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Welcome to this annual CACFP training for Institutions currently participating on the
Program.
My name is Kim Huntley, the CACFP Coordinator at Idaho State Department of Education

DO: Confirm participants have signed their names on the sign-in sheet(s), and they
have all necessary materials for this training (i.e. Participant’s packet, pens and
calendar posters, CACFP note pad and “And Justice for All” posters). CACFP
banner should be set up.




2018 CACFP Annual Mandatory Training| 2

it is important that we create an environment that allows everyone to participate

freely and work together to accomplish the training objectives without fear of

criticism. To accomplish this goal, let's review some housekeeping items and ground

rules for today’s training.

® First, the location of the restrooms is located (state where) and water service
available in training room.

®* We will take a few breaks during this training and a one hour lunch from
approximately 12:00 — 1:00 pm. Of course, please be sure to return on time, as
starting and ending breaks on time will allow us to cover all the training
information and activities within the time allotted.

¢ Although | will try to answer questions throughout the training, sometimes a
question requires research or a longer answer than time allows. Because your
questions are important, | posted a “Bike Rack” flip chart. Feel free to write any
questions on a sticky note and post it to the “Bike Rack.” | will aim to provide
answer to all questions during the class but may need to take back for
clarification and answer from USDA.



Ground Rules

*Be a team player * Always ask for clarification

L if you do not understand
* Be respecttul of everyone

* Turn your mind on and
your electronic devices to

*Be on time for all sessions silent or off

* Stand up when your mind m
goes on vacation —_—

*Share ideas with the class
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SAY:

Some ground rules for today’s training include:

* Be ateam player.

® Be respectful of everyone.

¢ Share ideas with the class.

® Be on time for all sessions.

Additionally, it is ok to stand up when your mind goes on vacation and always ask
for clarification if you do not understand. Finally, turn your mind on and your
electronic devices (cell phones) to silent or off. If you need to take a call please
step out of the room into the lobby or hall so you don’t interrupt the class.




Serious Deficiency Process

Administrative Review Procedures (appeals)

Civil Rights and Meal Accommodations
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This year the annual training is only 5 hours but we have several topics to cover in this time.
The following are the topics we will cover today.

Topic 1: Budget Process and Requirements

Topic 2: Procurement and Contract Requirements
Topic 3: Monitoring Requirements

Topic 4: Serious Deficiency Process

Topic 5: Administrative Review Procedures (appeals)

Topic 6:

Civil Rights and Meal Accommodations




Training Topics dl\ﬁ ©

Topic 8 Common Findings on Program
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Topic 10: Menu Record Activities

Topic 11: Tour of CNP Website
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Just before lunch and after we will cover these topics:

Topic 7: USDA Updates and Resources

Topic 8: Common Findings on Program Reviews
Topic 9: Menu Records Requirements

Topic 10: Menu Record Activities

Topic 11: Tour of CNP Website
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Let’s get started. Our first topic is the budget process and requirements. All Institutions —
Independent Centers, Sponsoring Organization of Centers and Sponsoring Organization of
Day Care Homes are required to complete an annual budget. The only exception is School
Food Authorities (SFA’s) that only participate in the At-risk afterschool program and are in
good standing in NSLP. Even though some of the SFA’s present are not required to
complete budgets at this time this information is valuable when maintaining your food
service budget. In addition, some SFA’s have expanded services in CACFP by adding child
care or Head Start sites which then required the SFA to submit a CACFP budget to the state

agency.

We will start first with a few definitions.



All food service operations conducted by the
institution principally for the benefit of enrolled
participants, from which ali of the Program
reimbursement funds are used solely for the
operations or improvement of such food service.
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You may be wondering why CACFP Institutions are required by program regulations to
maintain budgets and records of expenditures and revenues. All Institutions are required
by 7CFR 226 to maintain a nonprofit food service operation. Here is the definition:

All food service operations conducted by the institution principally for the benefit of enrolled
participants, from which all of the Program reimbursement funds are used solely for the
operations or improvement of such food service.

In general terms, the Institution must maintain records to support that all CACFP
reimbursement is used solely for allowable program operation and administrative costs. In
addition to the program regulations 7 CFR 226 the Institution must follow FNS 796-2
revision 4 guidance (Financial Management in CACFP) and 2 CFR part 200 subpart D.
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What are allowable costs? The term from FNS 796-2 revision 4 is:

Bona fide obligations of the institution incurred for the actual operation and administration
of the Program. All allowable costs require either prior or specific prior written approval by

the State agency.

Overall, Cost must be necessary, reasonable, allowable and appropriately documented.

To receive prior or specific prior written approval of operation and administrative expenses

before they are incurred the Institution must submit a budget for approval to the state
agency. This includes budget amendments for expenses that were not included in the
original budget. An ordinary allowable expense is unallowable if the expenses is not
included in the approved budget prior to incurring the expense.




N n must demonstrate that it has adequate
nanci aI resources to operate and administer the CACFP

e | f‘l"\ll\f l’\"‘!("l(" h"\[“' "\f‘l(‘\ﬂll"\"‘f‘\ CMlIrrnc f"\‘FF I f‘l
Ul d Udily ddoio, iido dutcualc cOuUirCco U1 1urns to
continue to pay expenses lering tpmporary

interruptions in Program payments and/or pay debts
when fiscal claims have been assessed.

Examples of fiscal claims: Over claim or unallowable
expenses
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An institution must be financially viable. Based on Program regulations an institution must
demonstrate that it has adequate financial resources to operate and administer the CACFP
on a daily basis, has adequate sources of funds to continue to pay expenses during
temporary interruptions in Program payments and/or pay debts when fiscal claims have
been assessed. Examples of fiscal claims would be an over claim verified by the state
agency during a program review or an unallowable expense claimed for Program
reimbursements.

Each of the terms we just covered are why annual budgets and expenditure/revenue
reports are required and important documents in CACFP.




Budget Process and Requirements

Annual Budget Process for CACFP
* April State Agency issues budget workbook

*Junel Independent Centers (IC) and Spon oring

QOrganization of Center (SOC) biu get

workbooks due to State agency

Sponsoring Organization of Day Care Homes
(S DCH) budget workbooks due to State
agen

Y

* August 1
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»Note: CACFP Fiscal yearis October 1 — September 30
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The first step in the annual budget process begins in April. SDE will distribute the next fiscal year
(FY) budget workbook to all program contacts and executive director by the first week of April. The
workbook is sent though the SDE broadcast email system which limits who the workbook may be
sent to in each Institution. It is important if the Program Contact or Executive Director are not the
individual in your Institution to complete the work book, to forward the workbook to the correct
individual.

CACFP program year begins October 1 and runs through September 30. The budget process begins
early so Institutions may plan ahead, complete the workbook and receive SDE approval before the
program year begins. Independent Centers and Sponsoring Organization of Centers budget
workbooks are due to the SDE by June 1 and the Sponsoring Organization of Day Care Homes
budget workbooks are due by August 1. It is important the budget workbooks are complete and
sufficient detailed information is provided for each budget item before submitting for approval to
the SDE. Sponsors may contact the state agency with any questions to ensure the workbooks are
complete. In addition, SDE contracts with an accounting firm to review all sponsoring organization
budgets. Sponsoring organizations must submit their budget workbooks to the auditing firm prior
to the SDE for review to ensure the budget is complete and expenses listed are allowable. The
auditing firm may provide guidance to the sponsoring organization during this time to assist the
organization with completing the budget.

10



State agency reviews and approves budget
workbooks
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The next step in the process is when SDE reviews the Institutions budget workbook and
determines if it is complete and ready for approval. If additional information is needed SDE
will contact the Institution for revisions or additional information before approving the
budget. Once the budget workbook is approved the Institution will receive an email
notification. The approved budget workbook file name will have in it “SA approved”. This
is very important since it will distinguish the file from the original budget workbook sent to
SDE. The approved budget also has the signed SPWA form if applicable.

Once the Institution receives the approved workbook , the next step is to enter the
approved budget summary in the next fiscal year application packet in MyldahoCNP in the
Sponsor Budget Detail form as highlighted on this slide. It is important to attach the
approved budget workbook in the budget detail as well.

11



Quarterly Expenditure and Revenue Reports

Child and Adult Care Food Program :MyIdahoCNI;

EpOTLS Secomy | Seard

Program Year: 2014 - 2015

Description

Download Forms
ACOR - Centers

ACOR - DCH

ACQR Summary - DCH

ACQR Summary - Cente

s

CACFP Sponsor's Profile, Site and Hold Information
Center Application Packet

DCH Application Packet

Forms for Downloading - CACFP

Center Actual Cost Quarterly Report

DCH Actual Cost Quarterly Report

Displays a summary of ACQR report activity for Centers.

Displays a summary of ACQR report activity for Homes.

I
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The budget process does not end once the budgets are approved. Based on Cost Principles
in 796-2 revision 4, Institutions are responsible for accounting for costs correctly and for
maintaining records and sufficient supporting documentation to demonstrate that costs
claimed have been incurred, are allowable to the Program and comply with financial
management requirements. Costs that are not properly documented and recorded are

unallowable.

During the program year Institutions must maintain records of the actual expenses and
revenue for operating the program. This data must be reported in the ACQR report in
MyldahoCNP for each federal fiscal quarter.

12



Quarter 1: Due January 15
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Here is the expenditure and revenue report in MyldahoCNP. At any time in the program
year if you find you made a mistake in one of the quarter reports you may access the report
for that quarter and update the form. If you update the form it is important to contact SDE
so they may review and accept the changes in MyldahoCNP. The federal fiscal year
quarters and due date to submit the report are:

Quarter one is due January 15t and covers October, November and December
Quarter two is due April 15t and covers January, February, and March

Quarter three is due July 15% and covers April, May and June

And Quarter four (last quarter in year) is due October 15t and covers July, August and

September.

13
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Some common findings the accounting firm and state agency is determining on the
quarterly reports are:

Reimbursement reported in incorrect quarter- It is important reimbursement is reported
based on the months earned. Example: 1t quarter reimbursement would be the amount
of reimbursement claimed in October, November and December. Reimbursement is not
based on the month received since each sponsor submits their claim at different times.
The most consistent reporting method is based on when reimbursement is earned.
Expenses reported under incorrect category — Example is nonfood supplies like napkins or
paper plates are reported under the food category. It is important the sponsor has a
method to separate the expenses on receipts, invoices and in their accounting system so
the correct expense is reported under the correct category.

Expenses reported in incorrect quarter- Expenses must be reported on an accrual basis
(when cost is incurred). This is when the goods or services are received. Examples: When
the food is purchased at the store, when product is delivered from vendor, or when a
service such as equipment repair is completed. It is not based on when the product will be
used or in some cases paid by the Institution. This is the most consistent method for the
state agency to verify and monitor all Institution quarterly reports.

14



Budget Process and Requirements o K@

Common Findings on Quarterly Reports

* Labor and Benefits — operating and administrative costs
reported based on estimates or percentages

* Unallowable expenses inciuded in reported totals

* Expenses reported as estimate not actual cost
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Common Findings continued:

Labor and Benefits— operating and administrative reported based on estimates or percentages.
Institutions must maintain time and attendance reports for all labor costs (salaries, wages, benefits)
charged to CACFP for hourly or salaried employees for part-time, full-time or piece-work. Reports
must include the total time actually worked by the employee, not just the time spent on CACFP
duties. The CACFP time must be recorded by time spent between administrative and operating
duties. The portion of labor costs charged to the nonprofit food service account must be allocated
based on hours worked in CACFP and non-program duties. 796-2 revision 4 pages 44-50. The
Institution shall maintain a written compensation plan which includes these procedures.
Unallowable expenses included in reported totals- Example: cream cheese, granola bars, candy costs
included under food expenses. Another example would be an expense that was not approved in the
budget. An allowable expense will be unallowable if prior or specific written prior approval is not
received from the state agency prior to purchasing the product or service. Approval only occurs
through the approval process of the budget workbooks.

Expenses reported as estimate not actual cost- It is important all expenses are reported based on
actual costs for operating the CACFP whether CACFP reimbursement or other funds are used to pay
the expenses. Quarterly reports are used by the State agency to verify the Institution is operating a
nonprofit foodservice and is financially viable to maintain the Program.

15



Budget Amendments

Operating Expenses
Approved tage
Budget Category l A hudget|  FirstQ Guarter| Third @ Fourth Q e °“=i Balance o
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Administrative Expenses
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} } | |
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Since budgeted expenses and revenue are estimates it is sometimes necessary to submit budget
amendments. Budget amendments may be submitted to the state agency as needed by the Institution. The
final budget amendment must be submitted to the state agency by September 1, in order for the state agency
to review and approve the revisions prior to the Institution incurring the expense or revenue.

Institutions shall monitor their budget on a regular basis. When entering actual expenses and revenue in the
quarterly reports is a good time to review your Institution’s budget status. In the far right column in the
quarterly report is the % of the budget that has been expended. If your Institution is in the second quarter
(half way through your program operation) and the expenditure in Food and Milk is already at 95%, you will
need to complete a budget amendment.

Institutions may not go over more than 10% per any line item expense. Any amount over 10% on any line
item will be unallowable and must be paid with other program funds. It is important to submit an amended
budget and receive approval before incurring the expense. To submit a budget amendment to SDE, use the
Institutions “SA approved” budget workbook and make any necessary changes in the workbook. If you cannot
find the “SA approved” workbook in your files you may access the most current approved budget in
MyldahoCNP Sponsor Budget Detail in the Institutions application packet. Once the workbook is updated,
submit the amended budget to SDE for approval. Once SDE approves the amended budget, SDE will update
MyldahoCNP Sponsor Budget Detail, attach the current approved amended budget workbook in the budget
detail form and send an email notification the budget amendment is approved. At this point, when the
Institution accesses the Quarterly reports the percentage expended is updated.

16
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Let’s now talk a little more about allowable and unallowable costs. Costs must be Necessary, Reasonable and
required to operate in CACFP. The cost should reflect what a sensible or practical person would pay.
Example: If purchasing a car for monitors an Organization would not purchase a Lexus when an economical
vehicle would be more reasonable.

Legal under State and Local Law

In order to be allowable, the cost must be authorized or at least not prohibited under Federal, State or local
laws and regulations. Some State or local laws are more restrictive than Federal laws and regulations and may
therefore prohibit certain costs.

EXAMPLE: Some States or local governments/organizations have lower small purchase thresholds than the
current Federal small purchase threshold. An institution wishing to vend meals or procure other services must
make sure it follows the State/local small purchase threshold if the State/local small purchase threshold is
lower than Federal threshold.

Conform with Federal Requlations
The cost must conform to limits or exclusions, as set forth in FNS Instruction 796-2, Rev. 4 and Federal laws,
or other governing regulations. If a cost is prohibited by the IRS, it cannot be allowed in CACFP.

EXAMPLE: Personal expenses are not deductible as business expenses under both the IRS rules and CACFP
regulations. On the other hand, car expenses associated with conducting CACFP reviews are allowable
business expenses under all Federal laws, and reimbursement is based on the actual mileage driven to
conduct the reviews.

Consistent Treatment

17



The cost must be treated consistently through the application of U.S. GAAP principles. This means the same
cost cannot be charged differently depending on the Program to which it is assigned [FNS Instruction 796-2,
Rev. 4 (Section VII A 2)].

EXAMPLE: If an organization pays $0.55 per mile for business travel for the staff that conducts non-CACFP
travel, it cannot claim $S0.60 per mile for CACFP business travel. All expenses and revenue must be documented
and the Institution must maintain the documentation. If expenses in the budget is allocable it must be allocated
accurately and if prior or specific prior written approval is necessary it is approved by SDE before the Institution
assumes the cost. Costs must be approved by SDE in the Institutions budget before the Institution may begin
spending CACFP funds on the costs.
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Budget Process and Requirements

Allowable versus Unallowable Costs

* Costs that are not a reasonable expense specifically for the CACFP;

* Costs that are not necessary for the operation/administration of the
CACFP;

* Costs that are not approved in the CACFP budget or a budget amendment;

* Costs that are not properly allocated between CACFP and other non-
CACFP Programs;

* Less-than-arms-length transactions that are not properly disclosed and
approved.
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Unallowable Costs are:

Costs that are not a reasonable expense specifically for the CACFP;

Costs that are not necessary for the operation/administration of the CACFP;

Costs that are not approved in the CACFP budget or a budget amendment;

Costs that are not properly allocated between CACFP and other non-CACFP Programs;
Less-than-arms-length transactions that are not properly disclosed and approved.

