
Important Things to Keep in Mind
1. All centers/facilities must be open and operating during the study month.   A study month is one calendar month or 30 consecutive calendar days to include weekends and holidays.
2. Adults living in residential facilities, such as assisted living or retirement centers or nursing homes are not eligible and must not be listed on the enrollment roster.  

3. Adult participants should not be listed on the enrollment roster if they are not claimed for reimbursement.

4. Only those eligible adult participants in attendance during the study month should be on the enrollment roster.  

5. In lieu of collecting IEAs, the institution may list on the enrollment roster the name of the adult in attendance and the type of assistance, (Medicaid, SSI, WBF, or FDPIR), the eligibility date of assistance, the case number or identification number (FDPIR), and categorize the participant as free. 

6. List all other eligible adult participants in attendance during the study month on the enrollment roster in alphabetical order and in the correct category.  Put the IEAs in alphabetical order to match the adults listed on the enrollment roster.   
7. For an institution with more than one center/facility, ensure each adult participant is listed only once on the enrollment rosters. 
8. A copy of the enrollment roster must be kept on file for each study month that is completed.
9. A Medicaid number is not the same as a Medicare number.

10. An authorization number is not the same as a case number.
11. A social security number is not a case number except in some cases in the Food Distribution Program on Indian Reservations ( FDPIR).  

12. IEAs are valid for one year from the date the eligible adult participant or household member or guardian signed the form.  If an IEA expires during the study month, the 

adult participant or household member or guardian must complete a new IEA.  
13. If the household has no income, they need to list “zero” or “0” on the IEA, in PART 2.  

If another study month is conducted during the fiscal year (more than 45 days after the adult participant or adult household member or legal guardian signs and dates the IEA reporting zero income), there must be another IEA completed for that household.  Otherwise, the household must be categorized in the “above-scale” category.

14. When other people are living in the adult participant’s household, their income must be included in the total monthly income reported if they are considered part of the same economic unit.  An economic unit is one in which the household members pool money together to pay for rent, utilities, food, etc. 

15. You may need to clarify frequency of reported income with the adult who signed the IEA to ensure an accurate income determination has been made.  

16. The IEA may be signed using one of the methods listed below:

a. With the personal signature of the adult participant and date signed.
b. With the personal signature of a household member/relative who has power of attorney (adult household member) for the individual listed in PART 1 and the 

date signed.

c. By a court assigned “guardian” (authorized representative or legal guardian).  
If the court has declared the individual listed in PART 1 to be incompetent, a legal guardian may be assigned to oversee his/her business and legal affairs.  The assigned legal guardian’s signature must also be dated.  A court assigned guardian need not list his/her social security number on this form.  However, the eligible adult participant’s social security number must be listed in PART 2.

17. To be eligible to claim meal reimbursement, proprietary (for-profit) institutions must ensure each facility meets the following criteria and completes an Enrollment Roster on a monthly basis to prove eligibility to participate.

25 percent of the participants enrolled in care are eligible for Title XIX funding.

When sponsors have one or more facilities that do not qualify in a month, they must not claim the meals at that facility.  Once the facility again qualifies, meals may be claimed.

18. Title XIX eligibility does not mean an adult is categorically eligible for free meals.  
It allows the proprietary (for-profit) center to determine monthly, if it is eligible to participate in the CACFP.
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