
 

 

 

 

 

 

 

 

  

Guide to School Nutrition Program 

Renewals 

June 2020 



Introduction 
This guide will walk you through all parts of completing the annual renewal of the application 

to participate in School Nutrition Programs for the 2020-2021 Program year. For programs 

operating in July, the application must be completed and submitted by June 19, 2020. For 

programs operating in August, the application must be completed and submitted by July 

10th, 2020.  Meals served before the application has been submitted and approved by the state 

are not eligible for reimbursement.  If you need assistance completing your application, please 

contact: Jennifer Hutchinson at jennifer.hutchinson@vermont.gov or Denise Blankenship at 

deniseblankenship@vermont.gov.  

Logging Into the Electronic System 
The application is completed through the electronic CNP Web application and claiming 

website. If you are new to the system, you will need to contact Jennifer Hutchinson or Denise 

Blankenship to request a new user account.   

Accessing the Application Packet 
From the Login page, click the Applications tab: 
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Next click on the Application Packet:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Pictured below is the application packet main screen. From here you will access all sections 

needed to complete the renewal process. Click Modify on the Organization Application to get 

started: 
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Organization Application 
Shown here is an example of the Organization Application page.  

All participating programs must answer/update questions 1-47.  

 

 

 

 

Residential Child Care Institutions (RCCI)  

• Please note if you are an RCCI you do not conduct the verification process. 

• Answer Question 34 NO and Question 35 N/A 

• Reply no or N/A to Eligibility information questions 38 – 47 

Residential Child Care Institutions (RCCI)  

• Please note if you are an RCCI you do not conduct the verification process. 

• Answer Question 34 NO and Question 35 N/A 

 

 

 

Special Instructions for Residential Child Care Institutions (RCCI) 

If you are an RCCI, please follow these instructions for questions 34-47: 

• RCCIs do not conduct the verification process, so answer Question 34 NO and Question 

35 N/A.  

• Answer NO or N/A to Eligibility information questions 38 – 47 

RCCIs should also complete the RCCI section: 
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Food Service Management 

If you are utilizing a food service management company please answer questions 51-55. If you 

are not utilizing a food service management company please answer NO to question 51 and 

skip to question 56. 

Vended Meals  

All programs must answer questions 56-60 

If your SFA caters meals, provides a la carte service, or sells smart snacks please answer YES to 

question 60.  

Guide to SNP Renewals for SY20-21 Page 5 of 29 
 



 

 

 

 

 
 

Ethnicity Data 

Click the highlighted link to access the census data for your geographic area.   

This link will bring you to the U.S. Census Quick Facts page for Vermont.   

• On the census website, search for your county in Vermont as highlighted in the picture. 

• Reference the Hispanic or Latino percentage in the census data to find the Hispanic or 

Latino percentage for question 61 

• Subtract the percentage of Hispanic or Latino from 100 % to get the answer for non-

Hispanic or Latino percentage for question 61 

• Example: if your Hispanic or Latino percentage is 1.5% then your non-Hispanic or 

Latino % would be 98.5% 

Use your SFA enrollment data to answer question 62. 
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Racial Data  

Return to link to the census webpage to access the census racial data for your geographic area. 

Enter your county in Vermont as highlighted in the picture.  

Reference the Race and Hispanic Origin data for your county as highlighted in the picture. 

 

Use the percentage information to answer question 63. Use the White, alone percentage for White. 

Note: It is ok if these percentages do not add up to 100%. USDA does not collect all of the racial 

categories that the Census collects. 

Use your SFA enrollment data to answer question 64.  
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Indirect Costs 

All programs must answer questions 65. If YES to question 65, answer questions 66-68. 

Note: The cognizant for public schools in Vermont is the Vermont Agency of Education. 

Independent schools and non-profits may have a different cognizant. For questions regarding 

an indirect rate, please contact Robert Coathup at Robert.Coathup@vermont.gov . 

 
 

 

Certification, Save, and Finish 

Please check the box and enter your name to certify your application.  

Click Save 
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If there are no errors, you can click Finish on the following page.  

 

 
 

 
 

If there are errors, you will see the following screen and will need to edit your application 

before you can click Finish.  Click Edit to go back to the application page in order to make 

corrections. 
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Specific error and warning information will be shown at the top of the organization application. 

Warnings will not prevent the application from being submitted but should be reviewed to 

ensure that all questions have been answered correctly.  

Once everything has been corrected click Save and then click Finish on the following page. 

You’ve now finished the Organization level Application, but there are more parts you need to 

complete before you can submit the entire application.  Click Application Packet in the upper 

left to continue.  
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Food Safety Inspection  
Click on the View next to Food Safety Inspections to get started. 

 

 
  

Click Modify next to the 2019-2020 school year. 
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Enter your health inspection information for each site from the 19-20 year and click submit. 

Once everything has been entered click Save and Finish.   
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Return to the rest of the application by clicking the Applications button in the top left. 

 
 

 
  

Then click on the Application Packet link. 
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Meal Compliance Dashboard 
Click on the Details link to get started. 

In the Annual Attestation section click Modify. 
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Complete the Document Preparer Contact information (this is usually the Business Manger 

contact information). Nothing else needs to be completed within this section. Scroll to the 

bottom to click Save. 

 
 

 

 
  

Return back to the application main screen by clicking the Application Packet link.  
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Checklist Summary 
Click on the Details link to get started.  

 

 
  

Click on the School Food Authority name under the Organization section.  
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Within the SNP Checklist a number of required forms will be listed. Everyone should expect to 

see the option to upload the “Paid Lunch Equity Tool and or Intent Form.”  Specific instructions 

for the PLE Tool and Form are included in the next section.  Other forms you might see are:  

• If you have a food service management company, you will see an option to upload your 

contract renewal form and required attachments. 

