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In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 

regulations and policies, this institution is prohibited from discriminating on the basis of race, 

color, national origin, sex (including gender identity and sexual orientation), disability, age, or 

reprisal or retaliation for prior civil rights activity. 

Program information may be made available in languages other than English. Persons with 

disabilities who require alternative means of communication to obtain program information (e.g., 

Braille, large print, audiotape, American Sign Language), should contact the responsible state or 

local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice 

and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339. 

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, 

USDA Program Discrimination Complaint Form which can be obtained online at: 

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by 

calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the 

complainant’s name, address, telephone number, and a written description of the alleged 

discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) 

about the nature and date of an alleged civil rights violation. The completed AD-3027 form or 

letter must be submitted to USDA by: 

1. mail: U.S. Department of Agriculture 

Office of the Assistant Secretary for Civil Rights 

1400 Independence Avenue, SW 

Washington, D.C. 20250-9410; or 

2. fax: (833) 256-1665 or (202) 690-7442; or 

3. email: program.intake@usda.gov 

This institution is an equal opportunity provider. 

The Connecticut State Department of Education is committed to a policy of equal 

opportunity/affirmative action for all qualified persons. The Connecticut Department of Education 

does not discriminate in any employment practice, education program, or educational activity on 

the basis of race; color; religious creed; age; sex; pregnancy; sexual orientation; workplace 

hazards to reproductive systems, gender identity or expression; marital status; national origin; 

ancestry; retaliation for previously opposed discrimination or coercion, intellectual disability; 

genetic information; learning disability; physical disability (including, but not limited to, 

blindness); mental disability (past/present history thereof); military or veteran status; status as a 

victim of domestic violence; or criminal record in state employment, unless there is a bona fide 

occupational qualification excluding persons in any of the aforementioned protected classes. 

Inquiries regarding the Connecticut State Department of Education’s nondiscrimination policies 

should be directed to: Attorney Louis Todisco, Connecticut State Department of Education, by 

mail 450 Columbus Boulevard, Hartford, CT 06103-1841; or by telephone 860-713-6594; or by 

email louis.todisco@ct.gov.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov
mailto:louis.todisco@ct.gov


 

Connecticut State Department of Education • Page i 

Contents 

1 — Introduction ................................................................................................................ 1 

Application Renewal Packet ...................................................................................... 1 

Resources ................................................................................................................ 2 

Questions ................................................................................................................. 2 

2 — Accessing the CNP System ....................................................................................... 3 

3 — Enrolling the Sponsor ................................................................................................ 7 

4 — Sponsor Application .................................................................................................. 9 

5 — Board of Directors ....................................................................................................15 

Updating/Adding Board Members ............................................................................17 

6 — CACFP Budget .........................................................................................................21 

7 — Site Applications .......................................................................................................29 

8 — Checklist ..................................................................................................................37 

8 — Tips for Application Renewal ....................................................................................49 

Error Processing ......................................................................................................51 

Input Edits ............................................................................................................51 

Business Rule Edits .............................................................................................51 

Request Assistance if Needed .................................................................................52 

  



 

 

Connecticut State Department of Education • Page ii 

 

All center sponsors of the CACFP must complete the annual CACFP application 

process for the new federal fiscal year (2026-27) by September 18, 2026. This 

requirement applies to all sponsors of child day care centers, Head Start centers, 

adult day centers, emergency shelters, and at-risk afterschool programs. 
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1 — Introduction 

This document provides instructions for sponsors of the Child and Adult Care Food Program 

(CACFP) on completing and submitting the annual CACFP sponsor application in the 

Connecticut Online Application and Claiming System for Child Nutrition Programs (CNP 

System). The CNP System is a web-based software solution that provides state users and all 

sponsors of the Child Nutrition Programs with efficient and immediate access to applications, 

claims, and related nutrition program functions. Key system features include:  

• a software system that manages information regarding sponsors, applications, claims, 

and reports; 

• a single integrated database that serves all Child Nutrition Programs; 

• the ability to save partially completed forms online, allowing the user to complete the 

process later; and 

• individual User IDs and passwords for secure login to specific program functions. 

CACFP sponsors will use the CNP System to complete and submit their annual CACFP 

sponsor application. 

