Chapter 1


Applying

to the 

Child and Adult Care Food Program

and the 
Annual Reapplication Process
Chapter 1 describes the application process for participation in the Child and Adult Care Food Program (CACFP), either as a new sponsor or as a renewing sponsor.  Eligibility requirements for the sponsor are described, including the requirement of the sponsor to provide evidence of administrative and financial capability to operate the CACFP.  Completion of the Application Packet with all its applicable forms, including a budget and management plan, is discussed.  An overview of the reapplication process is also described. 
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I. Policy 

Sponsors of day care homes must be viable, capable, and accountable and must meet specific eligibility requirements. 

II.
Procedure 

A. Physical Location.

1.  
If the sponsor’s headquarters is located outside the state of Washington, copies of all records pertaining to the CACFP in Washington must be maintained in an office located within the state of Washington at all times. 


2.
The location of this office, as listed on the application, will be verified during the 


pre-approval visit. 

B. Types of Eligible Organizations.
1. Public Agency.


a.
This is an agency administered by a city, county, state, federal (military), or 



tribal government.

b. 
 Public organizations may sponsor day care homes. 
2. Private Not-For-Profit Organization. 
a. The IRS must determine the sponsor to be a federal tax-exempt, private, not-for-profit organization. 

b. 
The sponsor must provide OSPI a copy of the formal determination of its tax-


exempt status from the IRS. 

c. 
Private not-for-profit organizations may sponsor day care homes. 
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I. 
Policy 

All day care homes operating under the auspices of a sponsor must meet specific eligibility requirements in order to participate in the CACFP. 

II. 
Procedures 


A. 
The day care home must be licensed by the appropriate child care licensing agency and copies of this license must be kept by the sponsor and available to OSPI at the time of the review or upon request.


B.
The day care home must provide non-residential child care services. 

C. The day care home is required to have at least one enrolled child, other than the provider’s own child(ren).

D. The day care home must not be on the CACFP National Disqualified List.
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 I. 
Policy 


To be approved as a sponsor, the agency must adhere to all requirements established by OSPI and show evidence of organizational and administrative capability and financial viability to operate the Child and Adult Care Food Program. 

II. 
Procedure 

A. A sponsor contractually accepts final administrative and financial responsibility for all CACFP program operations. 


B. 
A sponsor must directly manage the CACFP.  Subcontracting management of the program to another entity is not allowed. 

C. A sponsor must provide adequate personnel to manage the CACFP, monitor, and train its day care home providers.
D. Governing Board. 

1. The board shall establish, in writing, the purpose or purposes for which the institution 
is organized, and provisions for managing the business and regulating the affairs of the institution.  This written document shall be provided upon request to OSPI.  

2. A majority of the board shall have no direct or indirect financial interest in the activities of the institution nor shall any of the board’s voting members be related by blood or marriage to the institution’s personnel. 
3. No board member shall have been convicted of or found guilty of, or entered a plea of nolo contenderre to a felony in any jurisdiction, regardless of adjudication. 
4. Board members shall not vote on decisions regarding their own compensation or that of a related party. 
5. Minutes of board meetings shall be recorded and, upon request, made available for review by OSPI.

6.
Board members and other principals must initially attest to the fact that they have not been convicted of a business integrity related crime.  A lack of business integrity includes fraud, antitrust violations, embezzlement, theft, forgery, bribery, falsification or destruction of records, making false statements, receiving stolen property, making false claims, obstruction of justice, or any other activity indicating a lack of business integrity as defined by OSPI.  Principals must identify publicly funded programs in which they have participated during the past seven years. 

E. Administrative and Financial Capabilities. 
1. An evaluation of the sponsor will be completed by OSPI: 
a. During the preapproval visit for prospective sponsors.
b. During the review of the application, management plan, and budget.
c. On an as-needed basis. 

2. Prior experience in administering federal grants or a not-for-profit business will be 
included as part of the application process.

