Creating an NSLP Application in TANS

This document is a training aid designed to provide guidance at each step as you progress through the

Training Guide

TANS application creation process in the training sandbox.

-'@‘_This document is best viewed and navigated on-screen using the Bookmarks pane to navigate and

the Find feature (ctrl+f) to search. Save a tree.

TRAINING OVERVIEW

Length

30 Minutes

Description

This document is designed to assist the user step-by-
step as they create a program application in the TANS
sandbox.

Learning Objective(s)

How to create, submit, and modify a National School
Lunch Program (NSLP) application in the TANS system.

COMMON ACRONYMS
NSLP National School Lunch Program
SBP School Breakfast Program
ASCP Afterschool Care Program
FND/F&N Food & Nutrition Division

Organizations (Org)

The new term replacing Contracting Entity

SA State Agency. This term applies to F&N teams within
TDA that manage program eligibility, claims, and
compliance.

TDA Texas Department of Agriculture

USDA United States Department of Agriculture

REFERENCES & RESOURCES

SquareMeals.org | TDA Food & Nutrition Website

News, resources, and training for
the 12 Food & Nutrition programs
administered in Texas by TDA

CFR eCFR:: 7 CFR Part 210 --

Code of Federal Regulations for

Regulations

National School Lunch Program

NSLP programs.

eCFR :: 7 CFR Part 220 -- School

Breakfast Program
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https://squaremeals.org/
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-210
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-210
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-220
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-220

eCFR :: 7 CFR Part 245 --
Determining Eligibility for Free

and Reduced Price Meals and
Free Milk in Schools

ThelCN.org Institute of Child Nutrition The ICN is the only federally
Website funded national center dedicated
to applied research, education
and training, and technical
assistance for child nutrition
programs.
Policy Policy and ARM for NSLP TDA Program handbooks are
Handbook available on SquareMeals.org.
Policy and ARM for SBP
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https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-245
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-245
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-245
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-245
https://theicn.org/
https://squaremeals.org/Programs/National-School-Lunch-Program/Policy-ARM
https://squaremeals.org/Programs/School-Breakfast-Program/Policy-ARM

Creating an NSLP Application
PROCEDURE

In the example scenario below, you have the TANS ORG Application security role and work for an
organization called NSLP User Guides Org. On behalf of your organization, you will apply to the National
School Lunch Program (NSLP) for the 2026 program year to adequately serve your community’s food
needs.

Note: The purpose of this scenario is to guide you through the steps required to successfully submit an
NSLP application for a program. The NSLP Application in TANS includes the following programs: NSLP,
School Breakfast Program (SBP), and Afterschool Care Program (ASCP). The Fresh Fruit and Vegetable
Program (FFVP) is a separate application process. There is a user guide for this process on SquareMeals.

LOGIN PAGE

ﬂ Library-  Help-  News-

Login

Loginld | mahmedth

1. Open the TANS training website from the link: http://trainingtans.texasagriculture.gov

Note: You may want to add the webpage to your browser favorites.

2. Enter your assigned Login ID and Password.

3. Click the Login button.
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USER ACCESS AGREEMENT

User Access Agreement

By signing into TANS, you understand and consent to the following:
«Information in this system and documents submitted become public record and are subject to disclosure.

+Unauthorized use of Texas Department of Agriculture (TDA) information resources is prohibited and misuse is
subject to criminal prosecution. Except as otherwise provided by applicable privacy laws, there should be no
expectation of privacy. Usage may be subject to security testing and monitoring.

+You certify that all documents and information submitted physically and electronically are/will be true and correct in
all respects.

+Assigned User ID and Password will not be shared with any other employees of your entity as this is considered a
security violation.

«With few exceptions, you have the right to request and be informed about the information that the TDA collects about
you. You are entitled to receive and review the information upon request. You also have the right to ask TDAto
correct any information that is determined to be incorrect (reference: Government code, Sections 552.021, 552.023,
and 559.004).

| Agree

oK Cancel

4. If this is your first time logging into TANS, read the User Access Agreement carefully and
when ready, select the | Agree checkbox and then click the OK button to continue.
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TANS HOMEPAGE

ff Ubray-  Numiton Menagement-  Repors-  Help-  News- & ORGAppication: Jane Doe

TEST
TEXAS AUTOMATED NUTRITION SYSTEM
(TANS)

Brograms y previdng administrators, stals iers, and spensers with web-based access (o grogram apphcations, claims,
COmplIance Feviews, and Folated TGN ProJEa FUNCtns.

TEXAS DEPARTMENT OF AGRICULTURE
COMMISSIONER SID MILLER

5. Begin navigating to the Application Dashboard, click the Nutrition Management menu
button.
6. Under the Agreements column, click the Applications menu item.

Nutrition Management Reports~ News- Help~

Agreements Enrollment & Eligibility Payments

Applications Community Eligibility Provision (CEP) Claims
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APPLICATION DASHBOARD

g
ﬁ Library-  Nutriton Management- Reports- Help- News- ‘ ORG Application: Jane Doe  Logoff

Fear' Current vI [Organization: NSLP User Guides Org | Reset Create | Renew Application

v Applications @

[No applications found for the selected criteria.

Fraud Hotine: 1-866.5-FRAUD-4 or 1-866-537-6234 | PO. Box 12847 | Austin, TX 78711
Toll Free: (877) TEX-MEAL | red: (800) 735-2989 (ITY)

7. olnformation
On the Application Dashboard, your organization name displays. All applications
created for your organization in TANS and their respective status display in the
Applications section. The applications that are displayed by default are for the current
year. If the application is not in the current program year, select the year for the
application you want to view in the Year drop-down list.
If you start an application and need to submit it at another time, make sure you save
your changes. Once saved, the application displays in the Draft status. Return to your
application using the same steps. Click the Program link for the application you want to
continue.
ﬁ Library-  Nutriion Management-  Reports-  Help-  News- ‘" ORG Application; Jane Doe  Logoff
b e e = T
Note: Please refer to Appendix C for a more detailed discussion on the features of the
Application Dashboard.

8. Click the Create/Renew Application button to begin the application process.

Create !RenewApplication

9. The programs available to your organization are displayed in the Program Selection
box. Select the program to which you are applying and then click the Save/Continue
button.
Note: In this example, we select NSLP; however, you can select the program relevant to
your organization.

Program Selection

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/26/2026

Page 6 of 47




ORGANIZATION FORM

You will now navigate through, complete, and save each of the forms listed on the left navigation
column. After you visit and complete each form, a green check mark ¥ will appear beside the form

name.

~ Program Information

Organization +*

Application

Financial Information

Management Plan

Documents

ﬁ Library-  Nufrition Management- Reports- Help- News-

ORG Application: Jane Doe  Logoff

et TR NSLP: NSLP User Guides Org  FY: 2026  Draft Version: 1.0 Organization
o
: “UEL@ EIN:
121231456789
Organization ID: * Organization Name: DBA Name: * Type of Agency:
10503 NSLP User Guides Org Educational Insttuton
ociiments * County: ESC Region: TDA Region: @
v Ste Management TRAVIS 3 3
Site Information EET—
ysical Address
Site Summary “Address: “City: “State: “Zip Code:
Select Stat ~| [ oooo0-0000
v Organization Acceptance ot
Confim and Accept
v State Agency
SADetermination
Notfications
v Histoy
VersionLog
Document Log
< PrevFom Next Form 3 Delete
10.  @Onformati
nformation

In the grey banner, the Program, Organization name, Fiscal Year, application Status,
and Version number display.
e The Organization form is the first form and displays:

o Information populated from the Organization Profile and can only be updated by
TDA.

Use the Application menu item on the navigation pane to navigate the application steps
or forms.

Note: If you need to expand your view of the Application form, click the
Expand/Collapse icon in the upper left of the navigation pane.
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ﬁ Library- Nutrition Management-

T Program Information

Application

Financial Information

11. The fields in the Physical Address section are required. Enter the Address, City, State,
and Zip Code.
12. Use the buttons at the bottom of the form to navigate, save changes, and cancel

changes made to the application.

Click the Save button and click the Next Form button to continue to the Application
form.

< Prev Form Next Form 2

Note: Whenever you click Save in the application process, TANS validates your entries.
If the data entered is valid, TANS displays a green pop-up message confirming that the
save was successful.

