GENERAL INSTRUCTIONS

CHILD AND ADULT CARE FOOD PROGRAM (CACFP)

NEW ADULT CARE INSTITUTIONS

Make Copies!

Prior to completing this agreement, read the instructions carefully.  Use only the forms available 
in this packet or online at http://www.k12.wa.us/BulletinsMemos/bulletins2009.aspx.  Scroll
to Bulletin No. 035-09 to access the bulletin, instructions, and forms.  Outdated forms will not be accepted and may result in delay of approving the agreement.

Agreement Number/One Agreement Per Institution
The agreement number contains eight digits.  The first two digits are the county identifier.  The next two digits are the institution type.  The last four digits are assigned by the Office of Superintendent of Public Instruction (OSPI), Child Nutrition Services (CNS).

OSPI will continue the policy of one agreement per institution regardless of the type or number of programs operating.  

Agreement
When an agreement packet is received in our office, it is date stamped and reviewed for accuracy within 30 days of receipt.  If corrections are needed, the agreement will be returned.  An agreement cannot be approved until it is complete and accurate.  Refer to the checklist for the items that must 
be included with the agreement packet.  Training on program requirements and a preapproval visit are part of the process for new institutions.  
Definitions

The U.S. Department of Agriculture (USDA) has defined an institution as a sponsoring organization 
or independent center which enters into an agreement with the state agency to assume final administrative and financial responsibility.

The USDA has defined an independent center as a single center that enters into an agreement with the state agency to assume final administrative and financial responsibility for CACFP operations.  
A sponsoring organization is entirely responsible for the administration of two or more sites.

Institution Name and Nonprofit Status
The institution assumes administrative and financial responsibility for the program.  Proprietary 
(Title XIX) institutions must list the name of the institution on the agreement, rather than the name 
of the owner(s).  

Nonprofit institutions are required to send OSPI a copy of their Internal Revenue Service (IRS) tax-exempt status letter at the time of application granting them exemption according to 501(c)(3) of the Internal Revenue Code.  There is no need to submit this letter again unless there has been a change in the nonprofit status with IRS.  New nonprofit institutions must also submit a copy of the nonprofit status registered with the Washington Secretary of State.  Churches, city and local government, and military facilities are exempt from this requirement.

An institution is responsible for ensuring each site is a public nonprofit site with 501(c)(3) status.  Nonprofit status of the institution does not automatically ensure the site is also nonprofit according 
to 501(c)(3) of the Internal Revenue Code.

The name and address of the institution must match the name and address on the tax-exempt status letter from IRS.  If the name is not identical, notify IRS to update the tax-exempt letter.  The name on the approved agreement will be the one OSPI will use on all correspondence and vouchers. 
Mailing Address
All institutions must provide a mailing address that includes a street address in addition to a post office box, if used.  The street address is needed so that United Parcel Service can make bulk deliveries to your organization.  If only a post office box is indicated on the mailing address, OSPI 
will use the street location of the institution as part of the mailing address. 

All proprietary institutions whose corporate office is out of state, must also provide the name and mailing address of the person with corporate oversight.

Board of Directors

Governing boards are required for nonprofit organizations and for some corporations.  Limited Liability Companies (LLC) may have a board of directors depending on the type of LLC.  Public organizations, sole-proprietorships, and partnerships do not need to have governing boards.

The board of directors, comprised of people with interests in the development of both the organization and the community, provides critical oversight and accountability for your institution.  One of the major responsibilities of the board is to ensure compliance with regulatory requirements that apply to your institution.

The board of directors has many responsibilities.  These include ensuring effective organizational planning; ensuring adequate resources to fulfill the organization’s mission; and ensuring those resources are managed effectively.  Because of the governing board’s critical role in ensuring an organization’s accountability, it is essential that the governing board be apprised of its role in the management of the CACFP.

Information to Gather From Principals (Form SPI 1576)
Institutions need to establish a method of collecting relevant information from all of the principals.  
To help institutions collect the information regarding past performance and criminal convictions as well as the principals’ dates of birth, a prototype letter to board members, managers, supervisors, 
and corporations and a sample form to be completed by the individual is attached.  

