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	BACKGROUND & PURPOSE:
Rhode Island Department of Education (RIDE), Child Nutrition Programs Specialists provide technical assistance, training, and monitoring of Institutions’ performance to ensure effective operation and administration of CACFP. This section outlines 7 CFR Part 226.6.

RIDE has established application procedures to determine the eligibility of new Institutions, renewing Institutions, and Sponsoring Organization facility applications. A goal of RIDE is to facilitate expansion of CACFP in low-income and rural areas.

RIDE will enter into written permanent agreements with Institutions that complete the application process. The agreement between the Institution and RIDE authorizing the Institution to operate CACFP must be maintained by both parties. Each year, the Institution must renew its application and all site applications on the Child Nutrition Programs online system (CNP Connect).
CACFP is a voluntary, Federally-funded program. By agreeing to participate, Institutions accept final administrative and financial responsibility for the operation of CACFP according to Federal and state laws, regulations, and policies.
To participate in CACFP, an Institution must submit information sufficient to document that it is financially viable, is administratively capable of operating CACFP, and has internal controls in effect to ensure accountability. Any new Institution must demonstrate in its application, that it is capable of operating in conformance with the above performance standards. RIDE must only approve the applications of those new Institutions that meet these performance standards and must deny the applications of those new Institutions that do not meet the standards.


	PROCEDURE:
After a potential applicant contacts RIDE and attends CACFP New Sponsor Training, the applicant must successfully complete the following steps in the application process within six (6) months of attending training in order to become an Institution in CACFP.
1. Fiscal Resources and Financial History
A new Institution must demonstrate that it has adequate financial resources to operate CACFP on a daily basis, has adequate sources of funds to continue to pay employees and suppliers during periods of temporary interruptions in CACFP payments and/or to pay debts when fiscal claims have been assessed against the Institution, and can document financial viability. A potential applicant must submit the Institution’s most current one year of financial records to RIDE via either email, fax, or USPS. Documentation must include:

· US Income Tax Returns or Form 990

· Income (Profit/Loss) Statements

· Balance Sheets

· Bank Statements for Prior 3 Months
· CACFP Financial Viability Questionnaire
Step 1 is waived for current NSLP and SFSP sponsors applying to sponsor At-Risk Afterschool Site(s) in CACFP.

If the Institution is new or has changed ownership and does not have one full year of records, they must submit actual financial records for the current time in business and the remaining one year’s information must be submitted as projections.

RIDE will submit the financial records to a grants and finance officer for review and approval. The applicant will be notified by RIDE when this process is complete or if additional information is needed to determine financial viability. If the records are approved, the applicant will be directed to start Step 2. RIDE will provide the applicant with the New Sponsor Information Form, Authorized Signatures Form, CNP Connect Delegation of Authority Form, and IRS Form W-9.
2. Required Documents for RIDE to Set Up CNP Connect Application Packet
The applicant must submit a completed New Sponsor Information form and the following documents to RIDE either via email, fax, or USPS mail:

· Authorized Signatures Form

· CNP Connect Delegation of Authority Form(s)

· IRS Form W-9

Once RIDE receives the documents listed above, the new applicant will be set up in CNP Connect, RIDE’s on-line application and claiming system. The applicant will be notified when this is complete and must login to CNP Connect and complete the Sponsor agreement and site menu(s).

3. Submit Completed Application Packet to RIDE
Institutions will be set up in CNP Connect as Independent Centers or Sponsoring Organizations (SO). Sponsoring Organizations are those applicants that have more than one site participating in the CACFP. The applicant must complete agreement and site menu(s) of the Application Packet in CNP Connect and in addition to completing the Application Packet in CNP Connect, must submit additional supporting documentation to RIDE. The additional documents are:

· One month of planned menus for all meal periods and age groups to be claimed for reimbursement
· Cover statement for news media release
· Copy of news media release sent out