18



Budget Process and Requirements

Operating Versus Administrative Costs

Examples of Operating Costs:
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What is the difference between operating and administrative costs? Operating costs are
any expenses to plan, prepare and serve the meals and snacks in the program. Here are
some examples of operating costs:

* Food

* Food service labor and benefits-activities to plan, prepare and serve the meals or
snacks-this includes prepare and completing menu records and purchasing the food and
supplies

* Nonfood supplies

* Food service equipment

19



Budget Process and Requirements

Operating Versus Administrative Costs

ples of Administrative Costs:
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* Monitoring travel expenses
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Administrative costs are any expenses to plan, organize and manage the program. This
includes completing the CACFP application, recruiting and hiring, preparing and monitoring
the budget, monitoring facilities, providing training to organizations and facilities etc.

Examples of Administrative Costs:

Administrative labor and benefits-activities to plan, organize and manage program
Office and training supplies

Office equipment

Monitoring travel expenses



Budget Process and Requirements

Record Keeping Requirements

All records to sugport the budget expenses and revenue must be
maintained for three years plus the current program year in CACFP.
This includes but is not limited to:

* Food and Supply receipts,

* Invoices, purchase orders, itemized cash receipts, delivery tickets
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* Expenses related to vended meals

* Lease or rental invoices

* Training and Travel receipts

* Time sheets, time and attendance reports, payroll records
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All records to support the budget expenses and revenue must be maintained for three
years plus the current program year in CACFP.

This includes but is not limited to:

* Food and Supply receipts,

* Invoices, purchase orders, itemized cash receipts, delivery tickets

* Cost records for transportation (mileage records)

* Expenses related to vended meals

* Lease or rental invoices

* Training and Travel receipts

* Time sheets, time and attendance reports, payroll records

Any questions before we move on to Procurement and Contracts?

21



. -
2018 CACFP Annual Mandatory Training |
22

Now let’s review the procurement and contract requirements in CACFP.

22



Procurement and Contract Requirements

Procurement in CACFP
* Written procurement standards and procedures
* Methods of procurement

*Record maintenance requirements

*Geographic preference
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We will start with procurement requirements and will take a look at procurement standards
and guidelines when procuring food, supplies, equipment and other goods and services.
Each Institution shall maintain written procurement standards and procedures. We will
review the procurement methods, procurement record maintenance requirements and
conclude with geographic preference.

23



Procurement and Contract RequirementsgENY
Procurement Standat

]
(7 CFR 226.22)

* Standards of conduct-
Conflict of interest

*Procurement procedures
*Free and open competition
*Debarred or suspended
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Procurement standards are necessary to ensure materials and services are obtained
efficiently and economically and are in compliance with State and local laws. Institutions
shall maintain a written code of standards of conduct, establish procurement procedures
and all procurement transactions shall be conducted in a manner that provides the
maximum of free and open competition. An institution should not knowingly do business
with a company that is debarred or suspended.

Debarred: A company is prohibited from doing business in Child Nutrition Programs.
Suspended: A company is temporarily prohibited from doing business in CNP.



e Written code of conduct—
W governs performance of officers
and employees that administer
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w’ contracts supported by CACFP
funds

Conflict of Interest—
real or apparent when selecting and

awarding a contract or using small
procurement methods in CACFP

2018 CACFP Annual Mandatory Training |
25

An Institutions written standards of conduct shall govern the performance of their officers
(Board of Directors) and employees engaged in the award and administration of contracts
supported by CACFP payments. No employee or board member shall participate in the
selection, or in the award or administration of a contract, or when using small purchasing
procedures, when supported by Federal funds if a conflict of interest, real or apparent,
would be involved. A conflict would arise when an employee, board member, any member
of their immediate family; or a partner; has a financial or other interest in the firm or
vendor selected for award. Transactions with such firm or vendor is considered a less than
arms length transaction.

The Institution’s board members and employees shall neither solicit nor accept gratuities,
favors or anything of monetary value from contractors, potential contractors, or parties to
sub-agreements. Institutions may set minimum rules where the financial interest is not
substantial or the gift is an unsolicited item of nominal intrinsic value. For example: no
employees may accept gifts with a value of more than $25.

25



Procurement and Contract Requirements 1&}
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This is the SDE sample written code of conduct. It is available to all sponsors in
MyldahoCNP under download forms.

26



Procurement and Contract RequirementsE) K@

Procurement Procedures

o — e

* Establish written procedures that avoid unnecessary
or duplicate purchases

*|Include all types of products purchased and methods
of procurement

* Take steps to allow small and minority businesses

Examples: Include in solicitation lists, divide tasks or quantities, revise delivery schedules
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The Institution shall establish written procurement procedures which allow the proposed
procurement actions to be reviewed by Institution officials to avoid the purchase of
unnecessary or duplicative items. It is important to consider all products by type the
Institution purchases and the methods of procurement.

Affirmative steps shall be taken to assure that small and minority businesses are utilized
when possible.

For Example:

Including qualified small and minority businesses on solicitation lists;

When economically feasible, dividing total requirements into smaller tasks or quantities to
permit maximum small and minority business participation. This may be as easy as
awarding the contract by product type-produce, dairy, freezer products, dry food supplies,
paper supplies, cleaning chemicals, etc.;

Where the requirement permits, establishing delivery schedules which will encourage
participation by small and minority businesses.

27



Procurement Procedures continued
Include written standards of conduct to avoid conflict of
interest and maximize free and open co

mpetition
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The written procedures shall also include the written standards of conduct for the Institution
and processes to avoid conflict of interest and to maximize free and open competition. The
Institution should include where the procurement records will be maintained within the
Institution. For large organizations this may be a specific department within the
organization. Finally the procedures shall be clear as to who in the Institution is responsible
for following the procedures. This should include the governing board, administration and
any other employees responsible for procuring products or services for the Institution.
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Procurement and Contract Requirementse)

Free and Open Competition

L

Procurement procedures shall not restrict or
eliminate competition.

Examples of restrictive competition:
* Placing unreasonable requirements on vendors
* Non-competitive practices
PR [ A [T T A

® U[gdlllédLlUTldl contiict or interest
* Unnecessary experience or bonding requirements
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All procurement transactions, regardless of whether by sealed bids or by negotiation and
without regard to dollar value, shall be conducted in a manner that provides maximum
open and free competition consistently. Procurement procedures shall not restrict or
eliminate competition. Examples of restrictive competition include, but are not limited to:
Placing unreasonable requirements on firms or vendors in order for them to qualify to do
business,

Non-competitive practices between firms,

Organizational conflicts of interest, and

Unnecessary experience and bonding requirements.



Procurement and Contract Requirements

Procurement Methods (2 CFR Part 200.320):
e Micro-purchasing (upto $3,500) updatescoming
*Small purchasing (up to $150,000) updates coming
* Competitive sealed bids
* Competitive negotiation

* Noncompetitive negotiation
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Now that you know some of the practices of procurement lets review procurement methods. The
procurement method an Institution will use depends on the total dollar amount of goods or services
purchased based on the normal and reasonable frequency of purchases. Micro-purchasing occurs
when the total dollar amount of purchases by frequency is under $3,500 (Federal Threshold). Micro-
purchases may be awarded without soliciting competitive quotation if price is reasonable. Small
purchase procedures occur when the total dollar amount of purchases by frequency are under the
Federal purchasing threshold of $150,000.

For all purchases over $150,000 (Federal threshold), the Institution must use one of the following
large procurement practices:

Competitive sealed bids, also known as an Invitation for Bid (IFB) Competitive negotiation which is a
Request for Proposal (RFP)

Or Noncompetitive negotiation, IFB or RFP.

Please note: The office of management and budget (OMB) released a memo-M-18-18 on June 20,
2018 raising the micro threshold to $10,000 and the small procurement threshold to $250,000. In
addition, there will be an approval processes to request a micro-purchase threshold higher than
$10,000. Institutions must submit their request to the Institution’s cognizant Federal agency for
indirect cost rates. It is recommended to forward the request to the CNP state agency as well. USDA
will release a policy memo on these changes soon.
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Formal Methods

Micro Purch P by Sealed Bids (IFB) Competitiy N petitiv
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Here is a chart of the procurement methods, where each is located in the regulations,
general procedures for each and assurances. Let’s review the procedures for each:

Micro purchasing- no competitive quotes required but pricing must be reasonable and
necessary. Each Institution is responsible for comparing prices in area (no written
documentation required) to meet this assurance. The state agency will review receipts
during program reviews to verify the Institution is purchasing from more than one source.

Small Purchasing Procedures: Minimum of three written price quotes from vendors.

IFB, RFP — Formal bidding processes must be followed for each: technical (detailed)
specifications, advertising, public opening. For an IFB the bid is awarded based on price
alone (firm fixed price). For an RFP the solicitation will include the evaluation criteria,
award is based on score with significant weight on price but not price alone. RFP’s are used
when a service is necessary with the purchase of a product. Example: Delivery of food to
site locations per a specific delivery schedule.

Non-competitive Proposals- This is when product is only available from a single source and
competition is deemed inadequate.
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Procurement and Contract Requirements

Procurement Record Maintenance

Institutions must maintain written procurement
records for three years plus the current program
year. The records must include, but are not limited
to:

* Detail of procurement history

* Rationale for procurement method

 Selection of contract type

* Contractor selection or rejection
* And basis for the cost or price
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Institutions shall maintain written procurement records for three years plus the current
program year. The written records shall sufficiently detail the significant history of
procurement. These records shall include, but are not necessarily limited to information
pertinent to the following: rationale for the method of procurement, selection of contract
type, contractor selection or rejection, and the basis for the cost or price. The cost and
price is documented with purchase orders, delivery receipts, invoices, or itemized cash
receipts.
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Procurement and Contract Requirements

Geographic Preference

Institutions may—apply
geographic preference for
unprocessed locally grown or
locaiiy raised agricuiturai
products and may define local.

Several Food handling ‘\
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vation tecnniques

are allowed
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Institutions participating in CACFP may apply a geographic preference when procuring unprocessed
locally grown or locally raised agricultural products. When utilizing the geographic preference to
procure products, the Institution making the purchase has the discretion to determine the local area
to which the geographic preference option will apply;

For the purpose of applying the optional geographic preference, “unprocessed locally grown or
locally raised agricultural products” means only those agricultural products that retain their inherent
character. The effects of the following food handling and preservation techniques shall not be
considered as changing an agricultural product into a product of a different kind or character:
Cooling; refrigerating; freezing; size adjustment made by peeling, slicing, dicing, cutting, chopping,
shucking, and grinding; forming ground products into patties without any additives or fillers;
drying/dehydration; washing; packaging (such as placing eggs in cartons), vacuum packing and
bagging (such as placing vegetables in bags or combining two or more types of vegetables or fruits
in a single package); addition of ascorbic acid or other preservatives to prevent oxidation of produce;
butchering livestock and poultry; cleaning fish; and the pasteurization of milk.

In an IFB or RFP an Institution may provide extra points for local foods when making their selection
or allow higher costs for local products. This may apply to small procurement selection too.
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Procurement and Contract RequirementsgeQK "

Institutions must maintain written contracts for

Q..

provisions provide
and 226.6(i).
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We will now review the contract requirements and sample of food service contracts
available to Institutions from SDE.

Institutions must maintain written procurement contracts for three years plus the current
program year. The contracts shall include the standard contract provisions provided in 7
CFR 226.22, 226.21 (FSMC) and 226.6(i) depending on the type of contract. 7 CFR 226.21 is
specific for a Food Service Management Contract.



Procurement and Contract RequirementsE) K@

Food Service Contracts

There are two types of Food Service Contracts and
prototypes availabie in MyidahoCNP downioad
forms
* Food Service Management Company (FSMC) Contract
* Food Service Vendor Agreement

Contracts must be provided to SDE annually and Institutions are
responsible for ensuring the FSMC or vendor meets all Federal,
State and local requirements
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Institutions may contract with a FSMC or vendor to supply the meals and snacks to their
sites. There are two types of Food Service Contracts and prototypes available in
MyldahoCNP download forms. The Food Service Management Company (FSMC) Prototype
Contract and the Food Service Vendor Agreement. If an Institution chooses to develop
their own contract or agreement the document must include all the standard contract
provisions and be approved by the state agency before implementing.

Institutions must follow the appropriate procurement methods when procuring the
contracted products and services, the contracts must be submitted to the state agency
annually for approval and the Institution is responsible for ensuring the FSMC or vendor
conforms to the contract or agreement and meets all Federal, State and local requirements.
This includes meeting the CACFP meal pattern requirements. Any questions?
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10 Minute
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Morning Break

It’e Time For A Break
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Let’s take a 10 minute morning break.
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We will now review the monitoring requirements for sponsoring organizations that sponsor
centers or day care homes. If you are an Independent Center participating on the program
you are not required to meet the monitoring requirements but this information is good to
be aware of if you choose to expand and sponsor multiple centers.
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Monitoring Requirements Q) @

Requirements for Snonsoring Organizations:
~M r~ o o
* New facilities-(center or home) must have a

pre-approval visit

* New facilities must be reviewed within four
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* Minimum of 3 site monitoring visits per year

* ) of 3 visits are unannounced visits
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Here are the monitoring requirements for Sponsoring Organizations:

* New facilities (centers and day care homes) must have a pre-approval visit before the
facility begins participating and claiming meals in CACFP. There is a preapproval form
available in MyldahoCNP download forms you may use for this requirement.

* New facilities must be reviewed within four weeks of operation. This is a great time to
provide additional technical assistance and confirm the facility is off to a good start,
maintaining records and in compliance with the regulations. During this visit use the
standard monitoring form. A sample monitoring form is available in MyldahoCNP
download forms. An organization may use their own monitoring form or preapproval visit
form but it must be approved by the state agency before implementing.

* There must be a minimum of 3 site monitoring visits per year. It is important to track
monitoring visits in a tracking log to ensure all visits are completed.

* 2 of the 3 monitoring visits must be unannounced visits
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Monitoring Requirements

Continued:
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At least 1 unannounced visit must include a meal service observation. Best practice is to
observe a meal service at each monitoring visit. There may be no more than 6 months
between monitoring visits. Again using a tracking log ensures you are meeting this
requirement for each facility.

It is important to vary the timing of unannounced visits so they are unpredictable. Examples
of varying the timing are: conducting visits in different months from year to year, at different
times in the month, observe a variety of meal services including supper and if the facility is
open on weekends or holidays conduct some visits in the year during these times.
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Monitoring Requirements

Monitoring Tools

Sponsoring organizations must maintain complete monitoring
forms and tracking logs to support each facilities monitoring

visits.
A few important components of the monitoring form:
* Records and evaluation checklist
* 5-day meal count reconciliation
* Meal observation
* Summary of anv findings and corrective action
* Technical Assistance provided
* Certification and signatures
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Sponsoring organizations must maintain complete monitoring forms and tracking logs to
support each facilities monitoring visits.

The monitor must thoroughly document what was observed on site visits and in required
records. All questions and sections on the monitoring form must be completed. In this
process, the monitor would be able to identify any problems and patterns of non-
compliance if occurring.

Both the center and day care home forms are located in MyldahoCNP under download
forms. If the sponsoring Organization chooses, they may develop their own monitoring
forms and submit it to SDE for approval prior to implementing the form.

A few important components on the form are:

Records and evaluation checklist; 5-day meal count reconciliation; Meal observation;
Summary of any findings and corrective action; Technical Assistance provided; and
Certification and signatures
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Monitoring Requirements

Monitoring Tracking Logs

Sponsors must maintain a tracking log for all monitoring
reviews to include:
* Site name and meal observed
* Date of each site monitoring visit
* Description of findings
a Maveamdiiin Aadiam (/AL
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* Date CA due
* Date CA received
* Date of follow-up visit
* Date findings are corrected
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In addition to completing the monitoring form the sponsoring Organization must also
maintain a monitoring tracking log that reports:

Site name and meal observed

Date of each site monitoring visit
Description of findings

Corrective Action (CA)

Dates CA due and received

Training or technical assistance provided
Date of follow-up visit

Date findings are corrected

If the monitor notes issues that need follow-up, a date for follow-up must be recorded on
the original monitoring form and the tracking log, and the follow-up visit must be
conducted and documented with resolutions noted.
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Monitoring Requirements

Sponsoring Organizations Monitoring Tracking Log
Date of
Monitoring Corrective action Date CA Date of follow Date findings
Site Name Visit |Description of Finding (CA) needed | Date CA Due |received up visit corrected
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Here is the Sponsoring Organization monitoring tracking log available in MyldahoCNP under
download forms. Organizations may use this log or develop their own and submit to SDE
for approval prior to implementing.



Monitoring Requirements QY

Five Day Reconciliation

C mpare facility enrollment, attendance and meal
nts for most recent five consecutive days —

inr ude all meals served in all classrooms at centers

B -- 5 Day Meal Count Reconciliation

Breakf, AM Snack Lunch | PMSnack | Supper Late Snack
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During the monitoring visit complete a five day reconciliation.

