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Please route to:

	(  Center Director
	(  Cook
	(  Business Manager

	(  Board of Directors
	(  Owner (for-profit centers)
	(  Authorized Representative


DATE:

June 27, 2013
TO:
Child and Adult Care Food Program (CACFP) Center-based Institutions 

FROM:

Robin Holz, Lead Consultant - Centers


Bureau of Nutrition and Health Services

SUBJECT:
CACFP Fiscal Year 2014 Application Renewal Instructions 

Carefully read and follow all instructions.  If you do not wish to continue participation in the CACFP, contact the State agency as soon as possible.  Instructions to access and update online documents are attached (see “Making Changes to Online Documents”).
All documents except center sponsor budgets and sites with expired licenses/approvals (as of 10/1/2013) will roll over approved.  Center sponsors are required to submit new budgets annually.  You are responsible for reviewing each document and will be required to certify that the information on each document is current and correct.  You will not be able to submit a claim in the new fiscal year unless you have completed the certification statement.

All CACFP participants must complete the following by August 30, 2013:
1. Review and update any information that has changed on the institution application.  

Instructions for ethnic and racial data: 

· Enter the actual number of CACFP participants under Ethic Data and Racial Data in the fields provided.  You must click “Calculate Ethnic/Racial Totals & Percentages” to complete the update.
· The total number of participants reported should be the same for Ethnic Data and Racial Data. 

· Ethnic and racial data should be collected on the CACFP enrollment form.  If your organization is not required to collect CACFP enrollment forms, you may do a head count or use income applications to collect this information.  (Emergency Shelters, At-Risk Programs and Outside School Hours Child Care Centers are not required to collect enrollment forms.)  In order to meet the 8/30/2013 deadline it is acceptable do a head count to obtain initial racial/ethnic information for the new fiscal year, then update the application online after the actual data has been collected.   If you do a head count, be sure to record the information by participant and keep it on file.  Racial and ethnic information must be kept confidential, and documents must be kept in a secure location with restricted access.  As with all CACFP records, racial ethnic source documents should be kept for three years plus the current year.

Complete the certification statement that states all information:

· Is current and accurate in the center institution application, site application(s), management plan and budget.

·  Has been reviewed by the Institution’s board president, owner or executive director.  

If you submit the institution application but do not complete it, or do not complete it correctly, the application will become unapproved.
2. Review and update any information that has changed on each site application

3. Review and update any information that has changed on the budget.  (If the budget rolled over approved, you must click “Add” to make changes.)
4. Review and update any information that has changed on the management plan.  (If the management plan rolled over approved, you must click “Add Pan” to make changes.)

5. Obtain Updated 2014 Documents from Form Download (all should be available after 7/1/2013)
· Go to https://www.edinfo.state.ia.us/cnp/frameManager.asp 

· Log in with your user ID and password

· Click Application

· Click Institution Application

· Click 2014, then “Next”

· The page that displays is the “Go Menu”

· Form Download is the last item on “Go Menu.”   Click the green “Go” button to view the list of documents in Form Download.

· Click PDF or Zip to open a document.  (Zip documents can be typed in and/or modified.  Some documents are only available in PDF.)
· READ CAREFULLY AND FOLLOW THE INSTRUCTIONS BELOW FOR EACH DOCUMENT:

	Form Download ID number
	Name of Document 
	Instructions

	CACFP 001 
	CACFP 47 Center Institution Permanent Agreement
	· Review as a reminder of what you have agreed to do as a CACFP participant.  
· Any new directors or board officers who have started since the last application renewal should review the document.  


	CACFP 002 
	CACFP CNP-121 Non-school FS Contract
	Updated

· If you purchase meals from a non-school vendor, download a Food Service Contract (CNP-121). 

· Complete the form and make two copies.  

· Return the original copy to the State agency.
· Keep a signed copy for your files. 

· Ensure the vendor has a signed copy. 



	CACFP 003 
	CACFP CNP-120 School FS Agreement
	Updated 

· If you purchase meals from a school vendor, download a Food Service Agreement (CNP-120). 

· Complete the form and make two copies.  

