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Instructions for 

food & nutrition

Child and Adult Care Food Program

contracting entity management plan - centers

Contracting entities (CEs) complete and submit this form as part of the application process. This form is also completed and submitted when requesting revisions.   

SECTION I – Contracting entity (CE) Information

1. Name of Contracting Entity (CE) - Enter the legal name of the contracting entity.

2. DUNS Number – Enter the 9-digit DUNS number issued by Dun & Bradstreet. To obtain a DUNS number, free or charge, contact Dun & Bradstreet at 1-866-705-5711 or http://fedgov.dnb.com/webform and indicate that you are a Federal grant applicant/prospective applicant. You must have a DUNS number to participate in the CACFP.
3. CE ID – Enter your five-digit CE ID that has been assigned to you by the Texas Unified Nutrition Programs System (TX-UNPS). If you do not know your CE ID, leave blank.
4. Management Plan Version – Enter the version for this submittal. If this is your initial submittal, you will enter “Original”. For each additional submittal, enter “Revision 1”, “Revision 2”, and so on. 



SECTION II – contracting entity application – centers certifications

Reference the CERTIFICATION section on the Contracting Entity Application - Centers. 

1. Publicly Funded Programs…– List all publicly funded programs in which the contracting entity and its principals have participated in the past seven years and currently participate in. 

2. Within the past seven years, has the contracting entity or any principals been declared ineligible to participate in any other publicly funded program for violating program requirements? - Indicate Yes or No. If yes, answer question #3.

3. Were the violations corrected and eligibility restored, including payments of debts owed? - Indicate Yes or No.  If yes, submit documentation of reinstatement, including proof of payment of debts, if applicable. If no, attach a detailed explanation.

4. Has the contracting entity or any of the contracting entity’s principals been convicted of any activity that occurred within the past seven years that indicated a lack of business integrity? - Indicate Yes or No.  If yes, attach a detailed explanation.



SECTION III. FINANCIAL VIABILITY AND MANAGEMENT

For Independent Centers, attach the contracting entity’s most recent audit or audited financial statement. If neither document is available, attach a balance sheet and income statement.

For Sponsors, attach a comprehensive financial statement, including all expenditures and sources of income to the organization as a whole for the past three years. If your organization has fewer than three year of financial history, you must submit a performance bond.



SECTION IV – ADMINISTRATIVE CAPABILITY

Contracting entities must provide a detailed accounting of the staff resources they will devote to CACFP responsibilities, and must also have written personnel policies and procedures in place.

1.   Contracting entities operating the CACFP must have qualified staff… – Complete the chart by describing the qualifications you require for the person(s) who perform required CACFP functions. The qualifications should be sufficient in detail that they explain what educational background, work experience and training you require. Contracting entities must have sufficient staff to properly carry out each key function listed on the chart.

2.   Sponsoring Organization Only: – Provide written policies and procedures that assign CACFP responsibilities and duties, including who the responsibilities are assigned to, and ensure compliance with Civil Rights responsibilities.

3.   Sponsoring Organization Only: – You must demonstrate that you have an adequate number of staff to conduct required monitoring. If you sponsor 25 for more sites, complete the Sponsoring Organization Monitoring Staff Information – Centers form to verify that you have the required number of staff in terms of Full-Time Equivalents (FTEs) for the number of sponsored sites. If you don’t currently sponsor 25 or more sites, but your sponsorship grows to 25 or more in the future you must submit this form.

4.   Sponsoring Organization Only: – Attach the sponsoring organization’s Outside Employment Policy. The policy must restrict other employment by employees that interferes with the employee’s performance of CACFP related duties and responsibilities, including outside employment that constitutes a real or apparent conflict of interest.



SECTION V – PROGRAM ACCOUNTABILITY

To participate in the program, a contracting entity must demonstrate its ability to track and monitor actions in two areas: 

· Accountability for program funds, which is an example of financial integrity; and

· Accountability for the meal service, which is an example of program and nutritional integrity. 

Accountability means ensuring that program funds are being spent for the purpose of providing meals that meet program requirements. It also refers to the contracting entity's ability to ensure the quality of meal service, and its compliance with Program requirements. In order to meet the Program's standard for program accountability, a contracting entity must meet the following requirements. 

· A contracting entity must have an independent board of directors. The board of directors is responsible for hiring and firing the executive director and overseeing all of the site's activities, including its operation of the CACFP. 

· A contracting entity must implement a financial management system that establishes controls for handling the contracting entity's funds. There must be a process in place that tracks revenue and expenses, and ensures that program funds are used for program purposes. The internal controls (policies or procedures) must direct and track the organization's efforts to discourage employees from committing offenses that indicate a lack of business integrity. Therefore, contracting entities need 1) "checks and balances" that minimize the chance of fraud or abuse; and 2) procedures to direct and track employees' actions that establish a paper trail to document that employees have followed the contracting entity's policies and procedures.

· A contracting entity must execute sound management practices to ensure other program requirements are met. The most important of these are 1) a system for monitoring menus, meal production records and the meal service to ensure that the CACFP meal pattern is being met; and 2) procedures for determining free and reduced price eligibility, counting meals, and submitting timely and accurate claims for reimbursement. 

1.   The contracting entity must have a…– Attach a description of the contracting entity’s financial management system.

2.   The contracting entity must have sound…– Attach a description of the management practices that will be implemented to ensure program requirements are met.

3.   The contracting entity must attach…– Attach the contracting entity’s training policies.

4.   Sponsoring Organization only: – Attach the contracting entity’s site monitor review procedures. If averaging, include the criteria used to determine which sites will receive two, three or four visits.

5.   Sponsoring Organization only: – Attach the contracting entity’s recruitment plan.

6.   All contracting entities (Independent Centers and Sponsors) must ensure that each site’s…- List the steps you take to ensure each site’s license, exemption or other documentation remains valid before paying each monthly claim for reimbursement.



SECTION VI – FREE AND REDUCED-PRICE POLICY STATEMENT (NONPRICING ONLY)

All contracting entities, which do not serve meals at a separate change, must agree to the free and reduced-price meal policy. If you charge separately for meals, contact TDA for guidance.



SECTION VII – CERTIFICATION AND SIGNATURE

Read the Certification Statement. An authorized representative of the contracting entity signs, dates and prints their name and title.



SUBMITTAL

All CEs – Submit this form, and attachments, to one of the following: 
Mail to:

Texas Department of Agriculture

Food and Nutrition

Attn: F&N Business Operations – Applications

P.O. Box 12847

Austin, Texas 78711

Overnight to:

Texas Department of Agriculture

Food and Nutrition

Attn: F&N Business Operations – Applications

1700 North Congress Ave.

Austin, Texas 78701
E-mail to: 

BOps.Applications@TexasAgriculture.gov
Fax to:

888-223-8645

Food & Nutrition
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