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Arizona Department of Education (ADE)

This training was developed by the Arizona Department of  
Education (ADE) Health and Nutrition Services Division (HNS).

Intended Audience

This training is intended for daycare home Sponsors operating  
the Child and Adult Care Food Program (CACFP).
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R i t a  J u h l ,  A d m i n i s t r a t i v e  A s s i s t a n t  I I I  

K e n n y  B a r n e s ,  D i r e c t o r  

Thank you for joining us today!



Overview

• Renewal Application
• Monitoring
• Menu Modifications 
• Provider Management System
• Minute Menu Documentation
• Awards/Recognition



Management Plan & Budget 
Renewal Application



Objectives

• Discuss FY 2021 Management Plan 
and Budget Renewal Process

• Highlight Changes to Management 
Plan and Budget System



Important Items to Remember

Review each page for accuracy

Information that rolled over may have changed 
in the last year and will need to be updated

Error message means you must complete that 
section

Information entered is good for the Program 
Year – unless there are significant changes

Review last year’s Management Plan and 
Budget for reference



Renewal Submission 
Timeline

System 
open

MP and 
Budget 

Due

7/22                 8/1

Sept
Goal is to be 

approvedJuly-Aug-Sept
ADE Reviews and 

Communicates with 
Sponsors

July
Get renewals 

in



Management
Plan

Getting Started



Sponsor 
Information

County Civil Rights Data
Enter current information for each county serviced 
by sponsoring organization

Uploads
Annual Training Certificates
FY 2021 Media Release
List of Active Providers



Administrative Capability

Staffing
Will you provide 
performance related 
increases?

Explanation of how 
staffing needs will be met 
during fiscal year if 
number of providers 
change

Are Monitors available?

Staff Training

Annual CACFP and 
Civil Rights training 
date(s)

Annual CACFP and 
Civil Rights training 
topics

Description of 
Need/Recruitment

Description of recruitment 
goals

Were last years goals met?



Administrative Capability

Provider Training

Topics for the Annual CACFP and 
Civil Rights trainings for 
Providers

Record Retention

You will need to check the box indicating 
you have read and understand the CACFP 
record retention requirements



Administrat ive 
Capabil i ty
Document  Upload

Training Agendas and Sign-in Sheets

Annual Staff CACFP and Civil Rights Trainings

Provider Annual and Civil Rights Trainings

Home Monitoring Forms

Child Enrollment Form with Parent/Guardian letter 
(English & Spanish)

Provider Application Form (English & Spanish)

**New form** 
Electronic Meal Count Agreement between Sponsor and ADE



Financial  
Viabi l i ty

Organization
Tax-exempt Status

Fiscal Resources and Financial History
All information, except the 1st question, requires re-
entry
**Exception** – Yes answers and explanations to the 
bankruptcy or liens questions will rollover

Responsible Principals and Board

Reimbursement and Advances
Requesting advances?
How would you operate if advances were 
eliminated?

Equipment and Durable Supplies



Financial Viability

Fiscal Resources and Financial History
**Change**

Line of Credit options have been removed



Financial  Viabi l i ty
Document  Upload

Governing Board Members list

Authorized Principals Letters

GAAP Compliant Statement of Financial Position, Statement of 
Activities, Statement of Cash Flows and Notes

IRS 990 or 990EZ

Physical Office Inventory

Last 2 Governing Board Meeting minutes



Certification 
Statements

You must re-certify each year



Budget



General  
Information

Reimbursement Rate for Travel Mileage

Projected FDC Home Administrative 
Reimbursement

Projected Homes

**New**
Documents Upload



Specif ic  
Prior Written 
Approval

Nothing Rolls Over

Document Upload also specific to your 
organization

Mark items pertaining to your organization 
and add information where prompted



Employee Information

All employees will rollover
Name, Position Title and Salaried (Y/N) 

Hourly Rates
Job Functions             All will need to be re-entered
Benefits
Travel



Training & 
Conferences

Training & Conferences

If part of your normal program operation each 
year, enter, even if your plans may change

Staff & Provider Training **Required**

Enter any projected associated costs



Training & 
Conferences



Training & 
Conferences

**New** 
Document Upload for Conferences



Administrative 
Expenses

Administrative Expenses
Answer Yes or No to each Expense topic
Enter details for each topic for which you answered 
Yes

Non-CACFP Funding:



Administrat ive 
Expenses
Document  Upload * *New**

Equipment Rent/Lease and Maintenance 
Agreements

Approved Indirect Cost Rate from Cognizant 
Agency



Facility Expenses

Remainder of areas on page – Enter if applicable

Documents Upload 
Submit Rental/Lease contract or Depreciation Schedule

For each of the Facilities you list:
Answer “less-than-arms-length relationship” 
question
Rent/Depreciation Table



Postage,  
Print ing & 
Supplies All items on these pages require you to 

re-enter all applicable information

Office 
Equipment



Summary

Review all tables 
on this page for 
accuracy

Final Summary

Enter Unrestricted 
Funding received by 

the organization

Certifications

Read Certification 
Statement and check box 
Identify sources of non-
CACFP income



Budget - Reminders

The organization cannot show a profit in the CACFP budget. 
Additional Funds required will display in parentheses if you are 
showing a profit.

Must show unrestricted funds whether it's from donations, grants or 
any other funding source

Administrative labor cannot exceed 75%.

