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This memorandum details guidance on the annual Community Eligibility Provision (CEP) 
notification and publication requirements and provides information on the U.S. 
Department of Agriculture (USDA)-developed reporting template. 

To promote awareness of CEP eligibility and assist with outreach and implementation 
efforts, State agencies are required to annually notify local educational agencies (LEAs) of 
district-wide eligibility for CEP. Similarly, LEAs must annually submit school-level 
eligibility data to the State agency. By May 1 of each year, State agencies publish lists of 
eligible and near-eligible LEAs and schools on their State agency websites and submit 
these lists to the Food and Nutrition Service (FNS) for publication on FNS' CEP website. 
The remainder of this memorandum provides detailed information to assist State agencies 
with fulfilling the CEP notification and publication requirements. 

April 151
h Notification and Data Collection 

There are two levels of data required to complete the notification process: (1) district-level 
eligibility data provided to LEAs by State agencies; and (2) school-level eligibility data 
provided to State agencies by LEAs. Data used to prepare the notification lists must be 
from the current school year, but does not necessarily need to reflect April 1. FNS 
encourages State agencies and LEAs to use existing identified student and enrollment data 
from the FNS-742, SFA Verification Summary Report, and FNS-834, State Agency 
(NSLP/SNAP) Direct Certification Rate Data Element Report to fulfill notification and 
publication requirements. LEAs interested in electing CEP for some or all schools must 
submit updated identified student and enrollment data reflecting April 1 to determine 
eligibility and participate in CEP. 

LEA Level Data 
No later than April 15, State agencies notify LEAs of their district-wide eligibility for CEP 
and provide guidance in the following categories: 
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• LEAs with a district-wide identified student percentage (ISP) of at least 40 percent; 
• LEAs with a district-wide ISP greater than or equal to 30 percent but less than 40 

percent; 
• LEAs currently participating in CEP; and 
• LEAs in the 4th year of CEP participation with a district-wide ISP greater than or 

equal to 30 percent but less than 40 percent (eligible for grace year). 

State agencies may obtain the number of identified students to determine the district-wide 
CEP eligibility status from the SFA Verification Summary Report (FNS-742). The sum of the 
data elements in Section 3 provides the number of identified students and Section 1 provides 
enrollment information for State agencies to calculate the district-wide ISP. In LEAs 
operating CEP or another special provision in a non-base year, the number of identified 
students is available from the State Agency (NSLP/SNAP) Direct Certification Rate Data 
Element Report (FNS-834) Data Element #3. 

School Level Data 
No later than April 15, LEAs submit to their State agency a list of schools in the following 
categories: 

• Schools with an ISP of at least 40 percent; 
• Schools with an ISP greater than or equal to 30 percent but less than 40 percent; 
• Schools currently participating in CEP; 
• Schools in the 4th year of CEP participation with an ISP greater than or equal to 30 

percent but less than 40 percent. 

State agencies with access to school-level data may exempt LEAs from school-level 
notification requirements. The percentage of enrolled students directly certified with the 
Supplemental Nutrition Assistance Program (SNAP) may be used as a proxy for the school­
level ISP. This proxy data may only be used for notification purposes. If proxy data is used, 
the notification must include a note that the data provided is a proxy for actual eligibility and 
interested LEAs will be expected to provide full school-level identified student data as of 
April 1 to participate in CEP. 

May 1 District and School-level Publication 
No later than May 1, State agencies post the lists of LEAs and schools in the above categories 
to their public website and provide FNS with a single link to these lists. State agencies should 
email the link to their notification lists to FNS at cepnotificationl(i),fns.usda.gov . 
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When completing the notification lists, FNS strongly encourages State agencies to adopt 
the USDA-developed reporting template, which is attached to this memorandum and 
intended to help States streamline notification and publication activities. This template is 
similar to the USDA-developed template that most States used to complete last year's 
notification and publication process, though new reporting fields have been added to 
capture school- and district-level enrollment data. Many revisions to the template were 
suggested by State agencies and USDA is gratefu l for this input. 

State agencies are reminded to distribute this memorandum and attachment to program 
operators immediately. LEAs and other program operators should direct any questions 
concerning this guidance to their State agency. State agencies with questions should 
contact the appropriate FNS Regional Office. 

