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• Access and login to MIPS as 
you normally would

• Click “Contractor Renewal” on 
your MIPS menu to start the 
renewal process
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Accessing the Renewal Screen
• If you have not 

already viewed the 
guidance for 
completing the 
Renewal screen, 
click the link above 
Section A

• This link will take 
you to the Training 
page on the CCFP 
website 
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Accessing the Renewal Screen

Note: You may click the blue Save button at any time to save 
your progress.  All “Save” buttons on the screen can be used at 
any time.
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Accessing the Renewal Screen

Section A:
• Consists of Yes/No questions. Answer accordingly.
• If you are unsure of question A.1, click the link “What does this 

mean” for additional information
• If you answer “Yes” to A.1, you MUST provide additional 

documentation
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Accessing the Renewal Screen

Section B:
• Consists of certification questions. Read each statement carefully.
• Check each box next to each statement to certify that your 

organization meets that requirement
• All requirements must be met to continue participation in the CCFP
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Accessing the Renewal Screen
Section C:

• This section is where you will review and update information as necessary. 
(Note: Private Non-Profits will have to complete the Board of Directors 
Certification. Please see the Completing the Board of Directors screen 
training PowerPoint for assistance)

• C.1 allows access to the application and site screen. Please see the 
“Updating the Application” and “Site” screens training for instructions on 
updating these screens.
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Accessing the Renewal Screen

Section C:
• In C.2, upload documents ONLY if they have changed 

from previous years
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Accessing the Renewal Screen

• To access previous years renewals, click the Fiscal 
Year drop-down at the top of the renewal screen to 
select a previous year
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Accessing the Renewal Screen

Section C:
• In C.2, if changes are needed, 

click the Blank Forms/Documents 
link on the MIPS side menu to 
download a blank form
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Accessing the Renewal Screen

Section C:
• Once you have reviewed, updated, and submitted your 

application and site screens as needed, check the box next 
to C.1 and C.2 and click “Save” 
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Accessing the Renewal Screen

Section D:
• Read the portion in red in this section. The person 

submitting renewal MUST hold one of the positions listed, 
depending on the organization type
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Accessing the Renewal Screen

Section D:
• MIPS will autofill the full name (first and last name) of the 

person who is logged in and submitting renewal
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Accessing the Renewal Screen

Section D:
• Click the “Position Title” drop-down and select the title of the 

person who is logged in and submitting renewal
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Accessing the Renewal Screen
Section D:

• If a delegated authority is submitting the renewal, download, complete, 
sign and upload the Delegation of Signing Authority

• In this section, you may see a Delegation of Signing Authority form that 
was uploaded last year. If the form is still valid, you may not need to 
upload another form.
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Accessing the Renewal Screen
• Once you have completed all sections and reviewed the screen, click the green 

“Submit” button (this button will not appear until a Save button has been clicked)
• After successfully submitting the screen, you will see a green message alerting you 

that the form has been submitted
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Accessing the Renewal Screen
• If the Renewal screen has been retuned to you for correction, you will 

receive an email notifying you that correction is needed.
• Once you log back in to MIPS, you will see messages that you need to 

correct and resubmit your Renewal. Click the link to go back to the 
renewal screen to see the corrections required.
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Accessing the Renewal Screen
• If the Renewal screen has been 

retuned to you for correction, 
you may be required to reply to 
your approver before you can 
resubmit.

• Use the text box below the red 
“Contractor Action Needed” box 
to type your response.  

• Remember to make any of the 
required corrections, then click 
the “Resubmit” button at the 
bottom of the screen.

Required 
corrections are 
listed here
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Accessing the Renewal Screen

For any questions, contact:
Bureau of Child Care Food Programs

850.245.4323
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