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Chapter 1 – Receiving a Grant; First Steps; Best Practices 

1. Grants are due at the end of March each year.  Grant award or denial 
letters should go out mid-April. Once an award letter is received. The 
Application Packet will need to be updated in CNP.  See Chapter 2. 

 
 

2. Each school is awarded two grants to conform to the federal fiscal year. 
Each grant can have 10% set aside for Administrative Costs and 90% for 
Operating Costs.  Essentially, there are four pots of money to track for 
each school awarded. Grants must be tracked at the school level not the 
district level. The Child Nutrition Program website does show the 
breakdown of grant spending. 
 

3. The first grant runs from July 1 to September 30.  All funds must be 
spent or obligated by September 30. 
a. Obligation definition: place actual orders for deliveries to be made 

after September 30. Orders must be placed prior to September 30. 
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Funds cannot be encumbered for future spending.  That is not an 
obligation. 

b. Administrative Costs can be obligated for equipment but not for 
labor.  

 
4. Obligations must be claimed by December 31 or the funding is forfeited. 

 
5. The same rules hold true for the second grant award ending June 30. 

 
6. FFVP funds cannot be used for summer school. 

 
7. Equipment – if you want to purchase a piece of equipment that exceeds 

your district/schools capitalization threshold, you must fill out a Request 
for Equipment Purchase form and have the purchase approved prior to 
purchase.  See the WDE website for the form. 
 

8. This is a snack program for kids not staff. Classroom teachers and 
paraprofessionals may partake as long as they eat with the kids, 
modeling good eating habits. 
 

9. If you have leftovers produce, you can have the NSLP buy it from the 
FFVP as long as you document the transfer. We’d prefer leftovers get 
utilized not thrown away. 
 

10. You can buy produce from anywhere including local sources. 
 

11. You can increase the number of times you are serving a snack at 
anytime without approval. We want the grants fully utilized not 
returned.  
 

12. If you have a balance nearing the end of the school year, buy more 
exotic/more expensive produce and increase serving times. Use it don’t 
lose it!  
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Chapter 2 – Updating the Application Packet 

This will be done after the FFVP award letter is received - around late April 
of each year. 

1. Log in to the system.  
2. Click on School Nutrition Programs, the blue box at the top left of the 

page.  

 

3. Click on Applications 
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4. Click on Application Packet 

 
 

5. Select the upcoming school year 

 
 

6. You will see a red arrow next to Fresh Fruit and Vegetable Program 
Application.  Click on the blue word Add on the left.  
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7. Fill out the Application for all schools applying to be on the FFVP.  Then 
Click Save. The state agency has invited all eligible schools to apply for 
the FFVP. 
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8. Click Finish 

 
 

9. This completes the process until after grants are awarded.   
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Chapter 3 – Submitting a Claim 

1. Log in to the system.  
2. Click on School Nutrition Programs, the blue box at the top left of the 

page.  

 
  

3. Then click on Claims.  

 
 

4. Click on Claim - FFVP.  
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5. You now see this form.  The top half of the form is for claim entry.  The 
bottom half is for grant tracking. Take note that the grant summary on 
the bottom of this page is showing the first and second grant award 
amounts combined.  Click on Sep 2012 to file a claim. *Note that on the 
bottom portion of the screen you can see the Grant Summary.  This 
details the amount spent on Operating and Administration for the first 
grant period June to September for all schools receiving a grant in the 
district.  
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6. Click the red Add Original Claim button.  Take note that on the bottom 
of the Sept 2012 claim form the grant amounts are now only showing 
the first grant amount.  This grant period ends on September 30, so try 
to claim the full granted amounts between the Aug and Sept 2012 
claims.  If the full grant is not utilized by September 30, it can be 
Obligated* so the funds can be spent in Oct, Nov or Dec.   

  
*Definition of Obligation:  
 

7. Click on the blue word Add next to each site to create a claim for each 
individual school.  
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8. Fill in the box by 1. Number of Days of Operation and click Save. 
9. Click on the blue words 4. Administrative Cost.  Only 10% of the grant 

can be spent on Administrative Costs, so I would suggest filling this 
section out first.  By looking above you can see Aspen Elementary has 
$266.67 which means $26.67 can be used for Administrative Costs*.    

 
*Definition of Administrative Costs:  
 

10. Fill in the administrative expenses incurred for Sept 2012.  This school is 
claiming administrative labor totaling of $20.00.  Anything less than 10% 
of the grant not used for administration can be used for operating 
expenses instead.  So in this case, $6.67 can be used for operational 
expenses.  Click Save to continue.  
a. *Note Make sure to claim for either a person by name or position or 

both.  Filling in the line as Labor only will not be sufficient to have the 
claim approved.  

b. Benefits can be claimed in addition to labor. You can include them in 
the labor cost on 1 line or separate them on 2 lines as labor and 
benefits.  Either option is fine.  
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11. Click Finish.   
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12.  This will take you back to the claim screen for that school.  Then move 
to 2. Fresh Fruit and Vegetable Costs. (Notice there is an error message 
because 1. Number of Days was not completed.  Just fix the error and 
click Save.) 

