submit reports using this online application.

I ADE ~ %7 PARENTS & STUDENTS v W SCHOOLS & TEACHER : v & ADECONNECT

Abeson oy Abimgtne

' Superintendent of Public Instruction

Welcome Aidaly Jili el

Find Entity Administrator
Self Service Portal

# HOME CIVIL RIGHTS MEMOS CONTACTU

ADEConnect

National School Lunch F

C Getting Started with NSLP in your [

» Training and Professional Standards [-] Independent Applications - 1 &=

» The Administrative Review = ESA Applicant Portal
= Event Management System (EMS)

[Hide Al

[-] Arizona Department of Education - 79275 &=

= CNPWeb ?
= Event Management System (EMS)

» Meal and Snack Requirements
» Local Wellness Policy

» Special Assistance Provisions

» Financial Management

ADEConnect Application Menu: List of all ADE web applications. Each web
application holds permissions to a different report and/or database. Please
note, application menus may be different for all users.
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What is CNPWeb?

* CNPWeb is the web application where LEAs operating Child
Nutrition Programs submit their annual Site and Sponsor
applications and submit claims for reimbursement.

Welcome Aidaly =it hi¥elld

ﬁ_/g'_t-;& % le&-ﬂ Find Entity Administrator

[ Superintendent of Public Instruction Self Service Portal
ADEConnect

Introduction =

[Hide Al

[-] Arizona Department of Educaiss-—ts
= Eventi Management System (E K“)' hild Nutrit

[-] Independent Applications - 1

= ESA Applicant Portal
= Event Management System (E

NSLP

Home
You are in NSLP Home

Check the folowing links frequently for new announcements and important program information regarding NSLP:

s Click Here for a list of NSLP Memos '&

Your NSLP Program Spedialist is:

Jessica Gibbs
Email: jessica.gibbs@azed.gov
Telephone: (602) 542-4815

Sponsor Status:

12



How do | obtain access to CNPWeb?

* Only those users who have been designated Entity Administrators
can grant permissions to applications within ADEConnect.

* Users must contact their LEA's Entity Administrator in order to receive
access to CNPWeb.

- To find your LEA's Entity Administrator, users can log into

Introduction ADEConnect from the sign in screen or through their Student
Information System (SIS) and click Find Entity Administrator.

_— Welcome Aidaly [ikKell
A é Pl ; — % /{,@l?&.d-/ d Entity Administrator
M superintendent of Public Instruction Self Service Portal

ADEConnect

[Hide All]
[-] Arizona Department of Education - 79275 &=

= CNPWeb ?
= Event Management System (EMS)

[-] Independent Applications - 1 &=
= ESA Applicant Portal
= Event Management System (EMS)




How do | obtain access to CNPWeb?

- Users are able to search for their Entity Administrator(s) by searching
by Entity ID, CTDS, or Entity name.

Find an Entity Administrator

Search by Entity ID, CTDS, or Entity Name:

Test

In trOdUCtion Test Record

(9116)

Entity Administrator Contact

Test Record (9116)

—

A table will appear with the contact
information for LEA’s Entity
Administrator(s). Please note, users
must contact their Entity
Administrators to receive access to e
CNPWeb since ADE will no longer be

Entity Administrator Contact

Firstname Lastname Firstname.Lastname@yourschooldistrict.org

Firstname Lastname Firstname.Lastname@yourschooldistrict.org

Firstname Lastname Firstname.Lastname@yourschooldistrict.org

granting access.

*|f you do not have an Entity Administrator, or if you have any other questions
about ADEConnect, please contact the Arizona Department of Education Support
Center at 602-542-7378 or adesupport@azed.gov



mailto:adesupport@azed.gov

How do | know if | have been granted access?

* Once the Entity Administrator has granted the user access to an
application, the user will receive a system email letting them know of
their new permissions.

Congratulations! You have been provided access to the following in ADEConnect:

+ Addition of Application Role(s): CNP Direct Certification/Venfication HNS Staff
+ Addition of Application(s): CNP Direct Certification / Direct Verification

Introduction

Entity-ID(

Requested Congratulations! You have been provided access to the following in ADEConnect:

Addition of Application Role(s): CNPWeb ADE User - HNS Program Staff
Addition of Application(s): CNPWeb

Entity-ID(s): Arizona Department of Education (79273)

Requested by: Firstname Lastname, Firstname Lastname(@vourdistrict.gov

Thank vou,

ADE Solutions Su
Email: adesupport
Phone: (602) 342-]
Toll free: 1(866) 57 Thank you,

Fax: (602) 542-256 )
Monday - Friday. | ADE Solutions Support Team

Email: adesupporti@azed. cov

Phone: (602) 542-2222

Toll free: 1{866) 577-9636

Fax: (602) 342-2560

Monday - Fridav, 7:00 AM - 5:00 PM




Comprehension

Check

True or False: You must submit a permission form to ADE in order
to receive access to CNPWeb?

A. True
5. False

16



Comprehension

Check

True or False: You must submit a permission form to ADE in order to
receive access to CNPWeb?

A. True
B. False

Only those users who have been designated Entity Administrators at
an LEA can grant permissions to applications within ADEConnect.
Please refer back to slides 13-14 for a reminder about this guidance.

=

17



Introduction

What are annual Site and Sponsor
applications?

- Annually, Local Educational Agencies must notify
ADE that they wish to participate in the Child
Nutrition Programs: National School Lunch
Program, After School Care Snack Program, At-Risk
Afterschool Meals, School Breakfast Program,
and/or Special Milk Program.

* This is done by submitting annual Site and Sponsor
applications online in CNPWeb by logging into
ADEConnect.

* Each site will have its own application; this
application will ask for contact information and
information about the program at the site level.

- LEAs will also have an application for the sponsoring
organization, referred to as the Sponsor application.
This application will ask for contact information and
information about the program at the LEA level.

18



Is there a deadline for submitting Site and Sponsor
applications?

* Although there is no deadline to submit Site and Sponsor

applications, ADE encourages LEAs to submit them prior to the
first day meals are served.

- Please note, Site and Sponsor applications must be in approved
lntrOdUCtiOn status in order for the LEA to claim for reimbursement.

19



Comprehension

Check

True or False:

In order to submit a claim for reimbursement, you must have an
approved Site and Sponsor application.

A. True
5. False

20



Comprehension

Check

True or False:

In order to submit a claim for reimbursement, you must have an
approved Site and Sponsor application.

A. True
5. False

In Arizona, the Site and Sponsor applications must both be in
approved status in order for claims to be generated.

=

21






1. Go to the ADE Health and Nutrition Webpage:
http://www.azed.gov/hns/.

M ADE ~ # 7 PARENTS & STUDENTS ~ ™ Q4 SCHOOLS & TEACHERS - & ADECONNECT

Abeaow Ty Alrgees

& Superintendent of Public Instruction

X &
- CIVIL RIGHTS MEMOS CONTACTUS

Health and Nutrition Services

Welcome!
[ rucet [ 63 snoe)

The Health and Nutrition Services Division is committed to enhancing the health and wellbeing of Arizona’s children and adults by providing access to a variety of federally funded
programs.

» School Nutrition Programs

» School Food Programs

» Community Nutrition Programs

» School Health & Safety

» Physical Education & Health Education

Privacy Pelicy | Web Accessibility | Site Map
@ 2017 Anzona Department of Education

23


http://www.azed.gov/health-nutrition/nslp/

2. Click on found on the top part of the
webpage.

M ADE ~ # 7 PARENTS & STUDENTS ~ ™ Q4 SCHOOLS & TEACHERS - & ADECONNECT

Abeaow Ty Alrgees

& Superintendent of Public Instruction

- CIVIL RIGHTS MEMOS CONTACTUS

Health and Nutrition Services

Welcome!
[ rucet [ 63 snoe)

The Health and Nutrition Services Division is committed to enhancing the health and wellbeing of Arizona’s children and adults by providing access to a variety of federally funded
programs.

» School Nutrition Programs

» School Food Programs

» Community Nutrition Programs

» School Health & Safety

» Physical Education & Health Education

Privacy Pelicy | Web Accessibility | Site Map
@ 2017 Anzona Department of Education

24



A new webpage will load. It should look like this screen:

Forgot Password?