F.
Sponsors are prohibited from charging the provider a fee for the sponsor’s administrative services. 
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I. 
Policy 


The prospective sponsor must successfully complete the process established by OSPI to be approved as a sponsor of the Child and Adult Care Food Program.  During this application process, day care homes participating under an existing sponsor may not be recruited by another sponsor.
II. 
Procedure 


A. 
After requesting and receiving a FDCH initial application packet from OSPI, the following five steps must be completed to become a sponsor of day care homes. 


STEP 1—
OSPI will train the potential sponsor about how to complete the FDCH initial application packet including online and hard copy documents.

STEP 2—
The prospective sponsor must complete the FDCH initial application packet and return it to OSPI.

STEP 3—
If all necessary requirements are met and OSPI determines the information provided indicates there is a need for a new sponsor and the prospective sponsor is viable, capable, and accountable, a preapproval visit will be made to:
a. Evaluate systems that have been established (including, but not limited to, the accounting system, enrollment tracking system, and the serious deficiency process tracking system).
b. Assess the organization’s ability to correctly approve day care homes as either Tier I or Tier II.
c. Examine the physical space of the office location.
  


STEP 4—
If the sponsor receives approval, a training date will be scheduled.  The training must at a minimum include the designated official and the executive director if different.  At training, the approved sponsor will be given the Family Day Care Home Manual, relevant USDA regulations, FNS guidance, and an overview of the CACFP in day care homes accentuating important federal and state policies.

STEP 5—
The sponsor can conduct preapproval visits of potential providers and enter into sponsor-provider agreements. 

B. 
Prior to submitting the provider’s first claim, the sponsor must submit any new day care home providers’ applications online for approval by OSPI. 

C. After the sponsor has prepared their first claim, but before submitting the claim, the sponsor must call the OSPI specialist to schedule a First Claim Review.  The main purpose of this visit is to review the claim and ensure adequate documentation is available to support the claim. During this visit the OSPI specialist will review:
1. Sponsor’s first claim.
2. Family Income-Eligibility Applications.
3. Enrollment Forms.
4. Provider Site Applications (meal types and times). 
5. Tier Levels assigned to the providers.
6. Sponsor approved menus. 
7. Meal counts claimed by the sponsor. 
8. Administrative costs reported.
9. Sponsor edit checks.
10. Administrative Cost Calculation. 
11. Additional areas as needed. 


D.
The first claim will not be paid until the OSPI specialist approves it during the First Claim Review. 
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I. 
Policy 

The FDCH application packet includes many forms and requires a significant amount of information.  The application must be accurately completed prior to approval. 

II.
Procedure 

A. The following materials are required at the time of application:


1.
Agreement with OSPI (2 originals).
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2.
User Authorization Form.  (2 copies, one with original signatures.)


3.  
Administrative Budget.



4.
Management Plan and Documents. 



5.  
Equipment Inventory.



6.
Sponsor Information Form.



7.
Non-discrimination and Media Policy Statement.



8.
Sample Public Media Release. 



9.
Certification Regarding Lobbying.



10.
Procurement Standards.


11.
Vendor Registration and Direct Deposit Authorization.



12.
Request for Taxpayer Identification Number and Certification (W-9).



13.
Provider Enrollment Roster.



14.
IRS Form 990 or 990(EZ). (Government agencies are exempt.)



15.
Copy of IRS tax-exempt letter.



16.
Copy of B & O exempt letter.



17.
Copy of nonprofit status letter from Washington Secretary of State.



18.
OMB Circular A-133 Audit and Financial Statement (Copy only).  State, local, and federal governments such as schools, universities, and military organizations are not required to submit this document.  However, if exempt, a financial statement must be submitted.
B. Correct signatures must appear on all forms. 
1. The agreement must have the signature of the designated official.  The designated official is the signature of the individual with the legal authority and responsibility to assure the terms of the agreement are fulfilled by the organization. 
2. The Certification Statement for Board Members and Executive Director must be completed and maintained on file in the sponsor’s office.
3. Certification Statements required in the Management Plan must be signed by the designated official. 