Ovf- ~ <t=Q_ 
Angela Kline 
Director 
Policy and Program Development Division 
Child Nutrition Programs 

Attachment 
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AttllchmentA 

St•te Aa;ency Templ•te 

Community Ell1ibllity Provls5on (CEP) Annu•I Notiflation of Schools 

lndructions: 
• Jn columns J -6 , enter the LEA ID, LEA name, school ID, school name, and the Identified student percentage {ISP) 2! proxy ISP. 

• An ")("will ap,nar fn the appropriate column between columns 7-8 . There should only Jn one "X" /n columns 7-8. 

• Place on "X" in column 9 If the schoc# in column 4 is currently portlclpotln9 fn CEP. 
• Place on "I" in column JO if the school in column 4 ls portld patin9 in CEP as an individual site. 
• Place a "G"' in column ll if the school in column 4 is partidpatlng In CEP as part of a CEP grouping of schools. 
• Place a "'D" in column J2 /s the school fn column 4 is partidpatlng in CEP as part of a district-wide adaption of CEP. 

• Place on "X" in column 13 if the school in column 4 is el lg Ible for a Grace Year. 
• Complete column J4 for all near-eligible, e//gible, and partldpatlng CEP schools. 

• Provide additional comments or darificatlons in column 15 . 

• Submit completed template to cepnotlflcation@fns.usda.gov by DA TE to publish the //s t af school receiving CEP e//glbllfty notices on your website. This Information will be /Inked to FNS' CEP web site. 

LU.ID 

LEAIO,H 

reported on the 

FNS-742, for the 
LEA entered in 

column 2. All LEAs 

!ncludedlnthetat 

"LEA wide 

Notification 

Report" should be 

listed In this 

column. 

"""''"" 
Enter the LEA name,., reported on th• FNS-742, for the 

school In column 4. All LEAs Included In the t•b "LEA wide 

Notifiatlon Report" Jhould be lbted In this column. 

5<haal ID 

Enter the school ID for 

the school In column 4. 

5<haal ..... 

Enter the school name for all schools Jn all LE.As with at 

least on• CEP-•ll1ibl1t school. Alt schools In th• LEAs 
provfded In the 'LEA wide Notification Report' tab should 

bellsted. 

FOR TltE ISP, ONLY USE COLUMNS Q! 6 

-­Pwcentlip (ISP) 

Enter the school-level 

ISP as of Aprl11, 2016. 
ISP,. lof ldentlfled 

students dlvfiact by 

tonl enrollrMnt Enter 

the ISP .s • percenta1e 
rounded to two 

decimals. 

Ex: 62.50% 

DO NOT !NCLUDf THE 

~ 

An ISP 1re.ter than 
100.00% wm rault In 

an error •nd the cells 
will be hlchl/aht.ci red 

untll corrected. 

_., -­Percientap(tSP) 

lftheactu .. ISPls 

unavailable, enter the 
proxylSP,asofAprll 1, 

2016. Proxy ISP :c. of 

directtycertlfied 

students with SNAP 

divided bv totat 

enrollment. Refer to 
column S for ~dltional 

Instructions. 

If uslnc column S for 
the ISP, le.ve this 

column bl•nk. Enterina 
the ISP In both columns 

S •nd 6 will result In .n 
error rHponse. 

COLUMNS 7 & I AllTOMATICAUY POPULATE 
(Onfw OM Cohnn 5houW .. Mllthd per School) 

-·-
An *X" wll IPPHf' in this 
column If the tchool lft 
column 411 ltlalbt• to 

l*tkfpate In aP. 
(ISP 5n colulM 5 orlls .._, 

An -x· wm llPP9¥ In ttw 
column If the tchoot In 

column 4 Is ne.ty ell1lble to 
S*tidPate In a:P. 

(ISP tn coklmn Sor I is 
>-JO'Kltld-<405) 

FOR PARTICIPATING CEP SCHOOlS ONLY (Only Mlirlt One) 

IO 11 11 " 

FOii NUlt-EUGllU, t:U619U, AND 

'MnCWATING Ct:' SCHOOtS ONLY 

,. 