Application Renewal Packet 

All institutions participating in the CACFP must have an approved application renewal packet on 

file to submit reimbursement claims for the new federal fiscal year, which begins on October 1, 

2026. The online application packet includes the sponsor application, budget, and one or more 

site applications, as well as various checklist items and a board of directors listing (for non-profit 

organizations). The Sponsor Application is the starting point for all CACFP application renewals. 

Sponsors must begin with the Sponsor Application to access the other areas of the application 

packet.  
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Resources 

The resources below assist sponsors with completing the CACFP application renewal process. 

• Child and Adult Care Food Program (CACFP) Application Renewal Summary Checklist 

(CSDE): 

https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_application_renewal_ 

summary_ checklist.pdf 

• CACFP Centers Budget Worksheet (CSDE): 

https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_ 

worksheet.pdf 

o Instructions for Completing the Child and Adult Care Food Program (CACFP) 

Centers Budget Worksheet (CSDE): 

https://portal.ct.gov/-

/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_ 

instructions.pdf 

o Sample Completed CACFP Centers Budget Worksheet (CSDE): 

https://portal.ct.gov/-

/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_ sample.pdf 

• Child and Adult Care Food Program (CACFP) Centers Budget Detail Form (CSDE): 

https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_detail_ 

form.pdf 

These documents and more guidance are available in the “CACFP” section of the CSDE’s 

Connecticut Online Application and Claiming System for Child Nutrition Programs (CNP 

System) webpage. 

Questions 

For questions regarding the CACFP sponsor application process, contact the CACFP staff in 

the Connecticut State Department of Education (CSDE) Bureau of Child Nutrition Programs. 

 

https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_application_renewal_summary_checklist.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_instructions.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_instructions.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_sample.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_detail_form.pdf
https://portal.ct.gov/sde/nutrition/cnp-system/cacfp
https://portal.ct.gov/sde/nutrition/cacfp-contact
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2 — Accessing the CNP System 

The Connecticut State Department of Education’s (CSDE) Online Application and Claiming 

System for Child Nutrition Programs (CNP System) is available at 

https://ct.cnpus.com/prod/Splash.aspx. 

1. Log in with User ID and Password.  

 
 

.  

https://ct.cnpus.com/prod/Splash.aspx
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2. Click Application at the top left of the screen. 

 

 

3. Click Application Packet – Center. Make sure the Program Year is 2026-2027. 
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4. Select 2026-2027 (the current program year) next to the green “NEW” button.  

 

Note: Reimbursement claims through September 2026 are part of program year 2025-26, 

but the application renewal process is for program year 2026-27.  
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a. Program Year is View Only: If the screen displays this message, the sponsor is in 

the wrong year. To switch to the correct year, click Year in the upper right corner of 

the screen. 

 

 

b. Choose 2026-2027 from the available program years. Continue with the application 

renewal process. 
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3 — Enrolling the Sponsor 

Sponsors must first enroll in the current program year before beginning their application.  

1. Click Enroll. 
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2. Click OK. 

 



Sponsor Application   4  

Connecticut State Department of Education • Page 9 

4 — Sponsor Application 

Once the institution is enrolled, the 2026-2027 Application Packet screen will appear.  

1. Click Modify next to the Sponsor Application to begin the application process.  
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2. After selecting Modify, the CACFP Sponsor Application will open.  

 

 

a. Most information previously entered in 2025-2026 application will carry over to 

the new fiscal year (2026-2027). 

b. Review all the information in the Sponsor Application for accuracy. Make edits 

and updates to existing answers as necessary.  
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c. The information entered in lines 22-27 (Authorized Representative 1) and lines 

28-33 (Authorized Representative 2) must be consistent with either the ED-099 

(Agreement) on file or the sponsor’s most recently submitted Authorized 

Signatures Change Form. If the authorized representative information has 

changed, submit an Authorized Signatures Change Form to the CSDE before 

completing the renewal application. 

• Non-profit organizations: Authorized Representative 1 must be the 

chairperson of the board of directors. Authorized Representative 2 must 

be the executive director, finance manager, or someone else who is 

empowered by the Board to assume oversight responsibilities for CACFP 

in the organization.  

• For-profit institutions: Authorized Representative 1 must be the 

owner/executive director. Authorized Representative 2 must be another 

individual authorized by the owner to oversee CACFP responsibilities for 

the organization. 

• The individuals listed as Authorized Representatives must have the 

authority to provide oversight and make decisions regarding CACFP on 

behalf of the organization. 