All institutions must keep these forms on file.  Do not send the forms to OSPI.  The agreement includes the required certification statement noting the institution’s responsibility to obtain and maintain these forms.

Signatures
All forms requiring a signature must be signed in ink by the appropriate authority and the original submitted to OSPI.  Please ensure the agreement and all other forms are signed by the owner(s), executive director, board president, corporate president or agent of process, pastor, or the authorized person who can legally bind the organization in a contract.  Secretaries, cooks, and other staff generally are not considered the appropriate authority.  
If a proprietary center is owned by more than one person, all owners must sign all documents.  
If a proprietary center is owned by an out-of-state corporation, the out-of-state corporation authorized representative must sign all documents.

Nonpricing Program
The free and reduced-price policy statement is part of the agreement and is for nonpricing programs.  This means the institution does not charge separately for meals and that meals are included in the cost of care to the eligible participant. 
Changes That May Affect This Agreement
During the year, institutions must notify OSPI when the institution changes name, address, phone number; adds, drops, or moves sites; or when there is a new director or owner.  In certain cases, it may be necessary for OSPI to terminate the current agreement and issue a new application packet 
or update parts of it.  In general, revisions will need to be made on the User Authorization form, the Site Application, the Sponsor Information, and the Management Plan.  Once the agreement has been approved, an institution may update all information online with the exception of the User Authorization form.  A new User Authorization form must be submitted directly to OSPI for approval.

The institution must notify OSPI immediately in writing if they move, change names, sell the center, 
or are no longer in business and indicate the last day of meal service.  Meals may not be claimed at the new location until approved by OSPI.  Failure to comply with this responsibility could result in the recovery of funds.

User Authorization (Form SPI CACFP 1136 AUTH SIG)
The User Authorization form reflects those individuals who are authorized to submit claims electronically.  Claims will not be paid unless the name of the individual signing the claim has been submitted to OSPI on this form.  If an individual leaves the organization, a revised form must be submitted removing his/her name from the list of authorized signers and adding any new authorized user.  An e-mail address must be included.  User IDs and passwords should never be shared.
The User Authorization form also identifies the individual who has authority to make agreement changes online.  The authorized signatures are limited to three names for security purposes.  Institutions must identify whether the individual has access to make agreement changes or submit reimbursement claims.

The individual who signed the agreement must sign at the bottom of the User Authorization form.
Site Application (Form SPI CACFP 1269S-APP)
In the section, Site Information, be sure the site name and address are correct.  In the section, Program Type, choose adult center.

In the section, Meal Service Information, the starting and ending times of the meal service must be 
in 15-minute increments and must start and end on the quarter hours.  Round down for the starting time and round up for the ending time.  
Meal Reimbursement 

An institution may claim reimbursement for only two meals and one snack or one meal and two snacks per eligible participant per day.

A shift is two different seatings of the same meal service, for example, lunch at 11:45 a.m. and 
a second lunch at 12:30 p.m.

	Meal
	Time of Meal Service(s) for Meals to be Claimed

	Breakfast
	7:30–8:30 a.m.

	A.M. Snack
	10–10:30 a.m.

	Lunch
	11:45 a.m.–1 p.m.

	P.M. Snack
	2:30–3 p.m.

	Supper
	

	Evening Snack
	


Normal Meal Service Times
There must be at least an hour and a half between meal services.  Supper can begin no later than 
7 p.m. and must end by 8 p.m.  The following hours are normal meal service times:


Breakfast  
Up to 9:30 a.m.


A.M. Snack  
9–11 a.m.


Lunch  
11:30 a.m.–1:30 p.m.


P.M. Snack 
1:30–5 p.m.


Supper  
5–7 p.m.


Evening Snack  
7–9 p.m.

