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Summer Food Service Program: 
How-To Submit an Agreement in MAPS 

 
 
 
 
 
 

 
Log into MAPS via the OPI Secure Portal, using your 
username and password. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click the Summer Food Service Program tile. 
If you do not have this tile, please fill out a user 
access request form. 

 
 
 
 
 
 
 
 
 

 
Click Applications in the upper left corner to 

begin the online agreement. 

 
 

https://opi.mt.gov/LinkClick.aspx?fileticket=Xf8OF3AXbSc%3d&portalid=182
https://opi.mt.gov/LinkClick.aspx?fileticket=Xf8OF3AXbSc%3d&portalid=182
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Sponsor 

 

 
Click Application Packet. 

 
 
 
 
 
 
 
 

 
Click the year of operation. 

 
 
 
 
 
 
 
 
 
 

 
Click Enroll in the bottom of the screen if you see 

Enroll, if not, move on to the next step. 
 
 
 
 
 
 
 
 
 
 

 
You are now on the Application Packet screen. 

Click Modify to start the Sponsor Application. 
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You are now in the Sponsor Application. 

 
Fill out all fields in the Sponsor Application. 

 
Click Save at the bottom of the screen. 

 
 
 
 
 
 
 
 
 
 

 
The system will tell you if you have errors 

or warnings on the data entered in the 

Sponsor Application. 

 
Click Edit to fix errors/warnings. 

Save data changes until there are no errors. 

Click Finish to move onto steps 1-6. 

 
 
 
 
 
 

 
All items in the Application Packet are listed. 

 
IMPORTANT 

These sections must be completed in a specific 

order. Follow steps 1-6 listed on the next page. 

 
Do not complete the items from top to bottom 

as listed on the screen. 
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Application Order of Completion: 

1. Sponsor Application 
2. Management Plan 
3. Site Application(s) 
4. Budget Detail (Site Application MUST be done before Budget Detail) 
5. Checklist Summary 
6. Site Field Trip List (as needed) 

Application Packet — Order of Completing Forms 
**IMPORTANT: The Application Packet must be completed in the order specified below. 1—5. ** 

Step 6 can be completed before or after your Application Packet has been Approved. 
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2 - Management Plan 

 
 
 
 

Fill out the Sponsor Application completely. Click 

Save and Finish when you have no errors. 
 

 

 
 
 

 
Click Details next to Management Plan. 

 
 
 
 
 

 
Click Original. 

*New SFSP Sponsors will see a 

Add Management Plan button 
 

 
*Fill out all sections of the Management Plan that 

pertain to your organization. 

*Click Save at the bottom of the screen. 

The system will tell you if you have errors/warnings 

on the data entered into the Sponsor Application. 

*Click Edit to fix errors/warnings. 

*Make sure you add dates when your staff will be trained. 
(must be before operation) 

S  *Save data changes until there are no errors. 

*Click Finish to move onto steps 3-6. 

1 - Sponsor Application 
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From the Application Packet main screen click 

Summer Food Service Program below the Site 

Applications section.  

(This MUST be done before the Budget 

Section)  

 
 
 
 
 
 
 
 

 
Click Modify to complete each site application. 

 
Only previous sites or new sites set up by the 

State agency will display. 

 
Fill out a New Site Request Form if you wish to 

add a new site and send to SFSP Specialist to 

add to your App Packet.  

 

 
Fill out the entire site application and click save at 

the bottom of the screen. 

The system will tell you if you have errors/ 

warnings on the Site Application. 

 
Click Edit to fix errors/warnings. Save data 

changes until there are no errors. 

Click Finish to move onto steps 4-6. 

NOTE: OPI Specialist will enter site eligibility data 

for Q25. 

3—Site Applications 

https://opi.mt.gov/Portals/182/Page%20Files/School%20Nutrition/SFSP/New%20Site%20Request%20Form.pdf?ver=2025-02-12-150131-203
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Site Application Section: MAPS Non-Congregate Section Guide  

(if applicable) 
 
**If you do not plan to operate a non-congregate (grab and go) meal service at this site, please choose NO on 
question 36 for (congregate) and complete the rest of the questions on the site application packet.   

 
The following is a guide to filling out this section in MAPS if you are planning to operate non- congregate 

at any of your sites this year. Please keep in mind that in addition to this section, if you are planning to 

serve non-congregate you will also be required to submit an integrity plan before your application can 

be approved. If you have additional questions on non-congregate meal service, please refer to the Sun 

Meals To-Go page for guidance and FAQ’s. 

Before submitting your SFSP Application, please ensure you have completed your annual training on 

Bright Track and submitted your integrity plan. 
 

