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	Child & Adult Care Food Program
Child Care Centers
Management Plan

FY 2013
	Child Nutrition Programs
Teaching and Learning Support
801 West 10th Street, Suite 200
P.O. Box 110500 

Juneau, Alaska    99811-0500
Phone: (907) 465-8711
Fax (907) 465-8910


	Sponsor Name:  
	


	Service Areas:  

List all cities or communities served by your center(s)  
	


Financial Viability

Fiscal Resources and Financial History
	1.
	Describe in full detail how any claim overpayments will be paid by the center to the state agency.

	


	2.
	In the chart below, indicate financial resources available to supplement CACFP reimbursement to cover costs and repay the State agency for fiscal over claims should they occur.  Resources must also be available to cover unallowable costs and costs not related to CACFP.  

	
	Income Source
	Type of Income Earned

(income, grants, donations)
	Items for which income will be used
	Amount

	
	
	
	
	$

	
	
	
	
	$

	
	
	
	
	$

	
	
	
	
	$

	
	
	
	
	$

	3.
	Is there a separate charge for meals? (note:  Alaska does not allow charging for meals if participating in CACFP)
	⁪Yes  ⁪No

	
	      If YES, please explain:  

	
	


	4.
	Check all procurement (purchasing) methods used to obtain items listed in the following budget as calculated annual costs.  For each purchase of meals, foods, supplies, equipment, and other goods and services with an aggregate cost over $100,000 in a fiscal year, you must follow formal bid procedures.  Small purchase procedures are allowed only if the aggregate cost is less than $100,000.

	
	⁪  Small Purchases
	⁪  Competitive Sealed Bids
	⁪  Competitive Negotiation

	
	⁪  Non-Competitive Negotiation
	⁪  Other


	5.
	Administrative Budget forms (Attach A & B) are completed and submitted
	⁪Yes  ⁪No


Organizational Capability

	1.
	Submit a current organizational chart of your organization.



	2.
	Does your organization have a mission statement?
	⁪Yes  ⁪No

	
	If YES, submit the mission statement if it has changed from prior management plan.


	3.
	Does your organization operate a USDA Child Nutrition Program in any other state?
	⁪Yes  ⁪No

	
	If YES, where?
	


	4.
	Are CACFP duties included in employee job descriptions?
	⁪Yes  ⁪No

	
	If NO, indicate date the applicable employee job descriptions will be revised to include CACFP duties:
	Revision Date:
	


	5.
	Are the employee job descriptions maintained onsite for review?
	⁪Yes  ⁪No


Internal Controls

A.  Governing Board

	A1.
	Does your organization have a Governing Board?
	⁪Yes  ⁪No

	
	If NO, skips to Fiscal Accountability.  If YES, answer the following questions:

	A2.
	Does your Governing Board have policies and procedures that are available to the State agency upon request?
	⁪Yes  ⁪No

	A3.
	Describe the board’s roles in approving fiscal actions, policy decisions and other administrative actions:

	
	

	A4.
	How often does the board meet?
	

	A5.
	Describe or submit a copy of your organization’s personnel policy that insures that any other employment of CACFP employees does not interfere with the performance of their CACFP responsibilities and duties including employment that constitutes a real or apparent conflict of interest.

	
	

	
	Outside Employment of CACFP submitted   ⁪Yes  ⁪No   (See Sample policy)


B. Fiscal Accountability

	B1.
	Each organization is required to operate a non-profit food service so that all reimbursement is used for the maintenance and/or improvement of its food service program.  All costs must be documented.  Who is responsible for maintaining necessary receipts and invoices and where are they kept?

	Name:
	
	Title
	 

	Location of receipts and invoices:
	


	B2.
	Does your organization use a paper ledger or accounting software? 
	     ⁪Paper  ⁪Software


	B3.
	If the organization uses accounting software, please specify.

	


	B4.
	What back-up system does the organization use in the event that the accounting system is not available (theft, property damage, system crash, etc.)? 

	


	B5.
	What type of accounting system does the organization use: cash, accrual or modified accrual system? 

	

	If cash accounting being used please read section below and check box:

Final claim-accrual required.  The CACFP is a reimbursement program and all costs must be accrued by the year end to document you’re operating a non-profit food service.  Institutions using cash based accounting must make all necessary accounting adjustments to report accrued costs and income on the final claim for the fiscal year.  These institutions must also take appropriate precautions to ensure that accrued costs and income reported on the final claim are not reported again in the future period.