Compare the facility enrollment, attendance and meal counts for most recent five
consecutive days —include all meals served in all classrooms at centers. Thisis a
requirement in the regulations for each monitoring visit. The process is the same for
centers and homes it is aggregate data not by child name. If a center is not required to
maintain enrollment records (emergency shelters and at-risk afterschool centers) this
column would be left blank. Review the facility records onsite. If on any day the facility
recorded more meals than children enrolled or in attendance the difference must be
disallowed and may not be claimed for reimbursement. This is considered a finding and
the facility shall be provided with a corrective action from the organization.

The facility may only claim meals for children recorded in attendance with a time in and out
and recorded receiving a meal on the meal count records. This includes snacks. Child care
centers, Head Start and Family day care homes may only claim meals for children enrolled
in the facility.
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Monitoring Requirements

Facility Record Maintenance

U W e N

All facilities must maintain claim records for three years

after the date of submission of the final claim for the FFY
CFR 226.10(d)
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Either Electronic or Paper = —_— .
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All facilities (centers or daycare homes) must maintain claim records for three years after the
date of submission of the final claim for the FFY CFR 226.10(d).

Either Electronic or Paper. If the electronic is a scanned copy of the paper records the
record must be legible.

It is important the monitors are verifying during the visit that the facility is maintaining the
required records. If the facility records attendance or meal counts on a paper document and
then later enters the information into the sponsors electronic claiming system the paper
source document must be reviewed during monitoring visits when conducting the 5 day
study to ensure the facility is entering the data accurately into the system. If the facility is
not maintaining the records or information is entered incorrectly from the source document
to the sponsor electronic claiming system this is a finding and required corrective action
must be issued by the sponsor for the facility.
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Monitoring Requirements

Facility Record Maintenance continued

Onsite LIk

Per Policy memo CACFP 03-2009 @j!_l}
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12 months.

Offsite option

Remaining 2 years may be stored offsite but must be accessible in
reasonable amount of time.

2018 CACFP Annual Mandatory Training |
as

For facility (centers and homes) records must be maintained Onsite for the current month
and previous 12 months per Policy memo CACFP 03-2009.

The remaining 2 years may be stored Offsite but must be accessible in reasonable amount
of time by the sponsoring organization, state agency or USDA during a monitoring visit or
upon request for a desk review.



Monitoring Requirements R

Facility Record Maintenance continued

Claim Records Include:
* Enrollment forms
* Income eligibility forms
* Meal count records
» Attendance records
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Required claim records for facilities (centers and day care homes) include:
sEnrollment forms (if required for the facility)

=Income eligibility forms (centers & homes if required)

*Meal count records

=Attendance records

*Menu records- | will review the menu records later in this training
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Monitoring Requirements

Monitor Training Requirements

Organizations must train monitors annually on their written
monitoring procedures

Training shall include program requirement and how to “connect the dots”
during a monitoring visit:

* Why they are looking at particular records;

»
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* How to ask questions about what they observe;
* How to determine if it is a finding or only technical assistance
* How to write up findings and corrective action from records or procedures; and
* How to follow up with facilities to ensure that findings are resolved

2018 CACFP Annual Mandatory Training |
a7

Sponsoring Organizations must thoroughly train the Organization’s monitors in CACFP and
Civil Rights requirements and provide each monitor with the sponsoring Organization’s
written monitoring procedures.

More than that, organizations shall also use this training to ensure that monitors who are in
facilities know:

Why they are looking at particular records;

What they are looking for in those records;

How to ask questions about what they observe;

How to determine if it is a finding or only technical assistance
How to write up findings from records or procedures; and

How to follow up with facilities to ensure that findings are resolved. It is important all follow
up reviews are documented on the monitoring form and in the tracking log.
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Monitoring Requirements

Finding—Identification of noncompliance with
CACFP regulations, FNS Instructions, policy
memos or state policies. Each finding is
associated with a required corrective action.

Technical Assistance (TA)--
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in writing from the monitor to achieve regulatory
compliance and Program improvement.
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What is the difference between a finding and technical assistance?

Finding— Identification of noncompliance with CACFP regulations, FNS Instructions, policy
memos or state policies. Each finding is associated with a required corrective action.
Findings may also include meal or snack disallowances.

Technical Assistance (TA)--Guidance and support to facilities either verbally or in writing
from the monitor to achieve regulatory compliance and Program improvement. TA may be
provided during a monitoring visit in addition to a finding. TA may also be provided outside
of monitoring visits when answering facility questions.

Both findings with corrective action and technical assistance must be clearly documented
on the monitoring forms and tracking logs.
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Monitoring Requirements

Monitor Corrective Action (CA)

e T

Corrective Action—A series of steps taken to correct a

weakness or error in the operation or management of CACFP
in order to rnnfnrm to the rules and rpnulnrmnc fnr the
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proper administration and operation of CACFP,

Examples of Corrective Action:
* Require training and documentation of training
* Develop or update procedures

* Provide missing documents to Sponsoring Organization
(enrollment, eligibility, CN labels, recipes, menus, etc.)
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What is monitoring corrective action?

Corrective Action is a series of steps taken to correct a weakness or error in the operation
or management of CACFP in order to conform to the rules and regulations for the proper
administration and operation of CACFP

Examples of Corrective Action:
* Require training and documentation of training
* Develop or update procedures

* Provide missing documents to Sponsoring Organization (enrollment, eligibility, CN labels,
recipes, menus, etc.)

Some corrective actions may occur during the monitoring visit but others may require more
time for the facility to correct. It is important all corrective action is completed in a timely
manner and by the due date provided by the monitor. Due dates should be no more than
30 days past the date of finding. Best practice is to set the date within a week or two from
the visit. A follow up visit should occur within 30 days of receiving the corrective action.
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Monitoring Requirements QY

Corrective Action and Follow up Visits
* All findings ona monitoring visit must have a corrective
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* Corrective action must be completed and received by the
Organization by the due date

* Monitors must conduct a follow up visit in a reasonable
time to ensure the finding was corrected
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It is important that Sponsoring Organizations train their monitors on findings and provide
them with reasonable corrective action examples. This ensures consistency with all
monitoring visits.

Below are requirements for findings, corrective action and follow up visits for all monitors:
=All findings on a monitoring visit must have a corrective action and due date

=Corrective action must be completed and received by the Organization by the due date.
Some corrective actions may occur during the monitoring visit but others may require more
time for the facility to correct. Due dates should be no more than 30 days past the date of
finding. Best practice is to set the date within a week or two from the visit.

=Monitors must conduct a follow up visit in a reasonable time to ensure the finding was
corrected (reasonable within 30 days)

=*Monitors must document on monitor forms and tracking logs if previous findings were
corrected and corrective action plans were implemented

When corrective action is not implemented and findings were not completed resulting on a
second finding the center or provider shall be deemed serious deficient.
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Monitoring Requirements

Household Contacts

writine or by telenhone \leh 60 davys of

LARBLLERY S MY Lol MV vvll.lllll

These findings may come from:

* Observations or records reviewed during a monitoring visit
* Sponsor or SDE receives a “Whistleblower” complaint

* Sponsor questions the validity of a facility claim
* Any other time deemed necessary by the sponsor

SDE Household Contact Procedures are located in the CACFP
Manual
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Sponsoring Organizations of day care homes or unaffiliated centers are required to contact households in
writing or by telephone within 60 days of finding irregularities. The Sponsoring Organization must conduct
household contacts to verify the accuracy of a claim (or claims) and supporting records whenever one or more
of following instances take place: If during a site monitoring visit the monitor observes:

* Substantially fewer children are present on the review day than are regularly claimed without good reason
(flu epidemic, field trip, etc.).

* Participant attendance records or enrollment forms appear unauthentic.

* Records were completed in advance.

* A mealis always claimed by the facility; however the facility is not serving that meal when the monitor
conducts the visit, including holiday and weekend visits. For example, a facility always serves supper at
5:30 PM, but when the monitor visits at 5:30 PM, the facility is not serving a meal or planning to serve a
meal.

* Daycare Homes only, the provider is not at the home when a monitor attempts to visit, but the provider
claims the meal for reimbursement.

* Discrepancies in record keeping and other various reasons that cause a sponsor to question the claim.

In addition, household contacts shall occur if the sponsor or SDE receives a whistleblower complaint regarding

meal claiming. The sponsor questions the validity of a facility’s reimbursement claim or any other time

deemed necessary by the sponsor. SDE household contact procedures are located in the Idaho CACFP
manual.



Monitoring Requirements Q) ,’@

Imminent Threat to Health or Safety

During a monitoring review of a day care home or
unaffiliated center, the Organization discovers facility
conduct or conditions that | pose imminent threat to the
health and safety of the participants or public the sponsor

must:
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* Take action consistent to their recommendations
. Immediately suspend the facilities participation in CACFP

P - T - e - S D & - S P R

b .)CIIU I\IULIUc' Ul bu:;p':‘llbIUll SEI IUUD Ul:‘IILICIILy dllu p UpUbCU
termination

* Follow remaining suspension procedures in the CACFP Manual
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Sponsoring Organizations of day care homes and unaffiliated centers that discover in a
monitoring review, facility conduct or conditions that pose an imminent threat to the
health or safety of participating children or the public, the sponsoring Organization must
immediately notify the appropriate State or local licensing or health authorities and take
action that is consistent with the recommendations and requirements of those authorities.
Sponsoring Organizations of affiliated centers should have internal procedures to ensure
their facilities are safe for the children enrolled.

In addition, the sponsoring Organization must immediately suspend the facility’s
participation in CACFP, send Notice of suspension, serious deficiency and proposed
termination and follow the remaining suspension procedures provided in the Sponsoring
Organization of Day Care Homes and Sponsoring Organization of Centers sections of the
CACFP manual located on the CNP website. The serious deficiency procedures and USDA
templates are located in the FNS Serious Deficiency Handbook on the CNP website as well.
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The serious deficiency process in CACFP was established to ensure compliance with the
program regulations and guidance. The serious deficiency process offers a systematic way
for State agencies or sponsoring organizations of day care homes or unaffiliated centers to
take actions allowing institutions to correct serious Program problems and ensures due
process.

USDA Serious Deficiency Handbook is the best resource for the Serious Deficiency Process.

The State agency and sponsoring organization use the template letters included in this
handbook when issuing notices in the serious deficiency process.

Supplemental information is also available in Idaho CACFP Manual located on the Idaho
CNP website under the Child and Adult Care Food Program.
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Serious Deficiency Process

Six Steps of the Serious Deficiency Process

1. identify the serious deficiencies;

2. Issue a notice of serious deficiency;

3. Receive and assess the written corrective action plan (CAP) for adequacy;

4. Issue a notice of temporary deferral of the serious deficiency if the CAP is approved,
or issue a notice of proposed termination and disqualification, including appeal
procedures, if the CAP is not adequate (or if no CAP plan is received);

5. Provide an appeal review (appeal hearing, administrative review), if requested, of the
proposed termination and disqualification; and

6. Issue a notice of final termination and disqualification if the appeal is upheld or if the

timeframe for requesting an appeal has passed, or issue a notice of temporary
deferral if the appeal is overturned.
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It is important sponsoring organizations that sponsor day care homes and unaffiliated centers train
their monitors on the serious deficiency process and when findings rise to the level of a serious
deficiency determination. The serious deficiency process has six steps that start when the State
agency or organization identifies a serious deficiency. The resolution will be either the correction of
the problem and the issuance of a temporary deferment of the serious deficiency, or the institution’s
or facilities termination and disqualification from the Program.

The six steps in the serious deficiency process are:

1. Identify the serious deficiencies;

2. Issue a notice of serious deficiency;

3. Receive and assess the institution’s written corrective action plan (CAP) for adequacy;

4. Issue a notice of temporary deferral of the serious deficiency if the CAP is approved, or issue a
notice of proposed termination and disqualification, including appeal procedures, if the CAP is not
adequate (or if no CAP plan is received);

5. Provide an appeal review (appeal hearing, administrative review), if requested, of the proposed
termination and disqualification; and

6. Issue a notice of final termination and disqualification if the appeal is upheld or if the timeframe
for requesting an appeal has passed, or issue a notice of temporary deferral if the appeal is
overturned.
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Administrative Review Procedures (Appeals) .§

Procedure included in
Training packet

Also available on Idaho CNP Website

2018 CACFP Annual Mandatory Training |
55

The CACFP Administrative Review Procedures, also known as the Appeal Procedures are
provided in your training packet and located on the CACFP website for easy access for all
sponsors. The SDE will provide the Administrative Review Procedures to sponsors with
notice of action letters. Such notices are fiscal action (recovering of funds), denial of
participation or proposed termination notices.

It is important to note, if you receive a notice of action and decide to appeal the action to
provide the notice of action letter to the appeal officer within the required time line. As a
sponsor you have the option of a written review or an in-person hearing and must also
specify which option you are requesting.

At any time you may contact the state agency with questions on the appeals process.
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At this time, each participant of this training should have already completed the online civil
rights training in the CNP training portal on the Idaho CNP website. This is where the state
agency tracks all of their required training for key staff in Institutions. If you have not
completed the training yet, please do so ASAP so you may receive your certificate for
completing the CACFP annual mandatory training for 2018.
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Last year our state agency provided this training handout you may use to train the facility
Frontline staff that interact with program participants. This would include teachers and
volunteers that assist with meal service. This handout is available on the Idaho CNP
website under the Civil Rights tab. To train your facilities and organization annually please
use either the online civil rights training in the CNP training portal, the civil rights video or
the PowerPoint located on the Idaho CNP website.
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Civil Rights and Meal Accommodations

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulationsand
policies, the USDA, its Agencies, offices, and employees, and institutions participatingin or administering USDA

mragrame ara nrahibitad feam diesriminatinabhaca dan rars
Programs are proniocitegirom ul;\.llllllllul.lll5uua!:u onrace,

color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity
conducted or funded by USDA.

Persons with disabilitieswho require alternative means of communication for program information (e.g. Braille, large
print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for
benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relalwaervice at (800) 877-8339. Additionally, program information may be made availablein languages other than
English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027)
found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter
addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the
complaint form, call (866] 632-9992. Submit your completed form or letter 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;

(2) fax: (202) 690-7442; or

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider _
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This is the long Nondiscrimination statement. Whenever the CACFP or USDA is mentioned
or implied on Institution materials, the non-discrimination statement must be included on
these published materials. Information that is directed to parents, employees, potential
participants/employees or other public groups and that mentions the CACFP or USDA
meals must also include the non-discrimination statement.

Informational materials that require the statement include but are not limited to:
Employee handbooks, Enrollment and eligibility forms, Menus, Newsletters, Brochures,
Parent handbooks, Print or broadcast advertisements, Websites and Flyers

If the material is too small to permit the full statement to be included, at a minimum
include the short statement, in print size no smaller than the text.
“This institution is an equal opportunity provider.”
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Civil Rights and Meal Accommodations

G

Annual Ethnic/Racial Participant Data

e
idaho State Department of Education
Child and Adult Care Food Program

Chvil Rights Data Collection Form for reporting
Achusl and Posentisl Participants

Date of Couen

Proveder or Canter Name

Provder ce Canter Address

Cant ot DencteaOmrar Mama

CATEGORSE §
County wotals sre located on the Child Nutrition Program website hiip{'wws. sde idabeo. povisielong _ under
Ciwil Rights, 2010 Census Data Sheet

HISPANIC OR LATING:
M i

- 1 Pameipants
NOT HIPANIC OR LATING:
Hurmbas of Pamicgants . County Tot sl

BLACK OR AFRICAN AMEFRICAN:
Number of Pasiopants County Total

ASIAN:

Number of Paticpants County Totat:
AMEFICAN INDUAN & ALASKA NATIVE;

Murmbat of Baticpants : } County Totsl:
MATIVE HAWAILAN Of OTHER PACIFIC ISLANDER:

Mumber of Pastiopants County Total

WHITE:
Mumber of Paticpants County Total
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Annually Institutions are required to collect ethnic/racial data per participant for their
center or each of their sponsored facilities. The data is reported in MyldahoCNP in the
Institutions’ application packet on the Civil Rights form. The consolidated data must be
maintained by the Institution for three years plus the current program year. During
program reviews the state agency has found that some Institutions report the data when
collected and consolidated but did not maintain the document(s) used to consolidate the
data. Itis recommended for Institutions that consolidate the data by hand (data is not in
electronic data base with report options) the Institution use the Civil Rights Data Collection
form provided by the state agency on the CNP website on the Civil Rights tab.
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Civil Rights and Meal Accommodations

AL
MEDICAL STATEMENT

i REQUEST FOR MEAL ACCOMMODATION DUE TO MEDICAL CONDITION:
I A kcensed physician, physcan assistant, nurse praciitiones, or dentist must sgn this form (line 14)
(1} Mama of Student Partizipant T13] Date o Bintk, | (3} DiskrictiOrganization 114} SchoolSie

ST Sedernt P il s SE=e

State me nt (5) Name of Parent fGuardian, or Auth. Rep. {6) Telophona (Parent (Guardian, or Auth. Rep.)