ORG Application: Jane Doe  Logoff

Organization

& Form saved successfully.
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APPLICATION FORM

ﬁ Library-  Nufrition Management- Reports- Help- News-

~ v Program Information

NSLP: NSLP User Guides Org  FY: 2026  Draft Version: 1.

n v

——

Financial Information
Management Plan
Documents

v Site Management

‘u ORG Application: Jane Doe

" Program Selection * Special Provision Type * Organization Type
& National School Lunch Program (NSLP) ONA O Public

[0) School Breakfast Program (SBP) ) Community Eligibility Provision (CEP) © Public Charter

[0) After School Care Program (ASCP) (O Provision 2 O Private
[C) Seamless Summer Option (SSO)

O Residential Child Care Institution (RCCI)

Site Information
Site Summary

v Organization Acceptance

Primary NSLP Gontact @

“First Name: “Last Name: “Title:

Confim and Accept

v State Agency

SA Determination

Notifications [0) Mailing address s same as the physical address.
<+ Hetory [Addross: City: State: Zip Code:
Select State v 00000-00
Version Log

Document Log

Child Nutrition Director €

“First Name: “Last Name: *Title:
“Phone: Extension: Fax: “Email:
“Address: “City: *State: *Zip Code:

I Select State v

< ProvForm Next Form 3

Logoff

Application

13.

Glnformation

The Application form contains the following section headings:

Program Selection, Special Provision Type, Organization Type
Primary NSLP Contact

Mailing Address

Child Nutrition Director

Claim Preparer

Authorized Representative

Hearing Officer

Reviewing Officer

Eligibility Determination Designee

Program information

Foor Service Management Company (FSMC)
Vended Meals

Food Distribution Program (Commodities)
Pre-award Civil Rights Questions

The Program Selection section lists the programs that are available to your
organization.

14. In this example, enter the NSLP contact information.
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Primary NSLP Contact @

“First Name:
Michael
“Phone:

(512) 111-2222

“Last Name:
Scott

Extension:

Michael scott@nsip.com

Note: For training purposes, you can enter fictitious information in the remaining fields

on this form.

15. In the Mailing Address section, if the mailing address is the same as the physical
address, select the checkbox to populate the remaining fields with the Site address.
Otherwise, enter mailing Address details.

Mailing Address

Mailing address is same as the physical address.

“Address:
123 Dummy St

*City:

Austin

* State:

Texas

*Zip Code:
v 78758-1234

16. ﬂlnformation

Continue entering information in the remaining fields. Make sure to complete all
required fields (indicated by a red asterisk *); otherwise, your entries will not pass
validation, and the form will not save. Please note that, Authorized Representative must
be the current Superintendent.

17. The last section on the form is the Pre-award Civil Rights Questions section. Complete
all the questions and enter explanations where required.

When you have completed all entries, click the Save button and then click Next Form.

<€ Prev Form Next Form ’
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FINANCIAL INFORMATION FORM

= )
~ Program Information

NSLP: NSLP User Guides Org  FY: 2026 Dt Version: 1.0

Organization v

Applic Recurring Transaction Index (RTI)

*Is your organization a Texas State Agency or State Supported School?

Please provide your classification and RTI code:

Site Summary

Yes

Document “Classification State Supported School
~ Site Management July - August: “Federal RTI s State RTI
Site Information
September - June: “Federal RTI 123456 State RTI

~ Organization Acceptance

Confirm and Accept

~ State Agency

Federal Funding

*Does your organization

receive $1,000,000 or more per year in federal funding from all sources, including TDA?

Financial Information

SADetermination

and certify your ag: tothe below by checking the corresponding box:
Notifications. Iunderstand that if my organization meets the audit requirements as specified by regulation and Texas Department of Agriculture (TDA) policy, now o in the future, | must submit an audit as a condition of continued participation in the Programs administered
by the TDA. and that failure to do so as required could result in adverse action, including placement in the serious deficiency process and termination of my organization’s contract
~ History
Version Log

Document Log

18. The Financial Information form contains the following sections:

e Recurring Transaction Index (RTI)
e Federal Funding

o Acknowledgement and Certify Agreement

19. On the Recurring Transaction Index, begin by selecting whether your organization is a

Texas State Agency or state-supported school and provide your classification code and
RTI Code.

Recurring Transaction Index (RTI)

*Is your organization a Texas State Agency or State Supported School?

Yes v
Please provide your classification and RTI code:
*Classification: State Supported School ~
July - August: *Federal RTI 123456 state RTI
September - June: *Federal RTI 123456 State RTI

20. Indicate whether your organization receives more than $1,000,000 in federal funding per

year.

Federal Funding

*Does your organization receive $1,000,000 or more per year in federal funding from all sources, including TDA? No ~

21. olnformation

When you select “Yes” in the Federal Funding section, the Name and Title of
Organization’s Financial Audit Contact section displays and requires entry. The

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/26/2026
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Organization Type section displays and populates information from the Organization
Profile. Verify the information.

Also, the Organization’s 12-Month Fiscal Year and the Federal Funds sections
display.

Name and Title of Organization's Financial Audit Contact €

*First Name: *Last Name:
*Phone: Extension: Fax:
*Title: *Email:

Organization Type @

Type of Agency: Educational Institution

Organization's 12-Month Fiscal Year @

*Fiscal Year. Select v

Federal Funds @

*Identify the federal fund source and the total amount for each source that your organization projects.

Federal Fund Source Amount
Total Federal Funds Amount $0.00
22, Select the organization’s 12-month Fiscal Year.
Organization's 12-Month Fiscal Year @
*Fiscal Year Jan - Dec v
23. Enter any federal funding sources and amounts your organization will expend during the
fiscal year.
Click in the first row in the first column and enter the Federal Fund Source name. Then
click in the second column within the row to enter the Amount.
Click the More Lines button to add rows for additional funding sources.
Federal Funds @
*|dentify the federal fund source and the total amount for each source that your organization projects.
' Federal Fund Source Amount
Total Federal Funds Amount $0.00
24. Carefully read and acknowledge the Audit Certification Statement.
Acknowledge and certify your agreement to the statements below by checking the corresponding box: €@
* I understand that if my organization meets the audit requirements as specified by regulation and Texas Department of Agriculture (TDA) policy, now or in
the future, | must submit an audit as a condition of continued participation in the Programs administered by TDA, and that failure to do so as required
could result in adverse action, including placement in the serious deficiency process and termination of my organization contract.
25. When you have completed all entries, click the Save button.

€ Prev Form Next Form 3
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MANAGEMENT PLAN FORM- ADMIN TAB

The Management Plan Form contains 4 tabs. You will need to navigate to and complete each tab.

ﬁ Library-  Nutriton Management- Reports- Help- News- ‘o ORG Application: Jane Doe  Logoff

7 Program Information NSLP: NSLP User Guides Org  FY:2026  Druft Version: 10 Management Plan

Organization v

Policies A Monitoring A~ Training A
Application +

Financial Information « Counting & Claiming Methods
Indicate the meal counting method(s) used for the meal types served
Breakfast
Documents O Select
Lunch Seledt
 Site Management
‘Supplement (Snack)
Site Information ] Sueel S 9 Select

(Provide the name of the electronic system if applicable.)
Site Summary

~ Organization Acceptance

Confirm and Accept Meal Counting and Claiming Procedures
Indicate whether each counting and claiming method is used. Any changes in counting methods must be reported to State Agency.
v State Agency

* Verbal identification by either the cashier o the student?

Select v
SADetermination
Notifeations * Point of service (POS) at the end of the serving fine? Select v
v History * Eligibilty codes prevent overt identiication? Select v
Version Log
* Back-up procedures are in place? Select v
Document Log
* Field trip procedures in place to maintain food safety and proper accountabty? Select v
* POS documents available at all serving locations (i.e. Class rooms, carts, salad bars). Select v
* Roster retumed to food service manager at the: end of meal service? Select v
* Meal service data entered into system? Select v
* Sample of roster provided for use (i daiy roster and/or back-up procedures)? Select v -

26. Glnformation

There are four Tabs on the NSLP Management Plan form.

e Admin

e Policies

e Monitoring
e Training

In the Admin Tab, enter the counting and claiming methods used for the meal types
served.

Counting & Claiming Methods

* Indicate the meal counting method(s) used for the meal types served

D Breakfast Select
Lunch Roster by Name & *
D Supplement (Snack) Select

(Provide the name of the electronic system if applicable.)

l

27. Indicate whether each counting and claiming method is used. Any changes in counting
methods must be reported to the State Agency.

Texas Department of Agriculture | Food and Nutrition Division | Content Last Updated 3/26/2026
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Meal Counting and Claiming Procedures
Indicate whether each counting and claiming method is used. Any changes in counting methods must be reporied to State Agency.

* Verbal identification by either the cashier or the student? Yes
* Paint of service. (POS) at the end of the serving line? Yes
* Eligibility codes prevent overt identification? Yes
* Back-up procedures are in place? Ves
* Field trip procedures in place to maintain food safety and proper accountability? Yes

* POS documents available at all serving locations

Class rooms, carts, salad bars). Ves

* Roster returned to food service manager at the end of meal service? Yes
* Meal senvice dala entered into system? Ves
* Sample of roster provided for use {i.e. daily roster and/or back-up procedures)? Yes

* What is the vritien policy for charging children? Check all that apply.