  

https://portal.ct.gov/-/media/sde/nutrition/nslp/forms/authorized_signatures_change_form_instructions.pdf
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3. Read the certification statement at the bottom of the page. Verify that all information entered 

in the application is accurate and complete. 

4. Select the certification checkbox to acknowledge and accept the statement. 

5. Click Save to proceed. 
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6. Click Finish.  

 

 

a. The Sponsor Application is now complete.  

b. Complete the remaining sections of the renewal packet for Program Year  

2026-2027, including: 

• Board of Directors Listing (non-profit organizations only); 

• Budget; 

• Site Applications; and 

• Checklist items and required documents. 

c. All required sections must be completed before the sponsor can submit their 

renewal packet.  



4   Sponsor Application   

Connecticut State Department of Education • Page 14 

 



Board of Directors   5   

Connecticut State Department of Education • Page 15 

5 — Board of Directors 

The “Board of Directors” section of the CNP System is applicable only to non-profit 

organizations. Non-profit organizations must enter current information for all board members 

serving during the 2026-2027 program year. Make sure all information is accurate and up to 

date. 

1. Click Revise next to Board of Directors to make changes or add a new member. 
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2. Click Details next to Board of Directors to review the specific information for each Board 

member.  
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Updating/Adding Board Members 

1. Select an individual then click Modify to make edits and updates to their existing 

information. 

2. Click the Add Member box in red at the bottom of the page to add a new member. 
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3. Complete questions 1 through 14. Click Save to save the changes/updates.  
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4. Click Finish. 
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5. Click Applications at the top of the screen to return to the main page.  
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6 — CACFP Budget  

All participating CACFP institutions must complete a CACFP budget for FY 2026-2027. The 

CACFP budget is in the “Sponsor Budget Detail” section of the CNP System. 

1. Complete the hard copy of the CACFP Centers Budget Worksheet. Refer to the CSDE’s 

Instructions for Completing the Child and Adult Care Food Program (CACFP) Centers 

Budget Worksheet and Sample Completed Child and Adult Care Food Program (CACFP) 

Centers Budget Worksheet. 

2. Complete the hard copy of the Centers Budget Detail Form for all applicable lines. 

3. Log in to CNP System. Click Add next to Sponsor Budget Detail to access the online 

budget.  

 

  

https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_instructions.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_instructions.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_sample.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_worksheet_sample.pdf
https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_centers_budget_detail_form.pdf
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4. Transfer the information from the hard copy of the CACFP Centers Budget 

Worksheet to the CNP System. The online budget must match the hard copy 

budget documents.  

a. For each applicable line, transfer the amount in column 4 (Total Annual 

Budget) from the hard copy budget sheet to the CNP System.  

b. Ensure that all costs that are reflected on the hard copy budget form(s) 

are shown in the online budget, even if they are not funded by CACFP 

reimbursements. 

c. All participating CACFP institutions must complete sections A and B of 

the online Sponsor Budget: 
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d. All sponsoring organizations (participating CACFP institutions with more 

than one site) must also complete section D. Administrative Expenses, 

even if the administrative costs are not funded by CACFP 

reimbursements. 

 

 

Limit for administrative costs: Section 7 CFR 226.16(b)(1) of the CACFP 

regulations requires that for sponsoring organizations of centers, the portion 

of administrative costs to be charged to the CACFP cannot exceed 15 

percent of the meal reimbursements estimated, or actually earned during 

the budget year, unless the CSDE grants a waiver.   

https://www.ecfr.gov/current/title-7/part-226/section-226.16#p-226.16(b)(1)
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5. Click Add an attachment.  
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6. Use Choose File to browse files on the computer or memory device/flash drive to 

locate the specific items for uploading. In the Comment box, label (assign a title to) 

each individual document that is uploaded. 

 

 

a. Budget forms: Upload only the hard copy budget forms (CACFP Centers 

Budget Worksheet and Centers Budget Detail Sheet) and related supporting 

documents (copies of contracts, leases, etc.) to the online Budget section of the 

application packet.  

b. Non-budget forms and documents: Upload all other (non-budget) forms and 

documents under the Checklist section of the application packet (refer to 

“Section 8 – Checklist” in this document). Examples include audit reports, 

training and monitoring schedules, board member listings and board meeting 

minutes, school food agreements, and food service management contracts.   
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7. Click Save. 
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8. Click Finish. 
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9. Read and complete the certification statement at the bottom of the page. Click the 

Certification check box and then click Save. 