⁪  Program will use accrual accounting for fiscal year end (September 30th)




	B6.
	How many bank accounts will the organization use for CACFP monies? 

	


	B7.
	How will your organization track CACFP reimbursements separately from other organizational  funds?

	


	B8.
	How will your organization track CACFP expenses separately from other organizational funds? 

	


C. Operations

I. Training
The CACFP Contact for each program must attend State agency training on an annual basis.  All staff with duties effecting CACFP must be trained annually on program requirements.

	C1.
	How will your organization ensure all appropriate staff attends the State agency training?

	
	


	C2.
	Describe how your organization will address on-going staff training needs and communicate CACFP changes and organization policies and procedures to all staff at all sites.

	
	


	C3.
	Describe how you organization will train new staff?

	
	


	C4.
	New Employee Orientation Checklist submitted.            ⁪Yes  ⁪No   


	C5.
	Training Plan (Attach C) for Current Sites submitted.     ⁪Yes  ⁪No   


II. Monitoring
Sponsoring organizations must adhere to annual monitoring requirements.  Each site must be visited unannounced one time per year.  Additionally, each site should have two visits per year during a meal service and no more than six months can elapse between each review.

Monitoring requirements are as follows:

	Type of Center:
	Mandatory review during:
	# of Reviews/year

	Day Care Centers
	First 6 weeks of operation
	3 times/year

	Head Start Centers
	First 6 weeks of operation
	3 times/year

	At Risk Afterschool Meals Sites
	First 4 weeks of operation
	3times/year

	Outside School Hours Programs (school sites)
	First 4 weeks school is in operation
	3 times/year

	Outside School Hours Programs (non-school sites)
	First 4 weeks of operation
	6 times/year

	Homeless/Emergency Center
	First 4 weeks of operation
	3 times/year


	C5.
	CACFP Monitoring Schedule (attach D) submitted    ⁪Yes  ⁪No   


	C6.
	If you will open a new site, describe how pre-operational visits will be conducted.

	
	


	C7.
	Person(s) responsible for conducting site reviews

	Name:
	
	Title:
	

	Name:
	
	Title:
	

	Name:
	
	Title:
	


	C8.
	Person responsible for supervising monitors?

	Name:
	
	Title:
	


	C9.
	Describe how monitors are trained to conduct and document effective site visits for CACFP compliance?

	
	

	
	Specify staff responsible for training site monitors

	Name:
	
	Title:
	

	Name:
	
	Title:
	

	Name:
	
	Title:
	


For programs that contract for vended meals only  (C10a – 10c):                        ⁪     Not Applicable
	C10a.
	Describe your procedure to monitor meals provided by your food service vendor for CACFP components and portion size requirements:

	
	

	C10b.
	Explain how deficient meals are corrected and if payment will be made to the vendor for deficient meals:

	
	

	C10c.
	Specify staff positions involved:

	
	


	C11.
	Describe how your organization will meet monitoring requirements so that sufficient time and personnel are allocated to complete all the required visits including costs and time for travel.

	
	


	C12.
	Describe how you verify menu records, daily attendance and meal counts observed during the visit against the claim for reimbursement:

	
	

	C13.
	Describe the procedure deducting meals on the monthly claim for reimbursement based on observations made during monitoring visit(s).

	
	


	C14.
	Describe your follow-up procedures for permanently correcting any CACFP findings found during the monitoring visits.  After detection of a serious deficiency (or serious finding), the next monitoring visit must be unannounced.  Specify staff position(s) and their responsibilities and timelines in your follow-up procedures.

	
	


	C15.
	Does your program use the site monitoring/review form provided by Child Nutrition Services:  Updated form must be used and can be found  at:   http://www.eed.state.ak.us/tls/cnp/CACFP2.html

	⁪Yes  ⁪No

	
	If NO, submit a copy of the review form used.


	C16.
	Where will you maintain documentation of monitoring visits/reviews and follow-up corrective action?

	
	


III. Record Keeping
	C17.
	Describe your method used to collect CACFP records and the frequency of collection:

	
	


	C18.
	How often are site records submitted to the central office?

	
	


	C19.
	What is the location where CACFP records will be maintained for the current year and the past 3 years?

	
	


	C20.
	Person responsible for maintaining CACFP records

	Name:
	
	Title:
	

	
	
	
	

	C21. 
	How does your organization maintain the confidentiality of eligibility information concerning individual households?

	
	


	C22.
	Programs with Community Care Licenses are required to update license data in CNP web upon renewal.  How will your organization ensure that the new license data is updated in the CNP database?