Students may charge reimbursabls meals with no limit on the number of charges.

Students may charge a specific number of reimbursable meals before the site discontinues meal service.

Students may charge a specific number of non-reimbursable meals before the site discontinues meal service:

Students may charge up fo a specific dollar amount for reimbursable meals before the sie disconfinues meal service.
Students may charge up to a specific dollar amaunt for non-feimbursable meals befors the site discontinuss meal service.

Students may charge non-reimbursable meals with no limit on the number of charges.

ooaooad

Ofher charging policy.

* Vihen the Crganization ceriifies or approves eligibility by application, what is the date the eligibility starts, i.e., the effective date for eligibilty? Select all that apply.
Al sites and sehool nutrition programs must assign the effective date for ligibility, based on household applications, as the date the complete application is approved by the Reviewing Official
[] Ansites and sehool nutrition programs must assign the effective date for eligibility, based on household applications, as the date the compiete application is received by the Organization.
The Organization must have procedures in place fo:
1. Refund overpayments made by students who pay ful price for meals, covering the period from the date the complete application is recorded as received to the date il is approved

2. Remove accrued debt from student accounts when the debt is incurred between the date the completed application is recorded as received and the dale it is approved.
3. Submitamended claims as appropriate, in accordance with TDA procedures, including the requirement to amend a claim ne later than 60 calendar days after the last day of the claim month.

* When the Organiz:

n ceriifies or approves eligibility based on pariicipation in a categorical program without household application, what

the date the ligi

ity starts, i e., the effective date for eiigibility?

All sites and sehool nutrition programs must assign the effective date for eligibilit, based en participation in a categorical program without a housenold application, as the date the categorical program paricipalion listis reviewed and approved by the Reviewing Official.

[] A sites and school nulrition programs must assign the effective date for elig
organization recorded as the effective dafe of the information).

 based on pariicipation in a categorical program without a household application, as the date recorded on the categorical program eligibiity documentation

the date the originating agency or

The Organization must have procedures in place to:
1. Refund overpayments made by students who pay full price for meals, covering the period from the date recorded s i 2 to the date the ion is approved.
2 Remove accrued debt from student accounts when the debt is incurred between the date recorded as the documentation’s effective date and the date the documentation is approved
3. Submitamended claims as approprite, in accordance with TDA procedures, including the requirement to amend a claim no later than 60 calendar days after the last day of the claim month

28.

When you have completed all entries, click the Save button and then click on the
Policies Tab.

< Prev Form Next Form 3
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MANAGEMENT PLAN FORM- POLICIES TAB

29.

In the Policies Tab, review all statements and check all the boxes to certify that your
SFA will ensure compliance.

Local Wellness Policy Requirements
Each School Food Authorty (SFA) that participates in the National Sehool Lunch Program or other fedsral child nutrition programs is required by federal law to establish a local school wellness palicy for all schools under fs jurisdiction.
Local wellness policies (L) are an important tool for parents, SFAs and school districts in promoting student wellness, preventing and reducing childhood obesity, and providing assurance that school meal nutiition guidelines meet the minimum federal school meal standards.

ng A Training A

Check all boxes below to certify that your SFA will ensure compliance with the fellowing:

*The LWP mests the minimum requirements setforth in 7 CFR 210 311¢).[1]

*“The public is made aware of the LWP and is able to provide feedback during development, implementation and review of the LV/P,

*“The LWP will be assessed at least ance every three years and must measure the implementation of the local school wellness peficy and implementation plan in accordance with 7 CFR 210.31(e)(2) [2] then updates will be made accordingly.

*“The School Foad Authority (SFA) will retain all records pertaining to the local wellness policy according to the National Sehool Lunch Program (NSLP) record-keeping requirements.

*The LWWP il nclude 3 uriten implementation plan with goals for Rution promation, nufr

n education, physical activity, and other sehool-based activities that promote student weliness

*The LWP willinlude Smart Snacks in Schoo! nulsiion standards for alfoods and beverages sold at each school during the school day

*The Local Welness Poiiy wil include polcies fof food and beverage marketing thal mee the USDA Smart Snack in school nulrion standards
*The LWP will include nutrition standards for foods and beverages, not sold fo students, but available throughout the schoel day (e.g., classroom parfies, feods given as reward, classroom snacks, efc.)
*The LWP will identify Wellness Policy Leadership. SFA has designaled at least one or mere school officials who have the authority and responsibility to ensure each schoel complies with the policy.

“Provide the assessment date for the current LWF. 033012028 | L]

30.

Review all statements and check all the boxes to certify that your organization will
adhere to the requirements for implementing a Meal Charge Policy.

Meal Charge Policy Requirements

All School Feod Authorities (SFAs) with al least one pricing school operaling the National School Lunch Program (NSLP) and/or School Breakfast Program (SBP) are required to have a written local meal charge policy to address situations where children participating at the reduced price or paid rate
do not have money to cover the cost of a meal at the time of meal service. The policy must be clearly communicated to families and all school of district-level staff members responsible for policy enforcement

[ ] Wi~ Scheol Foad Authority (SFA) anly eperates special provisicn sites and/ or RGCI's

Check all the boxes below to certify that your organization will adhere to the following requirements for implementing a Meal Charge Policy. The sponsoring organization will ensure the following certi are into their meal charge policy.

74 * The local meal charge policy has been in place since July 1. 2017 and addresses situations where students not eligible for free meals do not have the money to cover the cost of a meal at the ime of service.

*“The local meal charge policy minimizes the identification of children with insufficient funds to pay for school meals

*The local meal charge policy includes procedures in place for determining if children with delinquent meal charges are eligible for fres of reduced price meal bensfits

*The local meal charge policy does not restrict any student from receiving a reimbursable meal and allows children to receive the nutrtion they need to stay focused during the school day.

7 * The local meal charge policy maintains financial integrity of the nonprofit school food service account (NSFSA).

7 * The local meal charge policy includes how households will be nofified of unpaid meal charges, expected payment dates, and collection efforts

*“The local meal charge policy includes a system to natify families of the meal charge policy when sending the initial nofification of delinquent debt.

7 “The local meal charge policy includes a policy detailing efforts to be made on collection of delinquent meal charge debt

7 * The local meal charge policy includes a process for how all families of fransfer students will receive a written copy of the meal charge policy.

31.

Review all statements and check all the boxes to certify that your organization will
adhere to the requirements for annual communications involving the Meal Charge
Policy.

Meal Charge Policy Communication Requirements
Check all the boxes below to certify that your organization will adhere to the following requirements for annual communications involving the Meal Charge Policy.

Distribution Date / Website Address

*All families in pricing schools have received a writien copy of the meal charge policy. 03/3012026 ‘ L]

* 1l school or SFA-level staff responsible for enforcing the palicy (including school food service professionals responsible for collecting payment for meals at the point of service, staff involved in nofifying 03/3012026 ‘ &
families of low or negative balances, and staff involved in enforeing any other aspects of the meal charge policy) have been informed of the policy.

* Al principals, assistant principals. other adminisirators, and staff that may assist students in need have been informed of the policy to ensure they are familiar with and supportive of the palicy 03/3012026 ‘ L]

*Schools share information about the policy in other communications with families. This includes at minimum, the policy being available on the SFA website. Na

32.

When you have completed all entries, click the Save button and then click on the
Monitoring Tab.
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< Prev Form Next Form 3

MANAGEMENT PLAN FORM- MONITORING TAB

33. In the Monitoring Tab, review all statements and check all the boxes to certify that your
organization will complete the required monitoring at each site.

NSLP: NSLP User Guides Org  FY: 2026 Draft  version: 10 Management Plan

Monitoring Requirements
Check all boxes below to certify that your organization will complete the required monitoring at each site.

“School Food Authorities operating the National School Lunch Program at more than one site agree to complete one on-site monitoring visit per site, annually by February 1 per 7 CFR 210.8(a)(1).

34. Monitoring Schedule per site will be displayed on the Monitoring tab. This table will
populate from the site information entered later in the process.
Monitoring Schedule @

NSLP Site 1 (66734)

Mo« 1 » MW 5 v items per page 1-1oftitems ¢4
35. When you have completed all entries, click the Save button and then click on the
Training Tab.

< Prev Form Next Form 3
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MANAGEMENT PLAN FORM- TRAINING TAB

36.

In the Training tab, review all statements and check all the boxes to certify that your
organization will complete the required annual training for all key staff members.

Management Plan

NS

SLP

r Guides Org  FY: 2026 Draft Version:

Admin ¥ Policies ¥ Moniloring +

Annual Training Requirements
Check all boxes below to certify that your organization will complete the required annual training to all key staff members.