Your organizational account used for sign in is your
email address.

If you have forgotten your ADEConnect password, you
can reset it using the Forgot Password? link.

If you are a Student Information System (SIS) user,
please use that system for access to all of your ADE
applications! SIS users should only maintain their
password in the SIS.

Reset of ADEConnect password does not update your
SIS or Common Logon passwords.

For questions regarding your entity and application
access via ADEConnect, contact the Entity
Find an Entity Admi

You must have a username and password in order to access
ADEConnect*

*Please note, some users are able to access ADEConnect through their Student

Information System (SIS) and are not required to enter a username and password.

25



3. Enter your username and password.

W A rizona
Department of Education

Sign in with your organizational account

‘ Passwaord ‘

Sign in

Forgot Password?

Your organizational account used for sign in is your
email address.

If you have forgotten your ADEConnect passweord, you
can reset it using the Forgot Password? link.

If you are a Student Information System (SIS) user, *Please nOtel some users are
please use that system for access to all of your ADE
applications! 515 users should only maintain their able to access ADECOI’H’)eCt
password in the SIS. .

through their Student
Reset of ADEConnect password does not update your .
5IS or Comman Logon passwords. /nfOfmatIOI’l SyStem (S/S) and
For questions regarding your entity and application are nOt I’equl’ed tO en tel’ a
access via ADEConnect, contact the Entity
Administrator Find an Entity Administrator, username and paSSWOrd

26



You have successfully logged into ADEConnect.

After logging in, your webpage will show all ADEConnect applications
you have access to.

Welcome Aidaly

y 2 f{.@kf&./-/ Find Entity Administrator

) . . Self Service Portal
Superintendent of Public Instruction

ADEConnect
News
. This is Teacher Appreciation . New Applications [Hide]
pleskendres wecelaY L 1) Arizona Department of Education - 79275 42 B s
| View entire news J CNP Direct Certification / Direct Verification 7 i
= CNPWeb ?

= Event Management System (EMS)

[-] Independent Applications - 1 &=

= ESA Applicant Portal
= Event Management System (EMS)

27



4.Clickon - cnewen-

Superintendent of Public Instruction

ADEConnect

News

This is Teacher Appreciation
Week and Yes, we certainly dol!

[-] Arizona Department of Education - 79275 &=

CNP Direct Certification / Direct Verification

View entire news

= CNPWeb 7
= Event Management System (EMS)

[-] Independent Applications - 1 &=

= ESA Applicant Portal
= Event Management System (EMS)

Welcome Aidaly

Find Entity Administrator
Self Service Portal

New Applications [Hide]

[-] CNP Direct Certification /
Direct Verification

= Arizona Department of
Education - 79275

28



You have successfully logged into CNPWeb.

After logging in, your webpage will show all Child Nutrition Programs
you are participating in.

e Arizona Department of Education

Q hild N

Health & Nutrition Services
Child Nutrition Programs

Mission Statement
To assist schools and organizations in improving the nutritional health and well-being of students.

é NSLP
gi National School Lunch Program

CACFP
Pus u N
e

SFSP

Summer Food Service Program

CORE

Program Maintenance

Child and Adult Care Food Program

29



: NSLP :
5. Click on gié v £0 @ccess your Site and
Sponsor applications and claims.

v, Arizona Department of Education

& chiid |

Health & Nutrition Services
Child Nutrition Programs

Mission Statement
To assist schools and organizations in improving the nutritional health and well-being of students.

é NSLP
§i National School Lunch Program

-

SFEP

Summer Food Service Program

CACFP CORE
Child and Adult Care Food Program Program Mainte nance

30



A new webpage will load. It should look like this screen:

NSLP

Home
You are in NSLP Home

Check the following links frequently for new announcements and important program information regarding NSLP:
+ Click Here for a list of NSLP Memos {}

Your NSLP Program Specialist is:

Julie Shelton
Email: Julie.Shelton@azed.gov
Telephone: (602) 542-8779

Sponsor Status:

CNPWeb

Home Page

31



CNPWeb Home Page

National Scho

NSLP

Home

You are in NSLP Home

Check the following links frequently for new announcements and important programinformation regarding NSLP:

Program e Click Here for a list of NSLP Memos *
Specialist Your NSLP Program Specialist is:
Julie Shelton
Email: Julie.Shelton@azed.gov
Telephone: (602) 542-8779
Sponsor
Sponsor Status:
Status B vou have a PENDENG sponsor apphation. This may prevent you fro
Claims Status:
B our most recent reimburserment was sent for prooossing on 06-02-

Program Specialist: Each LEA participating
in NSLP has an assigned School Nutrition
Programs Specialist. This is the person the
LEA should contact for program/regulatory
questions, special requests, and ongoing
support. Their contact information is
displayed on the CNPWeb home page.

Sponsor Status: Provides the status for the
LEA's Site and Sponsor applications.

Claim Status: Provides updates for claim
submission, payment, and reimbursement.

32






Submitting Site

and Sponsor
Applications

Flow of Site and Sponsor Applications

4 )

LEA submits
a Site
application
for each
site(s).

(N J

»

4 )

LEA submits
a Sponsor
application.

- J

»

-

-

LEA
completes
all pending

checklist
items (if
applicable).

~

J

»

-~

ADE
specialist
reviews
applications.

-

J

»

-

Applications
are either
approved or
rejected by
ADE
specialist.

-

~

J

Together we will go through the process of submitting Site and Sponsor
applications by following the steps listed above. The following slides will

discuss the steps in more detail.
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Submitting Site
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1. Once logged into CNPWeb, click on [Applications| found
on the CNPWeb home screen.

You are in NSLP Home
Check the following links frequently for new announcements and important program information regarding NSLP:

o Click Here for a list of NSLP Memos i‘.}

Your NSLP Program Specialist is:

Julie Shelton
Email: Julie.Shelton@azed.gov
Telephone: (602) 542-8779

Sponsor Status:

35



Submitting Site

and Sponsor
Applications

2. Use the drop down to select a program year. Then click

NSLP

Applications Index
You are in MSLP Home > Applications Index

If you do not see certain Applications it may be due to security settings in place fd

Go|.

ProgramYear 2020=
SY 19-20

Program Year: 2020
Search For: Sponsor
(@ Search by Name: |Eiagins with... |

() Search by CTDS:

(=0

{Enter as a number g no punctuation)

36



Now your screen should show the following headers:
Sponsor Name, Sponsor Applications, and Associated
Sites. Confirm that the information listed is correct.

Submitting Site R
and Sponsor el

[iC tiO S If you do not see certain Applications it may be due to seaurity settings in place for your logon.
/ \ p p a ‘ ] Program Year: IE{I'EU' -

Search For: ISponsor -
(@ Search by Name: IBegins with. . | | @

(O Search by CTD6: | | (Enter as a number with no punctuation)
Sponsor
Name Willcox Unified [?lstr.lct (02-0 Sponsor
Sponsor Applications
Reminder: When submittis s Fmuost submit all your site applications before submitting your sponsor application.
Create New Application
Sites Associated Sites (3)
Willcox Elementary School (02-02-13-101)

Create New Application

Willcox High School (02-02-13-201)
Create New Application
Willcox Middle School (02-02-13-102)

Create New Application




What if | need to make changes to the Associated Site(s)
or Sponsor listed?

If any changes need to be made to the Associated Sites or Sponsor
listed, you will need to notify ADE by completing an Add/Change/Delete
form. The following list provides an example of when this form should be

Submitting Site completed:

* requesting a change to the Sponsor header name;

a nd Spon SOr * requesting a change to the Site name;
. . ° requesting a Site to be deleted; and
A ppll ca tl ons * requesting a brand new site to be added.

Willcox Unified District {02-02-13)
Sponsor Applications
Reminder: When submitting applications, you must submit all your site applications before submitting your sponsor application.
Create New Application
Associated Sites (3)
Willcox Elementary School (02-02-13-101)
Create New Application
Willcox High School (02-02-13-201)
Create New Application
Willcox Middle School (02-02-13-102)

Create New Application

Add/Change/
Delete form 38
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Add/Change/Delete form

* The form can be found on ADE
Program Forms Webpage:

http://www.azed.gov/hns/nslp/forms/.