• Remember, non-congregate meal service means that children may take their meals to-go and are not 

required to remain on-site to consume their meals. 

o If you are planning to operate exclusively non-congregate meal service at this site, select Yes. 

o If you are planning to operate exclusively congregate meal service at this site, select No. 
o Choose Both if you are planning to operate a combination of congregate meal service for some meals and 

then non-congregate service for other meals (Hybrid Site).  
• The following are examples of hybrid type scenarios: 

• Congregate Meal Service for one meal (like breakfast) and non-congregate for 
another meal service (like lunch). Ex: sit down for breakfast and leave with lunch.  

• Congregate meal service Monday-Thursday, then Friday-Sunday operates non-
congregate meal service. Ex: daily sit-down M-Th, lunches to go for Fri-Sun.  

• Operate congregate meal service in June, then non-congregate meal service in July. 

• Reminder that at no time can a site provide congregate and non-congregate meal service during the 
same meal.  

• If you are operating non-congregate at this site, it MUST qualify as a rural location where there is no 

congregate service. Please reference the Rural Designation Map to ensure that the site you are planning 

to operate as non-congregate is considered rural. If so, please select Yes.    

 

 

•  

•  

• Select the days that meals will be served/handed out. For example: 
o If meals will be handed out daily, select each day they will be given to the kids.  
o If meals are handed out each weekday, select Monday-Friday. 
o If multiday meals will be distributed on Monday (for 3 days’ worth of meals) and Thursday (for 

4 days’ worth of meals), check the box for Monday and Thursday.  

 

 

 

https://docs.google.com/forms/d/e/1FAIpQLSedjFQIBV0p7oHfMsyIKpebSFFavAVZiiZcieAxfd3y2NQZFQ/viewform?usp=sharing&ouid=101887480118477839994
https://www.fns.usda.gov/summer/sunmeals2go/non-congregate#:~:text=Starting%20in%20summer%202023%2C%20certain,and%20NSLP%20Seamless%20Summer%20Option.
https://www.fns.usda.gov/summer/sunmeals2go/non-congregate#:~:text=Starting%20in%20summer%202023%2C%20certain,and%20NSLP%20Seamless%20Summer%20Option.
https://www.fns.usda.gov/sfsp/rural-designation
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• If this site plans to operate multiday meal service, choose Yes. (ex. 3 days’ worth of breakfast/lunches 

handed out on Fridays). 

o Multiday meal service must be approved in your submitted non-congregate integrity plan 

prior to operation.  

 

 

• This number is the total days’ worth of meals that you provide for during the distribution week.  

• Examples: 

o If you hand out 3 days’ worth on Monday and 4 days’ worth on Thursday; you’d enter 7.  

o If, on Fridays, you hand out meals for Friday, Saturday, and Sunday; you’d enter 3. 

• Bulk meals are NOT necessarily the same as multi-day meals.  
• Bulk meals are when food components are given in mass/bulk quantities and are not singularly itemized. Examples of 

this may include serving a gallon of milk (rather than 8oz units), a loaf of bread, or a box of cereal. It’s limited to 5 days 
worth. 

•  If you plan to serve any meals in this manner, please specify which. More detailed information regarding your bulk 
meal service plan must be documented in your non-congregate integrity plan request form for approval. Please note 
that FSMC's are not allowed to provide Bulk meals as meals must be unitized. 

•  If you are not planning to serve bulk meals, select None. 

 

 

• Will this site allow a child's parent/guardian to pick up their child's meal(s) (without the child present) for the non-
congregate meal service? 

o For parent/guardian pick-up to be approved, Sponsors must provide a suitable plan to maintain 

program integrity in their integrity plan. 

o This is not the same as selling meals to adults 

 

• Home delivered meals are non-congregate meals delivered straight to a child’s home.  

• The child must qualify for free/reduced meals or live in an area eligible areas and written parental 

consent must be obtained by the sponsor before delivery and maintained on file.  

• If you answer Yes to this question, the State agency will be in further contact with you to ensure that 

you have a comprehensive plan in place and sponsor must provide more details in the non-congregate 

integrity plan for approval. 
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Summer Food Service Program 
MAPS Non-Congregate Section Guide (continued)  

 
 

o Please use this section to describe your operational functions. For example, if you are operating a hybrid site, 

please specify which days, times, and meal services will be non-congregate and which will be congregate. 

• Ex: Hybrid site: Congregate breakfast from 8-10am with a non-congregate lunch to go.  

• Ex: Congregate lunch service Monday-Thursdays and Non congregate lunches Fridays (3 days worth) 

from 12-1pm.   

 

 

o Select N/A here.  

 

  

• This question is REQUIRED to be answered and will be available to the public to read.  

• Add non-congregate meal service details here such as multi-day meals. (like example above) as well as any changes 
to the program dates.  

• This information about your site's operation is publicly posted at the USDA's Summer Meal Finder website once your 
MAPS application is approved.  

 

 

Here ends the non-congregate section of the Site Application  

 

Please answer all other sections and questions in this site application and then click Save 

 

You will be notified of any errors after you hit save.  