 

10. Click Finish. 
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7 — Site Applications 

A site application must be completed and approved for each site that will be claimed for CACFP 

reimbursement.  

1. At the bottom of the Application Packet screen, click Site Application(s) to open the 

Application Packet – Site List screen.  

a. Important: Update all applicable Site Applications before completing the online 

Checklist. 

  



7   Site Applications 

Connecticut State Department of Education • Page 30 

2. The Application Packet – Site List provides access to new and renewing sites. Important:  

3. Update all applicable Site Applications before completing the online Checklist.  
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4. Click Modify next to the name of the site to modify an existing site. 

 

 

  



7   Site Applications 

Connecticut State Department of Education • Page 32 

5. The Site Application will appear. Review and update the site’s information. 
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6. Read the Certification statement. Verify that all information entered in the Site 

Application(s) section is accurate and complete. Select the certification checkbox to 

acknowledge and accept the statement. 

7. Click Save. 
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8. Click Finish. 
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9. Click Back to return to the Site list. For sponsors with multiple sites, repeat steps 1-7 above. 
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Note: All sites that were approved and active during the prior (2025-2026) year will transfer over 

to the new (2026-2027) year in Pending status. The sponsor must click Modify or Revise for 

each site, update the information for the upcoming year, and then Save the Site Application, 

even if there are no changes for the new year.  

After completing and saving the update for each site application, the site application status will 

change from Pending to Not Submitted. Once the entire application packet is submitted for 

approval, the site application status will change from Not Submitted to Submitted. All sites that 

will not be active in the new year should remain in Pending status.   

• If at least one site application is not updated and put into Not Submitted status, the 

CNP System will not allow the application packet to be submitted for approval. 

• The Submit for Approval button will not illuminate in red at the bottom of the main page 

unless at least one site application has been changed from Pending to Not Submitted 

status. 

It is imperative that sponsors review all Site Applications for accuracy. Site 

Applications must reflect current license, participant eligibility, and meal service 

operations. Pay close attention to the License Expiration Date in section A of each 

Site Application. CACFP regulations do not allow reimbursement to be claimed for 

sites that are unlicensed, uncertified, or that have expired licenses or permits.  

New sites that do not appear on the Site Application list require a Site Application (Form  

ED-099 Schedule A Attachment) and other documentation (e.g., license, menu, sponsor Pre-

approval Site form) to be submitted to the CSDE before they can be approved for claiming. 

Contact the CACFP staff for guidance on adding one or more new sites. 

Click View once the application packet has been approved to review site information without 

making changes or unapproving the application packet. 

 

https://portal.ct.gov/sde/nutrition/child-and-adult-care-food-program/contact
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8 — Checklist 

The “Checklist” section automatically generated a checklist based on the answers to specific 

questions from the sponsor and site applications. This section identifies supplemental 

documents that the sponsor must submit to the CSDE. It helps sponsors track required 

documents and record their submission dates, ensuring all application requirements are 

completed. 

1. Click Details next to Checklist. 
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2. Click on the institution name under Sponsor. 
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3. Click on the paper clip to the right of the required form. 
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4. Click Choose File to select the document to upload. Upload one document at a time. 

Do not select multiple documents. 
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5. In the Comment, enter the exact name of the uploaded file as it appears (e.g., “Center 

Budget Detail Form”). 
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6. Click Save. 

 

 

7. Click Finish. 
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8. Click Save after all documents have been submitted. 
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9. Click Finish. 
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10. Click Back. 
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11. Click Submit for Approval. 
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12. Click OK. 
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13. The Application Packet has now been submitted and is ready for approval by the CSDE. 

The application can no longer be modified and will be in View Only Mode.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

a. The CNP System will send an automated notification to the designated CACFP 

Contact person in the Sponsor Application and the CSDE CACFP team member 

assigned to the institution. This notification will state that the Application Packet 

has been submitted for approval.  

b. A similar notification will be generated once the Application Packet is approved.  

Sponsors should retain this notification for their records. This is the only 

notification that the Application Packet has been approved for program year 

2026-2027. 
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8 — Tips for Application Renewal 

1. Access the correct program year. 

• Use program year 2026-2027 for application renewals. 

• Use program year 2025-2026 for claims through September 2026 (filed in October 

2026). 

2. Complete the application packet items in the following order: 

• Sponsor Application: Update as necessary. 