* Fill out the form by indicating what
changes you are requesting ADE to
complete.

* The form must be signed by the
designated official or authorized
signer (found on the LEA's Food
Program Permanent Service
Agreement).

AddiChangefDelete
Health and Nutrition Services Entity Data Form v4.3
Select Applicable Programt CINSLP  [ISFSP [ CACFP  [ICACFP/At Risk [ Other.

Sponsor Entity Information
A ing the ion of a bramd k= [l amrequesting a change to the Site(h

ml| ing ach tothe 5 name

Hame:

CTDS:
Physical
City: State: Zip
Mailing Address o Same as Physical Addess
City: State: Zipe
Teleph Fax: Website:

HAurthorized Signer Infformmation
(D that islisted on the last page ofthe ADE Food Progam Permanert Servce Agreement Contract)

Hame: Phone: E-mail:

\ ized Signaty Dates /
ADE Staff Use Only \

Program Year (if changing mid-year, date must be the frat ofthe month):

Frogram approval signature: Date:

For Hew Sponsor/Site Enfities:

[lchitd care center [ ]adutcarecenter  [_|Mon-Public Organization

OF tivate School  [JF aith Bazed
COTtibal Group OResidertial Trestment Center

Additional E ntity D etails
P rofit Status (s2led ane)
CForProfit  ClMot for P rofit

39
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We will now begin completing the applications.

Things to remember:

* The LEA is able to save all applications and continue working on them at a

later time.
* The LEA must complete and submit all Site applications before
Smelttlng Slte submitting the Sponsor application.
* If the LEA submitted the Site and Sponsor applications and still needs to
and S,DOI’)SOI’ make changes, they will need to contact their Program Specialist.
App[ications * Revisions can only occur once ADE rejects the applications.

Completing
Applications 40
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Applications

Flow of Site and Sponsor Applications

(

-

LEA submits
a Sponsor
application.

~

J

-

-

LEA
completes all
pending
checklist
items (if
applicable).

~

J

(

-

Program
Specialist
reviews
applications.

J

4 )

Applications
are either
approved or
rejected by
ADE Program
Specialist

- J

Site Application: Each site will have its own application, this application
asks for contact information and information about the program at the site

level.
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Applications

Associated Sites

3. Under the header

Create New Application

your sites. Click
wishes to participate.

, you will see a list of all

under the site name that

NSLP

Applications Index

You are in NSLP Home > Applications Index

Program Year: 2017
Search For: ISponsor -

(® Search by Name:

| Begins with.... [ v | |

() search by CTDS: |

If you do not see certain Applications it may be due to security settings in place for your logon.

| (Enter as a number with no punctuation)

(]

Willcox Unified District (02-02-13)
Sponsor Applications
Reminder: When submitting applications, you must submit all your site applic
Create New Application

Reminder: When submitting applications,
you must submit all Site applications before
submitting your Sponsor application.

Associated Sites (3)
Willcox Elementary School (02-02-13-101)
Create New Application
Willcox High School (02-02-13-201)
Create New Application

Willcox Middle School (02-02-13-102)

Create New Application

42



Submitting Site

and Sponsor
Applications

You have successfully opened the Site application.

A new webpage will load. It should look like this screen:

Applications

Site Application
You are in NSLP Home > Applications Index > Site Application

Complete and Submit this form.
The B indicates boxes that must contain information before you dick the Submit button. The * indicates Office Use Only.

Willcox Elementary School
(02-02-13-101)

1a. School Principal / Administrator Contact

First Name: 0 [wiiam \
Last Name: O [Taft |
Titke: & [principal \
E-Mail Address: O |wilanhowardtaft@us.gov |
Phone: O 623 |-[787 |-[res8 |Ext[3104 |
Fax: le2 |- |787 |- [70s6 |ext.| |
1b. Site Contact

First Name: O [sandy |
Last Name: O [jones \
Titke: O [Acoounts Payable |
E-Mall Address: O [sandyjones@us.gov \
Phone: O 623 |-[r87 |-[re59 | Ext[3604 |

43



4. Enter information into the Site Application

* There are a total of 11 fields in the Site application. Some fields
will be blank since they ask questions specific to PY 2020, and
others will show information that was rolled over from PY 2019.

- . * Existing LEAs will have most of their information rolled over into
SmeIttlng Site the applications when they click Create New Application. Some
fields are specific to PY 20, therefore those fields will be blank and
will require new information to be entered.

and Sponsor

APPllcat/OnS * Please make sure that all rolled over information is checked for
accuracy.

- The following slides will provide guidance on fields 1-10 of the Site

application.
=)




Contact Information

Sections 1a and 1b have been rolled over from the previous program
year. Please check all rolled over information for accuracy.

Willcox Elementary School
(02-02-13-101)
S b . - S - 1a. School Principal / Administrator Contact
vubmitting site o .
Last Name: Taft
and Sponsor
Title: Prindpal
o o E-Mail Address: william howardtaft @us.gov
Applications JE—
Fax: (623) 787 - 7056 Ext
1b. Site Contact
First Name: Sandy
Last Name: Jones
Title: Aooounts Payable
E-Mail Address: sandyjones@us.gov
Phone: (623) 787 - 7659 Ext 3604
Fax: (520) 384 - 4401 Ext




Physical and Mailing Address

Sections 2 and 3 have been rolled over from the previous program
year. Section 2 should be the actual physical location of the site.
Section 3 should be the place where all written communications will
be sent to the site. Please check all rolled over information for
accuracy. The Address 2 field should only be completed if needed.

Submltt/ng Site Please do not input the site name in any of these fields below.
and Sponsor i o re—
Applications - o |
State: o
o oz ][]
[] The Mailing &ddress is the same as the Physical address.
3. Mailing Address
Address 1: 0 |701 N. piller Rd |
sdrse | |
Gity: O |scottsdale |
State: ]

O s [
46



General Information

The information in section 4 is specific to the site. Please complete
all fields and check all rolled over information for accuracy.

4, General Information
Program Beginning Date: 2 I:I (Format: mmy/dd/yyyy)
Program Ending Date: a I:l (Format: mmy/dd/yyyy)

Smeitting Site Weekly Days of Operation: O [Jsun [Imon [ Tues [ wed [ Thurs [ Fi [ sat
Site Start Time: O [ ] (Format: hh:mm am|pm)

and Sponsor s : :mm=

Applications e e | .

Classification of Site: a2 |Regular School

Site Administration: a |5ite is a Legal Entity of the Sponsar

Type of Food Service: [+ ] ISE.If Preparation Kitchen El
Name of Caterer: | |
Grades Served at Site: [(Jue [Inst &Pk #K

W1 W2 M3 ¥4 [¥WIs (e 7 s e 1w [Hu [J12
How many Food Safety Inspections
were conducted at this site during the a I .

previous program year?
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and Sponsor
Applications

Supporting Data for Site and Area Eligibility

Sections 5 and 6 are automatically filled with data that was
generated from site claims. No further action is required.

5. Site-Level Supporting Data for Severe Need Breakfast and High Rate Lunch Eligibility

Free Lunches Served During 2017 -

=
2018 6150
Reduced-Price Lunches Served During 648 *
2017 - 2018
Paid Lunches Served During 2017 - 11418 =
2018
2017 - 2018 School Year Percent of
Free and Reduced-Price Lunches 37.31%
Served.
2018 - 2019 School Year Free Lunches 6343 =
Served
2018 - 2019 School Year Reduced-Price 676 *
Lunches Served
2018 - 2019 School Year Paid Lunches 7776 =
Served
2018 - 2019 School Year Percent of
Free and Reduced-Price Lunches 47.08 %
Served.