· Federal Funding Accounting and Transparency Act (FFATA Reporting) form

· Signed and Dated CNP Permanent Agreement

· CACFP Policy Statement
· CACFP Certification Statement

· Unaffiliated Center Agreement(s) (if applicable)

Within CNP Connect, applications will also be required to upload the following documents: 

· Child Care or Adult Care License(s) (if applicable)
· 501(c)3 authorization form from the IRS (non-profit Institutions only)

· Copy of Food Service Contract (if applicable)

· CACFP Claiming Procedures

· CACFP Training Plan

· Board of Directors Listing (non-profits and for-profits with boards)
· Organizational Chart
· CACFP Principals Form
· Outside Employment Policy (Sponsoring Organizations only)
· CACFP Monitoring Oversight Procedures (Sponsoring Organizations only)
· CACFP Meal Disallowance Procedures (Sponsoring Organizations only)

· CACFP Parental Contact Procedures (Sponsoring Organizations only, if applicable)

· Protective Service Referral Policy (Sponsoring Organizations only, if applicable)

· CACFP Budget
The applicant must login in to CNP Connect to complete the application packet. 

The applicant must attach the additional documents listed above in the application packet in CNP Connect and email, fax, or mail the additional required documents prior to submitting the application to RIDE for approval. 
Once the packet is submitted for approval, RIDE program specialists will review the application for completion and for compliance with regulations and policies. Further information or clarification may be requested. Additional information or clarification must be received within 30 days after submitting the initial application packet. If when reviewing the application, RIDE determines the Institution has committed one or more serious deficiencies as outlined in 7CFR 226.6(c)(1)(ii), RIDE must initiate action to:

· Deny the new Institutions application; and

· Disqualify the new Institution and the responsible principals and responsible individuals.
If the application meets regulatory requirements, RIDE will schedule a pre-approval visit to observe the Institution’s operation. 
4. Pre-Approval Visit
New private non-profit and proprietary Institutions must receive a pre-approval visit by RIDE to confirm the information in the Institution’s application and to further assess its ability to manage CACFP.

During the pre-approval visit, RIDE will review one month of menus and supporting documentation, including attendance, meal counts, receipts, meal benefit applications, and any other required program records that have been completed by the Institution before RIDE staff arrives at the Institution. Applicants must implement all meal and record keeping requirements prior to the pre-approval visit or approval of the application will be delayed or denied. The pre-approval visit will include:

· Determination that facility(s) is/are viable for the type and number of meals for which the applicant requested approval

· Meal observation to ensure that food components, serving sizes, and meal service meet CACFP requirements

· Check of CACFP records and systems

· Review of meal benefit applications

· Compliance assessment of Civil Rights requirements

· Check for implementation of policies and procedures as submitted

· Technical assistance, as needed, to improve program quality

If corrective action is required from the pre-approval visit, RIDE will issue a notice of required corrective action and the corrective action must be submitted within timeframes as outlined in the letter.

RIDE will either approve or deny the application after receiving a complete application packet in CNP Connect and conducting a successful pre-approval visit. RIDE will notify the applicant of approval or denial. Denial of participation in the CACFP is an appealable action.

If approved, the Child Nutrition Programs Coordinator will sign the permanent agreement and send a copy to the applicant and the application within CNP Connect will be officially approved. Approved applicants will be able to claim meals for reimbursement beginning with the first day of the month in which the application is approved, or the first day on which appropriate CACFP records can be provided within the month of approval. In limited circumstances RIDE may approve Institutions to claim meals for reimbursement beginning the month prior to application approval if a delay in application approval was due to RIDE scheduling conflicts. 

While RIDE makes every effort to help a new applicant fulfill the necessary requirements to participate in CACFP, the ultimate responsibility for submitting all required application materials lies with the applicant. Applicants must complete this process within six (6) months from the date they completed training. If the applicant fails to complete this process within the six (6) month period, the applicant’s application will be denied and the applicant will be required to repeat the process from the beginning.
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