	


For Child Care Centers Only:

	C23.
	Programs are required to have information on file no less than annually that indicate the anticipated days and hours of care for each child or utilize a ‘Parent Sign-in/Sign-out Sheet’ and Licensing Emergency Update Cards.  How does your program meet this requirement?

	
	⁪  Annual form with anticipated days and hours of care

	
	⁪  Parent Sign-in/Sign-out sheets with Licensing Emergency Cards


IV.  Meal Planning 
	C24.
	How does your organization plan and evaluate menus to ensure meals meet the CACFP meal pattern requirements for your enrolled day care participants?  Specify trained staff positions involved in this process.  Also, include other trained staff positions that double check menus for CACFP meal compliance and other nutritional considerations.

	


	C25.
	Does your program claim meals served to participants in need of food substitutions for required CACFP meal components?  

Medical Statements are to be used and can be found at: 

http://www.eed.state.ak.us/tls/cnp/CACFP2.html 
	⁪Yes  ⁪No

	
	If YES, describe how you identify participants needing a food substitution for a required CACFP meal component for medical or dietary reasons.  Discuss how you communicate intolerance for certain foods or allergies to your staff.  Also mention how you train staff to not count/claim meals that contain a food substitution for a required meal component without the properly completed medical statement for the food substitution on file.

	

	C26a.
	Describe your meal planning procedures to ensure adequate amounts of food items are purchased, prepared and served to participants to meet or exceed the USDA minimum portion requirements.

	

	C26b.
	Does your organization use Production Records or Cycle Menus to document the food items being served for a particular date?

	
	⁪   Production Records   
	⁪   Cycle Menus

	C26c.
	When and how are the production records completed?
	When and how is the cycle menu altered to reflect actual food served?

	
	
	

	C26d.
	What staff is (are) involved with this process?
	

	C26e.
	Cycle Menu is attached.
	⁪Yes  (Required)             ⁪No        ⁪ NA


	C27.
	Institutions must ensure that parents of enrolled children are provided with current information on the benefits of the Women, Infants, and Children (WIC) and the eligibility requirements for WIC participants.  Do you have WIC materials on-site and available?
	⁪Yes  ⁪No  ⁪ NA

	
	If NO, please contact your local WIC office or their central office at  (907) 465-3100.


	C28.
	Have changes been made to the non-discrimination statement signed and provided by your organization?     
	⁪Yes  ⁪No

	
	If YES, provide a copy of your non-discrimination policy.


For At-Risk Afterschool Meals Program only:  
	C29a.
	How does your meal count method ensure that no more than one snack and/or one meal per day are claimed for each participant in your At-Risk Afterschool Meals Program?

	

	

	C29b.
	At-Risk Afterschool Meals Addendum is attached     
	⁪Yes  ⁪No


V. Eligibility
For-Profit Child Care Centers Only:





⁪ NA
	C30.
	For-Profit Care Centers must maintain an attendance of 25% or greater children who are eligible for Pass I, II or III eligibility or approved for Free or Reduced-Price meals in order to claim monthly reimbursement for meals.  How does your organization determine that monthly attendance is at least 25% eligible for Pass I, II, or II or approved for Free or Reduced Price meals?

	
	


Electronic Payment
Electronic payment is available to all programs.  For more information visit the State of Alaska Electronic Payment website at http://fin.admin.state.ak.us/dof/electronic_payments/resource/EDI_agreement.pdf
Internal Use Only

	Approval Date:
	
	State Agency Approval Signature:
	

	Notes:
	


Submit Renewal Form by October 1st with:

· CNP Web Authorization Request (one per user)

· Attachment A:  Administrative Budget

· Attachment B:  Organizational Staffing Pattern

· Attachment C:  Staff Training Plan for Current Sites

· Attachment D:  Site Monitoring Schedule

· Cycle Menu

· Outside Employment Policy (if not included in management plan)

· Vended Meal Agreement/Contract BEFORE CONTRACT BEGINS
· Organizational Chart 


· Mission Statement (if applicable)
· Non-discrimination policy (if it has changed)

· Site Monitoring/Review Form (if you are not using the Child Nutrition Services template)

Submit by November 15th:
· Rate Percentage Certification with 30-day attendance roster & Child Care Center Attendance documentation (prefer Child Care Grant attendance if you get this grant)

· Non-profit Food Service (NPFS) Financial Report

· For-Profit Certification for month of October
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