[ “School food authorities (SFA) that operate the National School Lunch Program (NSLP), or the School Breakfast Program (SBP) (7 CFR part 220), must establish and implement professional standards for school nulrition program directors, managers, and staff. as defined in § 210.2

[ “SFA's must remain in compliance with annual training guidelines in accordance with 7 GFR § 210 30 - School nutrifion program professional standards

I “School nutrition program directors must complete twelve hours of annual training pertinent fo their role. Training must include, but is not limited to, administrative practices (including training in application, certification, verification, meal counting. and meal claiming procedures), as

applicable, and any other specific topics identified by Food Nutrition Service (FNS), as needed. to address Program integrity or other critical issues.

22 *Sciootnutition program managers must complete ten hours of annual raning. The annualraining must Include, but i not limited to opics ncluding acinisratve practices, pont of service, nutiton, health and safely standards, and specictopics Kentfied by FNS, as needed, o

address program integrity o other critical issues.

74 *School nutiton program staffworking more than 20 ours per week must complete six Nours of annual franing perinent o fei role. AnNual faining fopics MuSt MCiude, buf are not Mited o, free and reduced price SigiDity: applicatin, certifcation, and veriization procedures: pornt

of service; nutrition; health and safety standards; and specific topics identified by FNS, as nesded, to address program integrity or other crifical issues.

%2 oot nutition program part fime stafworking less than 20 hours per weslk must complete four Rours of annual aining pertinent o thelr fole. Annual raining fopies must includ, but are notlimied 0, free and reduced pice elighlty; applicaton, certiication, and verifcation

procedures; point of service: nufrition; health and safely standards; and specific topics identified by FNS, as needed, to address program integrity or ofher crifical issues.

37.

When you have completed all entries, click the Save button and then click on the Next
Form.

< Prev Form Next Form 2
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DOCUMENTS FORM

ﬁ Library-  Nutrition Management- Reports- Help- News- ‘n ORG Application: Jane Doe  Logoff

" ¥ Program Information NSLP: NSLP User Guides Org  FY: 2026 orar  version: 1.0 Documents

Organization

Title Specialist Comments. Verification Document

Application v
pplication .

Financial Information +* Organization Documents

Management Plan «

1. Direct Deposit Authorization (74-176) v
’
v Site Management 2. Application for Texas Identification Number{AP - 152) ﬁ
4. FND Permanent Agreement Organization Specific Amendment &P
 Stete Ageney 5. Permanent Agreement Amendment for Name Change &
JE— P
W History 7. Hazard Analysis Critical Control Points(HACCP) Checklist(FND - 104) ﬁ
Document Log 8. Certificate of Authority for User Access Manager(FND - 135) ﬁ
9. Misc. &
¢rovrom | [ errom > =
38. o Information
Use the Documents form to upload all the relevant and supplemental documents that
the organization maintains.
Important: You can only directly upload Excel, PDF, or ZIP files into the system. IF you
need to upload a Word document, you will have to ZIP the file first before uploading. Do
not attempt to upload any other file types. The maximum file size is 50 MB.
Another method the organization can use to upload documents is to merge them into a
single PDF file. There are several free tools you can use to join/merge multiple PDF files,
such as the Adobe — Merge PDF tool.
39. Click the Attach icon € to begin uploading each required document.
40. In the Open dialog box that displays, select the file and click the Open button to
complete the attachment.
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https://acrobat.adobe.com/link/acrobat/combine-pdf?x_api_client_id=adobe_com&x_api_client_location=combine_pdf

+ Im << TANS > Training- User Guides > Documents-Test

Organize « Mew folder
= mahme
42 I nterr Test document 20 04 AM Adobe Acrobat D...
\\ad.agr.state.
Z\FND |

" Network
W DESK
W DESK29012

File name: | Test document

| Upload from r'r1|:|L1i|E| | Cancel

41.

After uploading, the document is pending TDA review as indicated in the Verification
column.

The Attach file € icon can be used to replace an existing document.

Use the View File [ icon to download the file. This can be used to verify that you have
uploaded the correct file.

The Delete Fileﬁ icon can be used to delete incorrect or superseded documents.

NSLP: NSLP User Guides Org  FY: 2026  Draft Version- 1.0 Documents

Title Specialist Comments. Verification Docuriié, 4

Organization Documents

®
=
=]

1. Direct Deposit Authorization (74-176) Pending Review v

£ sz

2. Application for Texas Identification Number(AP - 162)

3. Food and Nutrition Division{FND) Permanent Agreement

4. FND Permanent Agreement Organization Specific Amendment

6. Permanent Agreement Amendment for Name Change

6. Payee Change Request

7. Hazard Analysis Critical Control Points(HACCF) Checklist(FND - 104)

8. Certificate of Authority for User Access Manager(FND - 135)

PBH DY D DY DD

9. Misc.

Notes

P

42.

When you have completed all entries, click the Save button and then click Next Form.

<€ Prev Form Next Form 2 ’
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SITE INFORMATION FORM

Nutrition Management- Reports- Help- News-

v Program Information NSLP: NSLP User Guides Org  FY: 2026  Drait Site Information
Organization «
< Previous Site No Site Available v Next Site » + Add Site
Application «
Financial Information «
Management Plan
Documents «
~ Site Management
Site Information
Site Summary
' Organization Acceptance
Confim and Accept
v State Agency
SA Determination
Notifications
v History
Version Log
Document Log
<revrom |[E R vexrom > [ et |
43. (] ) ;
Information

For organizations that have created an application in TANS before, previously entered
sites will display. If an organization was in TX-UNPS, all active sites in TX-UNPS will be
migrated to TANS.

Organizations can use the Add Site link to enter sites not available from the Site drop-
down list.

+ Add Site

44, For the sites displayed in the Sites drop-down list, you can navigate between sites in the
form by either selecting from the list or using the Previous Site or Next Site links.

In the Site drop-down list, the gold triangle with an exclamation point indicates the Site
application has not been completed and saved.

= I NSLP Site 1 (66T34) L) - ——

45, The Site Information form contains six tabs (General, Meal Service, Enrollment,
Management Plan, Document and Site Determination).

Meal Service £y Enroliment 44  ManagementPlan f4  Document J4  Site Determination
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SITE INFORMATION FORM- GENERAL TAB

NSLP: NSLP User Guides Org FY: 2026  Returned for Modification  Version: 2.0 Site Information

£ Previous Site NSLP Site 2 (66759) £\ v Next Site ¥ + Add Site

Meal Service A Enroliment A Management Plan A Document A Site Determination

*Is this site applying to participate in the NSLP? @vyes O No Site Status: Pending Op Status: Active Group No:

*Operating Status: @ active O Inactive

Monitoring Schedule

Pre-visit NSLP SBP ASCP1&2
mm/ddfyyyy B mm/dd/yyyy ] mm/dd/yyyy ] mm/ddfyyyy B
Program Participation TEA School Number TXUNPS Site ID

National School Lunch Program (NSLP)
[ School Breakfast Program (SBP)

[ Afterschool Care Program (ASCP)
*site Type: €@
O standard
Community Eligibility Provision (CEP)

O Provision 2 (P2)

*Grade Group Information: €

[l Flementary School [ Miadie Schaal — [C1Hiah Schonl [T Oter e

46. On the General tab, there are required fields that indicate Site Type, Grade Group
Information, Site Address, contact, Hours of Operation, NSLP Operating Days.

47. On this form, you must indicate if this site is applying to participate in the NSLP. You
should also select “Yes” if the site is operating just SBP or ASCP.

*Is this site applying to participate in the NSLP? @ ves O No

48. The Operating Status shows as active. Inactivating a site on an application indicates
that the site is no longer participating in the program. However, the Site remains
available in TANS for other programs.

* Operating Status: ® Active O Inactive

49, Enter the Monitoring Schedule:
Monitoring Schedule
Pre-visit NSLP SBP ASCP1&2
mm/dalyyyy | B mm/dd/yyyy B mm/adryyyy B mm/ddryyyy B
Program Participation TEA School Number TXUNPS Site ID

National School Lunch Program (NSLP)
[0 School Breakfast Program (SBP)

(D Afterschool Care Program (ASCP)
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50. Select the Site Type.
*site Type: @
@ Standard
Community Eligibility Provision (CEP)
O Provision 2 (P2)
51. In the Grade Group Information section, indicate the level of the school.
After selecting a school checkbox, the typical grades for the school level are
automatically selected. You can select/deselect grades that applies to your site.
*Grade Group Information: €
[J Elementary School Middle School  [JHigh School (] Other
Select Grades at this site: (Check all that apply)
[ Early Education () 1st grade [ 5th grade [Joth grade
[ Head Start [ 2nd grade 6th grade [ 10th grade
[ Pre-Kindergarten [ 3rd grade 7th grade [ 11th grade
[J Kindergarten [ 4th grade ath grade [J 12th grade
52. Enter the Site Physical Address.
Site Physical Address
*Address: *City: *State: *Zip Code:
123 Dummy st Austin Texas v 78758-1236
*Phone: Ext: Fax:
(123) 456-7890
53. Enter the Site Contact.
Site Contact @
* O pPrimary O Owner @ Director / Manager
*First Name: *Last Name: *Title:
Monica Geller Manager
*Phone: Extension: Fax: *Email:
(123) 456-7890 monica.geller@nslp.com nﬁ
54. Enter the Hours of Operation and Dates of Program Operation. The Start and End dates
of program operation should be the same as the program period for which you are
applying.
*Hours of Operation: *Dates of Program Operation: ‘Year Round
*start: *End: *Start: *End:
07:00 am 04:00 pm 01/01/2026 E 06/10/2026 i
55. Select the Operating Days of the week and enter the number of Days of Food Service.
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National School Lunch Program (NSLP)
*Operating Days:

Monday Tuesday Wednesday
Days of Food Service: Required
Jul Aug Sep
o] 1] 10

*Closed on all Federal and State Holidays:

Yes v

® Thursday Friday [ saturday O Sunday

Oct Nov Dec Jan Feb Mar Apr May

22 20 15 22 20 22 21 22

List Dates for Holidays and Vacations:

56.