C. Additional Detailed Documentation Requirements


1.  
The governing board listed in the Management Plan must show that the majority of the governing board is made up of individuals who are members of the community and who are not financially interested in the organization’s activities and are not related to organization personnel. 


2.
Unserved facilities or participants must be documented according to the following criteria:



a.
Recruited facilities are not currently participating or were recently terminated for convenience by another SO due to being outside the SO’s service area.



b.  
Recruited facilities have not been terminated for cause, have no unresolved serious deficiency pending with another SO, and do not owe any money to another SO.



c.  
OSPI has verified that other SOs are unable to accommodate the targeted facilities or the area(s) where it/they are located because:




(1)
The other SOs generate insufficient resources to properly train and monitor facilities.




(2)
Supervising additional facilities would threaten other SOs’ viability, capability, and accountability.


3.
Detailed documentation of financial viability (including, but not limited to, resources to withstand temporary interruptions in program payments or demand for repayment of funds as shown in audits, financial statements, bank statements).  Resources include, but are not limited to, additional funds available to administer the CACFP equal to at least one month’s administrative costs.


4.  
Detailed documentation of administrative capability (adequate staff to operate the program and provide supervision and monitoring of participating facilities).


5.  
Detailed documentation of program accountability (financial management system, record keeping system, and training capability).
D. The Initial Application Packet should be returned to: 
Office of Superintendent of Public Instruction 
Child Nutrition Services

PO Box 47200
Olympia, WA 98504-7200
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I.
Policy 


The CACFP agreement between the sponsor and OSPI must be submitted at the time of application and renewed every three years. 

II. 
Procedure 


A. 
The agreement between the sponsor and OSPI outlines each party’s responsibilities. 


B. 
The person signing the agreement must be the individual with legal authority to sign contracts for the sponsor.  (Refer to Section 1.5, II. B)  


C. 
The sponsor must submit two copies of the agreement with the Application Packet and both must contain original signatures. 


D.
One of the original agreements will be returned to the sponsor after OSPI has signed it. 


E.
The sponsor must keep their copy of the current agreement on file where it is easily accessible. 


F. 
The agreement cannot be assigned to another party.  
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I. 
Policy 


Sponsors must develop a CACFP Management Plan.  A comprehensive Management Plan must be submitted once every three years with the organization’s reapplication materials. During the interim years, the organization must submit the updates as necessary. 

II. 
Procedure


A. 
The comprehensive Management Plan must include the following information: 
1. Staffing and organization.

2. Responsibilities of the sponsor.

a.
Recruiting. 


b. 
Provider training. 


c. 
Staff training. 


d. 
Monitoring plan. 


e.
Recordkeeping system. 


f. 
Provider disbursements.


g.
Viable financial system. 
3. Tiering of day care homes. 


B.
The update documents must be submitted during interim years.  If significant changes occur, the sponsor must submit the Management Plan revisions when they occur as outlined on the comprehensive management form. 
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I.
Policy 


The sponsor must establish an administrative budget for each federal fiscal year. 

II. 
Procedure 


A.
OSPI determines the limits of a reasonable administrative budget, based on the number of homes sponsored by the organization, the duties of personnel, and the economic conditions in the community.  The approved budget places a limit on salaries, indirect costs, and other administrative charges to be paid with CACFP funds. 


B.
During any federal fiscal year, a sponsor’s administrative reimbursement cannot exceed their approved budget.  Amendments to the budget are approved when justified.  (Refer to Section 3.7) 

C. The administrative budget must include estimated annual expenses for the following budget categories and be supported by appropriate documentation and corresponding budget schedules: 

1. Salaries and employer taxes. 

2. Employee benefits. 

3. Equipment over $5,000. 

4. Supplies, office and equipment equal to or less than $5,000. 




5. Supplies, educational. 
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7. Printing, computer forms (such as Minute Menu forms).
8. Postage. 

