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Federal regulations require that all sponsors renew their application for the CACFP, at a minimum, annually.  FY2011, beginning October 1, 2010, is a “renewal” year when all current information must be reviewed and re-submitted to RIDE in order for sponsors to submit claims for the upcoming federal fiscal year.

Every three years, sponsors must re-apply for participation in the program.  FY2012 (October 1, 2011 through September 30, 2012) will be the next time for sponsors to re-apply in full for the program.

BASIC INSTRUCTIONS:
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Once your on-line application has been rolled over from FY10 to FY11, you will need to log on to CNP Connect (www.esnacs.ride.ri.gov) and complete the following:
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Click on “SITE” menu tab (Image 1.1) to open so you can access your site data.
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Open and review each page (starting on page 1 thru 4 – Image 1.2) for each active site listed within the site list box. (NOTE – FDCH sponsors will only see 3 page options)  







c. Regardless of making any changes or not to any one form we request that during the Annual Renewal process that you save each and every form/page for each and every active site. When doing so please remember to check for any “system” generated errors discovered during the “SAVE” process and presented to user in RED under the “save” button (Image 1.3) located on the bottom of every form within the site application packet.
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d. (NOTE: this is the time to review meal service times to make sure that they are correct!)

e. Located under the left hand side panel of the Site Menu screen you will see a button that says “Save and Send to Form 342” (Image 1.4).  Click on this button.  By doing so – ALL the site data saved in earlier steps will now be aggregated and where applicable presented as “rolled-up” data within various areas of the Management Plan Agreement Menu packet.


2.  Click on “AGREEMENT” menu tab (Image 2.1) to open a page listing of your Management Plan data.  

a. Open each page by clicking on the “page” link (Image 2.2) on the far right side of your screen and follow thru each section in order of appearance (Contact - Management Plan - Budget Detail - Amendment Renewal). Review all the information (including uploads) and correct where applicable.  

b. Contact page:  Be sure to review the information.  The name listed as the primary program contact will be the individual that will receive CACFP blast email notices/memos so please be sure that the person listed as the primary contact is the person within the organization who should be getting this information.  Guidance memos, training notices, etc. will be going only to the primary program contact person noted.


c. Management Plan section:  Be sure to review the information. Start at Page 1 and follow thru all the pages of the Management Plan section. Regardless of making any changes or not to any one page/form we request that during the Annual Renewal process that you save each and every form/page provided as part of your Agreement Menu section. For more help regarding the Agreement Menu and the forms available click on the “help” icon.


d. Budget section:  If you have more than 1 active site, you will need to complete an annual budget forecast.  Complete all three pages of the budget as appropriate.  If you have one active site, your budget will carry over from the prior year.  It will only need updating if a major change has taken place otherwise you do not need to change it in a renewal year.

e. Renewal info:   You must review the one page renewal page questionnaire to see if you need to update any documents on file with RIDE.   In addition, be sure to upload copies of your current menu (you must include a copy of menu showing examples of all the meal service types that you are approved for such as breakfast, snack, lunch, etc.).

3.  After you have reviewed each page and are satisfied that the information is current, a level one user will need to transmit it electronically to RIDE for review and approval.

a. Click “ACCEPT”

b. Click on “CONTINUE” button after reading the certification statements.
c. Click on “SAVE AND SEND TO RIDE” button.

d. This will be followed by a confirmation dialog box.  Click “OK” to process packet for RIDE approval.  A message will appear telling you of success or failure to send to RIDE.

e. If successful, emails will be automatically sent to RIDE and sponsor administrator notifying them that the packet has been sent electronically.  (NOTE: if you open up any page of the application, the message at the bottom of the page should read “Sponsor Approved-Waiting RIDE Approval.”  This will indicate that the packet has been sent to RIDE.  If you have any message other than this one, you will need to follow steps “a” through “e” again as it means you may have missed a step or missed an error message.
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