Don't forget that when claiming, if a line item is over 10% of the 
approved budget for that line item, you must submit a revised 
budget.



Application 
Tools



FY2021 FDCH Sponsor Renewal 
Application Checklist

Subtitle
Content of your slide....

Subtitle
Content of your slide....



FDCH Sponsor 
Recordkeeping Policy & 

Review Checklist

Subtitle
Content of your slide....

Subtitle
Content of your slide....

Subtitle
Content of your slide....



Monitoring 



Meal Pattern

• Documenting what items meet the whole 
grain rich, sugar requirements for yogurt and 
cereal and CN labels for entrees that are 
processed.  

• Indicate what type of documentation is 
found in the home i.e. photos, WIC app or the 
ingredient label for WGR or nutrition label for 
sugar contents.

• Be specific for each component.



PROVIDER 
RECORDKEEPING

• Best  Pract ice  to  have 
for  each prov ider

• Ass ist  determining  
that  every  document  i s  
accounted for  in  the 
prov iders  home

• Ass ist  prov ider  to  
organize  thei r  records



COMPENSATION

DES HOME
Can have no more than 
the license allows in 
the home

No more than 4 for 
compensation

AA HOME
4 - Comp
2 – Non- Comp

Providers or Backup 
Providers Own do not 
get considered as for 
compensation when 
meals are claimed so 
are considered non-
comp

DHS HOME
10 – Comp
5 – Non-Comp

Providers or Backup 
Providers Own do not 
get considered as for 
compensation when 
meals are claimed so 
are considered non-
comp



COMP vs Non-Comp

For Compensation is any child in child care that money is 
received for their care or reimbursement for meals.

Children cannot be not for compensation during one meal 
service and for compensation during another meal service.

AA homes can have 4 children for compensation.  Any other 
children in care must be identified as not for compensation and 
may not be claimed for meals unless they are providers own.

Providers own children or the back up providers children are 
not considered for compensation; however,  meals provided to 
them may be claimed.



Menu 
Modifications



Menu Modif icat ions 
in the CACFP  

Objectives: 

• Increase understanding of when a modification does 
and does not meet the meal pattern.

• Clarify the difference between a required 
accommodation and an optional accommodation.

• Simplify the process of documenting menu 
modifications onto the brand new form. 

• Specify when you can continue claiming.



Menu Modification Form 

Subtitle
Content of your slide....

Subtitle
Content of your slide....

Subtitle
Content of your slide....



Section 1 

Subtitle
Content of your slide....

The individual making the request will 
report the participant’s name and date 
of birth, food(s) to be avoided, the 
allowable modification(s), and how 
exposure to the foods(s) affect the 
participant. 

Provider should review this section to 
make sure all requests are specific and 
all sections are completed. 



Completing 
Section 2

Completing section 2 requires 
knowledge of two areas: 

1. When modifications do and do not meet 
the meal pattern.

2. When modifications are a medical need 
vs. non-medical personal preference.



CACFP Meal Pattern



CACFP Meal 
Pattern

Modifications that meet 
the meal pattern 

VS
Modifications that do not 

meet the meal pattern



Disability vs Preference

Subtitle
Content of your slide....



Section 2 

This section is completed and 
signed by the provider. This 
section helps the provider decide 
which situation they are navigating 
and assists them with how to 
navigate it. 

All modification requests can be categorized into 
one of these situations: 

- Meets meal pattern, preference
- Meets meal pattern, disability
- Doesn’t meet the meal pattern, preference
- Doesn’t meet the meal pattern, disability



Section 3 

1

2

There are two situations when having sections 1 & 2 on file is not 
enough documentation. 

If the request is a disability

If the request does not meet the CACFP meal 
pattern.



Completing 
Section 3



Completing 
Section 3



Example 



Example 



Example 



Example 



Example 



Questions?

Menu Modification Guidelines 
Flowchart



Best Practices



Best Practices

1

2

3

4

Submit Correct Documents
a. Take time to check the documents for accuracy and legibility
b.  Start with the Provider looking the document over before signing

Returned Documents 
a. Recheck the entire document, an error may have been missed.
b. Returning a document takes away from approval time.

Fingerprint Cards 
a. Reminder, there is no grace period for expired cards.   
b. The same is true for the fingerprint cards for backups. 

Best Time Savers 
a. Submit documents in a timely manner.
b. Make documents as accurate as possible first time submitted. 



Electronic Agreement 



Electronic Agreement

• Must be used by all providers using 
Minute Menus/KidKare

• Meal counts and menus must be 
input into the system no later than 
midnight of that day.

• If special arrangements needed an 
addendum to agreement must be in 
place 

• Addendum must specify that provider 
is to keep hard copy menus and meal 
counts until they are entered into the 
system

• If at any time the provider does not 
have the meal counts and menu 
documented for the previous day, the 
addendum will no longer apply for that 
provider



3 Awards
3 Requirements Total Needed 

Top performers in each of the categories listed below.

Management Plan Application

Provider Manager Updates

Management Plan Application-Approval

Awards/Recognition



RISING STAR AWARD

Child & Family Resources Inc. 
Director: Gabriela Rangel 

3



SHINING STAR AWARD

Mid-State Child Care and Nutrition 
Director: Deanna Barrowdale 

2



TOP PERFORMER AWARD

Arizona Association of Family Day Care Providers 
Director: Cathy Reagan

1



QUESTIONS??
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