Save your changes and continue to the Meal Service tab.

< Prev Form E Next Form
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SITE INFORMATION FORM- MEAL SERVICE TAB

NSLP: NSLP User Guides Org FY:2026 Draft Version: 1.0 Site Information
< Previous Site NSLP Site 1 (66734) £\ v Next Site ¥ + Add Site
General Enroliment £} Management Plan £} Document £y Site Determination

Site Status: Pending Op Status: Active site Type: Standard

USDA Program Participation €

*Select all USDA Programs this site participates in:
Ascp [cacrp  LIFFVP NSLP  OJsFsp sBp  Osmp SS0

If this site participated in a different USDA program under another sponsor, within the last 12 months, provide:
Name of sponsor:

= a=
Dates of Sponsorship: Start:| mm/ddryyyy | B End:| mm/ddryyyy | B8

Meal Service Schedule

Reimbursements will only be issued for meals approved by the State Agency. Select the "meal type" to indicate which meal reimbi will be r Complete all g information times served and meal
preparation method.

*Meal Type: *Service Times Offer vs. *Type of Meal Prep:
Serve:
Start: End:
Breakfast Select @
Lunch I I m] Select v
Supplement (Snack) Select o

o - ﬁ

57. o Information
The Meal Service tab contains the USDA program participation information, meal
service schedule and meal service procedure.
58. Select all USDA programs this site participates in.
Site Status: Pending Op Status: Active Site Type: Standard
USDA Program Participation €
*Select all USDA Programs this site participates in:
ascP  [Jcacrp  [JFFvP NSLP  [JsSFsP sBP  [JsmpP S50
If this site participated in a different USDA program under another sponsor, within the last 12 months, provide:
Name of sponsor:
Dates of Sponsorship: € Start: | mm/ddiyyyy ﬁ End: | mm/ddiyyyy ﬁ
59. In Meal Service Schedule, complete Service Times, Offer vs. Serve, and the type of
Meal Prep for each Meal Type served:
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Meal Service Schedule

Reimbursements will only be issued for meals approved by the State Agency. Select the "meal type" to indicate which meal reimbt
preparation method.

will be req Complete all g information regarding times served and meal

*Meal Type: *service Times Offer vs. *Type of Meal Prep:
Serve:
start: End:
Breakfast - - Select v
Lunch 11:00 AM 02:00 PM o Self Prep - Receives Meals (Central Kitchen) v
Supplement (Snack)

o Select v

]
60. Select Meal Service Procedure:
Meal Service Procedure
*Does this site serve meals using the family style method? @ O Yes @ No O N/A
*Will a nontraditional breakfast service be offered? €@ O Yes @ No
U Breakfast on the Bus ~ [J Breakfast in the Classroom  [J Vending Machine
UJ Second Chance Breakfast (additional serving time after the regular breakfast service in cafeteria)
UJ Grab and Go Breakfast (kiosks/carts located in courtyard, gym or elsewhere on school property)
[J None of the Above
*Which grades is the offer vs serve method used? (J N/A
Ok 01 0O2 O3 04 Os O O7 0Os8 Og O10 O 012 & Non-graded
61. Save your changes and continue to the Enrollment tab.
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SITE INFORMATION FORM- ENROLLMENT TAB

NSLP: NSLP User Guides Org FY: 2026 Dran Version: 1.0

Site Information

< Previous Site NSLP Site 1 (66734) £\ v Next Site ¥ + Add Site

General «  Meal Service Management Plan £}  Document £}  Site Determination

Site Status: Pending Op Status: Active Site Type: Standard

*Asof: | mm/dd/

Enroliment Information |
* 2024 - 2025 - October Total Student Enroliment

* 2024 - 2025 - October Number of children approved for free and reduced meals
Civil Rights Information

* Estimate by ethnic and racial categories the number of recipients that will participate in the program at this site. Recipients of multiple racial categories may be categorized in more than one racial group. If the program consisis of several
camp sessions, specify the projected number of children by site and date of session.
NQTE: If renewing, please review the previous year's information and update site information and racial/ethnic data based on information collected during the previous year.

Race Eligible Population (%) Ethnicity Eligible Population (%)
American Indian or Alaskan Native ) Hispanic )
Asian 0 Non-Hispanic 0
Black or African American o Total 0.00
Native Hawaiian or Other Pacific Islander )

White 0

Two or More Races 0

62. 0 Information

The Enrollment tab contains Enrollment information and Civil Rights information.

63. Enter the Enrollment information:

Enroliment Information

*Asof | 03/04/2026 ]
* 2024 - 2025 - October Total Student Enroliment 200
* 2024 - 2025 - October Number of children approved for free and reduced meals 150

64. Enter estimates for the number of program recipients for this site for each Race and
Ethnicity category. Describe how this projection was made:

Civil Rights Information

* Estimate by ethnic and racial categories the number of recipients that will participate in the program at this site. Recipients of multiple racial categories may be categorized in more than one racial group. If the program consists of several
camp sessions, specify the projected number of children by site and date of session,

NOTE: If renewing, please review the previous year's information and update site i and raci; ic data based on tion collected during the previous year.

Race Eligible Population (%) Ethnicity Eligible Population (%)
American Indian or Alaskan Native 5 Hispanic 50
Asian 15 Non-Hispanic 50
Black or African American 5 Total 100.00
Native Hawaiian or Other Pacific Islander 15

White 15

Two or More Races 15

Unknown 0

Total 100.00

* Describe how this projection was made (i.e., Census’ American Community Survey, National Center for Education Statistics Common Core of Data, or actual data collected at enroliment in the previous program year (if renewing)).

Census’ American Community Survey
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o Information

The total Eligible Population % should be 100.00

65. Save your changes and continue to the Management Plan tab.
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SITE INFORMATION FORM- MANAGEMENT PLAN TAB

Site Information

NSLP: NSLP User Guides Org FY: 2026 Draft \Version: 1.0

< Previous Site NSLP Site 1 (66734) £b Y Next Site + Add Site

General «+  Meal Service «  Enroliment «  EFERELEENEED] Document £}  Site Determination
a

Site Type: Standard

Site Status: Pending Op Status: Active

Meal Pricing
Pricing Option @ Paid Price Reduced Price Adult Price
School Breakfast Program (SBP) Select -
National School Lunch Program (NSLP) Standard Counting & Claiming v 200 30 5.00
After School Care Program (ASCP) Select -

Note: The maximum charge for a reduced-price meal is $0.30 for breakfast, $0.40 for lunch, and $0.15 for snacks.

66. In the Management Plan Tab, select the Meal Pricing option and enter the meal price.
The meals displayed are based off the program participation selections made on the

general tab.

67. Save your changes and continue to the Document tab.
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SITE INFORMATION FORM- DOCUMENT TAB

NSLP: NSLP User Guides Org FY:2026 oprant Version: 1.0 Site Information
< Previous Site NSLP Site 1 (66734) £ 2 Next Site » +Add Site
General ¥  Meal Service «  Enroliment « Management Plan m Site Determination
a
Site Status: Pending Op Status: Active Site Type: Standard
Title Specialist Comments Verification Document

Site Documents

1. Pre-approval Visit Review Form
2. Misc. &

Notes

68. In the Document Tab, add Pre-approval Visit Review Form or any other supplemental
documents.
69. Save your changes and continue to the Site Determination tab.
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SITE INFORMATION FORM- SITE DETERMINATION TAB

NSLP: NSLP User Guides Org FY: 2026 nDraft Version: 1.0 Site Information

< Previous Site NSLP Site 1 (66734) « e Next Site ¥ + Add Site

General Meal Service «  Enroliment «+  Management Plan «*  Document « [ESIGIVEEIE D]

Site State Agency Determination

Assigned Specialist: *Status: *Effective Date: Comments: New/Renew :
Pending v mmJ/ddyyyy =
4
Site State Agency Questions
*1. Is this school considered area eligible? Select v
*2_Is this school approved for severe need breakfast? N/A v
*3. Was the schools license or alternate approval submitted and current? Select v
*4. s this a new site? Select -
*5. s this site approved for the special provision altemnative / option submitied? N/A v
*6. School Year Special Provision participation began: NIA
*7. Date when Special Provision expires: mm/ddiyyyy =1
*8. Is the site requesting an extension for the special provision? N/A v
Effective Dates History
Eligible to Claim Effective Date Version Updated Eligible to Claim Effective Date Version Updated
Operating Status
Aclive Yes 03/04/2026 1.00

70. The TDA Application Specialist uses the Site Determination tab to mark the site
information as Approved or Denied. If the Status is Denied, the Specialist will enter a
reason and/or corrective action for the organization to take.

