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School Nutrition Programs 2020-2021
Renewal Step-by-Step Instructions

Due: All other programs Renewal Excel template is due by August 31, 2020

The renewal process will be different than in years past. ODE CNP will require sponsors to verify existing information in CNPweb for the current school year, and will capture operating information for the 20/21 School Year in an Excel template. 

Note: Off-line forms will be collected throughout the year and are not needed at this time to process renewals.  

Step 1. Update current program year (2020) CNPweb information by June 24, 2020.  If this step is not completed by the due date you will have an opportunity to update any information before final approval. (*must be completed first*):
Please complete these steps upon receipt of these renewal instructions.  This will ensure any information that rolls to the next program year will be accurate.
a. Log in to CNPweb.
b. Select current Program Year (PY) 2020.
c. Review and update Sponsor Info Sheet (lines 1-72 and 75-78) and Site Info Sheets (1-55 and 131-142) located within the Applications tab. 
d. If any revisions are made scroll down to the bottom of the page and ensure the following box is checked.
[bookmark: _GoBack] [image: ]
e. Click Submit at the bottom of the page.

The Student Success Act (SSA) required ODE to update our existing software (CNPweb). Due to this necessary upgrade, the renewal process will be different than in years past. 

ODE CNP will capture operating information for the 20/21 SY in the attached Excel template. The only action required in CNPweb, at this time, is listed in Step 1.
 
The 2020/21 renewal process includes completing the attached Excel template for SY 2021.
Step 2. Complete the Sponsor Renewal Information tab on the attached Excel template. 
Below are instruction to assist you in completing the Sponsor Renewal Information tab on the Excel template. Click enable content at the top of the sheet.
	Column A: Sponsor Name - Complete as listed in PY 2020 CNPweb.
Column B: Sponsor Number - This number can be found in PY 2020 CNPweb in the upper right hand side above the payments and users tabs.	
Column C: Is CNPweb current and up to date for PY 2020 by June 24, 2020? - Select ‘yes’ or ‘no’ from the drop down box.
Column D: Civil Rights - Enter the date Civil Rights training was provided for the previous school year. Tip: ALL SPONSORS must enter the date staff were trained for the 2020 school year, between July 1, 2019 and June 30, 2020.  	
Column E: Will a Milk Substitute be offered? - Select ‘yes’ or ‘no’ from the drop down box. 	
Column F: Confidential meal applications are processed - Select all that apply from the drop down menu. Tip: More than one option can be selected if applicable. To select multiple options, click the down arrow and add each applicable option separately.
Column G: Meal application approval software is used to determine eligibility? - Select ‘yes’ or ‘no’ from the drop down box. 
Column H: If yes to the above question, enter the name of the software. - Enter the name of the software in this Column.	
Column I: Do you have a contract with a Food Service Management Company (FSMC)? - Select ‘yes’ or ‘no’ from the drop down box. 
Column J: If yes to the above question - Enter the name of the FSMC.
Step 3: Complete the SMP (Special Milk Program) tab on the attached Excel template.
Note: the SMP tab should only be completed by sponsors operating at least one site under the SMP option. If your program does not operate any sites under the SMP option, please skip this step.
Reminder: The Special Milk Program provides milk to children in schools, child care institutions and eligible camps that do not participate in other Federal child nutrition meal service programs. The program reimburses schools and institutions for the milk they serve.
Schools in the National School Lunch or School Breakfast Programs may also participate in the Special Milk Program to provide milk to children in half-day pre-kindergarten and kindergarten programs where children do not have access to the school meal programs.
Column A: Site Name - Enter site name as listed in PY 2020 CNPweb. Tip: if you need to change the site name please complete the Add Site / Modify Site Information form located on the ODE renewal webpage. 

Column B: Site Number - Enter site number as listed in CNPweb. Tip: Site number is listed in PY 2020 CNPweb under the application tab.  
Column C: Months Milk Served - Select Year Round, Aug-May, Aug-June, or Sept-June.
Tip for Column D – Column H: Children may buy milk or receive it free, depending on the school’s choice of program options.
Column D: Option 1 Paid Milk Only - From the dropdown, Select ‘yes’ or ‘no’ indicating whether or not the site is participating in Option 1 (paid milk only).
Column E: Price per half pint if participating in Option 1 - Enter the half pint price. 
Column F: Option 2 Paid and Free Milk - From the dropdown, Select ‘yes’ or ‘no’ indicating whether or not the site is participating in Option 2 (paid and free milk).
Column G: Price per half pint if participating in Option 2 - Enter the half pint price. 
Column H: Option 3 Offering Non-Pricing Milk - From the dropdown, please select ‘yes’ or ‘no’ indicating whether or not the site is participating in Option 3 (non-pricing milk).
Column I: Do you serve split session Kindergarten students? From the dropdown, please select ‘yes’ or ‘no’.		
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