• Board of Directors listing (applicable only to non-profit organizations): Complete 

and update as necessary 

• Budget: Complete and upload hard copies of budget forms (CACFP Centers Budget 

Worksheet and CACFP Centers Budget Detail Form). 

• Site Applications: Click Modify or Revise to review and update, then Save 

changes. Make sure the Site Application changes from Pending to Not Submitted 

status. 

• Checklist: Upload necessary forms and attachments after all other items have been 

completed, so the Checklist populates accurately. 

3. Upload hard copies of the required budget forms in the online Budget section. Upload all 

other required documents in the online Checklist section. Examples include audit reports/ 

audited financial statements, board member listing and board meeting minutes, training 

dates, monitoring schedule (if applicable), school food agreement/food service management 

company contract or addendum (if applicable). Make sure to label each uploaded document 

correctly. 

4. Sponsors must review all site applications for accuracy for the upcoming year. Since each 

Site Application appears in Pending status, the CSDE’s CACFP staff will not know that the 

information is updated for the new (2026-2027) year unless the sponsor revises and saves it 

and puts it into Not Submitted status. Review and update the license, enrollment/eligibility, 

and meal service information for accuracy, then Save the form. Complete this process for all 

sites that will be claimed in the upcoming year. 

5. Submit a copy of all new licenses to the CSDE Bureau of Child Nutrition Programs with the 

application packet.  
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6. New sites: New sites that have never been claimed are not in the CNP System. Sponsors 

must submit a Site Application (Form ED-099 Schedule A Attachment) and other required 

documents (licenses) to the CSDE Bureau of Child Nutrition Programs. All new sites must 

be added to the institution’s proposed CACFP budget and annual training and monitoring 

schedules. 

7. Incomplete Items: The Application Packet home screen will indicate a red arrow next to 

any incomplete items. Sponsors must address all incomplete items so they change to a 

green check mark. Once all red arrows become green check marks, the CNP System will 

allow the Application Packet to be submitted for approval. 

 

 

8. Complete the Application Renewal Summary Checklist. Submit this document and all 

required attachments in the CSDE’s CNP System. 

9. Submit the application packet for approval in the CNP System and email the CSDE’s 

CACFP staff that the renewal process is complete. 

https://portal.ct.gov/-/media/sde/nutrition/cnpsystem/cacfp_application_renewal_summary_checklist.pdf
https://portal.ct.gov/sde/nutrition/cacfp-contact
https://portal.ct.gov/sde/nutrition/cacfp-contact
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Error Processing 

All information entered and saved in the CNP System is verified to ensure it conforms to data 

entry guidelines and system rules. The CNP System performs two types of checks on 

information entered: input edits and business rule edits. 

Input Edits 

Whenever the sponsor saves information or proceeds to a new screen, the CNP System checks 

for input errors. These errors may include entry errors such as an invalid data entry (e.g., 

entering a four-digit zip code) or a non-logical entry (e.g., entering a greater number of eligible 

participants than enrolled participants).  

If a form contains an input error and the user selects Save, the screen either displays the error 

code and description in red at the top of the page (and the error code is a letter) or displays a 

message next to the field in error. Input errors must be corrected before users can proceed. The 

CNP System will not save data entered on a screen that contains an input error. The user must 

correct the input errors and select Save again.  

Business Rule Edits 

Business rule edits are used to ensure that entered data on a form conforms to state-defined 

guidelines/requirements and federal regulation. Once the user initiates a save, the CNP System 

will:  

• perform business rule edit checks after all input errors have been corrected, and 

• display a confirmation screen stating that data entered has been saved and identifies 

whether errors exist. 

The user may correct business rule errors immediately or at another time. The entered data will 

not be lost. The errors will display at the top of the screen with an error code (usually 4-5 digits) 

and error description. Business rule edits do not prohibit the CNP System from saving the data 

entered on the screen. 

In addition, business rule edits have an error severity that indicates whether an error is 

considered an error or warning.  

• Errors appear in red and must be corrected before the form can be submitted.  

• Warnings appear in blue and indicate an “out of the ordinary” data value. Warning errors 

do not need to be corrected prior to form submission.  
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Request Assistance if Needed 

Sponsors may contact the CSDE’s CACFP staff for assistance with any questions about 

completing the CACFP sponsor application process. 

https://portal.ct.gov/sde/nutrition/cacfp-contact
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