“\ER

N o
»

O/ p 42®
SUMMER FOOD SERVICE
PROGRAM

HOW TO APPLY
STEP BY STEP
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SUMMER FOOD SERVICE PROGRAM

There are two types of Summer Food Service Programs
(SFSP).

— Simplified Program

* This type of program is required for all Private/ Non-profit
organizations. Those sponsors that operate the National School Lunch
Program have the opportunity to run the Simplified program as well.

— Seamless Program

e This type of program is allowed only for those organizations that
already operate the National School Lunch Program (NSLP). They will
operate the SFSP with the same meal pattern that they have run
throughout the school year, thus a seamless transition from NSLP to

SFSP.
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SUMMER FOOD SERVICE PROGRAM

* All sponsors are required to apply for the program
annually. The steps to apply are broken down into
three categories

— New Sponsors
— Simplified Sponsors
— Seamless Sponsors
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STEP ONE - TRAINING

e Registration for Training can be found at the following
website:

http://www.ade.az.gov/onlineregistration/selectEvent.
asp?viewall="yes” &GrouplD=36

e Register for SFSP Computer Track Training

— Common Logons are required in order for you to have
access to the CNP Web to complete the online portion of
your application. This training must be completed in order
to receive a Common Logon. Common Logons cannot be
used by multiple individuals. If you have multiple users,
each individual must attend training.

— ADE recommends at least 2 users per SFSP sponsor.
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e Register for Summer Food Service Program (SFSP) Training.

There are two types of program training.

Summer Food Service Program Training — Seamless and Simplified program
regulations and other requirement — open to all sponsor types

Summer Food Service Program — Private Non- Profit Training — Open to
Private non-profit sponsors only — attendance recommended annually.

Some of the items touched on at these trainings are: Outreach (letting the

community know you’re there), production records, meal counting,
menu pattern, claiming, etc.

* Register for Summer Food Service Program Kick-Off Meeting

— This event is very informative and we recommend that sponsors attend
this event. (Especially new sponsors.)

e This event will provide an opportunity to network with returning sponsors
and learn new ideas to grow your programs i.e. outreach, keeping the
children interested in attending, the importance of production records, etc.
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STEP TWO — FORMS

THE FOLLOWING FORMS ARE CONSIDERED PERMANENT FORMS

 Print the forms listed in the next slides from the

following website: http://www.ade.az.gov/health-
safety/cnp/nslp/Operating/HowtoAply.asp

(If you are currently a NSLP sponsor you will not have to submit duplicate forms.
Check your Food Service Agreement to determine if you are approved to operate
SFSP, if not, you will need to submit new ones to include SFSP.)

e Food Service Agreement

— We require two original agreements with original
signatures.

— Upon approval of the agreement and online application,
one original agreement with the ADE approval will be
returned to the sponsor for their records.
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NEW SPONSORS X
STEP TWO — FORMS CONT’D

— Food Service Agreement - Continued

e This form requires public programs to include the A.R.S. §§
that allow them to enter into this agreement. This would
be located at the end of the first paragraph of the first

page.
* Below are Arizona Revised Statutes that are looked for on
the agreement for the specific type of sponsor you are
— School Districts would use the following:
— A.R.S. §§ 15-101(1), 15-101(12), 15-342(13)
— Charter Schools would use the following:
—A.R.S. §§ 15-101(12), 15-342(13), 15-181

— Private and BIA Schools are not required to indicate
anything.
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STEP TWO — FORMS CONT’D

— Sponsor Application Process Agreement
 Only one document is required

— Free and Reduced - Price Policy Statements

e Two statements with original signatures are required.
One of these statements will be returned to the
sponsor with the approved Food Program Permanent
Service Agreement after the sponsor has been
approved for the program.
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— Civil Rights Pre-Award Compliance

e One document required. Please pull the information
from the web address listed on the last line of number
2. This website will give you the service area statistics,
which was compiled from the last census data. This
website has one more column than our form. Please
combine the following two columns (Some Other Race
and Two or more Races) and place the total on the
Some Other Race column on our form.