(T) Detsrmination

By completing this form it was d ined that the Student/Participant has a medical condition or is disabled and requires

awlmiumb:ﬂmhmmm:

F weith D Act (ADA) A Act of 2008 made important changes 1o the meaning and inlerpretation of
orl I I Mlefm “desabiity " The changes demonsirated Congress’s intent 1o restore the broad scope of the ADA by making it easer for an

WNWMMwWMaMRthwdﬂEADAWM mest physical and mental

g ey i e, gt wepdpduir i s ol F iy - Cppmmsteenis

Terefors, rather than focusing on whiter of 1ot & parbopant has & Soabiiy, SPonees
Imnmmtngmlabma:ndynﬁupmla guardians or pariicipanis io ensure an equal cpportunily fo paricipate in the Chid
Nuiriion Programs and receive

“Disabled persen” Any parson mmsnmmum&wmms&nnwmmam major ife

“Fhysical or mental impairment™ means (1) any i o conditio

affecting one or more of the following body systems. neurclogrcal, musculoskeletal, specal sense organs, respirafory (including
speech} organs, carth ! o . digestve, o y: hemc and lymphate, skn, and  or (2} any mental
ﬂrpsy:bobpwasnrd« m:smon!al tardation, erganic bramn syndn ! or mental liness, and specific learnng

thoclih activities” are broadly defined and include, but are nol kmded lo, canng for oneself, performeng manual tasks, seeng,
heanng. eabing. sleeping. walking. standing, [fng. bending. speaking. breathing. learning. reading. concentrabing. thnking.
communicaling, and working, "Major life aciviles” also include the operabion of a major boddy fundiion, including but nof lmited fo,

Rincoons of e immune System, normal cell growth, cigastive, bows!, biadder, | brain, respiratory ¥.
endocrine, and reproductve functions_{Sse 20 USC § 705(5) () and 42 USC § 12101

(8) Provide a brief d iption of ey 's physical or mental impairment that substantially limits one or more
major life activity:
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Idaho CACFP updated our Medical Statement form for Child Nutrition sponsors. It is
provided on this slide and in your training packet. Let’s review it now. This form is for
medical conditions or disabilities that require meal or service accommodations in CACFP.
This form should only be provided to parents if the substitution is due to a medical
condition or disability. If a parent is requesting a meal accommodation due to preferences
(religious, moral convictions or personal preferences) and the facility has a policy that they
will make accommodations due to preferences, the facility must allow this for all
participants in care.

It is important to note, once a center or day care receives a completed signed and dated
form by a medical authority they must provide the recommended alternatives or
substitutions until a new form is provided by a medical authority. For example: If the
medical condition is allergy to milk, and a parent later states the center or home may now
serve milk to their child, the center or day care home should request an updated medical
statement from before making the changes to the child’s meals. A medical authority made
the determination for the allergy on the original medical statement form any changes
should come from a medical authority to limit liability.
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USDA Updates and Resources

Programs Data Newsroom Research Forms Grants

0 &%=y

How To Apply
= Contact State Agency
= Income Elgibility
» Reimbursement Rates

Browse by Subject

= Federal Register Documents
= Legislation

= Policy

> STREAMLINE_CACFP!

> Press Releases

= Regulations

= Guigance and Resources
= €N Labeling CACFP provides ald to child and adult care institutions and family or group day care homes for the
provision of nutritious fooda that contribute to the wellness, healthy growth, and development of young
children, and the health and wellness of older adults and chronically impaired disabled persons.

s Foos Eares

= Research & Reports
> Disaster Assistance Through CACEP, more than 4.2 million children and 130,000 adults receive nutritious meals and snacks
each day as part of the day care they receive.
Other Resources
> Capacity Builder Map See how CACFP can make a difference in the quality of your programi Whether you are a provider in your
home, at a day care center, in an afterschool care program, or in an emargancy shalter, you will find

= CACFP Handbooks .
many useful resources for serving nutritious meals and snacks.

= CACFP Meal Patterns
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Let’s review now USDA updates and resources. On USDA’s website you can find
information on the program: Income Eligibility forms in different languages, CACFP Meal
Pattern, CACFP Handbooks, Building the Future poster, cookbooks for homes and centers,
link to the interactive food buying guide, Nutrition and Wellness Tips for Young Children
and links to Team Nutrition, MyPlate and Institute of Child Nutrition websites.

The Feeding Infant guide is still being revised to the new meal pattern requirements. The
state agency will send a broadcast email when it is updated.
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USDA Updates and Resources

» Toam Nutrition Home Team Nutrition m

How To Apply

= Become a TN School
Popular Topics

= About Team Nutrition
» MyPlate

» Resource Library

» Resource Order Form
> Healthierll$ School Challenge
= Graphics Library

= Training Grants

> Local Wellness Policy
= Webinars and Training
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= Best Practices Sharing Center
= Healthy Meals Resource System m CACFP Haltime: Thirty on _ New! CACFP Meal Service
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Thursdays Training Webinars B Training Grants

> 4
CACFP Meal Pattern Training Mew! Available in Spanish
Tools Discover MyP nergent
!-‘_ —tr Y Reader Mini Books
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Here is the Team Nutrition website were you can find the interactive food buying guide and
mobile apps, CACFP Halftime: Thirty on Thursday training webinars, CACFP new meal
pattern training tools-posters and worksheets, e-learning resources and recipes. There are
several free resources you can order for your centers or homes from this site.
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INSTITUTE OF

Face-to-Face Training
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Here is the Institute of Child Nutrition website were you can find resources and trainings for
your centers and homes. The institute has and is developing several trainings for CACFP.
There are Face to Face training opportunities and online.
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USDA About Us | Askthe Expert | ContactUs | En Espafiol
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And finally, here is What’s Cooking- USDA mixing bowl website. This website has several
recipes for centers and day care homes. Please note: The recipes on this site were
standardized to produce a consistent product and yield but are not credited to the meal
pattern at this time. You can use the Recipe Analysis Workbook in the Interactive Food

Buying guide to credit it to the meal pattern. We will review how to use RAW later in this
training.
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In your packet is the Policy Memo Summary Sheet for all policy memos that were released
since the last annual training. CACFP 13-2018 provides flexibilities to CACFP sponsors
when serving flavored milk to children 6 and older. Beginning July 1, 2018 centers and
homes may offer either nonfat or 1% flavored milk to children 6 and older.

CACFP 10-2018 provides a steam lined process for conducting the day care home 5 day
reconciliation. Idaho’s monitoring forms already provides this option to sponsors.
Essentially rather than recording the enrollment, attendance and meal counts for the 5
days by child for day care homes the sponsor may now record aggregate data for the day.

In the next slide we will review CACFP 09-2018 in more detail. Are there any questions on
any other policy memos released in the past year?
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CACFP 09-2018 Grain Requirementsin CACFP

Whole Grain-Rich update-6 options

1. Product on any State’s WIC whole grain food
list

2. Product labeled “whole wheat” and has

Standard Identity issued by U.S. FDA (certain
breads and pastas)
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Let’s review policy memo CACFP 09-2018, the most current CACFP grain requirements
policy memo. The updated exhibit A grain chart is included in this policy memo and we
also provided a separate copy of the Exhibit A in your training packet. Please note,
beginning October 1, 2019 ounce equivalents will be implemented for grain products.
Check out the difference between ounce equivalents and a serving. DO: Review Exhibit A
One key update in this policy memo was the 6 options to determine if a grain is whole
grain-rich. This policy memo is in your packet. In addition, the National Association of
CACFP issued a one sheet handout for the 6 options that is in English and Spanish. It was
reviewed and approved by USDA and is also provided in your packet. Lets review the
handout. These are now the 6 options:

1. Product is on any State’s WIC whole grain food list- please make sure you are only using
the whole grain list.

2. Product labeled “whole wheat” and has Standard Identity issued by U.S. FDA (certain
breads and pastas). The policy memo provided the bread and pasta FDA Standard of
Identity that can be considered for this method. They are listed on the next slide.

3. Product includes one of two FDA approved whole-grain health claims on packaging
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FDA Standard of Identity

L

Breads with exact product names:
Whole wheat bread, entire wheat bread, graham bread, whole
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entire wheat buns, and graham buns

Pasta with exact product names:

Whole wheat macaroni product, whole wheat macaroni, whole
wheat spaghetti, and whole wheat vermicelli

Liime
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Here are FDA Standard of Identity for certain breads with exact product names:
Whole wheat bread, entire wheat bread, graham bread, whole wheat rolls, entire wheat
rolls, graham rolls, whole wheat buns, entire wheat buns, and graham buns

And certain pasta with exact product names:
Whole wheat macaroni product, whole wheat macaroni, whole wheat spaghetti, and whole

wheat vermicelli



USDA Updates and Resources

CACFP 09-2018 Grain Requirements in CACFP
Whole Grain-Rich update- 6 options continued

3. Product includes FDA approved whole-grain
health claim (CACFP sponsors only)

“Dietsrich in whole grain foods and other plant foods and low in total fat, saturated
fat, and cholesterol may reduce the risk of heart disease and some cancers.”
Or

“Dietsrich in whole grain foods and other plant foods, and low in saturated fat and
cholesterol, may help reduce the risk of heart disease.”
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Whole Grain-Rich update- 6 options continued. The third option is the product includes
one of two FDA approved whole-grain health claim. Note this option is only for CACFP
sponsors.

The claims are:

“Diets rich in whole grain foods and other plant foods and low in total fat, saturated fat,
and cholesterol may reduce the risk of heart disease and some cancers.”

Or

“Diets rich in whole grain foods and other plant foods, and low in saturated fat and
cholesterol, may help reduce the risk of heart disease.”
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Whole Grain-Rich update- 6 options continued
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5. The food meets FNS “Rule of Three”
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Whole Grain-Rich update- 6 options continued. Option 4 is the food meets the whole
grain-rich criteria under NSLP (National School Lunch Program) excluding grain-based
desserts that are not creditable in CACFP.

The fifth option is the food meets FNS “Rule of Three”. Let’s review the rule of three a little
more in the next slide.
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CACFP 09-2018 Grain Requirements in CACFP

FNS “Rule of Three” to determine whole grain-rich

The firstingredient (second after water) must be whole grain,
and the next two grain mgred:ents (ifany) must be whole grams
enriched, branor germ. Grain derivatives may be disregarded and
non-creditable grains labeled as 2 percent or less.

“Rule of Three” for ready to eat breakfast cereals

If the first grain ingredient is a whole grain and the cereal is
fortified, the product meets the whole grain-rich criteria.
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Here is the definitions and guidance for FNS “Rule of Three” to determine whole grain-rich:

For grain products and mix dishes with grains- The first ingredient (second after water)
must be whole grain, and the next two grain ingredients (if any) must be whole grains,
enriched, bran or germ. Grain derivatives may be disregarded and non-creditable grains
labeled as 2 percent or less.

The policy memo provides a list of whole grains, disregarded ingredients and non-
creditable grains or flours. Please note the lists are not exhaustive. If you see a product
not listed please contact the state agency for guidance.

The “Rule of Three” for ready to eat breakfast cereals is a little different: If the first grain
ingredient is a whole grain and the cereal is fortified, the product meets the whole grain-
rich criteria.
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CACFP 09-2018 Grain Requirements in CACFP
Whole Grain-Rich update-6 options continued

6. Proper documentation from manufacturer or

standardized recipe demonstrates whole grains are

primary grain ingredient by weight.

Product Formulation Statement from Manufacturer is
proper documentation for commercially prepared
product.
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And the 6% and final option is proper documentation from manufacturer or standardized
recipe demonstrates whole grains are primary grain ingredient by weight.

A Product Formulation Statement from the Manufacturer is proper documentation for
commercially prepared product.

Are there any questions?

71



USDA Updates and Resources QN ©

N e r

State Agencies

FY 2018 CACFP Meal Service Training Grants for

*$100,000 Noncompetitive grant

*Grant period is 2 years

*|n person and online training methods
*|nstitutions and facilities may participate
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This year USDA released CACFP Meal Service Training Grants for State agencies to train

Institutions and facilities in their state on the meal pattern and meal service requirements.
State agencies applied in May 2018 and will be notified of award by September 2018. The

grant will begin October 1, 2018 and will be for a 2 year period. The award amount is

$100,000 and may be used for both regional in person trainings and online trainings. Idaho

will be issuing a survey for the grant training in Fall of 2018 to receive input on the best
locations and times to have regional trainings.

Annual training in August 2019 will be 2 full days with one day specific to meal pattern and
service for the grant. Facilities (homes and centers) may attend this day of training as well.

All in person trainings will be placed in the CNP training portal as online trainings.
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USDA CACFP Training Cooperative Agreement- MH Miles
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USDA has a training agreement with MH Miles to develop training for State agencies to
provide to Institutions. MH Miles will present the training to State agencies in Fall of 2018
and each State will be able to implement the trainings by Summer of 2019. Idaho is
currently planning to offer this training or a portion of it at the annual training in August
2019. Training topics are:

Financial Viability, Capability and Accountability (VCA)

Budgets

Claim Record Keeping Requirements

Application

Monitoring

Internal Controls

Serious Deficiency Process
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The current WIC information flyer is located in your training packet. It is important each
Institution shares information about other nutrition programs with center and day care
home families. This may be as easy as providing the cards to each facility for the center or
providers to give out to their participant families. WIC flyers are available at your local WIC
office as well.
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The federal government requires that all applicants for Federal grant agreements have a
Data Universal Number System (DUNS) number.

In addition to obtaining a DUNS number, each sponsor must annually register their number
in the System for Award Management (SAM). It is important this is completed annually
before the beginning of the next fiscal year (October 1).

75



USDA Updates and Resources

2018-19 CACFP Application Updates
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It is that time of year again to update your application with the state agency. The 2018-19
application packets are ready in MyldahoCNP. A few have already taken advantage of the

early release of the new program year packets and completed the process. Great Job! Itis

important packets are submitted for approval by the due dates so the packets can be

approved by October 1, 2018 for the new program year.

Up coming due dates coming up are:
August 15%- For-profit Institution application packets due

September 15t- Nonprofit Institution application packets due

If you need to submit a budget amendment for the current program year please submit
your amended FY18 budget workbook to Kim Huntley via email by September 1, 2018.
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Lunch Break, let’s start back at 1:00 pm
(orin 1 hour depending on what time it is when presenter reaches this slide)

At lunch set up food boards, manufacturer table with PDF’s and CN labels and set out flip
chart paper with activity packets (10 per training)
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| hope everyone enjoyed their lunch. We are going to continue with the next training topic
of common findings on program reviews by the state agency. These are findings from the
past two years. In the past year, any finding on the new meal pattern requirements only
resulted in corrective action and technical assistance. Beginning October 1, 2018 if any
meals or snacks that do not meet the new meal pattern requirements will be disallowed
unless USDA provides additional guidance to the state agency on the transition period.
Sponsoring organizations will also be required to disallow meals or snacks that do not meet
the new meal pattern requirements.
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Common Findings on Program Reviews @

* Daily meal counts claimed higher than daily attendance or
meals claimed for children not recorded in attendance

U . PR TP R IR PO

 Children only participating in At-risk afterschooi program in
claim month included on eligibility roster
* Eligibility data; free, reduced and paid reported in claim did

e 4

not match IEF verification or enroliment eligibility roster
* Incomplete or missing enrollment forms
* Ciaim edit checks; enroliment, attendance, meai counts,
menu records
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Here are the most common findings on state agency CACFP reviews.

* Daily meal counts claimed higher than daily attendance or meals claimed for children not
recorded in attendance. It is important to verify meal counts to attendance records daily. Some
of these findings are from claim reviews but also occurred at site reviews in the five day
reconciliation. Remember if this is a finding on a site monitoring visit, corrective action is
required by the center or day care home.

* Children only participating in At-risk afterschool program in a claim month were included on the
eligibility roster. This occurred in child care centers that have children enrolled for child care and
school age children participating in At-risk program. The eligibility roster data is only for the child
care claim.

* Eligibility data; free, reduced, paid reported in claim did not match Income Eligibility Form
verification or monthly enrollment eligibility roster data.

* Incomplete or missing enrollment forms. Enrollment forms must be updated and completed
annually.

* Claim edit checks; enrollment, attendance, meal counts, menu records. Sponsors are not
completing edit checks before submitting the claim. In facilities where enrollment is required;
participant must have a current enrollment form. No more meals then participants recorded in
attendance can be claimed and menus must meet the meal pattern. Facilities must maintain all
menu records that support meals met the meal pattern.