· Return the original copy to the State agency. 

· Keep a signed copy for your files.
· Ensure the school has a signed copy.



	CACFP 005 
	Building for the Future Brochure
	· The brochure must be provided to families upon enrollment.




	CACFP 006 
	CACFP Appeal Procedures 
	Updated 

Available if you are asked to repay funds or if we propose to terminate your CACFP agreement.



	CACFP 007 
	2013-2014 CACFP Income Eligibility Guidelines
	Updated

· Print a copy.

· Use to approve any new income applications received on or after 7/1/2013.  

· You do not need to re-evaluate income applications already on file.

	CACFP 008 
	2013-2014 CACFP Center Non-pricing Parent Letter, Iowa Eligibility Application and Instructions
	Updated

· Child Care Organizations - print the appropriate forms.

· Attach the non-pricing parent letter to the Iowa Eligibility Application if you do not have a separate meal charge.  Attach the pricing parent letter to the Iowa Eligibility Application if you have a separate meal charge.  

· Use for newly enrolled families starting on or after July 1, 2013.  

· We recommend you distribute the income application and cover letter to all families in late August or early September.
· Head Start Organizations must distribute the back of the income application to all families so they may decline having their names reported to Hawk-i for low or no-cost medical assistance.  

· Available in Spanish (CACFP form 024)

· Additional translations of the Parent Letter and income application are available in multiple languages at: http://www.fns.usda.gov/cnd/Care/Benefit_Forms/Translations.htm 
· Do not distribute the instructions to families, they are for center use only.

	CACFP 009 
	2013-2014 CACFP Center Pricing Parent Letter, Iowa Eligibility Application and Instructions
	· 

	CACFP 010 
	CACFP Civil Rights Complaint Procedures and Form
	Use if you receive a civil rights complaint.

	CACFP 011 
	2013-2014 CACFP Adult Day Care Letter and Income Application
	Updated

· Adult Day Care Organizations - print the updated forms. 

· Use for newly enrolled participants starting on or after July 1, 2013.  

· We recommend you distribute to all households in late August or early September 2013.

	CACFP 012 
	CACFP Enrollment Form
	· Print, copy and distribute to families annually at the end of August or early September.  

· The bottom half of this form must be filled out for infants 0-12 months of age.  Record the type of infant formula you will offer before the form is distributed to parents.  

· Available in Spanish (Form CACFP 030). 

· This form is not required for Adult Day Care Centers, At-Risk Meal Programs, Outside School Hours Child Care, or Emergency Shelters.

	CACFP 013 
	Media Release for Non-pricing Centers
	Updated

· Print a copy annually. 

· Use the non-pricing form if you do not have a separate meal charge.  Use the pricing form if you have a separate meal charge.  

· Complete and send to local media outlet(s).  

· Keep a copy on file at your center.  Record the media outlet contacted and date of contact on the form.



	CACFP 014 
	Media Release for Pricing Centers
	

	CACFP 015 
	Request to Change Authorized Signers
	Complete and send to the State agency only if there is a change in the person who submits the claim for reimbursement.



	CACFP 017 
	FY14 Child Care Centers Calendar
	Updated

· Print a copy.  

· Post by your computer.

· Lists claim due dates, CACFP workshops and reminders.

	CACFP 018 
	ICAVES Directions
	Print if needed

	CACFP 019 
	FY14 ICAVES (Certification) available in ZIP file only
	Updated

· Use this Excel program if desired to calculate the free and reduced-price eligibility on the Iowa Eligibility Application.  

· Open the worksheet, click on “Options”, click on “Enable this Content”, then “OK”

	CACFP 020 
	Instructions for Submitting Free and Reduced Information to hawk-i
	Child care centers will receive a memo with instructions in the fall.

	CACFP 021 
	hawk-i Contract
	Child care centers will receive a memo with instructions in the fall.

	CACFP 022 
	Sponsored Adult Care Center Site Review Form
	Updated

· Adult care center sponsors-print a copy.
· Use to conduct monitoring reviews conducted on or after 7/1/2013.

