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Acknowledgement Statement
You understand and acknowledge that:

The training you are about to take does not cover the entire 
scope of the program; and that

You are responsible for knowing and understanding all 
handbooks, manuals, alerts, notices, and guidance, as well 
as any other forms of communication that provide further 
guidance, clarification, or instruction on operating the 
program.
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Submit ALL 
Questions 
Via The App
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Turn off the ringer on
your phone

We promise to…
 Give you our undivided attention during this session 
 Share our experience and knowledge and some best practices to enable you to

navigate the CACFP Program Application Process 

 Answer questions at the end of the session

House Rules
You Promise to…

Leave the room if you need
to text or take a call; come back 
when you are ready
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Intended Audience
If you are currently operating or intend to operate CACFP, this 
presentation will help you better navigate the application process. 
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 Familiarization with CACFP 
application renewals for returning 
organizations

 Common errors and best 
practices

 New application overview

 Importance of application 
assistance from the Education 
Service Centers (ESCs) (Texas)

Class Description
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RENEWAL
APPLICATIONS



9CACFP Renewal Applications for 
returning organizations.

Organizations MUST convey intent to continue the Program by submitting 
the renewal application. 

July 1: Applications open for the new year. 
September 30: Deadline for submitting the renewal application.
November 30: Approvable application must be submitted to TDA.
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What is the state looking 
for when they review my 

application?

(V) Viability | Financial Viability and Financial Management

(C) Capability | Administrative Capability

(A) Accountability | Program Accountability
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What happens once my 
renewal application is 

submitted? 

TDA has 15 calendar days to conduct 
the initial review. 

 The Pre Eligibility (PE) Check consists 
of a check with:
• The Texas Secretary of State (SOS) 

• IRS 

• Comptroller’s Office 

• National Disqualified List (NDL) | Texas Excluded 
List (TEXSL) 

If the organization is in good standing, the application will 
be reassigned to a Grant Specialist to conduct the 
application review. 
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COMMON 
ERRORS
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All program costs listed in the Budget Detail MUST be per the FNS 
Instruction 796-2 Revision 4. The cost cannot be incurred prior to approval. 
Approvable costs meet the three requirements: 

Reasonable
Necessary
Allocable

Common Errors - Budget Detail 
Unallowable costs



14Common Errors – Budget Detail
Insufficient detail

Line items within the Budget Detail that denote Materials, Supplies, Misc, Etc. 
MUST be clearly defined.  
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Specific Prior Written 
Approval (SPWA)

 Generally needed for items or 
services that are less than arms 
length, a capital expenditure, 
and/or could be used for other 
purposes in addition to the program

 TDA will approve or deny a complete 
and correct request within 30 days of 
receipt to purchase a specific 
item/service in advance of the 
purchase

SPWA

https://squaremeals.org/Portals/8/files/cacfp/Compliance/Guide%20to%20SPWA_GH_5NOV2021.pdf
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Activity #1
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Review the budget costs. What items would 
require corrections or more detail if you were 
a state reviewer to determine the costs are 
reasonable, necessary and allocable? 

Activity 1
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Activity 1 Answers Required correction: Computers require SPWA.

Review of the prior year's budget to determine if 
durable supplies such as food storage 
containers, pots, and pans were requested in 
the prior year's budget. If so, why are they being 
replaced so soon?
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Activity 1 Answers Training

Drinks

QuickBooks



22Common Errors – Budget Detail
Projected Annual CACFP Income
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Budgets | Salaries

TDA Raise Thresholds

Increases: 5% for routine annual/merit-
based and 10% for promotional. 

For those paid below $60,000 per year, 
a maximum of $250 per month may be 
awarded for annual/merit-based raises. 
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Budgets | Salaries

TDA Raise Thresholds

12 calendar months must elapse since 
the last raise.

