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Instructions for Completing 2015 SFSP Application


1. Use the web link below to access the SFSP webpage and the CNPweb system: http://www.doe.in.gov/nutrition/summer-food-service-program 

Since this page contains important program related information, save it as a “favorite” on your computer for easy future access. Click on the dark blue CNPweb logo to enter the SFSP secure web-portal. 

2. The CNPweb opening page will be displayed. Enter the assigned SFSP User ID and password and click the “Submit” tab. Remember, the system password is case sensitive.

3. Choose the appropriate program by clicking on the blue SFSP puzzle piece.

4. The SFSP Message Board is displayed. This page contains important program information and should be reviewed frequently. To proceed, click the “Continue” tab at the bottom of the page.

5. The Program Year Selection page appears; choose the current program year. 
           In case of the returning sponsor, choosing 2014 will enable you to view electronic forms from a prior 
           year. 

6. Next the Sponsor Summary page is displayed along with blue navigational tabs titled as: Packet, Applications, Claims and Payments. Click on the Applications to access the required application forms and get started by clicking the “Add” tab next to the Sponsor Info Sheet.  
It is important to fill out the forms in the following order:

1) Sponsor Info Sheet - all questions must be answered/blanks filled. Use the Edit tab to enter any missing info or to make additional revisions
2) Sponsor Budget is applicable only to some sponsors - Returning school and CACFP sponsors are not required to submit annual budget
3) Site Information Sheet(s) for all new and returning sites - see Step 10 below!

7. Upon the completion of the Sponsor and Site Information Sheets and Budget (if applicable), move to the blue Packet tab located directly below the Sponsor Summary. A list of sponsor specific, on-line and off-line application forms has been now generated by the system. Review closely the list of forms marked with a red asterisk (*). All forms marked with the asterisk are mandatory for your program application and must be submitted in one fax, email or mailing to the State Agency.   

8. The electronic version of each starred/required (*) document can be accessed by clicking on the corresponding Microsoft Word symbol (“W”). Complete all the required forms fully by including the original signature.  Remember to save the original documents on file and send the copies of appropriate documents to the local media outlet and the health department. Finally, submit one set of copies to the State Agency by the application deadline of April 30, 2015. A special note: in case of the new sponsor, the Permanent Agreement must be an original document, signed by the head of the agency and mailed to our office. 

9. Once all the on-line and off-line (paper) documents have been completed, access the Packet tab one final time and enter the “Date Sent” for each submitted document. Also, please include the date for Mandatory State Agency Sponsor Training. It is the date when someone from your agency attended the State Agency training and at that time, click the Click Here button. Upon the completion of this step a box appears at the bottom of the Packet Page allowing the sponsor to submit the entire application. The check box must be checked in order for the application status to change from Pending Submission to Pending Approval. This status change signals that the sponsor has finished the application process and our office can proceed with the review and approval process. The Packet page will remain in Pending Approval status until the State Agency receives your paper documents and approves your sponsorship. The Sponsor application will be approved within 30 days following the online and off-line form submission as long as all the required documentation was sufficient and correct. 

10. Contact our office, if any sites need to be added or removed this year. Any changes in the operating location, times, dates, meal types or the average daily participation rates (ADP) must be reported to our office, updated in the CNP web and approved prior to the changes taking effect. 

All on-line and off-line application forms must be completed by April 30, 2015 and submitted to our office via one mailing/fax or email.

          Contact Tina Skinner, at (317) 232-0858, tskinner@doe.in.gov if you have questions concerning any 
          application documents. 

          Documentation may be submitted via:
· email: tskinner@doe.in.gov 
· fax: (317) 232 – 0855
· postal service:

          IDOE/Office of School and Community Nutrition
          SFSP Application Attn: Tina Skinner
          115 W Washington St
          South Tower, Suite 600
          Indianapolis, IN 46204
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