9. Other supplies.
10. Office space/rental/lease. 

11. Equipment rental/lease. 

12. Telephone. 

13. B & O Tax.
14. Insurance premiums. 

15. Other services (contracted/professional services). 

16. Mileage.
17. Lodging.
18. Meals.
19. Other (instate and out-of-state).
20. Provider training.
21. Staff training.
22. State agency training.
23. An indirect cost plan, if indirect costs are being claimed.
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I.
Policy 


Sponsors must complete a FDCH Agreement and Site Application for each sponsored home.  The sponsor must keep a copy for their organization and give one to the provider. 
II.
Procedure 


A. 
The FDCH Site/Provider Application must include at least the following information: 

1. Identifying information for provider—name, address, phone number.
2. Provider tier status.
3. Date of birth.
4. Day care home license information. 

5. Age of children in care. 

6. Participation of provider’s own children.
7. Hours of operation.
8. Signature of sponsor.
9. Meal times.
10. Months and days meals are served.
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I. 
Policy 


All sponsors must update an application annually and complete a new agreement with OSPI every three years. 

II.
Procedure 


A. 
The CACFP operates on the federal fiscal year, which begins October 1 and ends September 30. 


B. 
Prior to the beginning of each contract year, OSPI will email a checklist of materials to be submitted or completed online.  


C.
The sponsor will submit changes to the Sponsor Application and the Site Applications via the Child Nutrition Program 2000 System (CNP 2000). 

D. The following items do not need to be resubmitted to OSPI unless there is a change, but must be kept on file at the sponsor’s office: 
1. Articles of Incorporation.
2. Proof of Tax Exempt Status.

3. Federal Employer Identification Number (FEIN) documentation.

4. Conflict of Interest and Ethics Statement.

E. When the reapplication packet is distributed, OSPI will provide notification of the date by which the packet must be returned. 
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I.
Policy 

Sponsors of day care homes may request a start-up or expansion grant. 

II. 
Procedure 


A. 
The amount of start-up and expansion grant funds available will be determined by the amount awarded to the state by USDA during a given federal fiscal year.  Start-up and expansion grant funds are used to develop or expand successful program operations in family day care homes in unserved areas.  An “unserved area” is defined as one in which a day care home may wish to participate but cannot because of a lack of a sponsoring organization in the area.

B.
Start-up Grant. 

a. Only current sponsors with 1 to 50 day care homes on their program are eligible to receive start-up grant funds. 

b. Sponsors are eligible for start-up grant funds only once.

3. 
The start-up grant amount received is determined by subtracting the number of active homes a sponsor has from 50 and multiplying that number by the current administrative rate.  For example, if a sponsor has 30 homes, then:  




50 – 30 = 20 x current administrative rate = start-up grant. 
4. There is no minimum or maximum number of homes that must be recruited in order to qualify for a start-up grant. 
5. Sponsors must justify the start-up grant requested as well as retain all receipts and documentation of expenditures.  

6. Any funds not spent on allowable start-up costs must be returned to OSPI by September 30.  Therefore, it is suggested that the request for funds be made early in the federal fiscal year to reach the goals desired. 


7.
At least 12 months must elapse between the completion of a start-up grant and the beginning of an expansion grant.  See Section C for information about expansion grants. 

C. Expansion Grant.

1.
Only sponsors with more than 50 day care homes on their program are eligible for expansion grants. 
2.
Expansion grants must be used to expand into rural and/or low-income areas. 


3.
Sponsors are eligible to receive expansion grants only once per fiscal year.

4.
There is no minimum or maximum number of homes that must be recruited in order to qualify for an expansion grant.

5.
Sponsors must justify the expansion grant requested as well as retain all receipts and documentation of expenditures.
 
6.
Expansion grants are calculated by multiplying the number of homes the sponsor wants to add (with a maximum cap of 50) by at least one month’s current administrative rate but by no more than two month’s current administrative rate.  


7.
Sponsors may annually request an expansion grant but each expansion grant must be justified and each expansion grant must target a different low-income or rural area. 

8.
Any funds not spent on allowable expansion costs must be returned to OSPI by September 30 of each year.  Therefore, it is suggested that the request for funds 


be made early in the federal fiscal year to reach the goals desired. 