	CACFP 023 
	Household Contacts Memo, Procedures and Forms (for sponsors)
	Child care only-use if needed to conduct household contacts.

	CACFP 024 
	Spanish - Center Pricing and Non-Pricing Parent Letter, Iowa Eligibility App, Adult Care Income App & Household Letter
	Updated

· Use if needed for Spanish speaking child care households.

	CACFP 025 
	Team Nutrition Enrollment Form
	Complete and send to Patti Delger if your center is not a Team Nutrition Program and wants to enroll.  Benefits include eligibility for grants when available.

	CACFP 026 
	Sponsored Center Site Review Form
	Updated

· Child care center sponsors-print a copy

· Use to conduct monitoring reviews conducted on or after 7/1/2013.

	CACFP 028 
	Suspension Appeal Procedures
	Available if your CACFP participation is suspended due to false claims or conditions at the center that threaten the health or safety of participants or the public.

	CACFP 029 
	Allergy/Exception Statement (Spanish)
	Use if needed for Spanish speaking households.  Available in English (Form CACFP 034).

	CACFP 030 
	CACFP Enrollment Form (Spanish)
	Use if needed for Spanish speaking child care households.  Available in English (Form CACFP 012).

	CACFP 032 
	Sponsored At-Risk Center Site Review Form
	Updated

· At-Risk Meal Program center sponsors-print a copy.
· Use to conduct monitoring reviews conducted on or after 7/1/2013.

	CACFP

033
	Steps to Success Workshop
	Updated 

· Lists upcoming Steps to Success workshop dates and locations


	CACFP 034
	Allergy/Exception Statement (English)
	Use if needed.  Available in Spanish (Form CACFP 029).


6. WIC Outreach Materials:  Centers that serve families of children age 0-5 years are required to make WIC information available to families.  Order WIC income guidelines pads from: http://healthclrhouse.drugfreeinfo.org/. There is no charge for these materials.

7. License, Certification/Accreditation, or Health/Safety Inspection Documents: send only if the center DHS child care license, adult day care certification/accreditation, or the institution’s health/safety inspection expires on or before 10/1/2013 and it has not already been sent to the State agency.  
Workshops:

1. Income Application Q&A and CACFP Application Renewal workshops are scheduled for July 17, 2013 (flyer attached).  Training on income applications is from 8:30 am to 10:00 am.  Application renewal procedures will be presented from 10:15 am to11:15 am.  Application renewal topics will include a review of the online documents that must be updated or submitted, annual tasks to be completed, and procedures to follow.  Attendance is optional but counts for CACFP training.

2. 2014 Steps to Success Workshops for Center Organizations.  If you have a new director or new CACFP staff, completing the Steps to CACFP Success workshop is highly recommended.  New CACFP authorized representatives responsible for overall CACFP operation are required to complete the workshop sessions applicable to your organization.  Cooks, infant room staff, and staff that submit the claim or who are responsible for financial documentation may take the session(s) that apply to their CACFP duties.  All workshop sessions are now offered online.  Some sessions are still offered over the ICN.  The training flyer includes more information and is available in form download (CACFP 033) or at the website below.  

3. Find all CACFP workshop information at http://educateiowa.gov: click on A to Z Index, click on N, then click Nutrition Training Events.  To register: click on the calendar (top right of screen), find the workshop by date on the calendar, click on the training and follow the directions.  

The application renewal deadline is Friday, August 30, 2013.  All required FY-2014 CACFP application renewal documents must be received by this date.

Send hard copy documents to:

Robin Holz, Lead Consultant - Centers

Bureau of Nutrition and Health Services

Iowa Department of Education 

Grimes State Office Building

400 East 14th Street

Des Moines, IA  50319-0146

Make and retain a copy of all hard copy documents sent to the State agency.  Feel free to contact me at (515)281-3484 or your area consultant if you have questions or need further information (contact information attached).

Please do not call the State agency to ask if we received your application.  Your consultant will contact you if anything is missing or incomplete.

Sincerely,
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Robin Holz, CACFP Lead Consultant - Centers
Phone: (515) 281-3484

Email: robin.holz@iowa.gov 
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