6. Site-Level Supporting Data for Afterschool Care Snack Program Eligibility

Participants Approved for Free Lunches
during March 2019 or latest Base Year:

Partidpants Approved for Reduced-

114 *

Price Lunches during March 2019 or 16 *
latest Base Year:

Participants Approved for Paid Lunches 2004 =
during March 2019 or latest Base Year:

Percent of Free and Reduced-Price 5.85 %
Eligible Students: -
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Special Milk Program (SMP)

Section 7 has been rolled over from the previous program year. If
the site will not be operating SMP, the drop-down should show Not

Participating.

7. Special Milk Program.

2

Participation:

Amount Charged to Students for 1/2
Fint of Milk:

Cdllect Income Applications and Charge Students

Cdled Income Applications but Do Not Charge Students
Do Not Callect Income Applications but Charge Students
Do Not Callect Income Applications and Do Not Charge Student

Not Partidpating

Lv]

=)
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School Breakfast Program (SBP)

Some information in section 8 has been rolled over from the
previous program year. If this site will be operating SBP, the
drop-down for participation should show Regular.

Partidipation: o
Mot Participating
mﬁtargad to Students for 1/2 Eegul?r for Spedal Assist Provision 2 : .
) Base Year for Sgedal.ﬂ.ssistance Prowvision 3 Other Ch0|ces N the
B. School Breakfast Program Spedal Assistance Provisicn 2
- : drop-down are
Participation: L .
e o e —— e - specific to sites who
Eligibility:
il
Amount Cha_irge:d to Students for o I:I p .
e service under Special
Amount Charged to Students for Paid .
Breakfast: o[ | Assistance. Please
Breaktasey ¢ e Barfer o ¥ contact your Program
g preskfastn the cafeterifmain dning reo Specialist if you think
Breakfast in room . .
Meal Service Type(s) [ Grab'N' Go breakfast carts this applies to you.
{check all that apphy}: [] Breakfast on the school bus

[] second Chance Breakfast {please describe below)
[]1 other {please describe below)

Meal Service Type "Second Chance
Breakfast’ Description:

Meal Service Type "Other” Description:

5o



Meal Charges: School Breakfast Program
° Free: Students are not charged for the meal.
* Reduced-Price: Maximum amount you may charge is 30 cents.

* Paid: There are no specific regulations for breakfast prices, but
schools should be pricing their breakfast appropriately.
Appropriate breakfast prices should always be based upon the

and SpOnSOI" total average cost per meal, per person.
Applications e et

you have questions

Amount Charged to Students for .
- Reduced-Price Breakfast: o l:l about hOW to prlce

Amount Charged to Students for Paid
i g your breakfast.

Breakfast:
m 51

Submitting Site




Submitting Site

and Sponsor
Applications

National School Lunch Program

Some information in section g has been rolled over from the
previous program year. If this site will be operating NSLP, the
drop-down for participation should show Regular.

9. National School Lunch Program l

Participation: (+ N v
Not Partigpating

Approved Identified Student Regular

Percentage: Base Year for Spedal Assistance Provision 2
Base Year for Spedal A_&e_istanoe Provision 3

Offr versus e Inplenerted ) @3 s ] | S A v

Lirois Community Eligibility Provision (CEP)

-Arrmrt Charged to Students for
Reduced-Price Lundch:

Other choices in the drop-down are
‘Arrm[t Charged to Students for Paid o | specific to sites who have been

Lunch: approved to operate the meal service
under Special Assistance. Please contact
your Program Specialist if you think this
applies to you.
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Meal Charges: National School Lunch Program
° Free: Students are not charged for the meal.
* Reduced-Price: Maximum amount you may charge is 40 cents.

* Paid: USDA annually sets a minimum lunch meal price that you
must charge to ensure the total funds received for paid meals are

Smeltt[ng S[te equal to federal funds received for free meals. This is referred to as
Paid Lunch Equity (PLE).

and Sponsor
App[icatiOns 9. National School Lunch Program
Participation: O | Please contact your
_ Program Specialist if
Sepforeor;?g;?enhﬁed Student % you have questions
E)uf:g:.rersus Serve Implemented During ) about PLE.
- Ampunt Charged to Students for
Reduced-Price Lunch:

Amount Charged to Students for Paid
- 7 o[ |




Afterschool Care Snack Program Eligibility / At-Risk
Afterschool Meals Eligibility

Section 10a. obtains eligibility for both the Afterschool Care Snack
Program and At-Risk Afterschool Meals. The user will not be able to
edit the first three fields in this section; however, the Program
Specialist will review these fields for accuracy and if needed, will

SmeIttlng Slte apply any changes prior to approval.
and Sponsor
. . 10a. Afterschool Care Snack Program Eligibility / At-Risk Afterschool Meals Eligibility
Applications Ao s —
T T 2100 -
Eligibility Determination Ending Program

Year:

205* -
Mame of Site Used to Determine

z + i
Elgbity: O |willcox Middle School
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Afterschool Care Snack Program

Participation information has been rolled over from the previous
program year. If this site will be operating ASCSP, the drop-down for
participation should show Participating.

If Not Participating
is chosen, the fields

10b. Afterschool Care Snack Program Participation

snack Particpaton: D [Not Partcpating v | will only be editable
Snack Start Time: | (Fomat: iam amlpm) by the Program

Snack End Tme: | (Fomat: hhumm am|pm) Specialist.

mt Charged to Students for Paid ]

Entity Administering the Afterschool
Care Snack Program:

Description of Education or Enrichment
Activities in the Afterschool Care Snack
Program:

The snack start time
should be after the
school day ends as
reported in Section

4.
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Meal Charges: Afterschool Care Snack Program

All snacks served at a site eligible or area eligible site are served
free of charge, and they are all claimed at the free reimbursement
rate. Sites that are neither site nor area eligible will use the
students’ eligibility status to determine what they will charge.

SmeIttIng Slte - Free: Students are not charged for the meal.

* Reduced-Price: Maximum you may charge is 15 cents.
and Sponsor :
App[icatiOnS * Paid: No minimum or maximum amount set for paid snack amount.

Amount Charged to Students for
B (2cicepace snack: of |

Amount Charged to Students for Paid
A o[ |

=)



At-Risk Afterschool Meals

Section 10c. pertains to participation in At- [z =
Risk Afterschool Meals. This is a lengthy aran Eﬁﬂ
section that requires a lot of information i .
and potential additional documentation.  [E=zzz.
Submltt[ng Site - If the site is participating in At-Risk, %ggéxm =
please use this training: Step by Step e
and S,DOnSOr Instruction: How to Apply for At-Risk i
ApplicatiOnS ﬁftersc.h.ool Meals for School Food gggw ;xm i
uthorities. g E
e e
- If the site is not participating in At-Risk, === — 7
the user will need to indicate Not B
Participating in each meal service’s drop- ;;i;“; e I

down.



https://cms.azed.gov/home/GetDocumentFile?id=5d8d0b651dcb250558cfd1b7

Community Eligibility Provision

Section 11 is for LEAs participating in the Community Eligibility
Provision (CEP). These fields are for office use only and will only be
editable by the Program Specialist.

S U b nm I ttl n g S I te 11. Community Higibility Provision
and Sponsor SCGopIDG Uedor T
Applications A
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Program Participation

- An LEAis able to participate in the Special Milk Program (SMP),
School Breakfast Program (SBP), National School Lunch Program
(NSLP), and After School Care Snack Program (ASCSP) at any time
during the program year.

* Forexample: An LEA chooses to only participate in NSLP at the
beginning of the program year and later wishes to also participate in

SBP. The LEA can create and submit a new Site application and change
from Not Participating to Regular.

- An LEA is also able to stop participation of any given program at
any time during the program year.
 Forexample: An LEA chooses to participate in NSLP, SBP, and ASCSP
at the beginning of the program year, but then determines
participation in ASCSP is not as high as they planned for. The LEA can
create and submit a new Site application and change from
Participating to Not Participating.