Common Findings on Program Reviews €K ")

* CACFP and civil rights training was not provided

annually to all required site, provider or organization
staff

LA

* Non-creditable foods served as a food component-
example: cream cheese for meat/meat alternate

* Whole grain-rich grain was not offered daily
* Grain based desserts served as grain component

.

* Missing menu records-CN labels, Product Formulation
Statements (PFS) or Standardized Recipes
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CACFP and civil rights training was not provided annually to all required center, provider
or organization staff.

Non-creditable foods served as a food component-example: cream cheese for
meat/meat alternate

Whole grain-rich grain was not offered daily- corrective action and TA this year only
since new meal pattern requirement

Grain based desserts served as grain component- corrective action and TA this year only

Missing menu records-CN labels and Product Formulation Statements (PFS) were the
most common missing records. Several sites had recipes but not all recipes were
credited to the meal pattern.
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Menu Record Requirements

Since one of the common findings was for missing some of the menu records let’s review
the menu records requirements for CACFP.
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Menu Record Requirements

Mienu Records—arerequired to document the

CACFP mealpattern 7 CFR 226.20

* How daily meals and snacks contribute to
each menu component in the meal pattern

each menu component served to meet the
minimum serving per age group
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Menu records also referred to as meal pattern menu compliance records or food service
records are required to document daily how meals and snacks served contributes to each
menu component in the meal pattern. The record provides supporting documentation for
each meal and snack claimed for reimbursement and confirms the center or day care home
provider planned, prepared and served enough of each menu component to meet the
minimum servings per age group.
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*Daily dated Menus
*Standardized recipes

*Product nutrition fact labels including
ingredient lists

*CN labels and product formulation statements
*Food receipts/invoices (centers only)
*Monthly food inventory records (centers only)
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Meal pattern menu records must be maintained in written or electronic format and must
be made available to SDE or USDA during program reviews with the Institution and during
monitoring visits with the center or day care home. The following meal pattern menu
compliance records are required:

* Daily dated menus;

* Standardized recipes;

* Product nutrition fact labels including ingredient list;

* CN Labels and manufacturer’s Product Formulation Statements (PFS);

* Food receipts/invoices must be maintained by centers only and we already reviewed
some of the findings with receipts in the budget section of this training.

* Monthly food inventory is also for centers only. It is important to maintain a monthly
food inventory to determine the cost of food used. This is a requirement per FNS 796-2
revision 4.

Next we will review the first four menu records listed and then do a few activities using

these records.
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DAILY BIFANT MENU RECORD FOR § - 11 MONTH OL DATE:
1) Fipcord date (monSvdayyman)
2} Riscord the name & bethiate of sach infant
3} Specty Te name of the formata (Document P beand of formuls 1o each mesisnach Lesve blank f nfant recerves breast mik )
21 Rmered f S nbant i seesodnn fomis 7 s o EA” o oy B st “BF" by sacs mealanach
$1 Record st food ofered r 000 MealInach [1ampled (eaches, Noe Ceredl) A serang of e Ko CoMpOnents ane reguned when e rfant B Jeveloprnentaly
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Let’s review the daily dated menu records for both centers and day care homes. The first is
the Individual Infant menu record as seen on this screen. This is the sample state agency
form facilities may use and is available in MyldahoCNP in download forms. It is important
infant menu records are maintained for each individual infant since infants eat on demand
and consume different food items and formula or receive breast milk.
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Sample Day Care Home Daily Menu Record

Minimum Serving Sire by Age Group

1-2 35 612 13-18 Monday Turu‘hr Wednesday Thursthr Frldﬂ
Breakfast Date: Date: TDate: Date: “Date: !
Milk View Mew low Lo
Fruit/egetable Wew Ylew Vew Ylow
Graind/Bread Ylsers 1lserv  Lsery 1sery
M/M Alternate- optional 1l e im to:
Lunch
Mtk View HNeow low low
Fruit 1Mewe 1Mewp Vdow LMoo
Vegetable Ulew Mow o Wos
Grainy/Bread Wisery  Ulsen Ly 3 sy
Meat/Meat Altermate 1o 1t 2o
Snack.
Mitk lew View low Lo
Fruit lew Ylep Houn  Sdcup
Vegetable Wicw Wicw Niow Weow
Graira/Bread Ulserd  UZsew  1sery 1 serv
Meat/Meat Altermate e Wiex 1o les
\Water (if milk of jutce it not component of snack-optional)
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Here is a sample of a Day Care Home Daily Menu Record and is available in MyldahoCNP in
download forms. The record includes and must document:

Date (month, day, year)

Provider name

The type of meal (breakfast, lunch, supper, or snack)

Minimum serving sizes per age group

Actual food items served each day

Type of milk served each day (whole, 1% or nonfat and if the milk is flavored — nonfat or
1%)

CP (Commercially Prepared) or HM (Home Made) notations

WG (Whole grain rich) notation
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Sample Center Daily Menu Record

Maonth/Year: Center Name:
Minimum Serving Size by Age Group Monday Tuesday Wednesday Thursday Friday
12 35 12 1318 Date:
Breakfast AgeGroups| 1-2 35 612 1314 1-2 35 612 1318 12 35 612131812 35 612 13 12 35 612 1304
Planned/Prepared] | | | IS P [ Y 11
seved| | | | | | | 1 | | [ 1 1 [
Milk Ylewp Jdcwp leowp leuwp
Fruit/Vegetable Yeew owp 12cwp 2o
Grains/Bread Visev 12serv sy lsery
M/M Altemate- optional 12 io H la
Lunch AgeGroupsf 1-2 35 612 13184 1-2 35 612 131§ 1-2 35 612 13-18 12 35 612 1318 12 35 612 13-
Planned/Prepare] | | [ ] 1] | L
Seved] | | | I I O A A [T 1
Milk 12 eup 3jdcup lewp lewp
Fruit UBowp lfdcwp 1ffcwp lMap
vegetable Yeewp Weow e e
Grains/Bread Y2serv L2sew lsen  lsery
Meat/Meat Alternate ez 12 2m: im
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The center daily menu record requires a little more information than a day care home provider daily
menu. This slide shows an example of a center daily detailed menu record. Centers may also choose
to use a daily menu production record in place of the daily detailed menu. Samples of both records
are available in MyldahoCNP in download forms.

The detailed menu records must document:

Date (month, day, year the meals were served)

Site location(s)

Serving sizes by each age group for all required components
Actual food items served each day

Type of milk served each day (whole, 1% or nonfat and if the milk is flavored — nonfat or 1%)
Substitutions made to the planned menu

CP (Commercially Prepared) or HM (Home Made) notations
WG (Whole grain rich) notation

Name of recipe matching the item on the menu

Planned number of portions per age group

Prepared number of portions per age group

Served number of portions per age group
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Menu Records Requirements

- 3 =
Ingredients For Servings

Weight Neasure

Serving Size, Pan Siuze Oven Temperature & Baking Time:
Temperature Minutes

Yield, Number of Pans Conventional
Convection

Afeal Partern (Based on Serving Size):

Meat Meat Alternative
wit
&

Fr
Vegetable
Grains Breads
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When serving homemade menu items the center or home must have a standardized recipe to credit
the components of the recipe to the meal pattern. This is a Standardized Recipe form provided at
previous training and is available in MyldahoCNP download forms. The form has instructions on the
back for standardizing recipes. It is a common finding on reviews that centers and homes do not use
or maintain standardized recipes. In addition, when a center or home has a recipe on file, it is
incomplete, usually missing the serving size, recipe yield and how the recipe credits to the meal
pattern.

USDA also developed a Recipe Analysis Workbook in the interactive food buying guide that may be
used to document a standardize recipe with the actual foods purchased and determine how the
recipe credits to the meal pattern. If a center or day care home do not want to standardize their
own recipe they may use recipes from FNS, ICN Team Nutrition or the New Menu Tool Kit that are
already standardized.
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USDA Food Buying Guide for Child Nutrition Programs

—_——

S V.S DEPARTMENT OF AGRICULTURE

Recipe
Analysis
APPENDIX A
'A', 0 r [hS b 0 0 LAY instruciions: How io Use ihe Recipe Anaiysis Workbook
( RAW) + About the Recipe Analysis Workbook

s+ Steps lo complele the Recipe Analysis Workbook (Figures 1a-1g)
»  Vegetable (with Subgroups) Contribution Worksheet (Figure 1a)

» Fruit Contribution Worksheet (Figure 1b)

» Meals/Meat Alternates Contribution Worksheel (Figure 1c)

» Grans Contributon Worksheals

» Recipe Analysis Workbook lemplaies
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The Recipe Analysis Workbook is a tool used to determine the expected meal pattern
contribution and crediting statement for a recipe. The Recipe Analysis Workbook consists of
a worksheet for each meal component. The worksheets, in hard copy format can be found in
the "Recipe Analysis Workbook templates" section below. This workbook is a tool for
calculating the meal pattern contribution of a recipe’s ingredients toward the vegetable

(expressed in subgroups), fruit, meat/meat alternates, and grains components of the Federal
meal pattern requirements.

Determining meal pattern contributions for recipes is an important step in ensuring that
meals served are nutritious and meet Federal meal pattern requirements

It is important to note, in order to use RAW you must create a login access to the Interactive
Food Buying Guide.
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TSN TN SR = ™ T e i
I USDA Food Buying Guide for Child Nutrition Programs | 48 4 ™ y To Create a Recipe
[em—i] .

U3, DEPARTMENT OF AGRICULT URE

* Select Tools

-

C.fe’ﬁt“‘nﬁ'\acipe Analysis Workbook (RAW) ° S ei ect Create R AW
" ':[T;...'. - — ] * Type in Recipe
i il Name, Recipe

Number, Servings
per Recipe and
Serving Size

.........

Search Food Ingredients Food Ingredients Selected for Recipe

eowrts

Mervgs g
Foud As Py e, &2 Pt e Puschase | Serving S o Mep Commuton | Aok
(S

e Csmrret
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Bl Comporenty

To create a recipe in RAW select Tools on the green task bar, in the drop down select Create
RAW and you will get to the screen on this slide. Start by adding the recipe name, recipe
number (you can create this number), servings per recipe (this is the yield) and serving size.
In this example the recipe is Harvest Delight, serving is 25 and serving size is % cup.
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e R s st Adding Ingredients to
| RU— Recipe
i * Use Search Food
= e e Ingredients
o -~ B e Select the products
E] to add to your recipe
— = based on how you
[ i'-‘ will purchase it
ElE——— & gajact“Add”
. —
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To add ingredients to your recipe use the search food ingredients section in RAW. Type in the
food you are searching for, select the food item based on how you will purchase it for the
recipe and select “Add”. In this example the food item they were searching for was sweet

potatoes. In the interactive food buying guide there are several options and they selected
Sweet Potatoes Fresh.

Continue this process until you have added all food items for your recipe.
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Sorm— [ e P p e Determining Quantity to
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Dark Graen Vegetadies
Gty of | Praponsion Ykt
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Once all food items are added select the food components for all ingredients that were
added. For example: Sweet potatoes was one food item added to this recipe. Sweet
potatoes are a vegetable component so you would select Vegetable on the tool bar for RAW.
Under Sweet Potatoes you will enter the quantity listed in your recipe for sweet potatoes in
the Quantity of Ingredient column. In this example, the quantity needed is 1.5 Ibs. so they
entered 1.5. For the sweet potato selected 1 |b. as purchased is .80 |b. peeled and ready to
cook so you would enter .80 under Preparation Yield. The system will then calculate the
guantity of sweet potatoes you will need to purchase.

Continue this process for all food items you added for your recipe

91



Recipe Analysis Workbook (RAW)
59‘!?:";\‘:":3!!!\_-‘.‘3" EOEIeS Pl MEeAM Goans - MEMOC A Gos . MeRodE O e C 3l Pt Coriry
Meal
Pattern
Contribution
12 cup provices 'l CLP ACARSANI YegeTIN. 1y CUp rECIOTINGE vepza, Ty Cup it 2018 CACFP Annual Mandatory Training |

Now that all food items are added to your recipe in RAW and you entered the quantities for
each ingredient select Meal Pattern Contributions to see how your recipe will contribute to
the meal pattern components. RAW does separate vegetables by sub groups. A% cup
serving of this recipe will yield 3/8 cup vegetables and 1/8 cup fruit.

It is important to save your recipes in RAW for future use. To access your saved recipes and
print them select Tools on the green task bar and in the drop down select My RAW Recipes
List.
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Nutrition Facts

Menu Records Requirements

Labelsareusedto determine if productis creditable and serving size per age

EXHIBIT A: GRAIN REQUIREMENTS FOR CHILD NU IRIT]O\ PROGRAMS™?
Color Key: Footnote § = Blue, Footnote 3 or 4 = Red

Calorles 140 Calorios from Fat 45

Group A

Ounce Equivalent {0z Eq) for Group A

T

Bread type coating

Bread sticks (hard)

Chow Mein noodles

Savory Crackers {salimes amd snack crackens )
Croutons

Pretzels (hard)

Stuffing (dry) Note: weights apply to bread in stffing

B D rwepa |
1 oreqellgmor08oz
34 ozeq=1Tmmor 0.6 02
172 ozeq=11gmor 0.4 oz
11 apsqmbgmardlar

| Minkmum Serving Size for Group A
7oz
‘4 ‘C[\'Iﬂi ™ ,WWU‘D
112 serving = 10 gmoor 0.4 0F
14 wmine = 1h|~m 02 ay

]

Group B

0z Eq for Group B

Minimum Serving Size for Group B
|

Bagels

Batter fype coating

Biscuuts

Breads - all (for example sliced. French. Italian)
Bins (hamburger and hot dog)

Swieet Crackers” (graham crackers - all shapes, anumal
crackers

Ezg roll skins

English onffins

1 ozeqm=l8gmor 100z
34 ozeq=2l gmor0.75 0z
2 ozeq=id mao 030z
1’4 ozeq=Tgmor 0280z

| serving = 2% gmoor 0.9 02
34 serving = 19 gmor 0.7 0z
i/2 werviag = i3 go o 6.5 o2
14 serving= 6 gmor0.2oz
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The next menu record is Product Nutrition Facts labels for grains including cereals, yogurt
and non-dairy beverages are necessary for day care homes and centers to determine if the
product is creditable and the correct serving size is provided per age group to meet the
meal pattern requirements. The labels support the meals and snacks claimed for
reimbursement met the meal pattern requirements and are reviewed by the state agency

during program reviews when verifying the claim.
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024815 FARMLAND SILVER MEDAL One 2.00 oz. Frank 1[2.00 ¢z Equrvalent Meat orz1n9 TITW || FARMLAND
BRAND HOT DOGS FOODS INC

024860 || FARMLAND GOLD MEDAL HOT || One 200 oz Frank 200 oz. Equrvalent Meat 1 om2ine [ 717W | [FARMLAND
DOG FOODS INC

025745 ||GOURMET SCRAMBLED EGG || One 100 Ib. Mix 14.03 oz. Equivalent Meat Alemate 0301721 || 420 |[MICHAEL FOODS.
SYSTEM FROZEN EGG INC
PRODUCT

029902 FARMLAND SILVER MEDAL One 1.60 oz. Hot Dog 1.50 oz. Equivalent Meat orz1ng T1TW || FARMLAND
BRAND HOT DOGS FOODS INC

Resource can be found on the FNS website. 2018 CACEP Annwal Mandatory Training |
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CN Labels and Product Formulation Statements are the fourth menu record on the list. This
is a CN Label Verification Report that was developed to assist State agency reviewers, CN
program operators, and food industry to verify the status of a CN Label and the validity of a
CN Label copied with a watermark. It does not replace the requirement to maintain CN
labels. Day care homes and centers may maintain the CN Label from the original container,

a photo of the label on the container or a watermark copy with attached bill of lading
(invoice).

This verification report can be found on the FNS website.
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products must be specified whole grain or enriched;
* The ingredient weight per serving of each ingredient to be credited;
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* The weight or volume of the product serving size, or the number of
pieces per serving.

* Manufacturer’s authorized individual name, signature and telephone
number

* Detailed breakdown of how the product credits toward each
component of the meal
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The product formulation statement for a commercially prepared combination food product

must be on the manufacturer’s letterhead and include:

* Product name and product code

* A description of all ingredients as listed in the Food Buying Guide for Child Nutrition
Programs, i.e. grain products must be specified whole grain or enriched;

* The ingredient weight per serving of each ingredient to be credited,

* The weight of ingredients specified as raw or cooked weight; and

* The weight or volume of the product serving size, or the number of pieces per serving.