9.
The amount of expansion funds ultimately received by a sponsoring organization may not exceed the amount actually expended by it.


10.
All expansion fund costs must be “allowable” per FNS 796-2, Revision 3.

11. At least 12 months must elapse between the completion of a start-up grant or an expansion grant, before the beginning of an expansion grant. 

D. Requesting a Grant.
1. The sponsor must submit an acceptable and realistic plan for recruiting day care homes to participate in the CACFP, including the activities that the sponsor will undertake and the time frame needed to complete.
2. The sponsor must request the type of grant (start-up or expansion), the amount of funds needed to implement their plan, and a budget detailing the documented costs which the sponsor will incur. 
3. When requesting an expansion grant the sponsor must submit documentation that indicates that the proposed expansion area meets the low-income and rural area standards described in the following:
a. Low-Income Area:  There are two methods used to determine whether an area is low-income—school data and census tract data.  For school data, 50 percent or more of the children enrolled in the school serving the children who live in the area must be eligible for free or reduced-priced meals under the National School Lunch or School Breakfast Programs.  A list of these schools may be requested from OSPI.  If a particular school has less than 50 percent of their children participating in the above programs but at least 40 percent, then census tract data may be used.  The census tract data must show that at least 50 percent of the children residing in an area are members of households whose income meets the income-eligibility guidelines for free or reduced-price meals. 

b. 
Rural Area:  Any area in a county which is not a part of a Metropolitan Statistical Area or any “pocket” within a Metropolitan Statistical Area which, at the option of USDA, is determined to be geographically isolated from urban areas. 


4.
Prior to the release of funds, the sponsor must enter into an agreement with OSPI to repay, upon demand by OSPI, any start-up or expansion grant funds not expended in accordance with the agreed upon expansion plan.
5. OSPI must consider the anticipated amount of expansion funding to be paid and alternate sources available to the sponsor for such purposes when evaluating the sponsor’s plans for expansion.
6. The timeframe for expansion funds may not exceed one year.
E. Competing Organizations.
1. Two eligible sponsoring organizations may expand into the same area as long as there is no overlapping of homes the sponsors are targeting.

2. In a case where the same homes are involved, OSPI will decide between the two sponsoring organizations.

3. Expansion funds cannot be approved twice for outreach to the same home.

F. Multi-State Sponsoring Organizations.
1. A multi-state sponsoring organization may be approved for expansion funds. Approval of such a sponsoring organization is done in accordance with all conditions applicable to their ongoing participation in the CACFP as well as those established for the use of expansion funds.

2. These sponsoring organizations may be approved to receive expansion funds in each state in which they operate.

3. OSPI will coordinate any such requests with the other participating state agencies to ensure program integrity.

G. Unlicensed Family Day Care Homes.
1. There is no prohibition against using expansion funds for outreach to unlicensed family day care homes.  However, this may not be the best use for these funds.

2. Unlicensed family day care homes may be unlicensed because the provider lacks the funds to make the modifications necessary to receive licensing and/or the provider lacks the funds to pay for the license and the necessary inspections. Further, family day care homes may remain unlicensed to avoid having to deal with the various agencies of government involved in the licensing process; therefore, plans for outreach to unlicensed family day care homes will be reviewed with these things in mind and only approved if the sponsoring organization provides a plan that adequately addresses them.

3. Other administrative funds may be used to assist providers in becoming licensed.
H. Second Round Expansion Funds.
1. It is expected that expansion funds to a sponsoring organization will be granted only one time.  However, if a sponsoring organization has satisfactorily expanded into areas for which it was awarded expansion funds in the past, it may apply for additional funds for expansion into other low-income and rural areas provided that one year has passed since the expiration of the time allotted to the sponsoring organization under its original expansion agreement. The application for additional expansion funding must justify the need for further expansion.

2. In addition to the original requirements for expansion grants, sponsoring organizations whose objective is to develop or expand program operations in unserved or underserved areas must consider a different area than their initial request.

3. The justification submitted for approval must be an acceptable and realistic plan for further expansion.
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