59
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5.0nce all fields of the Site application are complete, click

Submit |Qr| Save

When you get to the end of the
application, you will have a series of

* Click Save if you wish to save what has
been updated and want to access it

* Click Submit if all fields have been
updated and are ready for ADE to

Delete Submit Save Cancel

Applications
Site Application
‘fou are in NSLP Home > Applications Index > Site Application
Complete and Submit this form.
The &3 indicates boxes that must contain information before you dlick the Submit button. The *indicates Office Use Only.
Willcox High School
(02-02-13-201) .
options.
1a. School Principal / Administrator Contact
First Name: O [sandra |
Last Name: O [pay |
Titte: © [High School Principal |
E-Mail Address: O [sandra.day@nusd13.org | I ate r.
Phone: O[5 |-[s4 |-[sso1 |e| |
1b. Site Contact
First Name: O [patrica |
Last Name: O [smth | .
Title: © [Business Support Spedialist | review.
E-Mail Address: © [patti.Smith @wusd13.0rg |
2. Physical Address
Address 1: O [wilcox Unified 5chool |
Address 2: [220 N, Bisbee Ave. |
City: O [wilcox |
State: o
_— ——

60



After clicking save or submit, the list of sites will refresh
and the status of the Site application will change.

* If the LEA clicked the s« button at the bottom of the Site
application, the application will show a Pending Submission status.

' = = Willcox Middle School (02-02-13-102)
Submitting Site o o e
Edit Original Pending Submission

and Sponsor
Applications

* If the LEA clicked the  =ubmit 'button at the bottom of the Site
application, the application will show a Waiting for Sponsor
Application status. No edits can be made at this time. If the LEA
submitted a Site application and still needs to make changes, they
will need to contact their Program Specialist.

Willcox High School (02-02-13-201)
Action Revision Status

. Waiting for Sponsor
=T Original Application
61
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6. Click |crestenewappiication | £ create another Site application.
Repeat this step for all sites wishing to participate.

Willcox Unified District (02-02-13)
Sponsor Applications

Create New Application
Associated Sites (3)
Willcox Elementary School (02-02-13-101)

Reminder: When submitting applications, you must submit all your site applications before submitting your sponsor application.

Create New Application
Willcox High School (02-02-13-201)
Action Revision Status Effective Date
L. Waiting for Sponsor
e Original Application

Willcox Middle School (02-02-13-102)
Create New Application

62



7. Submit all Site Applications

- Before moving on to the Sponsor application, all Site applications
should be in Waiting for Sponsor Application status.

Willcox High School (02-02-13-201)
Action Revision Status
. ] ] P Waiting for S
Submitting Site S — g forSponsr

and Sponsor
App[ications into each one by clicking| =it |andthenclicking = suwmit  atthe

- If you chose to save all your Site applications you will need to go

bottom of the page.

Willcox Middle School (02-02-13-102)
Action Revision Status

Edit Original Pending Submission

_ Submit Save Cancel

=n) .
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Flow of Site and Sponsor Applications

-

LEA submits
a Site
application
for each
site(s).

-

\

J

-

-

LEA
completes all
pending
checklist
items (if
applicable).

~

J

(

-

Program
Specialist
reviews
applications.

J

4 )

Applications
are either
approved or
rejected by
ADE Program
Specialist.

- J

Sponsor Application: LEAs will have an application for the sponsoring
organization, referred to as the Sponsor application. This application asks
for contact information and information about the program at the LEA

level.
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8. Once all Site applications are in the Waiting for
Sponsor Application status, create a Sponsor application
by clicking |create tew appiication under the Sponsor name.

Willcox Unified District (02-02-13)
Sponsor Applications

Reminder: When submitting applications, you must submit all your site applications before submitting your sponsor application.
Create New Application
A

ssociated Sites (3)
Willcox Elementary School (02-02-13-101)

Submitting Site

and Sponsor

. . Action Revision Status Effective Date
A . Waiting for Sponsor
pp llca tlons View Original Application
Willcox High School (02-02-13-201)
Action Revision Status Effective Date
. Waiting for Sponsor
SEET Original Application
Willcox Middle School (02-02-13-102)
Action Revision Status Effective Date

Waiting for Sponsor

SEET Original Application




9. Enter Sponsor information into the application.

* There are a total of 10 fields in the Sponsor application. Some
fields will be blank since they ask questions specific to PY 2020,
others will show information that was rolled over from PY 2019.

- Please make sure that all rolled over information is checked for

Smelttlng Site accuracy.
and Sponsor - The following slides will provide guidance on fields 1-10 of the

App[ications Sponsor application.

=) .



Contact Information

Section 1a has been rolled over from the previous program year.
Please check all rolled over information for accuracy.

1a. District Superintendent Contact

Submitting Site e i |
Last Name: Cunningham
and Sponsor Title: © |superintendent |
Applications E-Mail Address: 8 | mCunningham@mpsaz.org
Phone: O (480 |-[4590 |[-|os89 |Ext.[2626 |

Receive System E-Mail: [




Submitting Site

and Sponsor
Applications

Contact Information

Section 1b has been left blank. It is important to provide accurate
contact information since this is the individual that will be receiving
correspondence pertaining to the School Nutrition Programs.
Although it isn't a requirement, ADE recommends the SFA contact
be the school nutrition program director* as defined by USDA.

1b. School Food Authority Contact

First Name:
Last Mame:
Title:

E-Mail Address:
Phone:

Fax:

Receive System E-Mail:

*The following slide will

review this recommendation

in more detail.

School Nutrition

Program Director

68
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*School Nutrition Program Director

ADE recommends that the School Food Authority (SFA) Contact
listed on the CNPWeb Sponsor application be the person who'is
fulfilling the duties of the school nutrition program director. This will
ensure that the school nutrition program director is recognized as
the point of contact to receive communication from ADE.
Additionally, it is recommended that the same individual be listed as
an authorized signer on the Food Program Permanent Service
Agreement.

School Nutrition Program Director = School Food Authority Contact = Authorized Signer

1b. School Food Authority Contact |

First Name: o | Please contact your
S — 0| Program Specialist if you
e o need more clarification on

who should be listed in this
E-Mail Address: (] | field
Phone: el i | e |
Fax: L L L e |

L]

Receive System E-Mail: 2 69




Contact Information

Section 2 has been left blank. The program contact can be the same
person as section 1b however, it is recommended that a different
individual is listed. The program contact will also receive email
communication from ADE.

Submitting Site

2. Program Contact

and Sponsor -
Applications st

Title:

E-Mail Address:

Phone:

Fax I I B = |

Receive System E-Mail: 0 [




Physical and Mailing Address

Sections 3 and 4 have been rolled over from the previous program
year. Section 3 should be the physical address of the main

administration office for the LEA. Section 4 should be the mailing
address where all written communications will be sent to the LEA.

Smelttlng Slte Please check all rolled over information for accuracy.
and Sponsor i::iiIMdmgs © 1909 5. Alma School Rd. |
" " Address 2: | |
Applications - = |
State: o
Zp Code: O [ss210 |-[109%0 |

[]The Mailing address is the same as the Physical address.

4, Mailing Address

Address 1: © 143 5. Alma School Rd. |
Address 2: | |
City: B |Mesa |
State: [+]

Zip Code: O |ss210 |-|1090 |




General Information

Section 5 has been rolled over from the previous program year.
Please check all rolled over information for accuracy and update as
needed using the drop-downs.

" " " 5. General Information
SUb , Ittlng Slte Type of Sponsoring Authorty [+ | IF"ubic Educational Institution
d S Participate in the USDA Foods Program: [+ ] |'res.
n n r A starti Farm t
a po SO reyu;rug::“rgi?ﬁ?a@rg arm to o I_- -
A l " t " Lunch Program this school vear?
High-Rate Lunch Reimbursement 3
pplications e -
Menu Certification Reimbursement 3
Eligibility:
ﬁﬁmrm 2/3 © |Not Participating in Provision 2/3| v |
How sites do wish t oll i
lmpeny e doymmhto vl
Program?
One it ing the
urn}nr;gﬁ;rﬁ::pﬁ_:r_ﬂtl}g{ﬂj]: +]




Meal Counting and Point of Service

Section 6 has been rolled over from the previous program year. It is
important that the LEA establishes and documents meal counting
procedures for accurate meal counts at the point of service. The
following slides will provide more guidance on this section. We will

Smelttlng Slte first review Method of Meal Counting.
and Sp Onsor 6. Meal Counting and Point of Service o
Applications S = et
Method of Meal Counting Desaription: (] ~
v
Mﬁe[;;aggzmrgor Multiple Methods of
A
Point of Service Desaiption: (= ]
v Method of Meal

Counting 73
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Meal Counting and Point of Service: Method of Meal

Counting

This section has four different options to choose from. The LEA
checks off the box for each method(s) used at all points of service.
The LEA may have more than one method of meal counting in use.