* Manufacturer’s authorized individual name, signature and telephone number

* Detailed breakdown of how the product credits toward each component of the meal.
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Next we will do a few menu record activities to create a menu collage using daily menus,
standardized recipes, nutrition facts and ingredient labels, CN labels and Product
Formulation statements. In order to plan daily menus in facilities each of these records
must be completed or obtained before implementing the menus.

For each activity you will work in teams. Let’s count off by 10.

Do: Have all 1’s go to one table, all 2’s to the next table etc. through 10. Give each table
flip chart paper, markers, post it notes, calculators, pens, tape, and activity packet (week
menu record sheet, daily menu record sheet, recipes, exhibit A Grain Chart, sugar limit
cards, monitoring checklist for meal pattern requirements)
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Activity One

Center Daily Menu Record

. Month,Vear: Aug-18 Cytle Mary Weas § Canter Name:  ABCs Chikd Care
( 1 O m I n u te S ) Minimum Serving Size by Age Group Manday Tuesamy Wednesgay Thursoay Fricay
1 5 €12 1318 Daom ] 7 8 £l 10
Branitast AgeGrosse] 32 35 622330813 35 e1253a 33 35 6123300 12 35 6373300 13 35 61313
Fiarnad Fraparad)
b I - T - | - I
1 A d d i S i n e n - Rop Mop Top Tesp (Whale and 1% Whole and 1% Whaole and 1% Whole and 1% (Whole and 1%
. I I 5 g I I I u Fruit/Vagetatia Wop Wop Wop Vo Peschlicn |Biueterries Kiwl Slices
t t Gravns/Beund VZoere V2o Toew  Teenw Catmeal-WG
components to MM Merate-cptioest Zor Wox o e
WEEI(| menu Luneh 13 35 sl i3 us@u 35 e 33 38 s 13 35 B13 10
Plarned/Prapares| | | |
y | | 1 1 1 1 1 1 1 i = |
- i, SO e, MR e o) - o Wism Nas low |Wholeand 15 ‘Whaole and 1% Whole and 1% Whaole and 1% 'Whole and 1%
<. !"}t: Lert I” 1cowihicrn Vop WMow Woe Wae [Cherries [Hanevdew cutes [Mangarin Orange Pasr siices
]tems Wi ” be Vegetatie Wew Wew Won WRow Cutumber Sticks Brocess
Graeng/Brand V2aerv Vewrv  Toww Towry
h d estManzanemate oz 1W2or 20 2ex  [Chicken Nuggets Toaites Crassa sans
0||IE|||a e Or Snmck AgaGroupa] 13 35 £121300 1.3 35 6121330 12 35 6121398 13 35 6221330 13 35 61318
H Flarnad Frepares|
Cornrnel‘CIally |- | S O 11 11 11
(rr——yTY
rocessed [ Vieww W2eouw lowp Toup U AT e
p L Fruit Vop Woap Mop Mop 100% Apple Juice
vepetanie Viewp Wieup IMowp IMcup |CarmorSticks cherry Tomatoes
GraingBrasa VZeew Wlsere Tsew  lsew WG Soft Pita
MestMestAltenate  VZoz Wor oz oz Peanut Butter
Water [ milh of juice i not comporent of snack-optional) Water Water Water

2018 CACFP Annual Mandatory Training |
a7

Each group has an activity packet and flip chart paper at your table. For this first activity
you will use your Weekly Menu Record —yellow sheet- in your activity packet.

As a team complete the weekly menu by adding in the missing components. Make sure
you add components that are homemade with a recipe. There are some standardized
recipes in your activity packet you may choose from for the homemade menu items. Mark
components as either Homemade (HM) or Commercially Processed (CP) depending on how
you plan to purchase and prepare the menu items. The monitoring checklist for the
updated menu pattern requirements is provided in your activity packet to verify the menus
you create meet the meal pattern requirements.
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Addweekly menu,.one.day...... .
menu and labelsto flip chart == =i
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For activity two you are going shopping! Remember to take your sugar limit cards from your activity packet.

There are two display boards with grain and meat/meat alternate foods as you would purchase at the grocery
store or through a vendor. Select one day in your completed weekly menu and shop for the meat/meat
alternates and grains you will need to prepare the breakfast, lunch and snack for that day. If you are using a
recipe for the meat/meat alternate or grain component you will need to shop for the meat/meat alternate
and grain products for the recipe as they are described in the ingredient list. Note: If the product is in the
food buying guide the receipt or invoice from the store or vendor is all you need to verify the product. Grains,
yogurts, commercially processed meat/meat alternates or combination foods are the products you need
additional labeling or documents to determine if the product is creditable and serving size to meet meal
pattern.

If you select a commercially processed item check out the “Manufacturer's” table for CN labels or PDF’s. You
will need these to credit the food items or components to the meal pattern. Once you are done shopping,
attach your weekly menu to your flip chart. Complete the daily menu record in your activity packet for the
day you selected and attach it to your flip chart. And finally add the labels you selected for the day menu to
your flip chart.

Do: Post the presenters flip chart and add the presenters weekly menu, daily menu and food items to the flip
chart.
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Activity Three: (15 minutes)

1. Using CN labeis, PDF’s, recipes, Exhibit A grain chart,
sugar limit card, and nutrition fact ingredient labels to
determine product creditability and serving sizes for your
one day menu

2. Mark on your menu any grains that are whole grain-rich
Write how each food item/component credits (serving

ea
size per age group) on post it note and place on flip chart

(V8]
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Now that you have the food items and labels, use the CN labels, PDF’s, recipes, nutrition
fact ingredient labels, sugar limit card and Exhibit A grain chart to determine to verify each
product is creditable, which are whole grain-rich and the serving sizes for the grain and
meat/meat alternate food items/components on your one day menu. If any recipe or
commercially processed item also credits a vegetable or fruit to the meal pattern,
determine if you can use them to meet the serving size for each age group.

Mark on your daily menu any grains that are whole grain-rich. If you change any food
components after shopping make those revisions as well on the menu. Example, if you
change recipes or switch from recipe to commercially processed or vice versa.

On post it notes write how each food item/component credits (serving size per age group)
to the meal pattern and place post it notes next to each food label or recipe. As | have

done on my example menu collage.

DO: Add post it notes to each food label or recipe.
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Now that each of you have finished your menu collage lets have a few of you present your
menu’s, selected food labels and recipes and how you credited them to the meal pattern.

Do: Have at least 2-3 groups present if possible. If time allows review why some foods may
not have been selected from the food labels.
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Menu Record Activities

Best Practices for Maintaining
Menu Records
* Using cycie menus

* Placing all menu records to support
each cycle week in bmder and

* Saving menu records in shared
electronic files or on website

* Adding pictures of product packaging to
menu records files '
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The activities that you just completed with developing menus, collecting recipes and labels to credit
each food item and component to the meal pattern the process each facility or Institution should be
following to ensure each menu meets the meal pattern requirements. In the past year, after visiting
several sponsors for the new meal pattern technical assistance visits or program reviews | have seen
some great best practices.

Several if not the majority of sponsors are using cycle menus. This is the most effective tool when
planning and implementing menus to meet the meal pattern requirements. Cycle menus save time
and money and make food shopping and preparation more efficient.

| have seen a few sponsors who have placed each weekly cycle menu in a binder and protective
sheets with all the labels and recipes for that week behind it. Each week in the cycle is set up in that
same manner. Some sponsors have chosen to save all the menu records for the cycle menu in
electronic format on an organization shared file server or on their website. One sponsor that has
kitchen managers where English is their second language chose to take pictures of all the products
they purchase and add them to a binder so they had a visual to ensure they purchased and received
the correct product.

Overall it is important that each sponsor set up a record maintenance system for their menu records
that are easy for their facility or facilities to use and access.
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Tour of CNP Website

1NE, resources, oversl

< to ensure the nut

These programs provide cash assistance and commiodity foods to ensure children are adequately fed in public. private. and
charter schools: residential child care institutions: preschools: and child and adult care centers and homes. The meals
provided are guided by the U.5. Dietary Guidelines for Americans

This institution (s an equal opportunity provider

HIGHLIGHTS

JRCE CIVIL

RIGHTS
http://www.sde.idaho.gov/cnp

W Archives =
& Resource Conter =

& Main Line
©(208) 332-6820
& CNP Playlist

o staff =
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Finally lets do a quick review of the Child Nutrition website.
the child nutrition website for Idaho.

DO: Open website on computer and go through site.

Here is where you can access
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Kim Huntley | Child and Adult Food Care Program
Child Nutrition Programs, ldaho State Department of Fducation

208332 6935
khuntley@sde.ldaho.gov
www.sde.idaho.gov/cnp/cacfp

<, RO~

Fves?

Supporting Schools and Students to Achieve
SHERRI YBARRA, ED)S, SUPERINTENDENT OF PUBLIC INSTRUCTION
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We have covered a lot of information today. Are there any questions?

Your evaluation form is in your training packet, please complete and leave on the

registration table.

Thank you for attending the training!
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Nondiscrimination Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the
USDA, its Agencies, offices. and emplovees. and institutions participating in or administering USDA programs are prohibited from
discriminating based on race,

color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted
or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print,
audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals
who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.

D) R p— P P N Ty T S\ R

—— et _ ek
TMauon indy o€ Made availanie in 1Ianguages owner ian cngisn.

Addittamall, oo

Huuluulldli‘f, program in
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online
at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide
in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit
your completed form or letter 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;

(2) fax: (202) 690-7442; or

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider
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	Structure Bookmarks
	Figure
	Welcome to this annual CACFP training for Institutions currently participating on the Program. My name is Kim Huntley, the CACFP Coordinator at Idaho State Department of Education 
	DO: Confirm participants have signed their names on the sign-in sheet(s), and they have all necessary materials for this training (i.e. Participant’s packet, pens and calendar posters, CACFP note pad and “And Justice for All” posters).  CACFP banner should be set up. 
	Figure
	it is important that we create an environment that allows everyone to participate freely and work together to accomplish the training objectives without fear of criticism. To accomplish this goal, let’s review some housekeeping items and ground rules for today’s training.
	• 
	• 
	• 
	First, the location of the restrooms is located (state where) and water service available in training room. 

	• 
	• 
	We will take a few breaks during this training and a one hour lunch from approximately 12:00 – 1:00 pm. Of course, please be sure to return on time, as starting and ending breaks on time will allow us to cover all the training information and activities within the time allotted. 

	• 
	• 
	Although I will try to answer questions throughout the training, sometimes a question requires research or a longer answer than time allows. Because your questions are important, I posted a “Bike Rack” flip chart. Feel free to write any questions on a sticky note and post it to the “Bike Rack.” I will aim to provide answer to all questions during  the class but may need to take back for clarification and answer from USDA. 


	Figure
	SAY: 
	SAY: 
	Some ground rules for today’s training include: 
	• 
	• 
	• 
	Be a team player. 

	• 
	• 
	Be respectful of everyone.

	• 
	• 
	Share ideas with the class. 

	• 
	• 
	Be on time for all sessions. Additionally, it is ok to stand up when your mind goes on vacation and always ask for clarification if you do not understand. Finally, turn your mind on and your electronic devices (cell phones) to silent or off.  If you need to take a call please step out of the room into the lobby or hall so you don’t interrupt the class. 


	Figure
	This year the annual training is only 5 hours but we have several topics to cover in this time.  The following are the topics we will cover today. Topic 1: Budget Process and Requirements Topic 2: Procurement and Contract Requirements Topic 3: Monitoring Requirements Topic 4: Serious Deficiency Process Topic 5: Administrative Review Procedures (appeals) Topic 6: Civil Rights and Meal Accommodations 
	Figure
	Just before lunch and after we will cover these topics: 
	Topic 7: 
	Topic 7: 
	Topic 7: 
	USDA Updates and Resources 

	Topic 8: 
	Topic 8: 
	Common Findings on Program Reviews 

	Topic 9: 
	Topic 9: 
	Menu Records Requirements 

	Topic 10: 
	Topic 10: 
	Menu Record Activities 

	Topic 11: 
	Topic 11: 
	Tour of CNP Website 


	Figure
	Let’s get started. Our first topic is the budget process and requirements. All Institutions – Independent Centers, Sponsoring Organization of Centers and Sponsoring Organization of Day Care Homes are required to complete an annual budget.  The only exception is School Food Authorities (SFA’s) that only participate in the At‐risk afterschool program and are in good standing in NSLP.  Even though some of the SFA’s present are not required to complete budgets at this time this information is valuable when main
	We will start first with a few definitions. 
	Figure
	You may be wondering why CACFP Institutions are required by program regulations to maintain budgets and records of expenditures and revenues.  All Institutions are required by 7CFR 226 to maintain a nonprofit food service operation.  Here is the definition: 
	All food service operations conducted by the institution principally for the benefit of enrolled participants, from which all of the Program reimbursement funds are used solely for the operations or improvement of such food service. 
	In general terms, the Institution must maintain records to support that all CACFP reimbursement is used solely for allowable program operation and administrative costs. In addition to the program regulations 7 CFR 226 the Institution must follow FNS 796‐2 revision 4 guidance (Financial Management in CACFP) and 2 CFR part 200 subpart D. 
	Figure
	What are allowable costs? The term from FNS 796‐2 revision 4 is: 
	Bona fide obligations of the institution incurred for the actual operation and administration of the Program.  All allowable costs require either prior or specific prior written approval by the State agency. 
	Overall, Cost must be necessary, reasonable, allowable and appropriately documented. 
	Overall, Cost must be necessary, reasonable, allowable and appropriately documented. 
	To receive prior or specific prior written approval of operation and administrative expenses before they are incurred the Institution must submit a budget for approval to the state agency.  This includes budget amendments for expenses that were not included in the original budget.  An ordinary allowable expense is unallowable if the expenses is not included in the approved budget prior to incurring the expense. 
	Figure
	An institution must be financially viable. Based on Program regulations an institution must demonstrate that it has adequate financial resources to operate and administer the CACFP on a daily basis, has adequate sources of funds to continue to pay expenses during temporary interruptions in Program payments and/or pay debts when fiscal claims have been assessed. Examples of fiscal claims would be an over claim verified by the state agency during a program review or an unallowable expense claimed for Program 
	Each of the terms we just covered are why annual budgets and expenditure/revenue reports are required and important documents in CACFP. 
	Figure
	The first step in the annual budget process begins in April.  SDE will distribute the next fiscal year (FY) budget workbook to all program contacts and executive director by the first week of April.  The workbook is sent though the SDE broadcast email system which limits who the workbook may be sent to in each Institution. It is important if the Program Contact or Executive Director are not the individual in your Institution to complete the work book, to forward the workbook to the correct individual. 
	CACFP program year begins October 1 and runs through September 30. The budget process begins early so Institutions may plan ahead, complete the workbook and receive SDE approval before the program year begins. Independent Centers and Sponsoring Organization of Centers budget workbooks are due to the SDE by June 1 and the Sponsoring Organization of Day Care Homes budget workbooks are due by August 1.  It is important the budget workbooks are complete and sufficient detailed information is provided for each b
	Figure
	The next step in the process is when SDE reviews the Institutions budget workbook and determines if it is complete and ready for approval.  If additional information is needed SDE will contact the Institution for revisions or additional information before approving the budget.  Once the budget workbook is approved the Institution will receive an email notification.  The approved budget workbook file name will have in it “SA approved”. This is very important since it will distinguish the file from the origin
	Figure
	The budget process does not end once the budgets are approved. Based on Cost Principles in 796‐2 revision 4, Institutions are responsible for accounting for costs correctly and for maintaining records and sufficient supporting documentation to demonstrate that costs claimed have been incurred, are allowable to the Program and comply with financial management requirements. Costs that are not properly documented and recorded are unallowable. During the program year Institutions must maintain records of the ac
	Figure
	Here is the expenditure and revenue report in MyIdahoCNP. At any time in the program year if you find you made a mistake in one of the quarter reports you may access the report for that quarter and update the form. If you update the form it is important to contact SDE so they may review and accept the changes in MyIdahoCNP.  The federal fiscal year quarters and due date to submit the report are: 
	Quarter one is due January 15and covers October, November and December Quarter two is due April 15and covers January, February, and March Quarter three is due July 15and covers April, May and June And Quarter four (last quarter in year) is due October 15and covers July, August and September. 
	th 
	th 
	th 
	th 

	Figure
	Some common findings the accounting firm and state agency is determining on the quarterly reports are: Reimbursement reported in incorrect quarter‐It is important reimbursement is reported based on the months earned. Example: 1quarter reimbursement would be the amount of reimbursement claimed in October, November and December.  Reimbursement is not based on the month received since each sponsor submits their claim at different times. The most consistent reporting method is based on when reimbursement is ear
	st 