Fix any errors identified and complete each site in your application packet.  

 

 

 

 

 

https://www.fns.usda.gov/summer/sitefinder
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Summer Food Service Summer Food Service Program 
Other Site Application Section Tips 

 

 

 

CALENDARS: 

In the site applications you will be filling 
out your General Site information 
calendar as well as calendars for each 
meal you plan to serve.   
 
Please make sure to click the calendar and 
make sure your month looks as it should.  
 
For sponsors doing Non-Congregate 
multi-day meal distributions:  
The calendar must be highlighted/gray for 
each day in which a child will be provided 
a meal for.   
(i.e.: if you distribute 3 days worth of 
meals on Fridays, you will need to 
highlight Friday/Sat/Sunday. Not just the 
day the meals are given.)  
 
 
B7/L7:  Average Daily Participation: 
Please be as accurate as possible here. 
This number means “how many children 
do you anticipate handing meals out to 
each day.”    
*OPI completes the max meals allowed.  
 
NOTE: If, when you start operations, you 
find your ADP is different than what you 
put in your application, call your SFSP 
Specialist as soon as possible for approval 
for adjustments of this number. Not 
adjusting timely may affect the number of 
meals you can claim.  
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(It’s very important you’ve completed your site 
applications before doing this Budget section). 
From the Application Packet main screen click 

Add next to Budget Detail. 
 
 
 
 
 
 
 
 
 

 
Revenue: Estimated revenue amounts will appear 

under the operating and administrative  

reimbursement sections. 

 
NOTE: These amounts are estimated based on 

site application information (meals served, ADP, 

and days of operation). 
 
 
 

 
Cost: Enter in all requested cost estimates. 

 
Click save at the bottom of the page to return 

back to the application packet main page. If you 

have errors/warnings, please go back to the 

budget sheet and revise. 

 
Click Finish to move onto steps 5-6. 

4 —Budget Detail 
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NOTE: The number of checklist items (both at the site and sponsor level) is automatically determined in 

MAPS. New sponsors will have more items than returning sponsors. Different site types will require different 

items. All checklist items requested must be uploaded by the sponsor before the completed application can 

be approved. (These may include pre-operational visits, management plans, and/or notification to sanitarians).  

 
 
 
 
 

 
From the Application Packet main screen click 

Details next to Checklist Summary. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the Sponsor Name below the Sponsor line. 
(anything in blue should be clicked to see what is 

required) 
 
 
 
 

 
Click the blue paperclip to upload a document. 

Check the box under Document Submitted to 

MTOPI. 

Repeat these steps for each checklist item. 

Once all items have been uploaded, click save. 

 
Repeat this process for site level items. Access 

site level information by clicking Site Name. 

5 —Checklist Summary 
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Once you have completed the previous steps, you should see green check marks next to all fields. 

If you see red arrows, it means there are errors or incomplete data that needs to be fixed before your 

application can be submitted. 

 
 
 
 
 
 
 

 
Click the red Submit for Approval button at the 

bottom of the Application Packet. 

 
 
 
 
 
 
 

 
Click OK in the pop-up box if your application is 

ready to submit. 

 
 
 
 
 
 
 

 
Your application is now submitted to OPI and 

under review. 

Submit Completed Application 
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NOTE: Sponsors submit ALL field trip notifications within MAPS after the Application has been approved. 

FIELD TRIP = A temporary arrangement for meals to be served off-site. A field trip means that kids that nor- 

mally attend the site are being transported off-site during meal service times to attend a sponsor-led activity. 

 
 
 
 

 
Click Details next to Site Field Trip List. 

 
 
 
 
 
 
 
 

 
Click Create New Field Trip button. 

 
 
 
 
 
 

 
Click Continue button. 

Select Site from the drop down menu if you have 

more than one site. 

 
 
 
 

 
Fill out requested information. Click save when 

done. 

 
Complete a Site Field Trip Information sheet for 

EVERY field trip. 

6—Site Field Trip List 
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1. Once your application is approved by the state agency: 

• You may revise your agreement, however, please note that clicking on revise will create a new 

revision. EVEN IF YOU DO NOT HIT SAVE. 

• If you accidentally click revise when you just wanted to view, delete the revision. 

• Each time a revision is started/submitted the OPI office will need to review and approve the 

revision. Revisions need to be done/approved BEFORE a change in your operations occur.  

• Site Application revisions are submitted by clicking the Submit for Approval button on the 

Application Packet screen 

 
 

2. Sponsors may add a site or change site information at any point throughout the summer. Submit a 'New 

Site Request Form' (found in MAPS under Applications>Document Library>then search “new site request”). 

 
 

3. Only 1 Site Application needs to be completed before submitting an Application Packet to the State Office. If a 

sponsor operates multiple sites, complete site applications for those sites that start earliest in the summer. 
 

 
 

 
Important Notes 


