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SNP Memo 	#2017-2018-01

TO:		Directors, Supervisors, and Contact Persons Addressed
			
FROM:	Sandra C. Curwood, PhD, RDN,  Sandy
		Director, School Nutrition Programs

DATE:		July 14, 2017

SUBJECT:	SNPWeb Updates, Deadlines, and Training Schedule

Please refer to the timelines below for the transition to the New SNPWeb system. In order for the transition to continue smoothly and for the SY 2016-2017 data to be converted from the old SNPWeb system into the new program, the following deadlines are necessary.  Also included is the training schedule for SY 2017-2018 claim submissions in the new SNPWeb. 

OLD (FY 2016-17) SNPWeb: Reminders, Timelines, and Deadlines:  
1. REMINDER:  SNPWeb automatically defaults to the current school year on July 1.  Therefore, SY 2016-2017 will not be visible in the top right hand corner under the school year. To access SY 2016-2017, click on School Year in the top right hand corner of the screen and select 2016-2017 and you will access the prior SNPWeb version for SY2016-2017 and prior years.  

2. DEADLINES:
a. JULY 31, 2017:  June 2017 claims for reimbursement MUST be submitted in the old SNPWeb. 
b. JULY 31, 2017:  Annual financial reports for SY 2016-2017 must be submitted in the old SNPWeb. If you do monthly financial reports each month, they must be entered in order for the report to be accurate and complete. If this data is not entered on time there will not the ability to revise and this will be your legacy data.

NEW SNPWEB UPDATES:
1. Email notification is active.  An email will automatically be sent as follows:
a. Application packet:  notifications will be sent to local SNP directors and the VDOE regional specialist assigned to the packet when: 
· The Application packet is Submitted for approval by the division
· The application packet is Returned for corrections by the regional specialist 
· The Application Packet is Approved by VDOE
· The application packet is Denied by VDOE 
b. Claims:  notifications will be sent to the Reimbursement Claims Official designated in the SFA application. 

2. Application packets: 
a. The SNPWeb SY 2017-2018 application packet submission deadline was July 1, 2017. For those who have not submitted packets, please do so as soon as possible.  IMPORANT - If application packets are not submitted by July 31, 2017, a letter will be sent to your division superintendent. 
b. The regional specialists are reviewing the application packets that have been submitted to VDOE.
· Regional specialists will review all SFA and site application pages along with all supporting documents.  If application packets are correct, the specialist will recommend approval (1st Level Approval).
· Supporting Documents Submitted:  Regional specialists will review all documents listed on the checklist.  Supporting documents can be approved before the application packet.  Approval is indicted by the word APROVED next to each item, with the date and name of the specialist who approved them. Application packets cannot be submitted without the supporting documents attached. 
(a) CEP:  The CEP schedule will be completed on behalf of the school division (this year only) based on the paper application.
(b) Food Service Management Company Contracts:  School divisions must complete this form.  Application packets can be submitted even if this form is not approved.  Once the final contract/renewal has been received and approved by VDOE, the form will be approved and school divisions notified.
· Seamless Summer Options:  For school divisions participating in Seamless                        Summer Option during July and August, the site applications have been updated in SNPWeb.  

3. Fresh Fruit and Vegetable Program:  The application process is open in SNPWeb for school divisions with eligible sites. Once final school selection is complete, school divisions will be notified.  Claims will be processed in the new SNPWeb system. Training to submit claims for the FFVP will be provided in August.

4. Claims:  The July 2017 claims for all programs, including academic summer school and seamless summer options, will be submitted in the new SNPWeb system.  Training to submit claims for these programs will be provided prior to the first claim submission.
TRAINING:  Three webinars will be conducted to ensure school divisions are able to access the training.  Webinars will be recorded and posted on the VDOE website.   
1.   CLAIMS:  How to submit claims in the new SNPWeb.  This training will include: 
· Claims for school year 2017-2018
· Claims for academic summer school
· Claims for Seamless Summer Option







Training schedule:

	Date
	Times
	Webinar Access

	Tuesday, July 25, 2017
	2:00 PM
	https://vdoe.adobeconnect.com/snpweb-claims/
Conference Number(s):   1-800-832-0736 
Participant Code: 	      2577408

	Thursday, August 3, 2017
	 2:00 PM
	https://vdoe.adobeconnect.com/snpweb-claims/
Conference Number(s):   1-800-832-0736 
Participant Code: 	      2577408

	Wednesday, August 09, 2017
	2:00 PM
	https://vdoe.adobeconnect.com/snpweb-claims/
Conference Number(s):   1-800-832-0736 
Participant Code: 	      2577408



Fresh Fruit and Vegetable Program Claims Submissions:  Thursday, August 24th, 2pm 4pm. Schools participating in the FFVP need to participate.

Other Training dates will be scheduled for the following topics:

a. Financial reporting – review of revised instructions and how to enter in SNPWeb.
b. Verification – review of requirements and the new screen layout in SNPWeb. 
c. Professional Standards tracking tool in SNPWeb. 
d. Federal Administrative Review Training- new functionality in SNPWeb.
If there are other SNPWeb related training topics you would benefit from, or have any questions please feel free to contact your regional specialist or me.  
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