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Site Listing  
Click on Site Listing located in the left toolbar. 

 
To add a site: 

• Search for a site by entering either Site Name (partial is acceptable) or Agreement 
Number. A site must be listed as a member site in EEM before it can be added to 
the application. For questions about adding member sites in EEM, contact us at 
mde-eem-administrator@michigan.gov . 

 

• Select appropriate site from search results by clicking the “+” button. 

 
If the site is listed on another application, it will show at the top of the page under 
Duplicate Results once the site is added. Contact your program analyst for duplicate 
sponsor contact information as multiple sponsors cannot use the same site location for the 
same program.  

mailto:mde-eem-administrator@michigan.gov
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To inactivate a site: 

• Uncheck the box under “Active Status” for the site that needs to be inactivated.  
• Save the page. 

 

Site Details 

Click on Site Details located in left toolbar. A box will open to the right of the toolbar. Click 
on each site to enter site details. This page must be completed for all active sites.  

 
 

Fields 1-3 are pre-filled from the EEM. 

• Answer question 3a. 

Select the program participation for the site. Once the page is saved, the link to the 
program site page will appear under the selected program. It will also appear under Site 
Details in the left toolbar. 

If students enrolled at this site are being claimed at a different site, check the Non-
Claiming Site box.   

A non-claiming site is when student meals are consolidated to one building due to one 
cafeteria (e.g., a K-8 building has one cafeteria where meals are served, but in EEM the 
schools have two agreement numbers, one for K-5 and one for 6-8). 

• Question 4. Check the box for all programs the site is participating in. 
• If Non-Claiming Site is selected, complete 4a. 
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Site Eligibility 

Question 5 must be checked yes if participating in the Afterschool Snack Program, At-Risk 
Afterschool Snack Program (CACFP), or Summer Food Service Program (SFSP).  

If you answer “yes” to this question, there will be additional sections that display to help 
you determine if this site is eligible to participate in programs requiring site eligibility. If 
you answer “no” to this question, then you can move to the next section.  

5a.  This will display for sites selected as participating in CEP in the prior year 
Coordinated Application. Only sites in active school buildings can use CEP data to 
qualify the site. Sites are eligible with CEP data if the site Identified Student 
Percentage (ISP) is 31.25% or higher. (31.25 x 1.6 CEP multiplier = 50% 
eligibility). Sites with a site ISP below 31.25% will have to qualify with other data.  

This site is eligible to participate based on CEP data.  

This site is not eligible to participate based on CEP data. 

If this site is going to use CEP data to qualify the site, then the box should be 
selected. 

 
5b.  The following will show whether the sponsor is eligible or not using October school 

meals claim data. The box can be selected and save the page to review the data. 
Only sites in active school buildings can use October school meals claim data to 
qualify the site. 

This site is eligible to participate based on October school meals claim 
data. 

This site is not eligible to participate based on October school meals 
claim data. 

If this site is going to use October School Meals data to qualify this site, then the 
box should be selected. 

If site is not eligible using 5a or 5b or is a not located in an active school 
building, then 5c-5d will appear. 

 
5c.   Using data from a feeder school or the nearest active public school building.  
 

Enter the site agreement number for the school that you would like to use to qualify 
this site. If you are unsure of the agreement number for a school or the active 
public school building closest to this site, please visit this website for help on finding 
that information: https://www.michigan.gov/mde/services/food/office-of-health-
and-nutrition-services/nexsys-child-nutrition-coordinated-application 

This site is eligible to participate based on a feeder school or the closest 
active public school building. 
 

This site is not eligible to participate based on a feeder school or the 
closest active public school building. 

https://www.michigan.gov/mde/services/food/office-of-health-and-nutrition-services/nexsys-child-nutrition-coordinated-application
https://www.michigan.gov/mde/services/food/office-of-health-and-nutrition-services/nexsys-child-nutrition-coordinated-application
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If this site is going to use a feeder school or the nearest active public school 
building to qualify this site, then the box should be selected. 

 

5d.  Using claim data from another month in the last school or fiscal year. 
 

Site Agreement Number would be entered for the school that is being used to 
qualify this site. The month should be selected during the current year of when the 
school had 50% of students eligible for free or reduced – price meals. 

This site is eligible to participate based on data from a different month 
and/or year. 
This site is not eligible to participate based on data from a different 
month and/or year. 

If this site is going to use claim data from another month in the last school or fiscal 
year, then the box should be selected. 

Child and Adult Care Food Program (CACFP) 

Select Child & Adult Care Food Program located in the left toolbar to get to each site page 
or click the link under the program checkbox on the Site Details page.  

  

 
License: If the site is a licensed childcare site, select all licenses that are applicable to this 
site. The page will need to be saved once licenses are selected for site capacity to update 
into the meal service timetable.  If the license does not auto-populate or if an additional 
license needs to be added, contact your CACFP Analyst.  
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If no DHHS license, select a type of license. If alternative license is selected, upload a 
copy of alternative license.  

Exempt from DHHS Licensing: If organization is exempt from DHHS licensing, select type 
of program exemption. If the site is license-exempt, an unlicensed screening form must 
be completed and upload. This can be found on the Coordinated Application Resources 
Page linked at the top of the page.  

 

Complete questions 1-10.  

• If no to question 1, fire inspection and health inspection reports must be uploaded 
in question 11.  

Question 2: Select type(s) programs operating at this site. Once programs are selected, 
the meal service chart will populate.  

• Complete site capacity, meal type, and start and end times. Select the  additional 
shifts box to add additional shifts for the same meal type. Select the blue plus sign 
to add additional meal shifts.  

• If meal service times vary from day to day, provide an explanation in the box 
provided.  

 

If At Risk Afterschool is selected, complete questions:  

• What activities do you do at this site after school hours? Activities should be 
detailed.  

 

If Adult Day is selected, complete questions 1-7 under the Adult Day Meal Service Time 
Grid.  

 

Question 8: This question should only be marked yes if the site is charging meal costs 
back to the individual child/participant. If the meal cost is charged back to a program such 
as GSRP or tuition, no should be selected.  

If For-profit is selected in question 9, complete 9a-9c. A non-profit sponsor cannot 
sponsor a for-profit site that is not affiliated with the sponsor. Contact your assigned 
analyst for more information.  

If site is unlicensed, upload most recent Fire Safety and Health inspection reports. 

 

At the bottom of the page, certify that all above data is complete and correct. Click on the 
Save button located in the top right corner of the page. 
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