The pay range for each position within 
the organization must be noted in its 
compensation policy. 
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Budgets | Salaries

TDA Raise Thresholds

The increase in pay must not exceed the 
position’s pay range as noted in the 
CACFP Compensation Protocol. 
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Budgets | Salaries
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Budgets | Salaries
CACFP Compensation Protocol
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Budgets | Salaries

 FIX error messages by re-evaluating calculations used to determine  
amounts entered in the Portion Paid from Food Service Account 
Annually column.
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Budgets | Salaries
If you remove someone from your budget and receive error messages, 
it is because there are space characters that remain in the text fields. 
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Activity #2
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Review the salary changes to identify the 
changes. How would you review? What 

guidance would you provide the organization? 

Activity 2
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Activity 2 Answers

Confirm at least 12 calendar months have elapsed since 
the last TDA-approved raise.

If the above is true, review to determine if the increase is 
within the raise threshold of $3,000.00 per year or 5%.

Review the organization’s compensation policy to 
confirm the raise falls within the position’s pay scale.

Then review the CACFP Compensation Protocol to 
determine if the raise is within the pay range for the 
position type. 

The raise for Sarah Mathews is approvable.
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BEST PRACTICES 
FOR RENEWAL 
APPLICATIONS
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Best Practices Renewal Applications

 Review the budget at least 2 months before the Program Year (PY) 
ends.

 Avoid complex budget updates.
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Best Practices Site Applications

Expiration dates verified at https://www.dfps.Texas.gov/Child_Care/

https://www.dfps.texas.gov/Child_Care/
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Best Practices Site Applications

Meal type check boxes are selected for all requested meals to be 
served.
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Best Practices At-Risk Sites

All participants should be listed in the FREE category.
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Best Practices At-Risk Sites

Food Service Vendor contract dates 
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Best Practices | Submitting your 
application
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NEW 
ORGANIZATIONS



42Timeline to Approval of a New Organization

New Applicant Review Steps
Step 1: Eligibility 
Typical time of completion: 7 to 10 days

Step 2: Viability 
Typical time of completion: 30 to 45 days

Step 3: Capability and Accountability 
Typical time of completion: 45 to 90 days

Step 4: Visit Prior to Approval (VPA) 
Typical time of completion: 10 to 14 days
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EDUCATION 
SERVICE 
CENTERS



44Who can help?  Education Service Centers 
(ESCs)

 ESC specialists support TDA CEs’ efforts to serve healthy and appealing meals 
in federal nutrition programs while adhering to state and federal regulations. 

 Regional ESCs can respond quickly to questions and provide technical 
assistance either by phone, e-mail, on-site, face to face, or virtual means.

 There are 20 ESC regions across the state. Each region 
assists the CEs that operate within their region. 

 ESC assistance is free and encouraged. Please visit 
https://squaremeals.org/About/Education-Service-
Centers
for more information. 

https://squaremeals.org/About/Education-Service-Centers
https://squaremeals.org/About/Education-Service-Centers
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Education Service Centers
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RESOURCES
 2 Code of Federal Regulations (CFR) Part 200 Uniform Administrative 

Requirements, Cost Principles and Audit Requirements for Federal Awards. 

 2 Code of Federal Regulations (CFR) Part 226 –Child and Adult Care Food 
Program

 FNS Instruction 796-2, Rev. 4

 OMB Circular A-133

 USDA Guidance for Management and Budgets

 TDA Handbooks 
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Leave Us Feedback In The App!
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CONTACT US

1700 North Congress 
Avenue, 10th Floor

Austin, Texas 78701

(877) TEX-MEAL 
(877-839-6325)

CACFP.Bops@TexasAgriculture.gov

www.SquareMeals.org

http://www.squaremeals.org/


This product was funded by USDA. This
institution is an equal opportunity provider.

Fraud Hotline: 1-866-5-FRAUD-4 or 1-866-537-2834 | P.O. Box 12847 | Austin, TX 78711
Toll Free: (877) TEX-MEAL | For the hearing impaired: (800) 735-2989 (TTY)
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In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis 
of race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program
information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET
Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: 
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must
contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for
Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:

1. mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for
Civil Rights 1400 Independence
Avenue, SW Washington, D.C.
20250-9410; or

2. fax:
(833) 256-1665 or (202) 690-7442; or

3. email:
program.intake@usda.gov

This institution is an equal opportunity provider.

http://www.usda.gov/sites/default/%EF%AC%81les/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov
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