Sponsor Information (Form SPI CACFP 1269SI)
The contact information includes a title, phone number, fax number, address, an e-mail address, and date of birth.  Please ensure accurate information for the e-mail address as future correspondence may be sent via e-mail.  The date of birth is required for all contacts.  The application will not be approved without this information.
The ethnic/racial data that should be entered is the total number of participants enrolled in the CACFP at all sites.  The computer system will automatically calculate the data into percentages. 

In the section Audits, public school districts, educational service districts, colleges, cities, counties, and other municipalities, for-profits, and federal government agencies are exempt from completing this section and need only check the n/a box.  Tribal organizations and all other institutions must enter the ending date of the most recently completed fiscal year and the total amount of federal 
funds expended during that completed fiscal year.  Include all federal funds regardless of the source.  CACFP funds are federal funds and should be included.

It is very important to make sure that the fiscal year end date agrees with your most recently completed audit, if you are required to obtain an audit.  If it does not, we will contact you to 
verify we have your most recent audit report.  We will be expecting to receive the audit report 
that corresponds to the date you enter in this section if you are required to obtain an audit under 
OMB Circular A-133 requirements.
Civil Rights Compliance (Form SPI 1316 Civil Rights)
The requirements for civil rights compliance for adult care centers discuss institution requirements for compliance and collection of ethnic/racial data.  The center information can be taken from the Income-Eligibility Applications after the enrollment data study has been completed.  This information must be collected annually.  For your convenience, space is provided for recording this information on the Sponsor Information form.

The requirement for civil rights compliance includes provisions for the disabled.

Budget Information (Form SPI CACFP 1269B)

All new institutions must submit a budget.  If an organization has five or more sites, submit an organizational Financial Balance Sheet with the budget or OMB Circular A-133 for review.  

Regulations limit the amount of meal reimbursement that can be used to support administrative costs to 15 percent.  This means at least 85 percent of the meal reimbursement must support operating costs.  This requirement applies only to institutions with two or more sites and who use a portion of the meal reimbursement to cover administrative costs.  
Administrative costs are those costs incurred by an institution related to planning, organizing, and managing a food service under the CACFP and allowed by the state agency financial management institution.
Operating costs are those costs incurred by an institution in serving meals to participants under the CACFP and allowed by the state agency.  Operating costs include food purchases, labor related to meal service, nonfood supplies, and other miscellaneous costs related to the meal service. 

Financial Balance Sheet (Form SPI CACFP 1269FBS)

If there is an organizational OMB Circular A-133 audit, submit it with your application.  The purpose of the Financial Balance Sheet or the A-133 audit is to demonstrate the institution’s ability to manage program funds.  State, local, and federal governments, such as schools, universities, and military, are required to submit only a budget for review.

A sample Financial Balance Sheet is attached or you may use your institution’s form. 
Management Plan (Form SPI 1136MP)
All institutions must complete the Management Plan.  Sponsors of centers must have the equivalent of one full-time employee (FTE) performing monitoring duties for each 25–150 centers.  For more information, call the program specialist for your area.
Once your agreement is approved, changes may be made online.  If your organization is approved 
as an independent institution (one site only) and at a later date you add a second site, your classification will change to a center sponsor.  You will also need to update the Management Plan and the Sponsor Information.
Nondiscrimination and Media Policy Statement (Form SPI CACFP 1316MR)
Sample Public Media Release (Form SPI CACFP 1316 SAMP)

New institutions must complete the Nondiscrimination and Media Policy Statement.  New institutions must also submit a Public Media Release announcing availability of the CACFP.  A sample Public Media Release is provided in the attachments and must be returned with new agreements.  

Certification Regarding Lobbying (Form SPI CNS 280 LOB)

Disclosure of Lobbying Activities (Form SPI CNS 280F)
USDA regulations governing lobbying require that any entity entering into an agreement to operate 
a USDA program must complete and submit a Certification Regarding Lobbying.  Lobbying activities, if applicable, must be reported quarterly on the Disclosure of Lobbying Activities form.  