71. Continue to the remaining sites and enter site information for each site that plans to
operate NSLP, SBP, and/or ASCP during the program year.

Click the Next Site link.
£ Prev NSLP Site 1 (B6734) v -

72. Make sure you save after adding each site to the application. Once you have added the
final site, click the Save button and then click Next Form.

< Prev Form Next Form & ’

Note: After a successful save, a green checkmark displays next to the Site name in the
Site drop-down list.

£ Y NSLPSHE‘H%T:M e Mext Site B
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SITE SUMMARY FORM

~ ~ Program Information

Organization «*

Site List
Application « . ! " . " ’
Total: 1 Eligible: 0 Active: 1 Inactive: 0 Ineligible: 0 Tentative: 0 Terminated: 0 @
Financial Information + Site Name i Status i Applying i Op Status i Site Type i Group No
Management Plan NSLP Site 1 (66734) Pending Yes Active Standara NA
M 41 » w5 v items per page 1-10f1ilems ¢

Documents +*

The following sections represent a summary count of the number of sites that are pending, tentative, and/or eligible in each of the following categories.
~ Site Management

Site Information v Service Days

Monday: 1 Tuesday:1  Wednesday:1  Thursday: 1  Friday:1  Saturday:0  Sunday: 0

Site Type(s) Special Provision Groups School Type
% -
OIS e Number of Sites Operating the following: Number of Sites Operating the following: Number of Sites Operating:
Confim and Accept Standard 1 Elementary School 0
Community Eligibility Provision (CEF) 0 Middle School 1
v State Agency Provision 2 (P2) 0 High School 0
SA Determination Seamless Summer Option (SSO) 0 Other 0
Notifications
Meal Service Enroliment USDA Program Participation
~ History Number of Sites Serving the following meal type(s): Combined enroliment totals for all sites per meal Number of Sites Operating the following:
Breakfast 0 type: ASCP 0 SFSP 0
‘Version Log
Breakfast (Severe Need) 0 Breakfast 0 CACFP 0 sBP 0
Document Log Lunch 1 Breakfast (Severe Need) 0 FFVP 0 SMP 0
Supplement (Snack) 0 Lunch 200 NSLP 1 sso 0

Supplement (Snack) 0

Additional Information
Number of Sites Operating the following:

73.

Glnformation

The Site Summary form displays data summarized from all NSLP site information
forms. It will display the number of Eligible sites, and sites that the organization
declined NSLP, SBP and ASCP participation.

74. If you made any changes during your review of the Site Summary form, be sure to click
the Save button and then click Next Form to continue to the Confirm and Accept form.
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CONFIRM AND ACCEPT FORM

ﬂ‘i Library~ Reports~ Help~ News- ‘D ORG Applica

¥ Program Information NSLP: NSLP User Guides Org  FY:2026 Drait Version: 1.0 Confirm and Accept

Organization

Acknowledge and certify your agreement to the below by ing the corr ing box:
Application +*
Financial Information «* Certification :
* I hereby certify that neither the 1 nor its p is presently debarred, suspended, proposed for debarment, declared ineligible, disqualified, or voluntarily exciuded from participation in

Management Plan +
this transaction by any Federal/State department or agency.

D s o
ocuments I cerlify under penally of perjury that the information on these application forms is true and correct, and that I will immediately report to the Texas Depariment of Agriculiure any changes that occur to the information submitted. |

understand that this information is being given in connection with receipt of federal funds. The Texas Department of Agriculture may verify infermation; and the deliberate misrepresentation of information will subject me to

Vv Site Management prosecution under applicable federal and state criminal statutes,

Site Information v On behalf of the Organization, | hereby agree to comply with all state and federal laws and regulations governing the Child Nutrition Programs administered by the Texas Department of Agriculture. In accordance with Federal law
and U.S. Department of Agric policy. this O tion does not di: on the basis of race, color, national origin, sex. age or disability. | will ensure that all monthly claims for reimbursement are true and correct and
Site Summary v that records are available 1o support these claims.

~ Organization Acceptance

Comments / Notes:
Confirm and Accept

v State Agency P

SA Determination Signature:

Notifications | agree that by submitting this application, | am electronically signing and confirming the information included is accurate.

*First Name: *Last Name: *Title:
~ History

Jane Doe Application Specialist
‘Version Log

Document Log

75. olnformation

The Confirm and Accept form is the last form needed to submit the application for TDA
review.

Be sure to read the Acknowledge and certify... section to be aware of your
responsibility to provide “true and correct” information and the consequences should
you fail to provide such.

Once you are certain, click the corresponding checkbox, enter any comments you want
to communicate to the State Agency (SA), and then click the Submit button.

76. Click the Acknowledge and certify... checkbox.

77. Enter any comments or notes for the TDA Program Eligibility Specialist to read.

78. Click the Submit button at the bottom of the form.

You must sign the application electronically by entering your TANS password.
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Please Confirm...

Please confirm your identity by entering your
password to submit the application.

Once you have entered your password and clicked Submit in the Please Confirm... box,
the application goes to TDA for review.

FOOD SERVICE MANAGEMENT COMPANY (FSMC)

1. If Food Service Management Company (FSMC) is applicable to your organization, FSMC

must be selected “Yes” under the Application Form. Enter the required Organization
Contact information.

~ ~ Program Information

NSLP: NSLP User Guides Org  FY:2026  Returned for Modification  Version: 2.0

Application

Organization v

Food Service Management Company (FSMC) @

* 2 @ Yes OnNo
Enancial Inormation < Will the school nutrition program be managed by a Food Service Management Company (FSMC)’
Provide the contact information of the district employee who manages the FSMC contract.
Management Plan v
*First Name: *Last Name: *Title:

Meal Pattem Compliance

EDSEL Riddle Manager

Documents v N N
Email: ‘Phone: Extension: Fax:

FSMC Contract v test@email com (123) 456-7891

2. Once, you select “Yes”, The FSMC Contract Form will be added to the navigation panel.

~ v Program Information

NSLP: NSLP User Guides Org  FY: 2026  Retumed for Modification Version: 2.0

FSMC Contract
Organization v

Appication FSMC status: Active
Financial Information v
Management Plan v Vendor Information

* Vendor Name:
Meal Patiern Compliance

Select v

Documents v

* Vendor Name: DBA Name:

v site Management * Address: *city: * state: *Zip Code:
Site Information 00000-0000
Site Summary * Phone: Extension: Fax: * Email:

~ Organization Acceptance
Confirn and Accept )

Contract Information

v State Agency * Initial Contract Year: Select v
SADetermination * Contract Solicitation Number:

Notifications * Effective Date: S =

v History * Number of Optional Renewal Years: 4 v
Version Log * Final Year of Contract: 0
Document Log Comments:

ﬁ

olnformation
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The FSMC Contract form contains the following sections:

e Vendorinformation
e Contract Information
e Early Termination Information

4, Enter Vendor Information. Vendor Name can be selected from the drop-down. The rest
of the information will be populated based on the selected vendor.

Vendor Information

* Vendor Name:

Test KP v

* Vendor Name: DBA Name:

Test KP w

* Address: * City: * state: *Zip Code:

Test Street Test Austin Texas 11111-2222
* Phone: Extension: Fax: * Email:

(111) 111-1111 kp@gmail. com

5. Enter the Contract Information.

Contract Information

* Initial Contract Year: 202324

* Contract Solicitation Number: 12345678956465987987

* Effective Date: 07/01/2023 &
* Number of Optional Renewal Years: 4

* Final Year of Contract: 2028

Comments:

anformation

You cannot enter any information in the Early Termination Information section during
the application phase. This section will remain read-only until the application is

approved.
Early Termination information
To Terminate this Food Service Company , please complete the following questions:
* Early Termination? Yes No
*Early Termination Date: mm/ddfyyyy &

*Early Termination Comments:

COMMUNITY ELIGIBILITY PROVISION (CEP)

1. If you have a school that qualifies for CEP, the eligibility data is imported into TANS. You
will have to select CEP from the Application form under Special Provision Type.