6. Meal Counting and Point of Service

Method of Meal Counting:

[ Name Chedklist/Roster
[ ] Tidets

[] Computer System
[_] other

Meal Counting
Description 74
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Meal Counting and Point of Service: Method of Meal
Counting Description

This section should describe in detail how the LEA tracks the count
of the meals served at each site. This description should also explain
how overt identification of the students’ eligibility status is
prevented. Please see example below.

Each student is given a pin
Method of Meal Counting Desaription: © | number that they must enter
upon check out. The system
has the information to

>

determine the eligibility of the
student. The information is
kept confidential.

Multiple

Methods

75
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Meal Counting and Point of Service: Explanation for
Multiple Methods of Meal Counting

This section should be completed if the LEA checked off more than
one type of method when completing the section titled Method of
Meal Counting. This section needs to explain why there is more than
one method of meal counting and how each is used to ensure that
participants are not overtly identified or counted more than once.

Sites without computers use
Explanation for Multiple Methods of [y | rosters at point of service to
Meal Counting:

count meals served.

76
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Meal Counting and Point of Service: Point of Service

Description

This section describes the LEA's method of ensuring that each child
receives a reimbursable meal. The description should specify who is
checking each tray for all of the needed items to make up a
reimbursable meal, as well as when/where during the meal service
this occurs. Please see example below.

Point of Service Desaiption:

The students enter in a single
line. They are given their meal
choices based upon the
portions necessary to
constitute a reimbursable
meal. Food service personnel
are stationed at the end of the
line to determine that each
student has received a
reimbursable meal.

>

77




Menu Planning

The information in the first two drop-downs of section 7 has been
rolled over from the previous program year. The New Meal Pattern
is the only meal pattern allowable for the NSLP and SBP. If any sites
are operating both NSLP and SBP, both drop-downs need to show
AW . New Meal Pattern. If all sites are only operating NSLP, the first

SmeIttlng Slte drop-down should indicate Not Participating in Program. The LEA
must then check the / Agree box in order to submit their application
and therefore attest to adhering to the New Meal Pattern for SBP

and Sponsor
Applications

and/or NSLP.

7.Menu Planning

School Breakfast Pre M

Hanrirgrgapﬁ;; ogramiend © |new Meal Pattern V]
Nationial School Lunch FrogramMen. a |New Meal Pattern

Planning:

As an authorized representative of the sponsor named on this application, T do hereby attest
Richard B. Russell National School Lunch Adt (42 U.S.C. 1751 et seq), and/or the School Breal

Annual Attestation of Comrpliance with requirements in effect for the current school year signified by this application, as set forthin
Meal Pattern Requirements:

[ |1 Agree
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Food Service Management Company (FSMC)

Section 8 has been rolled over from the previous program year. If
the LEA is now in contract with an FSMC, please make the
appropriate changes. A copy of the FSMC contract will need to be
submitted to the Contract Management Officer for approval.

8. Food Service Management Company

Contract with a Food Service

Management Company: =

Name of Food Service Management I v

Company:

Contrad: Start Date: |:| (Format: mmydd/yyyy)

Contract End Date: Please note, caterers are not FSMCs and will
not be found on the drop-down list. Caterer

information is typed into the Site
applications. Please refer back to slide 46 to
return to the General Information of the
Site Application.

79
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Forms For Free And Reduced-Price Meals

This section describes the forms used by the LEA such as: the
Household application, Parent Letter, and Notification Letter. The
LEA is able to select one or more of the choices shown below.
Please note, if any selection with the title custom is included, it will
generate a pending checklist item. Slides 82-88 will provide more
guidance about checklist items.

["IHousehold application provided by ADE
O Electronicfonline household application
Household Applicatio o []5canable household application
S Moo il anares For example, if the LEA checks off Custom
I/

D Form not required: Operating Spedal Assistance in a Mon-Base Year,

e paper-based household application, the
[Jparentlettr provided by ADE system will generate a pending checklist

DParentIethertoaocompanyelectronidonlinehouseholdappliaﬁon |tem aSklng the LEA tO Smelt thEIr CUStom

Parent Letter {instructions) to [rarent letter to accompany scanable household application

accompany household applications: B [ Parentletter to accompany custom paper-based househald application paper- based household app llca tion to t h e | r

(check all that apply) [ custom Parent Letter

D Form not reguired: Cperating Spedial Assistance in a Mon-Base Year, P rog ra m S pec | a I | St .
Community Eligibility Provision, RCCI without day students,
or Juvenile Detention Center

[INotification letter provided by ADE

[INotification letter to accompany electronicfonline household application

[INotification letter to accompany scanable household application
?;ET;I";I;?:S;” 8 [ Inotification letter to accompany custom paper-based household application

[ custom Motification Letter

D Form not required: Cperating Spedal Assistance in a Mon-Base Year,

Community Eligibility Provision, RCCI without day students, 80
or Juvenile Detention Center
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Certification Statement

LEA must read the Certification Statement and check / Agree box in
order to submit their application.

10. Certification Statement
I hereby certify that neither this sponsor nor its principals is presently debarred, suspended, proposed for debarment, dedared ineligible, or va

Mo Federal appropriated funds have been paid or will be paid by or on behalf of the undersigned, to any person for influendng or attempting tg
of a Member of Congress in connedction with the awarding of a Federal contract, the making of a Federal grant, the making of a Federal loan, th

oontradt, grant, loan, or cooperative agreement.

If any funds other than Federal appropriated funds have been paid or wil be paid to any person for influencing or attempting to influence an of
Congress in connection with this Federal grant or cooperative agreement, the undersigned shal complete and submit Standard Form-LLL, "Disch

The undersigned shall require that the language of this certifition be induded in the award documents for all covered awards and sub-awards

The sponsor herely agrees to comply with all State and Federal laws and regulations governing Child Nutrition Programs. The sponsor subnittin
records are available to support these claims. It is admowledged that once approved by the Arizona Department of Education, this application

2016-2017 programyear.
) O
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10. Complete all fields of the application, click| Submit |or| Save

Applications

Sponsor Application
You are in NSLP Home > Applications Index > Sponsor Application

Complete and submit this form after submitting your site applications to ADE.

L] [} "
S U b m I ttlng SI te The [ indicates boxes that must contain information before you dick the Submit button. The * indicates Office Use Only.

Willcox Unified District

(02-02-13) When you get to the end of the application,

an d S p OnNnsor o ey e, T o pesss =™ vou will have a series of options:

1a. District Superintendent Contact

L] L] irst Mame; (] ames
App lICa tlons reth b | Delete Submit Save Cancel
Last Name: ] |Davis |
Title: O [superintendent | o Cl'Ck Save |f yOU WlSh to save What has
ail Address: B |James.Davis@Test.gov .
e === | been updated and want to access it later.
Phone: O [s10 |-[294 |-[745 |et.| |
Fax: o | e el ]| e Click Submit if all fields have been
Receive System E-Mail: a2

updated and are ready for ADE to review.

1b. School Food Authority Contact

First Name: O [10hn |
Last Name: O [snow |
Title: ©  [Food Service Director |
E-Mail Address: ©  [10hn.Snow@Test.gov |
Phone: O [510 |-[455 |-[8878  |Ext.| |
Fax: [510 |-[s85 |-[s484 [ext.| |
Receive System E-Mail:




After you click| submit |you will see a new window appear
with a reminder notification. At this time we have already
verified that all Site applications are in Waiting for Sponsor
Application status, therefore we can click| Submit \on this
reminder notification.