Licenses—Not Required for Adult Centers
The submission of a license for adult centers has been waived based on state standards for these programs that meet or exceed the federal requirement.
Food Service Agreement for Vendors (Form SPI CACFP 1136SA)
If contracting for vended meals, a signed copy of the enclosed OSPI Food Service Agreement for Vendors must be included with the CACFP agreement.  Institutions contracting with food service management companies must use this agreement.  (If you expect to bid for food services this year, timing may be critical.)

Procurement Standards (Form SPI CNS 1136PS)
All institutions must comply with the procurement requirements of federal regulation 7 CFR 226.22 and must include the Procurement Standards with the agreement.  CACFP regulations require that 
all institutions have standards that are followed when food, supplies, equipment, and other goods and services are purchased.  By adhering to the guidelines, you are assured of efficient and economical purchasing.  
Statewide Vendor Registration and Direct Deposit Authorization 
W-9 Request for Taxpayer Identification Number and Certification

Reimbursement payments are by electronic funds transfer (EFT) through the state's central accounts payable system managed by the Office of Financial Management (OFM).

You must complete two forms to register your organization in the OFM payment system. 

1. Statewide Vendor Registration and Direct Deposit Authorization form.
2. W-9 Request for Taxpayer Identification Number and Certification.
Your bank statement will show the deposit coming from "STATE OF WA-OFM."  If your institution 
has changes to its payment information (new bank account, address, phone number, or contact person) or questions about an EFT payment, you must contact OFM directly for assistance.  OFM has a vendor help line (360-664-7779) that is staffed from 8 a.m. to 5 p.m., Monday through Friday, 
to assist you in making changes, completing forms, or obtaining additional information regarding specific payments.

New institutions must submit both forms to OSPI before the agreement can be approved.  Once the agreement has been approved, institutions do not need to complete this form unless there are changes.

Income-Eligibility Application (Form SPI CACFP 1316IEA)
Regulations require updated family size and income-eligibility information be obtained annually for 
all participants in the program for whom reimbursement is claimed in the free or reduced-price categories.
Income-Eligibility Applications (IEA) are valid for one year from the date of signature by the adult participant, adult household member, or legal guardian.  If an IEA expires during the study month period, a new IEA must be completed.  Institutions will also need to reproduce the Sample Letter to Adult Participant, Adult Household Member, Legal Guardian.  This letter must be provided with the IEAs.  Centers cannot collect applications at a point after the study month to retroactively incorporate eligibility data into their claiming percentage rate.  
All IEAs must be current (not more than one year old) and evaluated against the most recent USDA income-eligibility guidelines.  The IEAs must be completed and signed by the adult participant, adult household member, or legal guardian.  This means filling out all pertinent sections including the date.  All adult participants for whom an IEA is not returned by the end of the study month must be placed on the Enrollment Roster in the above-scale category.  
Food Distribution Program on Indian Reservations
Households participating in the USDA Food Distribution Program on Indian Reservations (FDPIR) may enter that information in place of the Medicaid Washington Basic Food (WBF) number in the space provided on the Enrollment Roster.  Tribes participating in the FDPIR are Hoh, Colville, Lummi, Makah, Quileute, Quinault, Spokane, Yakama, Small Tribes of Western Washington, and South Puget Intertribal Council.

Proprietary (For-Profit) Center
Proprietary centers (for-profit centers) may participate in the CACFP if at least 25 percent of the total enrolled adult participants are Title XIX recipients.  Each center must meet this eligibility requirement to be approved.

In determining its percentage of Title XIX recipients, proprietary centers may not “round up” the calculations to reach or exceed the 25 percent level.

Enrollment Roster (Form SPI CACFP 1316ENR)
The total enrollment includes drop-ins and those present, even for an hour, during the entire month.  See the Instructions for Collecting and Reporting Enrollment and Income Eligibility.
Include all participants present and enrolled during the study month except those not eligible to participate in the program.  For an institution with more than one site, ensure each participant is 
listed only one time.  Do not include participants on the roster unless claiming meals.  For example, 
if a participant receives only a tube feeding and is not claimed by the institution, do not list them on the roster.  “Drop-in” adults who eat meals at the center but are not registered to receive care at the center are not “enrolled.”  Center volunteers, regardless of age, who help with meal service or other center activities cannot be considered enrolled in the center for purposes of receiving reimbursement

unless they are actually registered at the center with an individual plan of care and meet CACFP eligibility requirements.