~ ~ Program Information

NSLP: NSLP User Guides Org  FY:2026  Returned for Modification Version: 2.0

Organization

* Program Selection *

Special Provision Type * Organization Type

Financial Information « National School Lunch Program (NSLP) NA ® Public
/] 0]

Maragement Pn v 0 School Breakfast Program (SBP) & Community Eligibilty Provision (CEP) O Public Charter

(O After School Care Program (ASCP) O Provision 2 O private

Meal Patiem Compliance (0 Seamless Summer Option (SSO) O Residential Child Care Institution (RCCI)

Documents v
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2. On the Site Information form, on the General tab, ensure that the CEP radio button
is selected for Site Type. The enrollment and eligibility information will auto-populate
based on the data.

=~ Program Information

NSLP: NSLP User Guides Org  FY: 2026  Returned for Modification  Version: 2.0 Site Information

Organization v

< Previous Sitg NSLP Site 2 (66759) v N

+Add Site
Application v
_ Meal Service Enroliment Management Plan Document Site Determination
Financial Information v 8
Management Plan +
*site Type: @
Meal Pattem Compliance -
O standard
Documents «
® Community Eligibility Provision (CEP)
FSMC Contract ¢
O Provision 2 (P2)
v Site Management
TR Community Eligibility Provision Enroliment
Site Information
CEP Schedule Students:
Number of Students
Site Summary . 500
Enrolled:
~ Organization Acceptance \dentified Student 80.00
.
Confirm and Accept
3. Once you complete all of your CEP Site Information, you should select CEP Schedule to

review all of your CEP sites.

a

¥ Program Information NSLP:ESC_01 FY:2026 Draft Version: 1.0 CEP Schedule

Organization +

CEP Schedule
Application «

Financial Information «*

Management Plan +* NGB of
Group . NumberOf Identified :
Documents Name " Sites ° CyecleYear i DataYear : Students Enroliment i ISP i %Free i %Paid |
Unassigned 1 685 804
FSMC Canlract
1 1 2025-2026 2024-2025 239 399 59.90 9584 416
¥ Site Management “ 4« 1 » M 15 ¥ itemsperpage 1-20f2items

Site Information

CEP Schedule « l Group Number can be "Unassigned", "Individual” or Positive Number.

Site Summary Site . Group . Cycle . Data . Mumber Of Identified .
Name © Number T Year T Year © Students *  Enroliment i ISP i %Free i %Paid i
¥ Organization Acceplance r
ESC One School - 1, )2 ccignea 2025.2026 2024-2025 685 804 85.19 100.00 0.00
Confirm and Accept Middie
blank 1 2025-2026 2024-2025 239 399 59.89 96.00 4.00
¥ Stale Agency ¥
creron D o>
4. On the CEP Schedule, you can organize your sites into groups. Select the Group

Number drop-down for each site and assign the groups. The grouping options include:
Unassigned, Individual and Groups numbers 1 through 20.

Group Number can be "Unassigned", "Individual” or Positive Number.

Site . Group . Cycle . Data . Number Of Identified .
Name °  Number © Year © Year °  Students °  Enroliment iISP i % Free { % Paid
Shsdcmgne Scheol - Unassigned v 20252026 2024-2025 685 804 85.19 100.00 0.00
Individual
blank 2025-2026 2024-2025 239 399 59.89 96.00 400
,
Mo« 1 v M 1-2072items

o o B N o=

After Application Submission: Next Steps
RECALL AND EDIT BUTTONS

If the organization needs to make changes to the application after submitting it for TDA review, it can
request a recall of the application. Use the Recall button on the bottom left of the application to make
the request. TDA will receive a notification that your organization has requested a recall. If the SA
approves the recall, the application status will update to Return for Modification and the organization
can update and resubmit the application.
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The Edit button becomes active once the application is approved. Use the Edit button to create an
amendment to the application. See Appendix C for more information on this feature.

REVIEW THE ACTION LOG

After you submit the application, the Application Dashboard displays and the application status update
to Pending Review.

V¥ Applications @ ®
Program i Year i Specialist il status i Version
NSLP 2026 Amy Anderson Pending Review 1

-z v items per page

Click on the Status link to the Action Log. The Action Log displays the comments you entered when
submitting the application.

1-1of1items &

| 2 . |
¥ Action Log  1d: NL25262176 Version:
Version Y Action Y Comments Y Medified By Y Modified Date and Time Y
1.0 Submitted Jane Doe 03/04/2026 09:43 AM -
1.0 Draft Jane Doe 03/02/2026 09:42 AM —
M4 1 b | 0
[ |

The Action Log also shows comments entered by TDA.
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¥ Action Log  1d: NL25262176 \hrsinn:_

Version Y Action Y Comments Y Medified By Y Modified Date and Time Y
PY2026 Contract Packet -
has been reviewed and

1.0 Retumed for fetumed lothe CETor |\ chi Anmed 03/04/2026 0956 AM

Modification correction. Attach
supplemental
documents
1.0 Submitted Jane Doe 03/04/2026 09:43 AM
1.0 Draft Jane Doe 03/02/2026 09:42 AM v
4 A 1 v M o

MONITOR INBOX FOR TDA MESSAGES

In this sample TDA message, TDA notifies the organization that the NSLP application has been Returned
for Modification and includes the instructions to review the Action Log as in the screenshot above.

Notification Email for 2025-2026 NSLP NSLP User Guides Org Application | £ Summarize

L J
To: @ Manoshi Ahmed; Manoshi Ahmed; Manoshi Ahmed Wed 3/4/2026 9:56 AM

T

© Retention: Inbox (30 days) Expires: Fri 4/3/2026 10:56 AM

Texas Automated Nutrition System (TANS)
Texas Department of Agriculture
Food and Nutrition Division

NSLP User Guides Org FY 2025-2026 NSLP application status has changed tc RETURNED FOR MODIFICATION ' For
additional details, please log into your TANS account, click Nutrition Management, and select Applications to view the
Application dashboard. To display the action log select the corresponding application status.

Please do not reply to this automatically generated email message.

Reply Reply all
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When TDA makes a final determination regarding the status of the application, the organization receives
a notification.

Notification Email for 2025-2026 NSLP NSLP User Guides Org Application Menu Review | & Summarize

T
To: @ Manoshi Ahmed; @ Manoshi Ahmed; Manoshi Ahmed \ 3/4/2026 10:08 AM

® Retention: Inbox (30 days) Expires: Fn 4/3/2026 11:08 AM

Texas Automated Nutrition System (TANS)
Texas Department of Agriculture
Food and Nutrition Division

NSLP User Guides Org FY 2025-2026 NSLP application status has changed to APPROVED. Please review the menu in
the Meal Pattern Compliance > Menus tab.

Please do not reply to this automatically generated email message.

Reply Reply all

REVIEW THE NOTIFICATION FORM

If you receive a notification from TDA that requires action on your part, such as Return for Modification,
TDA will provide more detailed instructions on the Notification form.

Open your application from the Application Dashboard and navigate to the Notifications form by using
the Navigation pane.

The comment available in the Action Log will also display in the Comments column on the Notifications
form. However, when TDA requires action from the organization, they will attach a document with more
detailed information or instructions.
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ﬁ Library~  Nutrition Management- Reports- Help~ News~ ‘E ORG Application: Jane Doe  Logo

V¥ Program Information NSLP: NSLP User Guides Org  FY: 2026  Pending Review Version: 2.0 Notifications

Organization

Application + State Agency Notifications
Financial Information Notification Type Version Id Date Document Comments
Management Plan Email 20 31412026 Email sent to notify the
Organization about the
Meal Pattern Compliance application status change to
‘Submitted
Documents
Email 10 3/4/2026 Email sent to noty the
v Site Management Organization about the
application status change to
Site Information « Approved
Site Summary + Emall 10 3/42026 Email sent to notify the
Organization about the
¥ Organization Acceptance application status change to
Submitted
Confirm and Accept
Email 10 31412026 Email sent to notily the
v state Agency Organization about the
appiication status change to
Sh Determination Returned for Modification
‘Organization about the
v History application status change to
Submitted
Version Log
Email 10 31412026 Email sent to notify the
Document Log Organization about the
application status change to

If there are documents to review, you will find them in the Document column.

Open the document by clicking the View File [ icon. The document will open in a separate browser
window. Follow any instructions provided by TDA, update your comments on the Confirm and Accept
form, and then re-submit the application for approval.

REVIEW THE SA DETERMINATION FORM

When the State Agency (SA) makes a final determination on the organization’s application, in addition to
the email notification the applicant receives, the final determination is recorded in the application in the
SA determination form.