PlKean"X• lnthls 

column If the school In 

column 4 Is currently 

partldpatfn1 In CEP. 

l'tK9.,. •1• In this Pl.ce • '"G" In this Piece• •o• In this Pl.ce an ·x· In this If the school Jn coiumn 4 ls curnntfy 

column If the column If the school ~umn If the column If the school In partlclpadnc in CEP, ellaible to 

school In column 4 In column 4 Is school In column 4 column 4 rs currendy p1rtld~• or nHr-•H1ibl• to partldptte 
Is curnntty curnntty II currently In the 4th .,.., of the (there Is an •x• In column 7, I or 9), 

p.-tidpatfns In C£P pmtldpatlna In CEP pwtfdp«lftl In aP partfdpftion and Is tnter the total •of students enrolled at 
Note: The •x• Is !121. 
CIM sensitive. Usln1 

any other letter or 

., M lndtvfdu-' .. plft of• lf'OUP of ., pwt of. dfstrict- •Hlfble fat. GrKlt the school (denomlnetor of ISP) . 

lite. schools. wide edoptlon of Year. 

kon will result In an Note: The •1• Is mz1 
error ilnd the cells wm case Mnsftfw. 

be hl1hH1hted red Uslt11 MY other 
untll corrKted , Mtter or Icon wm 

,..,it:Jntnerror 
end the cells wfll be 

hlthllchted red 
until corrected. 

C£P. {ISP>=30% •nd <40%.) A yellow cell lft this column lndlcat•s 

Mlrtthlscofumn 

1.111,..Gl, Gl,GJ, 

etc. todistlftl\llsh 

UM column 11 for 
•nv school In en 

UA-b 

Note: The ~x~ Is !l2t. 
ease sensitive. Usina 

•nv other letter or betwffn CEP 

lf'OUP'ncs.lf _,.. pwtk!P"tlnc In ap Icon will r•sult In an 

In all schools but error .,,d the cells wlll 
are p1rtlcfpatlns • be hlahll1hted rt'd 

Note: The "G• 11 D2J pert of• l"NP of until corncted. 
ase sensittw. usinc scf\ools. 

Icon win f'ffl.llt In an Note: The ~o· Is 
error" the cells !12l cese Mnsltfve. 
wlll be hllh~ Usf,.. eny othff 
reduntil~. letttf'Otlc:onwlU 

.-.suit In an error 

end the cells will 
behllhliltrtff red 

untflCClf'f9ClH. 

mlsslna enrollment dat.. Enter the 

sdlool·level total enrollment to dear 

the cell color. 
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AttlichmentA 

Sblte A,encyTempliite 

Community Eli1ibility Provision (CEP) Annua l Notification of Schools 

Instructions: 
• 111 columns 1-6 , enter the L£A ID, L£A name, school ID, school no me, and the Identified student percentage (ISP) 2! proxy ISP. 

•An "X" will appear In the appropriate column between columns 1-8 . There should only ~ one "X" 111 columns 7-8. 
• Place an "X" In column 9 If the school In column 4 is currently participating 111 CEP. 

• Pi ace an "/"in column 10 If the school in column 4 Is partldpati11g in CEP as an indMdua/ site. 
• Piace a "G" In column 11 if the school in column 4 ls participating In CEP as part of a CEP grouping of schools. 

• l'tace a "D" 111 column 11 Is the school In column 4 is participating In CEP as part of a district-wide adoption of CEP. 
• Pi ace an "X" In column 13 if the school In column 4 Is eligible for a Groce Year. 

• Complete column 14 f or all near-eligible, elfglble, and partidpatfng CEP schools. 
• PrCNide additlonaf comments or d arif ications In colum111S . 

State a1ency: 

• Submit completed template to ceonotiflcation@fns. usda.qov by DA TE to publish the fis t of school receiving CEP eligibility notices on your website. This lnformatfon w/11 be linked to FNS' CEP web site. 

LEAID 

LEA IO,as 

reported on th• 
FNS-742,forthe 

LEA entered In 
column 2. All LEA.s 
!nduded lntheUib 

•LEA wide 

Notifl~tlon 

Report• should be 
listed in this 

column. 

lfANarM 

Ent•r the LEA name, as r•ported on th• FNS-742, for the 

school In column 4. All LEAs lnduded In the tab •LEA wide 
Notification Report• should be llst•d In th is column. 

""""''° 
Enter the school ID for 
the school In column 4 . 