 
 

13. Fill out the detailed form with actual fruit and vegetable expenses. If you 
order all 3 schools at one time, you will need to divide the produce costs 
among all 3 schools according to how much each uses. You’ll notice the 
Total Unit Cost column populates automatically by multiplying the 
Number of Units by the Cost Per Unit Column. When finished entering 
Click Save.  
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14. Because this school has a small amount of funds, they are not going to 
claim any Operation Costs for this month. Now we’ll move onto the 
second school. Click Add next to Clark Elementary.    
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15. Fill out sections 1, 2 and 4.  Clark Elementary has $176.11 for 
Administrative expenses.  They are going to claim $20 for labor and 
$156.11 for a new refrigerator.  The remaining balance of the 
refrigerator will be claimed on the Oct 2012 claim. Then move on to 
section 3. This school is going to claim Operational Costs. Click Save. 
Notice that Low Fat Ranch Dressing is claimed in this section under Small 
Supplies/Other Operation Costs, not under Fresh Fruit and Vegetables.  
 

 



Page 17 of 25 
 

 
 

16. Continue as before filing a claim for North Evanston Elementary.  Once 
all three schools claims are done you will be ready to Submit for 
Payment.  

 
 

17. Once a claim is submitted for payment you can see on the Claim Year 
Summary where it will show Pending Approval.  The state agency will 
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then review the claim and Deny it or Accept it.  Once the claim has been 
paid, the status will change to Processed.   
 

 
 

 
18. Once you Submit for Payment you need to continue to follow up on the 

status of the claim.  Should the claim be denied, the status will remain in 
Pending Approval and will not change to Accepted. You need to watch 
for claims that do not switch to Accepted and go all the way into the 
individual site claims to see where a denial happened. 

 
 

19. You also need to follow up and make sure you get paid. The FFVP has 
the same requirements as NSLP which are that you must verify payment 
is received within 30 days of claim submission. You need to also verify 
the amount you are paid.  The system does allow you to claim more 
than you have remaining funds to cover.  If this happens, the system will 
accept the claim, but only pay out the amount you have remaining.   
 

20. When to claim for reimbursement – When the expense is incurred or 
when it is paid? The FFVP is a cash reimbursement program.  You can 
submit your claims whichever way your accounting system recognizes 
expenditures; either at the time they are incurred or at the time they 
are paid.  
 

21.  Claims are due the 10th of each month for fastest reimbursement. 
Claims can be made for up to 60 days after the month end. 
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Chapter 4 – Changing or Amending a Claim and Claiming Obligations 

1. Log in to the system 
2. Assume you have already submitted and been paid for a September 

Claim.  Now you need file an additional receipt for that month. Click on 
the blue SNP button. Click on Claims across the top blue bar. Click on 
Claim – FFVP. This will also be the procedure for claiming obligations 
established prior to September 30 or June 30 when each grant ends. 

 
 

3. Click on September 2012 (claim status will be showing Processed not 
Accepted). Click on Add Revision. 
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4. Click Revise by the school that needs revised 
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5. Click on Numbers 2, 3 or 4 to revise the FFV Costs, Operational Costs or 
Administrative Costs. 

 
 

6. Click Administrative Cost 

 
 

7. Add labor expenses for September and click Save 
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8. Click Finish, then click Save.  Note the Status has changed to Validated. 

 
 

9. The next time payments are made the school will receive a payment of 
$20.00. 
 

10. Obligations are paid in the same manner.  When you pay for a bill that 
was obligated in September, but paid in October or November, just Add 
Revision to the September Claim no later than December 31. 
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Chapter 5 – Splitting Costs between Grants 

1. Up to 10% of each grant can be used for Administrative Costs.  
Administrative Costs include administrative labor and equipment.  If you 
need to buy an expensive piece of equipment, the cost can be split 
between the two grants. 
 

2. In this example, Slade Elementary has $2016.67 available to them.  Of 
this $201.67  be used for Administrative Costs. Slade Elementary is going 
to buy a full size refrigerator that costs $600.00.  They will claim $201.67 
in September from the first grant and $398.33 in October from the 
second grant.  

 
 

3. Click on Administrative Costs in the Slade Elementary Claim for 
Reimbursement for September. 
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4. Under durable supplies enter the refrigerator.  Click Save.  Click Finish.  
Click Submit for Payment.  

 
 

5. File an October Claim for $398.33 for the remaining amount. 
 

6. Equipment can also be split between programs.  The same $600 
refrigerator can be bought and split 70/30 between FFVP and NSLP.  In 
that case you would claim $420 for the refrigerator under FFVP. 
 

7. If you over spend on fruits and vegetables in the first grant period you 
can claim the overage in the second grant period.   
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Chapter 6 – Changing your Password 

1. This feature is to change your password if you feel your password has 
been compromised or if you just don’t like your password.  If you have 
forgotten your password or are locked out of the system, you will need 
to contact someone at the state to reset your password for you. This 
feature only works once you are already logged in.  

2. Log in to the system 
3. Click on Security 

 
 

4. Click on Change Password 

 
 

5. Type a new password in both fields. A password must be 8 characters 
long and have a combination of letters and numbers. Click Save.  
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