Title XIX status does not automatically qualify a participant in the free category.  An Income-Eligibility 

Application must be on file and completed correctly before meals served to participants may be claimed in either the free or reduced-price category.  Separate Enrollment Rosters are required by the proprietary institution for each site.  Keep these Enrollments Rosters for each month to support the claim for reimbursement.  Each site must meet eligibility requirements in order to be claimed for reimbursement.  

Claim Month Certification of Eligibility

Separate Enrollment Rosters are required by the proprietary institution for each site.  Each site must meet the Title XIX eligibility requirement in order to be claimed for reimbursement.  Keep these Enrollment Rosters for each month to support the claim for reimbursement.

Site Application (Form SPI CACFP 1269S-APP)
If a Title XIX site does not meet the eligibility requirement, the Site Application will not be approved for participation.  A new study month that includes all sites must be submitted whenever a new site is added.

Making Enrollment Changes
When making changes to the study month data, enter updated information on the next claim.  
You must maintain supporting documentation for the new study month.  This includes a current Enrollment Roster, Income-Eligibility Applications, and Title XIX documentation.

Changes may be made any time during the year, if there are significant changes to the center enrollment.

Adding Sites and/or Meal Service
When adding a new site(s): 

· Contact your program specialist so that a new online Site Application can be added.  

· Revise the Management Plan online. 

· Update the Sponsor Information online. 

· Complete a revised study month.  

· Enter the results of the new study month on the next claim for reimbursement.  

Meals may not be claimed for a new site until the new site has been approved by OSPI.  Failure to do so will result in recovery of meal reimbursement for all meals claimed at the new site prior to approval by OSPI.

Whenever adding or deleting meal or snack services after the original completed Site Application has been approved, you must revise the Site Application online prior to the effective start date.  OSPI will review the information prior to approval.  

A Site Application revision anytime during the month will be effective the first of the month.  

For example, if the revised site application is submitted online by May 25 and is accurate and approved, the site application will be effective May 1.
Meal Requirements (Form 1316)
Follow the attached general guidance included with this application for meeting USDA meal pattern 
to avoid losing reimbursement due to disallowed foods or meals at the time of the program review 
of your site(s).

Records

All institutions must keep records for three years plus the current year.  If the institution does not maintain production records, they must be able to show that a sufficient quantity of food was purchased to meet regulatory requirements.

If an institution is sold, the former owner is responsible to maintain records for possible audits in the future.

Required Training—CACFP Program Requirements Workshop Attendance Record 
(Form SPI CACFP 1269 ATTEND)

All new institutions/owners are required to attend training on program requirements prior to approval of the agreement and annually thereafter.  Evidence of attendance at required training must be submitted with the agreement application.  New staff are encouraged to attend training.

Preapproval Visits of Institution

All new private nonprofit institutions and proprietary institutions are required to have a preapproval visit prior to approval of the agreement.  No agreement will be approved until new institution staff have attended the workshop on program requirements during the current fiscal year and a preapproval visit has been conducted.  The preapproval visit must occur before the application is mailed to OSPI for approval.
Miscellaneous

A number of attachments are included for your internal use.  Do not return them with your application.

If you have any questions on how to complete the forms, please contact the program specialist for your area.

Celia Kennedy
360-725-0433 
celia.kennedy@k12.wa.us

Jennifer Mitchell

360-725-6201 
jennifer.mitchell@k12.wa.us

Judy Larsen 

509-575-2427 
judy.larsen@k12.wa.us

Molly Gleason 

360-725-6207 
molly.gleason@k12.wa.us

Nicki Christoferson 

425-771-6032 
nicki.christoferson@k12.wa.us

Terri Adolfson 

509-789-3542 
tadolfson@esd101.net
OSPI/Child Nutrition Services
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