	Figure
	Common Findings continued: Labor and Benefits– operating and administrative reported based on estimates or percentages. Institutions must maintain time and attendance reports for all labor costs (salaries, wages, benefits) charged to CACFP for hourly or salaried employees for part‐time, full‐time or piece‐work. Reports must include the total time actually worked by the employee, not just the time spent on CACFP duties. The CACFP time must be recorded by time spent between administrative and operating duties
	Figure
	Since budgeted expenses and revenue are estimates it is sometimes necessary to submit budget amendments.  Budget amendments may be submitted to the state agency as needed by the Institution.  The final budget amendment must be submitted to the state agency by September 1, in order for the state agency to review and approve the revisions prior to the Institution incurring the expense or revenue. 
	Institutions shall monitor their budget on a regular basis. When entering actual expenses and revenue in the quarterly reports is a good time to review your Institution’s budget status. In the far right column in the quarterly report is the % of the budget that has been expended. If your Institution is in the second quarter (half way through your program operation) and the expenditure in Food and Milk is already at 95%, you will need to complete a budget amendment. 
	Institutions may not go over more than 10% per any line item expense.  Any amount over 10% on any line item will be unallowable and must be paid with other program funds.  It is important to submit an amended budget and receive approval before incurring the expense.  To submit a budget amendment to SDE, use the Institutions “SA approved” budget workbook and make any necessary changes in the workbook. If you cannot find the “SA approved” workbook in your files you may access the most current approved budget 
	Figure
	Let’s now talk a little more about allowable and unallowable costs. Costs must be Necessary, Reasonable and required to operate in CACFP.  The cost should reflect what a sensible or practical person would pay. Example: If purchasing a car for monitors an Organization would not purchase a Lexus when an economical vehicle would be more reasonable. 
	Legal under State and Local Law 
	Legal under State and Local Law 

	In order to be allowable, the cost must be authorized or at least not prohibited under Federal, State or local laws and regulations. Some State or local laws are more restrictive than Federal laws and regulations and may therefore prohibit certain costs. 
	EXAMPLE: Some States or local governments/organizations have lower small purchase thresholds than the current Federal small purchase threshold. An institution wishing to vend meals or procure other services must make sure it follows the State/local small purchase threshold if the State/local small purchase threshold is lower than Federal threshold. 
	Conform with Federal Regulations 
	Conform with Federal Regulations 

	The cost must conform to limits or exclusions, as set forth in FNS Instruction 796‐2, Rev. 4 and Federal laws, or other governing regulations. If a cost is prohibited by the IRS, it cannot be allowed in CACFP. 
	EXAMPLE: Personal expenses are not deductible as business expenses under both the IRS rules and CACFP regulations. On the other hand, car expenses associated with conducting CACFP reviews are allowable business expenses under all Federal laws, and reimbursement is based on the actual mileage driven to conduct the reviews. 
	Consistent Treatment 
	Consistent Treatment 

	The cost must be treated consistently through the application of U.S. GAAP principles. This means the same cost cannot be charged differently depending on the Program to which it is assigned [FNS Instruction 796‐2, Rev. 4 (Section VII A 2)]. 
	EXAMPLE: If an organization pays $0.55 per mile for business travel for the staff that conducts non‐CACFP travel, it cannot claim $0.60 per mile for CACFP business travel. All expenses and revenue must be documented and the Institution must maintain the documentation. If expenses in the budget is allocable it must be allocated accurately and if prior or specific prior written approval is necessary it is approved by SDE before the Institution assumes the cost.  Costs must be approved by SDE in the Institutio
	Figure
	Unallowable Costs are: 
	Costs that are not a reasonable expense specifically for the CACFP; Costs that are not necessary for the operation/administration of the CACFP; Costs that are not approved in the CACFP budget or a budget amendment; Costs that are not properly allocated between CACFP and other non‐CACFP Programs; Less‐than‐arms‐length transactions that are not properly disclosed and approved. 
	Figure
	What is the difference between operating and administrative costs? Operating costs are any expenses to plan, prepare and serve the meals and snacks in the program.  Here are some examples of operating costs: 
	• 
	• 
	• 
	Food 

	• 
	• 
	Food service labor and benefits‐activities to plan, prepare and serve the meals or snacks‐this includes prepare and completing menu records and purchasing the food and supplies 

	• 
	• 
	Nonfood supplies 

	• 
	• 
	Food service equipment 


	Figure
	Administrative costs are any expenses to plan, organize and manage the program.  This includes completing the CACFP application, recruiting and hiring, preparing and monitoring the budget, monitoring facilities, providing training to organizations and facilities etc. 
	Examples of Administrative Costs: Administrative labor and benefits‐activities to plan, organize and manage program Office and training supplies Office equipment Monitoring travel expenses 
	Figure
	All records to support the budget expenses and revenue must be maintained for three years plus the current program year in CACFP.  This includes but is not limited to: 
	• 
	• 
	• 
	Food and Supply receipts, 

	• 
	• 
	Invoices, purchase orders, itemized cash receipts, delivery tickets 

	• 
	• 
	Cost records for transportation (mileage records) 

	• 
	• 
	Expenses related to vended meals 

	• 
	• 
	Lease or rental invoices 

	• 
	• 
	Training and Travel receipts 

	• 
	• 
	Time sheets, time and attendance reports, payroll records 


	Any questions before we move on to Procurement and Contracts? 
	Figure
	Now let’s review the procurement and contract requirements in CACFP. 
	Figure
	We will start with procurement requirements and will take a look at procurement standards and guidelines when procuring food, supplies, equipment and other goods and services. Each Institution shall maintain written procurement standards and procedures.  We will review the procurement methods, procurement record maintenance requirements and conclude with geographic preference. 
	Figure
	Procurement standards are necessary to ensure materials and services are obtained efficiently and economically and are in compliance with State and local laws. Institutions shall maintain a written code of standards of conduct, establish procurement procedures and all procurement transactions shall be conducted in a manner that provides the maximum of free and open competition.  An institution should not knowingly do business with a company that is debarred or suspended. Debarred:  A company is prohibited f
	Figure
	An Institutions written standards of conduct shall govern the performance of their officers (Board of Directors) and employees engaged in the award and administration of contracts supported by CACFP payments. No employee or board member shall participate in the selection, or in the award or administration of a contract, or when using small purchasing procedures, when supported by Federal funds if a conflict of interest, real or apparent, would be involved. A conflict would arise when an employee, board memb
	The Institution’s board members and employees shall neither solicit nor accept gratuities, favors or anything of monetary value from contractors, potential contractors, or parties to sub‐agreements. Institutions may set minimum rules where the financial interest is not substantial or the gift is an unsolicited item of nominal intrinsic value. For example: no employees may accept gifts with a value of more than $25. 
	Figure
	This is the SDE sample written code of conduct. It is available to all sponsors in MyIdahoCNP under download forms. 
	Figure
	The Institution shall establish written procurement procedures which allow the proposed procurement actions to be reviewed by Institution officials to avoid the purchase of unnecessary or duplicative items. It is important to consider all products by type the Institution purchases and the methods of procurement. Affirmative steps shall be taken to assure that small and minority businesses are utilized when possible. For Example: Including qualified small and minority businesses on solicitation lists; When e
	Figure
	The written procedures shall also include the written standards of conduct for the Institution and processes to avoid conflict of interest and to maximize free and open competition. The Institution should include where the procurement records will be maintained within the Institution.  For large organizations this may be a specific department within the organization. Finally the procedures shall be clear as to who in the Institution is responsible for following the procedures. This should include the govern
	Figure
	All procurement transactions, regardless of whether by sealed bids or by negotiation and without regard to dollar value, shall be conducted in a manner that provides maximum open and free competition consistently. Procurement procedures shall not restrict or eliminate competition. Examples of restrictive competition include, but are not limited to: Placing unreasonable requirements on firms or vendors in order for them to qualify to do business, Non‐competitive practices between firms, Organizational confli
	Figure
	Now that you know some of the practices of procurement lets review procurement methods. The procurement method an Institution will use depends on the total dollar amount of goods or services purchased based on the normal and reasonable frequency of purchases. Micro‐purchasing occurs when the total dollar amount of purchases by frequency is under $3,500 (Federal Threshold).  Micro‐purchases may be awarded without soliciting competitive quotation if price is reasonable. Small purchase procedures occur when th
	For all purchases over $150,000 (Federal threshold), the Institution must use one of the following large procurement practices: Competitive sealed bids, also known as an Invitation for Bid (IFB) Competitive negotiation which is a Request for Proposal (RFP) Or Noncompetitive negotiation, IFB or RFP. 
	Please note:  The office of management and budget (OMB) released a memo‐M‐18‐18 on June 20, 2018 raising the micro threshold to $10,000 and the small procurement threshold to $250,000. In addition, there will be an approval processes to request a micro‐purchase threshold higher than $10,000. Institutions must submit their request to the Institution’s cognizant Federal agency for indirect cost rates.  It is recommended to forward the request to the CNP state agency as well. USDA will release a policy memo on
	Figure
	Here is a chart of the procurement methods, where each is located in the regulations, general procedures for each and assurances.  Let’s review the procedures for each: Micro purchasing‐no competitive quotes required but pricing must be reasonable and necessary.  Each Institution is responsible for comparing prices in area (no written documentation required) to meet this assurance. The state agency will review receipts during program reviews to verify the Institution is purchasing from more than one source.
	Small Purchasing Procedures:  Minimum of three written price quotes from vendors. 
	IFB, RFP – Formal bidding processes must be followed for each: technical (detailed) specifications, advertising, public opening.  For an IFB the bid is awarded based on price alone (firm fixed price).  For an RFP the solicitation will include the evaluation criteria, award is based on score with significant weight on price but not price alone.  RFP’s are used when a service is necessary with the purchase of a product. Example:  Delivery of food to site locations per a specific delivery schedule. 
	Non‐competitive Proposals‐This is when product is only available from a single source and competition is deemed inadequate. 
	Figure
	Institutions shall maintain written procurement records for three years plus the current program year.  The written records shall sufficiently detail the significant history of procurement. These records shall include, but are not necessarily limited to information pertinent to the following: rationale for the method of procurement, selection of contract type, contractor selection or rejection, and the basis for the cost or price. The cost and price is documented with purchase orders, delivery receipts, inv
	Figure
	Institutions participating in CACFP may apply a geographic preference when procuring unprocessed locally grown or locally raised agricultural products. When utilizing  the geographic preference to procure products, the Institution making the purchase has the discretion to determine the local area to which the geographic preference option will apply; 
	For the purpose of applying the optional geographic preference, ‘‘unprocessed locally grown or locally raised agricultural products’’ means only those agricultural products that retain their inherent character. The effects of the following food handling and preservation techniques shall not be considered as changing an agricultural  product into a product of  a different kind or character: Cooling; refrigerating; freezing; size adjustment  made by peeling, slicing, dicing, cutting, chopping, shucking, and g
	In an IFB or RFP an Institution may provide extra points for local foods when making their selection or allow higher costs for local products. This may apply to small procurement selection too. 
	Figure
	We will now review the contract requirements and sample of food service contracts available to Institutions from SDE.  
	Institutions must maintain written procurement contracts for three years plus the current program year.  The contracts shall include the standard contract provisions provided in 7 CFR 226.22, 226.21 (FSMC) and 226.6(i) depending on the type of contract.  7 CFR 226.21 is specific for a Food Service Management Contract. 
	Figure
	Institutions may contract with a FSMC or vendor to supply the meals and snacks to their sites. There are two types of Food Service Contracts and prototypes available in MyIdahoCNP download forms.  The Food Service Management Company (FSMC) Prototype Contract and the Food Service Vendor Agreement.  If an Institution chooses to develop their own contract or agreement the document must include all the standard contract provisions and be approved by the state agency before implementing. 
	Institutions must follow the appropriate procurement methods when procuring the contracted products and services, the contracts must be submitted to the state agency annually for approval and the Institution is responsible for ensuring the FSMC or vendor conforms to the contract or agreement and meets all Federal, State and local requirements.  This includes meeting the CACFP meal pattern requirements. Any questions? 
	Figure
	Let’s take a 10 minute morning break. 
	Figure
	We will now review the monitoring requirements for sponsoring organizations that sponsor centers or day care homes.  If you are an Independent Center participating on the program you are not required to meet the monitoring requirements but this information is good to be aware of if you choose to expand and sponsor multiple centers. 
	Figure
	Here are the monitoring requirements for Sponsoring Organizations: 
	• 
	• 
	• 
	New facilities (centers and day care homes) must have a pre‐approval visit before the facility begins participating and claiming meals in CACFP. There is a preapproval form available in MyIdahoCNP download forms you may use for this requirement. 

	• 
	• 
	New facilities must be reviewed within four weeks of operation. This is a great time to provide additional technical assistance and confirm the facility is off to a good start, maintaining records and in compliance with the regulations. During this visit use the standard monitoring form.  A sample monitoring form is available in MyIdahoCNP download forms.  An organization may use their own monitoring form or preapproval visit form but it must be approved by the state agency before implementing. 

	• 
	• 
	There must be a minimum of 3 site monitoring visits per year. It is important to track monitoring visits in a tracking log to ensure all visits are completed. 

	• 
	• 
	2 of  the 3 monitoring visits must be unannounced visits 


	Figure
	At least 1 unannounced visit must include a meal service observation. Best practice is to observe a meal service at each monitoring visit.  There may be no more than 6 months between monitoring visits.  Again using a tracking log ensures you are meeting this requirement for each facility. 
	It is important to vary the timing of unannounced visits so they are unpredictable. Examples of varying the timing are: conducting visits in different months from year to year, at different times in the month, observe a variety of meal services including supper and if the facility is open on weekends or holidays conduct some visits in the year during these times. 
	Figure
	Sponsoring organizations must maintain complete monitoring forms and tracking logs to support each facilities monitoring visits. 
	The monitor must thoroughly document what was observed on site visits and in required records. All questions and sections on the monitoring form must be completed. In this process, the monitor would be able to identify any problems and patterns of noncompliance if occurring. 
	‐

	Both the center and day care home forms are located in MyIdahoCNP under download forms. If the sponsoring Organization chooses, they may develop their own monitoring forms and submit it to SDE for approval prior to implementing the form. 
	A few important components on the form are: 
	Records and evaluation checklist;  5‐day meal count reconciliation; Meal observation; Summary of any findings and corrective action; Technical Assistance provided; and Certification and signatures 
	Figure
	In addition to completing the monitoring form the sponsoring Organization must also maintain a monitoring tracking log that reports: Site name and meal observed Date of each site monitoring visit Description of findings Corrective Action (CA) Dates CA due and received Training or technical assistance provided Date of follow‐up visit Date findings are corrected 
	If the monitor notes issues that need follow‐up, a date for follow‐up must be recorded on the original monitoring form and the tracking log, and the follow‐up visit must be conducted and documented with resolutions noted. 
	Figure
	Here is the Sponsoring Organization monitoring tracking log available in MyIdahoCNP under download forms.  Organizations may use this log or develop their own and submit to SDE for approval prior to implementing. 
	Figure
	During the monitoring visit complete a five day reconciliation. 
	Compare the facility enrollment, attendance and meal counts for most recent five consecutive days –include all meals served in all classrooms at centers.  This is a requirement in the regulations for each monitoring visit.  The process is the same for centers and homes it is aggregate data not by child name.  If a center is not required to maintain enrollment records (emergency shelters and at‐risk afterschool centers) this column would be left blank. Review the facility records onsite.  If on any day the f
	The facility may only claim meals for children recorded in attendance with a time in and out and recorded receiving a meal on the meal count records.  This includes snacks.  Child care centers, Head Start and Family day care homes may only claim meals for children enrolled in the facility. 
	Figure
	All facilities (centers or daycare homes) must maintain claim records for three years after the date of submission of the final claim for the FFY CFR 226.10(d). 
	Either Electronic or Paper.  If the electronic is a scanned copy of the paper records the record must be legible. 
	It is important the monitors are verifying during the visit that the facility is maintaining the required records. If the facility records attendance or meal counts on a paper document and then later enters the information into the sponsors electronic claiming system the paper source document must be reviewed during monitoring visits when conducting the 5 day study to ensure the facility is entering the data accurately into the system. If the facility is not maintaining the records or information is entered
	Figure
	For facility (centers and homes) records must be maintained Onsite for the current month and previous 12 months per Policy memo CACFP 03‐2009. 
	The remaining 2 years may be stored Offsite but must be accessible in reasonable amount of time by the sponsoring organization, state agency or USDA during a monitoring visit or upon request for a desk review. 
	Figure
	Required claim records for facilities (centers and day care homes) include: 
	Enrollment 
	Enrollment 
	Enrollment 
	forms (if required for the facility) 

	Income
	Income
	 eligibility forms (centers & homes if required) 

	Meal
	Meal
	 count records 

	Attendance 
	Attendance 
	records 

	Menu 
	Menu 
	records‐I will review the menu records later in this training 


	Figure
	Sponsoring Organizations must thoroughly train the Organization’s monitors in CACFP and Civil Rights requirements and provide each monitor with the sponsoring Organization’s written monitoring procedures. 
	More than that, organizations shall also use this training to ensure that monitors who are in facilities know: 
	Why they are looking at particular records; What they are looking for in those records; How to ask questions about what they observe; How to determine if it is a finding or only technical assistance How to write up findings from records or procedures; and How to follow up with facilities to ensure that findings are resolved. It is important all follow 
	up reviews are documented on the monitoring form and in the tracking log. 
	Figure
	What is the difference between a finding and technical assistance? 
	Finding– Identification of noncompliance with CACFP regulations, FNS Instructions, policy memos or state policies. Each finding is associated with a required corrective action. Findings may also include meal or snack disallowances. Technical Assistance (TA)‐‐Guidance and support to facilities either verbally or in writing from the monitor to achieve regulatory compliance and Program improvement.  TA may be provided during a monitoring visit in addition to a finding.  TA may also be provided outside of monit
	Figure
	What is monitoring corrective action? 
	Corrective Action is a series of steps taken to correct a weakness or error in the operation or management of CACFP in order to conform to the rules and regulations for the proper administration and operation of CACFP 
	Examples of Corrective Action: 
	• 
	• 
	• 
	Require training and documentation of training 

	• 
	• 
	Develop or update procedures 

	• 
	• 
	Provide missing documents to Sponsoring Organization (enrollment, eligibility, CN labels, recipes, menus, etc.) 