Submitting Site

‘tention Center

and Sponsor

e
- m Sponsor Application - Important Information Regarding Site Verification
A p p l I C a tl O ns £ Do NOT submit this sponsor application until all of your site applications have been submitted.
e
. The status of a subnitted site application will be either "Waiting for Sponsor Application”, or "Not Reviewed".
g A site application with a status of "Pending Submission” has not been submitted to ADE for approval.
req Please verify that all of your site applications have been subnitted before you submit your sponsor application.
aff

Click "Submit” to Subnit your sponsor application.
Click "Cancel" to return to your sponsor application without submitting the application to ADE
(make sure to Save your sponsor application first).

i
‘:)] | submt || cancel | e
|

| contract, the making of a Federal grant, the making of a Federal loan, the entering into a cooperative agreement, and the extensic
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Checklist Items




Checklist Items

Flow of Site and Sponsor Applications

-

-

LEA submits
a Site
application
for each
site(s).

\

J

Checklist items: CNPWeb produces a checklist of paper

(

LEA submits
a Sponsor
application.

-

~

J

(

-

Program
Specialist
reviews
applications.

J

4 )

Applications
are either
approved or
rejected by
ADE Program
Specialist.

documentation that LEAs need to provide to ADE depending on the
LEA type and/or how the LEA is operating the program. (Please note:
not all LEAs will have pending checklist items.)



Checklist Items

A new webpage will load. It should look like this screen:

Approval Process
Item Checklist

You are in NSLP Home > Applications Index > Sponsor Application > Item Cheddist

Sponsors, copies of the following itens must be sent to the Health & Nutrition Services, Department of Education via mail or courier at the falowing address:

1535 W. Jefferson St. Bin #7 Phoenix, AZ 85007.
Please write the name of your programspedalist (listed on your sponsor application saeen) on the letter/parcel.

We cannot approve your applications without these iters.

Willcox Unified District
(02-02-13)

Received / Recorded on: Approved / Effective as of:

Sponsor Checlist Items 4 Date By Date By

Willcox Unified District (02-02-13)

Food ProgramPermanent Service Agreement (PY 2015 or later) @
Househald appication submitted to ADE for approval.

Notification letter submitted to ADE for approval.

Contract with Food Service Management Company is required.

06/25/2014 Mia Calamia 06/25/2014 Mia Calamia

Close
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Checklist Items

Checklist Items

CNPWeb produces a checklist of paper documentation that LEAs
need to provide to ADE depending on the LEA type and/or how the
LEA is operating the program. (Please note: not all LEAs will have
pending checklist items.)

Approval Process

Item Checklist
You are in NSLP Home > Applications Index > Sponsor Application > Item Cheddist

Sponsors, copies of the following itens must be sent to the Health & Nutrition Services, Department of Education via mail or cour
1535 W. Jefferson

Please write the name of your programspedalist (listed on your sponsor application saeen) on the letter/parcel.

We cannot approve your applications without these items.

Willcox Unified District

Potential Checklist Items could be:

Catering Contract

Food Service Management Company
Contract

501C3

Customized Household application
Food Program Permanent Service

(02-02-13)
Agreement
Received / Recorded on: Approved / Effective as of:
Sponsor Checlist Items 4 Date By Date By

Willcox Unified District (02-02-13)

Food Progr Service Ag; (PY201Soriater) @ 06/25/2014 Mia Calamia 2
Househald appication submitted to ADE for approval.

Notification letter submitted to ADE for approval.

Contract with Food Service Management Company is required.

06/25/2014 Mia Calamia

Close
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Checklist Items

The LEA’s Program Specialist will check off the boxes once the
documentation is received. The LEA cannot check these off themselves.

Approval Process
Item Checklist

You are in NSLP Home = Applications Index = Sponsor Application = Item Cheddist

Checklist Items Wilcox Unified Distrc

Received [ Recorded on: Approved [ Effective as of:
Sponsor Checlist Ttems v 4 Date By Date By
Willcox Unified District (02-02-13)
Food ProgramPermanent Service Agreement (PY 2015 or later) @ 06/25/2014 Mia Calarmia @ 06/25/2014 Mia Calamia
Household application submitted to ADE for approval. @ 06/13/2016 Aidaly Rodriguez @ 06/13/2016 Aidaly Rodriguez
Notification letter submitted to ADE for approval. @ 06/13/2016 Aidaly Rodriguez @ 06/13/2016  Aidaly Rodriguez
Contrad: with Food Service Management Company is required. @ 06/17/2016 Verorica Cramer (@ 06/17/2016 Veronica Cramer

Close




Checklist Items

11. Once you have reviewed the checklist items click the
o= pbutton on the bottom of the screen.

Approval Process

Item Checklist
You are in NSLP Home = Applications Index = Sponsor Application = Item Cheddist

Willcox Unified District

(02-02-13)
Received [ Recorded on: Approved [ Effective as of:
Sponsor Checldist Items v 4 Date By Date By
Willcox Unified District (02-02-13)
Food Program Permanent Service Agreement (PY 2015 or later) @ 06/25/2014 Mia Calamia @ 06/25/2014 Mia Calamia

Household application submitted to ADE for approval.
Notifiation letter submitted to ADE for approval.
Contradt with Food Service Management Company is required.

Close

-
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Checklist Items

A new webpage will load. Your statuses should match below:

Willcox Unified District (02-02-13)
Sponsor Applications (1)
Reminder: When submitting applications,

ust submit all your site applications before su

Submitted to ADE

Action Revision Status Effective Date  Checklist Thls means the Sponsor
iginal bmitted heckli : :
ASSDT;TEd . [;Tla Submitted to ADE View C ist appllcatlon has been
Willcox Elementary School (02-02-13-101) submitted to ADE.
Action Revision Status Effective Date
View Original Not-Reviewed
Willcox High School (02-02-13-201) -
Action Revision Status Effective Date Not-Reviewed
View Original fotReviewed This means all Site
will Middle School (02-02-13-102 . .
flcox Middle School ( ) _ applications have been
Action Revision Status Effective Date b tt d t ADE
View Original Not-Reviewed submitte 0 :

If your statuses do not match, you have not submitted your
applications properly. Please contact your Program Specialist.




Checklist Items

You may review your checklist items at anytime by
cIicking View Checklist |

Sponsor Applications (1)
Reminder: When submitting applications, you must submit all your site applications before submitting your sponsor application.

Action Revision Status Effective Date  Checklist
View Original Submitted to ADE View Checklist
View Checklist

Click this button to return to
your checklist to view additional
documents to complete and
submit to ADE. Your application
will not be approved until all
documents are received by ADE.
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Checklist Items

Once all pending checklist items (if applicable) have
been submitted and approved by ADE, the checklist
items will be checked off in CNPWeb.

Approval Process
Item Checklist

Willcox Unified District
(02-02-13)

You are in NSLP Home > Applications Index > Sponsor Application > Item Cheddist

Received / Recorded on:

Approved / Effective as of:

Sponsor Checkist Items v 4 Date By Date By
Willcox Unified District (02-02-13)

Food ProgramPermanent Service Agreement (PY 2015 orlater) @ 06/25/2014 Mia Calaria [~} 06/25/2014  Mia Calamia
Household application submitted to ADE for approval. @ 06/13/2016 Aidaly Rodriguez @ 06/13/2016  Aidaly Rodriguez
Notification letter subnitted to ADE for approval. @ 06/13/2016 Aidaly Rodriguez @ 06/13/2016 Aidaly Rodriguez
Contract with Food Servioe Management Company is required. @ 06/17/2016 Veronica Cramer @) 06/17/2016 Veronica Cramer
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Flow of Site and Sponsor Applications

- 2 / A s h ( A
LEA submits com Lli’:\es all AEE'Z;EZPS
aSite LEA submits pepnding approved or
application . a Sponsor . checklist rejected by
fOT each application. items (if ADE Program
site(s). applicable). Specialist.
Application e B
Review * Please allow up to three weeks for the LEA's Site and Sponsor

applications to be reviewed by ADE Program Specialist.

* You may check the status of your application at any time by
returning to the home page on CNPWeb.




Application

Review

Flow of Site and Sponsor Applications
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Once the Program Specialist reviews the applications he/she will do
one of the following:

« Approve the applications: no further actions are required at this point.