— State of Arizona Substitute W-9 Form

e This form is required by Finance and is used to set the
sponsor up to receive their reimbursement for their
claims. The State will only accept these W-9 forms.
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""" STEP TWO —FORMS CONT'D ™

— Certification Regarding Lobbying

e Required. This is a two page form. Page 2 requests you to list your
lobbying activities. If you do not lobby, indicate so on the 2" page
by putting N/A across the page.

— Certification Regarding Debarment

e Required. This form notifies the state that the sponsor will not
knowingly do business with any organization that has been
suspended or disbarred from operating any government program.

— For Private Organizations Only - Copy of tax-exemption
5010©(3) Letter from the IRS

* |RS letters indicating you have applied for tax exemptions are not
acceptable. We will only accept IRS letters indicating your tax
exemption status has been approved.
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STEP TWO — FORMS CONT'D

— CNP Web/Common Logon Security Agreement

e This form is required for every individual that will have access to CN Web.
Each person that needs access must attend training and have their own
Common Logon. The logon provided to the individual is not transferrable or
shareable. When submitting this request you must include a copy of the
individuals NSLP Computer Track Training Certificate. This form must be
signed by an authorized individual as indicated in your Food Program
Permanent Service Agreement (page 20).

e ADE recommends at least 2 users per SFSP sponsor.

e Please plan 10 working days for your common logon to be processed.

— CNP Web/Common Logon Change or Delete Form

e This form is needed if you are adding a program capability to a current user or
if you are deleting a current user from access to CNP Web. This form must be

signed by an authorized signer as designated on your Food Program
Permanent Service Agreement.
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" STEP TWO — FORMS CONT'D

The following is required if applicable:

— Food Service Management Company (FSMC)
Contract/Addendum/Renewal

e All contracts must be approved by our Finance department and
sponsors must follow procurement procedures. These contracts or
addendums will have to be approved annually. Please plan sufficient
time to allow turn around on your contract.

e Our Contracts Management Officer can be reached at 602-542-6208.
— Caterer/Vendor Contract

e All contracts must be approved by our Finance department and the
sponsors must follow procurement procedures. This must be
approved on a yearly basis.

— Please plan 10 working days for your contract to be turned
around. Our Contracts Management Officer can be reached at
602-542-6208.
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STEP TWO — FORMS CONT'D
THE FOLLOWING FORMS WILL NEED UPDATES

The following is required if applicable:
— Food Distribution Delivery Information

— This form is required if you plan to utilize USDA’s commodities. This
form is to be submitted electronically. Once your online application is
approved this form will be forwarded to Food Distribution.

Note: If you plan to participate in SFSP Food Distribution, you must
have your online application approved in early April.

— Access to this program requires additional training (Commodity
Ordering Web-based Training), which can be found in the Food
Distribution area at the following website :

http://www.ade.az.gov/onlineregistration/SelectEvent.asp?viewall="y
es"&GrouplD=35
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STEP TWO — FORMS CONT’D

— Health & Nutrition Sponsor-Site—
Add/Change/Delete Form

e This is required for new sponsors or new sites to be added
into the CNP Website.

e Thisis a two part form. Page one requires the sponsor
information. Page two requires site information. Signature
of a designated official as indicated on your Food Service
Agreement is required on all pages.
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SIMPLIFIED SPONSORS
STEP TWO — FORMS CONT’D

e Public Release — Required yearly

— Please provide copies of all types of communication used
to advertise your operation to the public. You should be
advertising that your program is open to all children from 1
to 18 years of age, the dates of operation, and the times of
service. Some suggestions would be to send a notice to
the newspaper, radio, newsletters, door to door, etc.
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STEP 3 — ONLINE APPLICATION

e Once you have completed and submitted your required forms,
submitted and received your User Name and Password for CNP
Web under common logon, access to the online application will be
given. Your online application must be submitted and approved by
an ADE School Health and Nutrition Programs Specialist via the CNP
Web prior to participation in the Seamless/Simplified Summer Food
Service Program.

— Site Application Page
— Sponsor Application Page

e Complete all site application information first. Once all sites
have been completed and submitted, then complete and
submit sponsor application.