Once approved and the program year begins, the organization can begin filing claims through the TANS
claims process.
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¥ Program Information

Organization «
Application
Financial Information «*
Management Plan
Meal Pattern Compliance
Documents v

 site Management

Site Information «*
Site Summary v

¥ Organization Acceptance

Confirm and Accept

¥ History

Version Log

Document Log

Help~

NSLP: NSLP User Guides FY:2026  Pending Review Version:

Agreement
Application Type: Assigned Specialist: *Status: *Effective Date: Submitted:
NSLP Amy Anderson - aanderson10 v Approved v 01/01/2026 03/04/2026
State Agency Determination
* 1. Is this SFA entitied to receive the two cent differential reimbursement? Yes v *Effective Date: 01/01/2026
Two Cent Differential Lunch auto determination
Contracting entities serving at least 60 percent free and reduced-price lunches under NSLP for 2 years
prior to the school year will receive a 2-cent lunch The 1o qualify
for two cent differential Lunch cannot be rounded up.
Total Free Total Reduced  Total Lunches Free & Qualify for
Lunches Price Lunches Reduced % extra $.02
reimbursement
rate
0 0 0 0.00 No
*2_1s this SFA entitled to receive the certified based menu ? Yes v *Effective Date: 01/01/2026
* 3. Has the State Agency identified this organization as an eligible Recipient Agency (RA) of Yes -
the Food Distribution Program (FDP) and provided an estimated entitiement award amount?
* 4 Has the State Agency reviewed and confirmed that all special provision option information Yes -

is accurate?

<rerrom |G R veurom >

A ORGApplica

Processed:

03/04/2026

New/Renewal

Renew

$A Determination
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Appendix A: The Application Dashboard and Versions

When the organization has one or more applications listed on the dashboard, several features become
available that help the organization access and track their applications.

Each column in the table has a filter column settings icon (the three vertical dots). The following is a
closer look at the filtering tools available in the Application Dashboard.

7
ﬂ_‘i Library~  Nutrition Management- Reports- Help~ News~ ‘ ‘ORG Application: Jane Doe  Logoff

Year: | cument v Organization: NSLP User Guides Org Reset Create / Renew Application

+ Applications @ @
Program ﬂYﬂr ESpecialist ﬂsmlus Eyersinn H_‘
NSLP 2026 Amy Anderson Approved 1

W« 1 w5 v items per page 1-1of 1items ¢

Use the Sort menu items to sort the applications by a specific column.

Program ¢ Year : Specialist

MNSLP 2096 + Sort Ascending
+ Sort Descending

M 4 1 » M |5 ¥  items per page
lll Columns 3
Y Filter 3
[H Set Column Position 3

Use the Column tool to show or hide columns in the dashboard.

1 Sort Ascending
+ Sort Descending

Il Columns O [
Y Filter » @ Program
[H Set Column Position , | O Sub Programs
I
Year Text
Specialist
Status
Version

Fraud Hotline: 1 Confirmation Letter

Use the Filter tool to filter the applications by a specific text in the column.
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1 Sort Ascending
+ Sort Descending

I Columns ,
¥ Filter »  Show items with
[H Set Column Position » Value that:

T

And -

Is equal to v

Fraud Hotline: 1
Toll Free:

T Filter %0
Use the Set Column Position to move columns right or left in the table.

+ Sort Ascending
+ Sort Descending

lll Columns 3
Y Filter >
[H Set Column Position » < Move previous

I » 1viove next
. |

The Status column displays the status of the application, which in this example is Approved. Refer to
Appendix B for a complete discussion on the status displayed in the dashboard.

+ Applications @

Program i Yea i Specialist # stat i Version

NSLP 2026 Amy Anderson Approved 1

H <« 1 » ¥ 5 v  items per page 1-1oftitems ¢

The Status of the application functions as a link that opens the Action Log for the application. The
Action Log lists each version and each status the application receives.
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¥ Action Log  1d: NL25262176 \harnn:_

e W}
Version Y Action Y | Comments Y Modified By Y Modified Date and Time YT
1.0 Approved Manaoshi Ahmed 03/04/2026 10:08 AM -
1.0 Submitted Jane Doe 03/04/2026 10:07 AM
1.0 Returned for update the TIN under - oshi Ahmed 03/04/2026 10:06 AM
Modification the org profile
attached su lemental
1.0 Submitted o PP Jane Doe 03/04/2026 10:01 AM
PY2026 Contract Packet
has been reviewed and
1.0 Retumned for fetumed b the CETor | 4 hoshi Ahmed 03/04/2026 09:56 AM
Modification correction. Attach
supplemental
documents v
M 4 1 vk M Cl

The initial version for an application is always 1.0, including when TDA approves or denies it. When the
organization starts an amendment to an approved application, the version increments to the next major
version (e.g., 2.0). When an application status is Withdrawn or Incomplete because it has not reached
completion of version 1.0, the version is set to 0.1.

In the Action Log, to display only one version of the application and its statuses, use the Version drop-
down list.

The current version is also displayed on the Application Dashboard.

v Applications €@ B

Program i Year i  Specialist i Status Version

NSLP 2026 Amy Anderson Approved 1

W o<1 > |5 v  items per page 1-1of1items &

By default, the Application Dashboard displays only five applications per page. You can increase this
number by using the “items per page” drop-down. You can also use the First, Previous, Next, and Last
icons to navigate the pages.
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Program :
NSLP

[« W I[ﬁ ¥ items per page |
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Appendix B: Application Workflow and Statuses
THE APPLICATION PROCESS

A graphic of a winding road with yellow markings illustrates a four-step application process. The path
starts at 'Submitted by Org Application User,' leads to 'Reviewed by Application Specialist at TDA,'
continues to 'Application Specialist makes a determination,' and ends at a final goal: 'Once Approved,
the ORG is notified and can submit claims.'

The Application Process

o Submitted by ORG

Application user

e Reviewed by Application
Specialist at TDA

’__----_-#

Application Specialist
malkes a determination
on application status

\

_—--—_-o_—_----—---

o Once approved, the ORG is
notified and can submit claims

After the organization submits the application, the assigned TDA Application Specialist reviews the
application.

The Application Specialist reviews the application to ensure all pertinent information is received and is
compliant with TDA and USDA policies. If a correction is needed or additional information is required, the
Specialist will return the application for modification. If the Application Specialist denies or terminates
the application, the organization cannot submit any claims to the program for the year applied.

When TDA makes a determination on the application, the ORG Application user receives an email
notification. If the application is approved, the organization can begin creating and submitting claims
after the start of the program year.
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APPLICATION STATUSES

Application Workflow Statuses

I I I 1

J— I T— 1 I 1
TERRR : y : i Approved
apphieation :
;” : : : LA A Denied

I 1 I 1 =$ <

! ! \ ! 3 2 Terminated
Draft ! Pending ! Returned ‘! Recall A

I . I I ! Incomplete

1 Review 1 for I Requested 1

| 1 M d- f- t- 1 1 X

! y Momcalon ! Withdrawn

After you start the application, it remains in Draft status until submission to TDA.

As your application moves through the approval process, there are four review workflow statuses that
are displayed in the dashboard. These statuses are Draft, Pending Review, Returned for Modification,
and Recall Requested.

There are five final statuses that can display once a State Agency (SA) makes a determination. These are
Approved, Denied, Terminated, Incomplete, and Withdrawn.

Refer to the table below for an explanation of each status.

Status Description

Draft The application or amendment has been initiated by the organization.
% E}O Pending Review The application has been submitted for State Agency (SA) review.
- p—
% ﬁ Returned for The application was returned to the organization by the PES for edits.
o § Modification
Recall Requested The organization has requested to recall the application for editing.
Approved Based on USDA FNS requirements & SA review, SA determines application submission is
g eligible.
* p—{
'E; Denied Based on USDA FNS requirements & SA review, SA determines application submission is
= ineligible.
o—
E Terminated Based on USDA FNS requirements & SA review, SA determines the agreement between the
D SA and Organization is terminated.
—
QL
) Incomplete Applicant fails to provide information requested by SA based on application review or
T‘S abandoned by the organization prior to determination.
=
'L: ‘Withdrawn The status displays as Withdrawn after the organization requests the SA to withdraw the
application submission prior to making a determination.
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Appendix C: Application Amendments

An application amendment is required when the organization needs to update the application, such asin
updating contact information or modifying, adding, or removing sites. Amending an application sends the
application back through the TDA approval process.

To begin the amendment, click the Edit ﬂ button in the lower left. This button becomes active upon
application approval. When you have updated the application and saved, the status of the application
returns to Draft. The application will remain in the Draft status until submitted and becomes Pending
Review. Also, the application version iterates to the next major version (ex: 1 to 2). And once approved
and if it is within the program year, the organization can file program claims based on the new
amendment.

Version

2

The application version appears on both the Application Dashboard and the Action Log. The Action Log
shows every version and status the application receives, while the Application Dashboard displays only
the most current version.
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