•  If you are vending meals, you will see an option to upload your vended meals 

agreement.  

Click the blue paper clip to upload the required documentation and click the checkbox titled 

Document Submitted to State for each required document.  

 

Click Choose File to upload the required documents.  When you have selected the file, click 

Save. 

 

  

Vended Meals Agreement 

Vended Meals Agreement 
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Click Finish.  

 

Repeat this process for each required document.  

Paid Lunch Equity Tool and/or Intent Form 

All SFAs must upload the Paid Lunch Equity Intent Form, unless the SFA only operates the 

Special Milk Program.  This form indicates how the SFA plans to handle Paid Lunch Equity, 

and whether they are exempt from the requirement to complete the PLE Tool.   

• If the SFA is not exempt, you must also upload the PLE Tool.  

• If the SFA is exempt because you did not have a negative balance in the non-profit 

school food authority account as of December 31, 2019, you must also upload a profit 

and loss statement showing the balance as of December 31, 2019. 

You can upload multiple documents under each checklist item by clicking the paper clip again 

to upload another document.   

Important! When completing your Paid Lunch Equity Tool, you will complete one tool for 

the entire School Food Authority.  Do not upload a separate tool for each site!  
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Click Save when all required documentation has been uploaded.  

 

 
 

 

 

  

Click the Application Packet link to return to the main page.  

 

Vended Meals Agreement 
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Site Applications  
Click on the School Nutrition Program link to get started. 

 

 
  

In this section all sites operating school meals will be displayed. Each site application contains 

questions that must be answered/updated. Click Modify to get started. Be sure to complete this 

step for each participating site.  
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Program Information  

Verify the programs that this site is participating in. If correct move on to the next section. If 

changes need to be made, click the Modify Program Selection button. 

 
 

 

 
  

Make changes to the participating programs by clicking the boxes to add or remove check 

marks. Once the changes have been made click the red Save and Continue button and move on 

to the next section.  
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Associated FSMC (Food Service Management Company) 

If this site will be managed by a FSMC answer YES to question 1 and complete questions 2-3.  

If this site will not be managed by a FSMC answer NO to question 1 and skip to question 4.  

Site Contact 

Please validate questions 4-14 and update as needed with the most current site information. 

Eligibility Officials 

Read the definitions of each individual eligibility official and answer/update question 15-22. 
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Participating Information 

• Answer to question 23 should be NO unless you are a new site with a majority of the 

students transferred from a severe need school. If YES, please contact a Vermont Agency 

of Education Child Nutrition Consultant for assistance in completing this question. 

• Question 24 should carry over from the previous school year claim data. If you are a 

new entity that answered NO to question 23, this section will remain blank.  

• Answer/update the information in question 25 and 26.  

 
Pricing Information 

• Update/Complete the pricing information for the participating programs for this site. 

• Keep in mind that this price should reflect any price increases for the upcoming school 

year for Paid and Adult meals.  

• Reduced Price for breakfast and lunch should be set to $0.00. 
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Section A - National School Lunch Program (NSLP) 

• Complete/update questions A1-A8.

• Please check the months of operation checked to make sure the correct months are 
indicated.

• Meal service beginning and end times must be entered.

• Attention for the 2020-2021 school year:  Please be sure to review A-3, A-4, A-5, and A-7 
as many schools will not operate OVS or serve meals in the cafeteria due to the current 
COVID 19 Pandemic.

• High school sites will receive a warning on their site applications if OVS is not being 
implemented, please disregard this warning while alternative meal accommodations are 
in place due to the COVID 19 Pandemic.

Important: Question A9 should be left as is.  If you are planning to start Provision 2 or CEP 

for the first time, please consult a Vermont Agency of Education Child Nutrition Consultant 

before proceeding. 
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Section B - School Breakfast Program (SBP) 

Repeat the same steps as above in Section A. 

Certification  

Please check the box and enter your name to certify your application. 

Next scroll to the bottom and click Save. 
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Click Finish to complete this site application.  

If you have errors within the site application they will be displayed. These errors must be 

corrected in order to finish the application process.  

Click Edit to go back to the application page in order to make corrections. 
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Detailed information regarding the errors or warnings will be located at the top of the 

application page.  

Specific error and warning information will be shown at the top of the organization application. 

Warnings will not prevent the application from being submitted but should be reviewed to 

ensure that all questions have been answered correctly.   

Once everything has been corrected, click Save and Finish. 

Repeat these steps for each site in the organization. 
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After all site applications are complete and free from errors, return to the main application 

packet screen by clicking the Back button. 
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Completing the Renewal Process  
Once you have completed each section of the application (Organization Application, Food 

Safety Inspection, Meal Pattern Compliance Dashboard, Checklist Summary and Site 

Applications), and there are no errors in any section, click the red Submit for Approval button 

to complete your renewal.   

A Child Nutrition Consultant from the AOE will review your application for renewal. If the 

application is found to be incomplete, you will receive an email notification that your 

application was returned. The necessary adjustments that must be made will be documented in 

the Application Packet Notes for Organization section.  Click View next to Application Packet Notes 

for Organization to see the notes about required changes.  

Make the necessary changes.  Once the adjustments have been made click the red Submit for 

Approval button. 

If you have any questions regarding the application renewal process, you may contact the 

following Child Nutrition Consultants:   

Jennifer Hutchinson at jennifer.hutchinson@vermont.gov  

Denise Blankenship at denise.blankenship@vermont.gov  
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