*  Reject the Site or Sponsor applications: ADE has found errors or

inaccuracies in the applications that were submitted.
* Inorder for the LEA to make any corrections, ADE must first reject the
applications.

*  Once the applications are in rejected status, the LEA is able to create a new
application and make the appropriate corrections.

*  Each time ADE finds an error on a Site application, the Sponsor application

will also be rejected.
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Application

Review

Rejected Status

If your application was rejected by ADE, the SFA contact listed on
the application will receive a system generated email informing
them of the rejected application status. The CNPWeb home page
will also reflect this new status by showing the following:

NSLP

Home
You are in NSLP Home

Check the following links frequently for new announcements and important program information regarding NSLP:

s ick Here for a list of NSLP Memuos *

Your NSLP Program Spedialist is:

Julie Shelton
Email: Julie.Shelton@azed.gov
Telephone: (602) 542-8779

Sponsor Status:
E3 Your most recent sponsor application was REJECTED. You must revise this sponsor application before you will be permitted to file any more daims for reimbursement.

Site Status:
2} One or more of your site applications has been REJECTED by ADE staff. You must revise and submit these applications prior to being able to fie daims for these sites.

Resubmitting

the Application
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Resubmitting the Application

- After an application has been rejected, the Program Specialist will
communicate with the SFA contact or the person that filled out the
application via email or phone providing them with information about
why the application was rejected and what changes need to be made.

* LEAs must create a new application to make the appropriate changes. All
of the previously entered information will rollover, with the exception of

Application the School Food Authority Contact and the Program Contact from the
. Sponsor application.
ReVIeW  The LEA will now follow the same steps as before while creating a new
application.

* Please refer back to Submitting Site and Sponsor Applications section for
guidance on creating new applications.

Willcox Unified District (02-02-13)
Sponsor Applications (3)
Reminder: When submitting applications, you must submit all your site applications before submitting your sponsor application.
Action Revision Status Effective Date  Checklist
View Original Rejected View Checklist

Create New Application
Associated Sites (3)
Willcox Elementary School (02-02-13-101)
Action Revision Status Hfective Date

View Original Rejected
Create New Application




Application

Review

Approved Status

If your application was approved by ADE, the SFA contact listed on
the application will receive a system generated email informing
them of the approved application status. The CNPWeb home page
will also reflect this new status by showing the following:

NSLP

Home
You are in NSLP Home

Check the folowing links frequenthy for new announcements and important programinformation regarding NSLP;

o (dick Here for a fist of NSLP Memos ﬁ

Your NSLP Program Specialist is:

Julie Shelton
Email: Julie.Shelton@azed.gov
Telephone: (602) 542-8779

Sponsor Status:
@ No adions required in applications -- your most recent sponsor application was APPROVED on 07/15/2016.
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Application Index

Next time you access your applications, the application index will
also reflect the approved status.

Willcox Unified District (02-02-13)
Sponsor Applications (1)
Reminder: When submitting applications, you must submit all your site applications before submitting your sponsor application.

Action Revision Status Effective Date  Checklist

View Original Approved July 2016 View Checklist
Create New Application

Associated Sites (3)

Application

Review

You are in NSLP Home

Check the following links frequently for | Willcox Elementary School (02-02-13-101)
Action Revision ﬁah Effective Date
e Click Here for a list of NSLP View Origmal w Tuly 2016
Your NSLP Program Specialis| Create New Application
Julie Shelton Willcox High School (02-02-13-201)

Email: Julie.Shelton@azed.gq Action Revision ﬁa-th Effective Date
Telephone: (602) 542-8779 View Original @ Tuly 2016
Create New Application

Sponsor Status: Willcox Middle School (02-02-13-102)

T Action Revision ﬁah Effective Date
View Original W July 2016

Create New Application




True or False:

You must first submit your Sponsor application, then all of your
Site applications.

A. True

Comprehension

Check

5. False
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Comprehension

Check

True or False:

You must first submit your Sponsor application, then all of your
Site applications.

A. True
B. False

You must submit all of your Site applications first. Once your Site
applications are in Waiting for Sponsor Application status, you
will want to complete and submit the Sponsor application. If you
submit the Sponsor application first, Site applications cannot be
submitted. ADE will need to reject your Sponsor application so
that you can correctly complete the steps.

=

101



Comprehension

Check

True or False: Below is an example of an LEA’s checklist items.
Based on the snapshot shown, the LEA needs to submit the two
checklist items: Food Program Permanent Service Agreement
and a Contract with Food Service Management Company.

Received / Recorded on: Approved [ Effective as of:
Sponsor Checldist tems 4 Date By Y 4 Date By
Snowflake Unified District (09-02-05)
Food Program Permanent Service Agreement (PY 2015 or later) @2 08/14/2014 Denise Hasty @ 08/13/2014 Denise Hasty

Contradt with Food Service Management Company is required.

Close

A. True
5. False
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Comprehension

Check

True or False: Below is an example of an LEA's checklist items.
Based on the snapshot below, the LEA needs to submit the two
checklist items: Food Program Permanent Service Agreement
and a Contract with Food Service Management Company.

Received [ Recorded om: Approved / Effective as of:
Sponsor Checklist Ttems v 4 Date By ]

Date By

Snowflake Unified District (09-02-05)

Food ProgramPermenent Service Agreement (PY 2015 or later) @ 08/14/2014 Denise Hasty @

08/13/2014 Denise Hasty
Contract with Food Service Management Company is required.

Close

A. True
B. False

Only the Contract with the Food Service Management Company
is required to be submitted to ADE. Items with the green
checkbox such as the Food Program Permanent Service
Agreement shown above, have already been received
and approved by ADE.

=
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How do | make edits to my applications if | already submitted
them to ADE?

Comprehension

A.  Click edit at the bottom of the application.

Check

B. Contact your Program Specialist.

C. ClickWithdraw on the application.
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Comprehension

Check

How do | make edits to my applications if | already submitted
them to ADE?

A.  Click edit at the bottom of the application.
B. Contact your Program Specialist.
C. Click Withdraw on the application.

If the LEA submitted the Site and Sponsor applications and still
needs to make changes, they will need to contact their Program
Specialist. Revisions can only occur once ADE rejects your
applications. Edits will then be made by creating a new
application.

=
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Technical Assistance

For any questions about submitting your Site and
Sponsor applications, please contact your School
Nutrition Programs Specialist, found at the CNPWeb
home screen.



Congratulations!

You have completed the Step by Step Instruction: How to Submit
Site and Sponsor Applications in CNPWeb.

In order to count this training towards your Professional Standards
training hours, the training content must align with your job duties.

* Information to include when documenting this training for
Professional Standards:

* Training Title: Step by Step Instruction: How to Submit Site and
Sponsor Applications in CNPWeb

* Learning Code: 3310

End of Training

* Key Area: 3000- Administration
* Length: 1.5 hours

* Please note, attendees must document the amount of training hours indicated on
the training despite the amount of time it takes to complete it.
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End of Training

Requesting a Training Certificate

Please click on the link below to complete a brief survey about this
training. Once the survey is complete, you will be able to print your

certificate of completion from Survey Monkey. *This will not appear in your
Event Management System (EMS) Account.

https://www.surveymonkey.com/r/OnlineHowToGuides

The information below is for your reference when completing the

survey.
Training Title: Step by Step Instruction: How to Submit Site and
Sponsor Applications in CNPWeb

Professional Standards Learning Code: 3310
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and
institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
ﬁegclg)lll;(\ztion for prior civil rights activity in any program or activity conducted or funded by

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the Agency (State or local) where they applied for benefits. Individuals who are
deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877- 33}3. Additionally, program information may be made
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, AD-3027, found online at
http://www.ascr.usda.gov/complaint_filing cust.html, and at any USDA office, or write
a letter addressed to USDA and provide in the letter all céf the information requested in
the form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA b%/: 1) mail: U.S. Dgpartment of Agriculture, Office of
the Assistdnt Secretary for Civil Rights, 1400 independence Avenie, SW, Washington,
D.C. 20250-9410; (2) j%zlx: (202) 690-7442; or (3) email: program.intake(aSusda. gov.

This institution is an equal opportunity provider.
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