
Adult Daycare Centers FY17 

RENEWAL TRAINING   



Training Topics 
• Application Process 

• VCA/Financial Administrative Form 

• Management Plan/Budget 

• Training Topics 

• New Meal Pattern 

• Common Findings  

• Best Practices 

• NDL 



FY 2017 Application Process 

• Renewal applications for FY 2017 are due October 1, 2016. 
Applications can be submitted early. Remember that 
applications are reviewed in the order in which they are 
received.  

 

 

 

• Renewal applications will no longer be submitted by mail 
or delivered to the ADE office. 

 



Application and Resource Materials 

• The application checklist and a few of the required forms 
have been converted to fillable PDF forms. Therefore, all 
applications are to be submitted to the ADE via the CACFP 
inbox, CACFP@azed.gov 

 

• Download and save the forms to your computer. Once the 
forms are saved they become fillable.  

 

 

 

mailto:CACFP@azed.gov


Application and Resource Materials 

• When emailing the information, please type the name of 
the organization in the subject line and FY 2017 Renewal.  
Attach the requested fillable and non-fillable forms to the 
email. Ensure that the file names match the name of the 
document as it is listed on the FY2017 Renewal Application 
Checklist. You may need to send multiple emails.  

 

• Examples of non-fillable forms: organization chart, 
outside employment policy etc.  

 

 

 



Application Website 

•  http://www.azed.gov/health-nutrition/2017-
cacfp-renewal/ 
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Application Website 



Application Checklist 

Blue text 
indicates a 

Hyperlink to 
the fillable 

form 



Sample Email Format 



Approval Process 

• Once the application packet has been approved by the 
ADE, your CACFP specialist will contact you to submit your 
online site and sponsor applications via the CNP Web. Do 
not submit your online application prior to your specialist 
contacting you. Once approved, the CNP Web will send 
you a confirmation email.  You are only eligible to claim 
meals after your application is approved. 

 

• If you need assistance submitting your applications or 
claims on the CNP Web, please refer to:  CNP Web Training 
Video that can be accessed on the Arizona CACFP 
homepage. 

 

 

 



Approval Process 

• Within 30 days of receipt of a complete CACFP application, 
ADE will notify the applicant of approval or disapproval.  

 

• Sponsors must be certain that their application has been 
approved before submitting any FY 2017 claims. 

 

 

 



Application Card 

 

 

 

 

 

 

 

 

Don’t Leave Without It! 



Training Certificate 

• ADE staff must confirm attendance for all summit 
attendees in the new Calendar of Events system. This 
could take 1 – 2 weeks.  Afterwards an email will be sent to 
the email address listed in the attendees registration.  The 
email will contain a link to the renewal summit survey.  
After taking the survey, you will be able to login into the 
Calendar of Events and download your CACFP Renewal 
Summit Training Certificate. 

 

 

 

 

 

 



2-What does is VCA mean? 
• Federal regulations require all participating institutions to be 

financially Viable, to be administratively Capable, and to have 
internal controls in place to be Accountable for program funds and 
compliance with program requirements. 

• ADE will now require all sponsors to submit a Financial 
Administrative Form (FAF-101). 



10-Management Plan/Budget 
• Operating Costs 

• Food Costs-min 50% 

• Costs of nonfood supplies 

• Food service labor 

 

• Administrative Costs 

• No more than 15% of reimbursement 
may be spent on administrative costs 

• Administrative costs 

• Labor 

• Preparing monthly claim 

• Completing F/R/P application 

• Maintaining rosters 

• Monitoring 

• Required for sponsors with two or 
more centers  

 

 



Costs  
• Allowable  

• Creditable foods served to the 
participants 

• The cost of obtaining food used in the 
CACFP meal service 

• Non-food supplies used in the meal 
service including paper towels, 
dishwashing detergent, sanitizers, 
cleanser, napkins, plates, cups, and 
utensils  

• Unallowable  

• Food purchased for personal use 

• The value of donated food 

• Non-food supplies such as toilet 
paper, water, toothpaste, and 
supplies for arts and crafts 

• Interest expense 

• Returned check fees 

• Loans for any reason from the CACFP 
account 

• Food served to participants at times 
other than meal times 



11-16: Training Requirements  
• All staff must be trained annually on the following CACFP topics: 

• Meal Pattern 

• Meal Count Procedure 

• Recordkeeping 

• Claims Submission 

• Reimbursement System 

• Civil Rights 

Annual training documentation must be on file i.e. sign in sheets, agenda, 
and training materials. 