FOR THE ISP, ONLY USE COLUMNS .Q.!! 6 

5 
---- - - ..!.... --·-

-t--- _........,_ 

........... 
Enter the school name for ~I schools In all LEAs with at 

least one CEP-ell1ible school. A.II schools In the LEAs 
prt1vfded In the 'LEA wide Notification Report' Uib should 

be listed, 

--.. Pwcentap (ISP) 

....., -­P9rcienblp(ISPI 

Enter the school-lewl If th• actual ISP Is 
ISP as of Aprll l, 2016. unavallabl•, enter the 
ISP: I of !d•ntifled proxy ISP, as of Aprll l , 
students divided by 2016, ProJty ISP=• of 

total enrollment Enter directly certified 
the ISP as a percentace students with SNAP 

rounded to two dMd•d by toW 
dedmals. enrollment. Refer to 

Ex: 62.50% column 5 for additional 
Instructions. 

DO NOT IHCLUOE THE 

~ lfuslnacolumn5f0f' 
the ISP, leave this 

An ISP areater than column blank. Enterfnt 
100.ClO" wlll !'HUit In the ISP In both columns 
an error and the cells Sand 6 wlll result In an 

wm be hi1hll1hted red error response. 
until corncted. 

~~~~~~~~~~~~~~~~~~~~~ 

COLUMNS l & I AllTOMATICAU.V POPULA.n 
(Onty One Cofumn Should le Mllrhd per School) 

FOR PARTICIPATING CEP SCHOOLS ONLY (Onfy Merli One) FOR Nl.M-EUGllU, l!:UGllN..E, AND 
PARTICIPATING ctP SCHOOLS ONLY 

-·-
An•x• wm.,..,1ntt11s 
column If the school In 

column 4 ls ell&fbl• to 
participate In a P. 

(ISP In column 5 orl Is ,...,., 

.. u u u 

~ .. ,.,. hrtldplltlnc• hr1kipe1tnc6rl Y .. r4 

...., ......... ............ CurNntfy Pllrttdpednt ~=-- ....... ,,, IM:fll• e-. •nd OclMe far. 
Schools IMlertc:t GrKeY .. r 

14 

An "'X• wm ~In thfs Place an "X" In this PIKe an -i• In this Place a "G• In thls Place a •o• In this Place an •x• in this tf the school m column 4 is currently 

column If the tdlool In column ff th• school In column ff the column If the school ~umn If the column If the school In partldPlflnt in CEP, •llaitffe to 
column 4 ls Marty • lf&lble to column 4 Is currently school In column 4 In column 4 ls ldtool In column 4 column 4 Is currentfy p.rtld~• or n•ar-•lllibl• to paltfd~e 

pwtldpete In aP. P•rtidpat1111 In CEP. Is currently curnntly is currently In the 4th ye,er of the (ther• Is an · x • 1n column 7, a or 9), 
(ISP In column 5 or I Is pstldpadna In CEP s-tfdpRtns In CEP p..-tk!P9flns In CEP participation and Is enter the total I of students enrt1Ued at 

>cJOM. tnd <405) Note: The •x• Is D2l as an lndfvldual esp.rt of• pup of es part of• district· e lla lble for a Grace th• school (denominator of ISP). 
case sensltlw . Usina site. schools. wide adoption of Year. 
any other letter or CEP. (ISP>:30% and <~. ) A yellow c•ll in this column Indicates 

Icon wm result In an Note: The •1• Js mz1 Mart thJs column mlssln1 enrollment dau. Enter the 
•rror •nd the cells wHI case sensttlw. usm, G1, G2, GJ, Use column 11 for Not•: The •x• Is !l2l school-level toUI •nrollment to clear 

be hf1hHshted red Usiftl any other etc. to cffstmtuilll any JChool In an case sensitive. Usina the cell color. 
until corrected. letter or Icon ~H betwffn aP LEA that Is any other letter~ 

ruultln an error 
Ind the cells will be ..... ,.. ........ 

unUI COfTKted. 

lfOUpfnp, If partlclp«ln1 In C£P Icon will r•sult rn an 
appllcabJe. In all schools but error and th• cells will 

an partldpatlna as be hl1hlishted red 

Note: The •G• Is D2S part of• lfOUP of until corr.ct ed. 
cue sensftlw. Usln1 sdlools. 

any other Jetter or 

Icon wHI r9tult In 111 Note: The •o• Is 

error and tM ~Is mu cne sensltlw. 
will be hlchlfthted Uslns any otMr 
r.cl until corA'Cted. letter or Icon wiH 

Nsutt:lnan.rror 
and the cells wOI 

... ""'""'""'°" until~ed. 
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