All required CACFP forms are located on the ADE website and must be used 
unless otherwise approved by ADE in writing.  

 



New Meal Pattern 
• Providers must continue following the current meal pattern 

• The USDA has not authorized early implementation of any of the 
new requirements that would defer from the current meal pattern 

• USDA will issue guidance as to when and what pieces of the new 
meal pattern can be implemented   



Common Findings  
• Serving within your approved meal times 

• Serving non creditable items  

• Point of service 

• Meal counts 

• Eligibility  



Point of Service Meal Count Sheet

 MONDAY  TUESDAY  WEDNESDAY  THURSDAY 
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A,Jake √ √ √     √ √ √     √ √      √ √   
B,Maddie   √ √      √ √      √ √      √ √ 
C,Carrie √ √ √ √    √ √ √ √    √ √ √ √    √ √ √ √ 

D,Michael  √ √ √     √ √ √     √ √ √     √ √ √ 
E,Tyson √ √ √ √    √ √ √ √    √ √ √ √    √ √ √ √ 

                          

                     

     

Totals 3 4 5 2    3 4 5 2    3 4 4 2    3 4 4 2 
 

 



Are all these menus creditable? 
Monday  Tuesday Wednesday Thursday Friday 

Breakfast Oatmeal 
Strawberries  
Milk 

Pancakes 
Bananas 
Milk  

Scrambled 
Eggs 
Toast 
Cantaloupe 
Milk 

Waffles 
Bacon 
Milk 

Bagel w/jelly 
Peaches 
Milk 

Lunch Baked 
chicken 
pasta 
Broccoli 
Mandarin 
oranges 
Milk 

Lasagna 
Side salad 
Pears 
Milk 

Salmon 
Asparagus 
Fruit cocktail 
Milk 

Beef tacos 
Lettuce 
Tomato 
Green beans 
Milk 
 

Peperoni pizza 
Spinach salad 
Grapes 
Milk 

PM Snack Banana cake 
Coffee  

Cheese 
quesadilla 
 

Zucchini 
bread 
Milk 

Turkey & 
Cheese 
Crackers 
 

Carrot sticks 
Yogurt dip 



Best Practices/Share Your Tips 

1    Management Plan 
2    Procurement Standards/Guidelines 
3    Organizational Chart 
4    Renewal Training Certificate 
5    Civil Rights Pre-Award & Data Collection Forms 
6    DHS License 
7    Food Handler Cards 
8    Food Safety Manager Card 
9    Food Svc Vendor Contract and Payments to Vendor 
10  CACFP Annual Staff Training & Civil Rights Training  
       (Attendance roster, agenda/materials) 

11 CACFP Policies and Procedures 
12 Administrative Review Procedures 
13 Procedure for Complaints of Discrimination 
14 Permanent Agreement 

 

15 Tab CACFP Binder with: 



The National Disqualified List 
• Sponsoring organizations need eAuth level one clearance 

An account with Level 1 access allows the user to enter USDA 
Web site portals and  

applications that have been determined to have minimum 
security requirements or  

restrictions. 

Note: Level 1 access is limited to certain areas of the USDA 
agency websites and does not  

allow you to conduct official electronic business transactions 
with the USDA via the internet 

  

  

 



eAuthentication 



Create an Account 
 



Create an Account 
 



Confirm Account 
• Confirmation 

• Within seven (7) days, you will then receive a confirmation email from the 
USDA asking you to respond to the email to confirm your account. If you 
do not respond to the email asking you to confirm your account within 
seven (7) days, you will have to restart the registration process by creating 
another profile and will need to select a new User ID. Once you have 
confirmed your online registration, you will have immediate access to 
USDA portals and applications that accept accounts with Level 1 access.  

 



Welcome Screen  



Functions  
 



Questions? 