	Some corrective actions may occur during the monitoring visit but others may require more time for the facility to correct.  It is important all corrective action is completed in a timely manner and by the due date provided by the monitor.  Due dates should be no more than 30 days past the date of finding.  Best practice is to set the date within a week or two from the visit. A follow up visit should occur within 30 days of receiving the corrective action. 
	Figure
	It is important that Sponsoring Organizations train their monitors on findings and provide them with reasonable corrective action examples. This ensures consistency with all monitoring visits.  
	Below are requirements for findings, corrective action and follow up visits for all monitors: 
	All
	All
	All
	 findings on a monitoring visit must have a corrective action and due date 

	Corrective 
	Corrective 
	action must be completed and received by the Organization by the due date. Some corrective actions may occur during the monitoring visit but others may require more time for the facility to correct. Due dates should be no more than 30 days past the date of finding. Best practice is to set the date within a week or two from the visit. 

	Monitors
	Monitors
	must conduct a follow up visit in a reasonable time to ensure the finding was corrected (reasonable within 30 days) 

	Monitors
	Monitors
	must document on monitor forms and tracking logs if previous findings were corrected and corrective action plans were implemented When corrective action is not implemented and findings were not completed resulting on a second finding the center or provider shall be deemed serious deficient. 


	Figure
	Sponsoring Organizations of day care homes or unaffiliated centers are required to contact households in writing or by telephone within 60 days of finding irregularities. The Sponsoring Organization must conduct household contacts to verify the accuracy of a claim (or claims) and supporting records whenever one or more of following instances take place: If during a site monitoring visit the monitor observes: 
	• 
	• 
	• 
	Substantially fewer children are present on the review day than are regularly claimed without good reason (flu epidemic, field trip, etc.). 

	• 
	• 
	Participant attendance records or enrollment forms appear unauthentic. 

	• 
	• 
	Records were completed in advance. 

	• 
	• 
	• 
	A meal is always claimed by the facility; however the facility is not serving that meal when the monitor conducts the visit, including holiday and weekend visits. For example, a facility always serves supper at 

	5:30 PM, but when the monitor visits at 5:30 PM, the facility is not serving a meal or planning to serve a meal. 

	• 
	• 
	Daycare Homes only, the provider is not at the home when a monitor attempts to visit, but the provider claims the meal for reimbursement. 

	• 
	• 
	Discrepancies in record keeping and other various reasons that cause a sponsor to question the claim. In addition, household contacts shall occur if the sponsor or SDE receives a whistleblower complaint regarding meal claiming. The sponsor questions the validity of a facility’s reimbursement claim or any other time deemed necessary by the sponsor. SDE household contact procedures are located in the Idaho CACFP manual. 


	Figure
	Sponsoring Organizations of day care homes and unaffiliated centers that discover in a monitoring review, facility conduct or conditions that pose an imminent threat to the health or safety of participating children or the public, the sponsoring Organization must immediately notify the appropriate State or local licensing or health authorities and take action that is consistent with the recommendations and requirements of those authorities. Sponsoring Organizations of affiliated centers should have internal
	In addition, the sponsoring Organization must immediately suspend the facility’s participation in CACFP, send Notice of suspension, serious deficiency and proposed termination and follow the remaining suspension procedures provided in the Sponsoring Organization of Day Care Homes and Sponsoring Organization of Centers sections of the CACFP manual located on the CNP website.  The serious deficiency procedures and USDA templates are located in the FNS Serious Deficiency Handbook on the CNP website as well. 
	Figure
	The serious deficiency process in CACFP was established to ensure compliance with the program regulations and guidance. The serious deficiency process offers a systematic way for State agencies or sponsoring organizations of day care homes or unaffiliated centers to take actions allowing institutions to correct serious Program problems and ensures due process. 
	USDA Serious Deficiency Handbook is the best resource for the Serious Deficiency Process. The State agency and sponsoring organization use the template letters included in this handbook when issuing notices in the serious deficiency process. 
	Supplemental information is also available in Idaho CACFP  Manual located on the Idaho CNP website under the Child and Adult Care Food Program. 
	Figure
	It is important sponsoring organizations that sponsor day care homes and unaffiliated centers train their monitors on the serious deficiency process and when findings rise to the level of a serious deficiency determination.  The serious deficiency process has six steps that start when the State agency or organization identifies a serious deficiency. The resolution will be either the correction of the problem and the issuance of a temporary deferment of the serious deficiency, or the institution’s or facilit
	1. 
	1. 
	1. 
	Identify the serious deficiencies; 

	2. 
	2. 
	Issue a notice of serious deficiency; 

	3. 
	3. 
	Receive and assess the institution’s written corrective action plan (CAP) for adequacy; 

	4. 
	4. 
	Issue a notice of temporary deferral of the serious deficiency if the CAP is approved, or issue a notice of proposed termination and disqualification, including appeal procedures, if the CAP is not adequate (or if no CAP plan is received); 

	5. 
	5. 
	Provide an appeal review (appeal hearing, administrative review), if requested, of the proposed termination and disqualification; and 

	6. 
	6. 
	Issue a notice of final termination and disqualification if the appeal is upheld or if the timeframe for requesting an appeal has passed, or issue a notice of temporary deferral if the appeal is overturned. 


	Figure
	The CACFP Administrative Review Procedures, also known as the Appeal Procedures are provided in your training packet and located on the CACFP website for easy access for all sponsors.  The SDE will provide the Administrative Review Procedures to sponsors with notice of action letters.  Such notices are fiscal action (recovering of funds), denial of participation or proposed termination notices. 
	It is important to note, if you receive a notice of action and decide to appeal the action to provide the notice of action letter to the appeal officer within the required time line.  As a sponsor you have the option of a written review or an in‐person hearing and must also specify which option you are requesting. 
	At any time you may contact the state agency with questions on the appeals process. 
	Figure
	At this time, each participant of this training should have already completed the online civil rights training in the CNP training portal on the Idaho CNP website. This is where the state agency tracks all of their required training for key staff in Institutions. If you have not completed the training yet, please do so ASAP so you may receive your certificate for completing the CACFP annual mandatory training for 2018. 
	Figure
	Last year our state agency provided this training handout you may use to train the facility Frontline staff that interact with program participants.  This would include teachers and volunteers that assist with meal service.  This handout is available on the Idaho CNP website under the Civil Rights tab.  To train your facilities and organization annually please use either the online civil rights training in the CNP training portal, the civil rights video or the PowerPoint located on the Idaho CNP website. 
	Figure
	This is the long Nondiscrimination statement. Whenever the CACFP or USDA is mentioned or implied on Institution materials, the non‐discrimination statement must be included on these published materials. Information that is directed to parents, employees, potential participants/employees or other public groups and that mentions the CACFP or USDA meals must also include the non‐discrimination statement. Informational materials that require the statement include but are not limited to: Employee handbooks, Enro
	If the material is too small to permit the full statement to be included, at a minimum include the short statement, in print size no smaller than the text. 
	“This institution is an equal opportunity provider.” 
	Figure
	Annually Institutions are required to collect ethnic/racial data per participant for their center or each of their sponsored facilities.  The data is reported in MyIdahoCNP in the Institutions’ application packet on the Civil Rights form. The consolidated data must be maintained by the Institution for three years plus the current program year. During program reviews the state agency has found that some Institutions report the data when collected and consolidated but did not maintain the document(s) used to 
	Figure
	Idaho CACFP updated our Medical Statement form for Child Nutrition sponsors.  It is provided on this slide and in your training packet. Let’s review it now.  This form is for medical conditions or disabilities that require meal or service accommodations in CACFP. This form should only be provided to parents if the substitution is due to a medical condition or disability. If a parent is requesting a meal accommodation due to preferences (religious, moral convictions or personal preferences) and the facility 
	It is important to note, once a center or day care receives a completed signed and dated form by a medical authority they must provide the recommended alternatives or substitutions until a new form is provided by a medical authority.  For example: If the medical condition is allergy to milk, and a parent later states the center or home may now serve milk to their child, the center or day care home should request an updated medical statement from before making the changes to the child’s meals.  A medical aut
	Figure
	Let’s review now USDA updates and resources. On USDA’s website you can find information on the program:  Income Eligibility forms in different languages, CACFP Meal Pattern, CACFP Handbooks, Building the Future poster, cookbooks for homes and centers, link to the interactive food buying guide, Nutrition and Wellness Tips for Young Children and links to Team Nutrition, MyPlate and Institute of Child Nutrition websites. 
	The Feeding Infant guide is still being revised to the new meal pattern requirements. The state agency will send a broadcast email when it is updated. 
	Figure
	Here is the Team Nutrition website were you can find the interactive food buying guide and mobile apps, CACFP Halftime: Thirty on Thursday training webinars, CACFP new meal pattern training tools‐posters and worksheets, e‐learning resources and recipes.  There are several free resources you can order for your centers or homes from this site. 
	Figure
	Here is the Institute of Child Nutrition website were you can find resources and trainings for your centers and homes.  The institute has and is developing several trainings for CACFP. There are Face to Face training opportunities and online. 
	Figure
	And finally, here is What’s Cooking‐USDA mixing bowl website. This website has several recipes for centers and day care homes.  Please note:  The recipes on this site were standardized to produce a consistent product and yield but are not credited to the meal pattern at this time.  You can use the Recipe Analysis Workbook in the Interactive Food Buying guide to credit it to the meal pattern. We will review how to use RAW later in this training. 
	Figure
	In your packet is the Policy Memo Summary Sheet for all policy memos that were released since the last annual training.  CACFP 13‐2018  provides flexibilities to CACFP sponsors when serving flavored milk to children 6 and older.  Beginning July 1, 2018 centers and homes may offer either nonfat or 1% flavored milk to children 6 and older. 
	CACFP 10‐2018 provides a steam lined process for conducting the day care home 5 day reconciliation.  Idaho’s monitoring forms already provides this option to sponsors.  Essentially rather than recording the enrollment, attendance and meal counts for the 5 days by child for day care homes the sponsor may now record aggregate data for the day. 
	In the next slide we will review CACFP 09‐2018 in more detail.  Are there any questions on any other policy memos released in the past year? 
	Figure
	Let’s review policy memo CACFP 09‐2018, the most current CACFP grain requirements policy memo. The updated exhibit A grain chart is included in this policy memo and we also provided a separate copy of the Exhibit A in your training packet.  Please note, beginning October 1, 2019 ounce equivalents will be implemented for grain products.  Check out the difference between ounce equivalents and a serving. DO: Review Exhibit A One key update in this policy memo was the 6 options to determine if a grain is whole 
	1. 
	1. 
	1. 
	Product is on any State’s WIC whole grain food list‐please make sure you are only using the whole grain list. 

	2. 
	2. 
	Product labeled “whole wheat” and has Standard Identity issued by U.S. FDA (certain breads and pastas).  The policy memo provided the bread and pasta FDA Standard of Identity that can be considered for this method. They are listed on the next slide. 

	3. 
	3. 
	Product includes one of two FDA approved whole‐grain health claims on packaging 


	Figure
	Here are FDA Standard of Identity for certain breads with exact product names: Whole wheat bread, entire wheat bread, graham bread, whole wheat rolls, entire wheat rolls, graham rolls, whole wheat buns, entire wheat buns, and graham buns 
	And certain pasta with exact product names: Whole wheat macaroni product, whole wheat macaroni, whole wheat spaghetti, and whole wheat vermicelli 
	Figure
	Whole Grain‐Rich update‐6 options continued.  The third option is the product includes one of two FDA approved whole‐grain health claim.  Note this option is only for CACFP sponsors. The claims are: 
	“Diets rich in whole grain foods and other plant foods and low in total fat, saturated fat, and cholesterol may reduce the risk of heart disease and some cancers.” Or “Diets rich in whole grain foods and other plant foods, and low in saturated fat and cholesterol, may help reduce the risk of heart disease.” 
	Figure
	Whole Grain‐Rich update‐6 options continued.  Option 4 is the food meets the whole grain‐rich criteria under NSLP (National School Lunch Program) excluding grain‐based desserts that are not creditable in CACFP. The fifth option is the food meets FNS “Rule of Three”.  Let’s review the rule of three a little more in the next slide. 
	Figure
	Here is the definitions and guidance for FNS “Rule of Three” to determine whole grain‐rich: For grain products and mix dishes with grains‐The first ingredient (second after water) must be whole grain, and the next two grain ingredients (if any) must be whole grains, enriched, bran or germ. Grain derivatives may be disregarded and non‐creditable grains labeled as 2 percent or less. 
	The policy memo provides a list of whole grains, disregarded ingredients and non‐creditable grains or flours.  Please note the lists are not exhaustive.  If you see a product not listed please contact the state agency for guidance. 
	The “Rule of Three” for ready to eat breakfast cereals is a little different:  If the first grain ingredient is a whole grain and the cereal is fortified, the product meets the whole grain‐rich criteria. 
	Figure
	And the 6and final option is proper documentation from manufacturer or standardized recipe demonstrates whole grains are primary grain ingredient by weight. 
	th 

	A Product Formulation Statement from the Manufacturer is proper documentation for commercially prepared product. 
	Are there any questions? 
	Figure
	This year USDA released CACFP Meal Service Training Grants for State agencies to train Institutions and facilities in their state on the meal pattern and meal service requirements. State agencies applied in May 2018 and will be notified of award by September 2018. The grant will begin October 1, 2018 and will be for a 2 year period. The award amount is $100,000 and may be used for both regional in person trainings and online trainings. Idaho will be issuing a survey for the grant training in Fall of 2018 to
	Figure
	USDA has a training agreement with MH Miles to develop training for State agencies to provide to Institutions. MH Miles will present the training to State agencies in Fall of 2018 and each State will be able to implement the trainings by Summer of 2019. Idaho is currently planning to offer this training or a portion of it at the annual training in August 2019. Training topics are: Financial Viability, Capability and Accountability (VCA) Budgets Claim Record Keeping Requirements Application Monitoring Intern
	USDA has a training agreement with MH Miles to develop training for State agencies to provide to Institutions. MH Miles will present the training to State agencies in Fall of 2018 and each State will be able to implement the trainings by Summer of 2019. Idaho is currently planning to offer this training or a portion of it at the annual training in August 2019. Training topics are: Financial Viability, Capability and Accountability (VCA) Budgets Claim Record Keeping Requirements Application Monitoring Intern
	The current WIC information flyer is located in your training packet.  It is important each Institution shares information about other nutrition programs with center and day care home families.  This may be as easy as providing the cards to each facility for the center or providers to give out to their participant families.  WIC flyers are available at your local WIC office as well. 

	Figure
	Figure
	The federal government requires that all applicants for Federal grant agreements have a Data Universal Number System (DUNS) number. 
	In addition to obtaining a DUNS number, each sponsor must annually register their number in the System for Award Management (SAM). It is important this is completed annually before the beginning of the next fiscal year (October 1). 
	Figure
	It is that time of year again to update your application with the state agency. The 2018‐19 application packets are ready in MyIdahoCNP.  A few have already taken advantage of the early release of the new program year packets and completed the process.  Great Job!  It is important packets are submitted for approval by the due dates so the packets can be approved by October 1, 2018 for the new program year. 
	Up coming due dates coming up are: August 15‐For‐profit Institution application packets due September 15‐Nonprofit Institution application packets due 
	th
	th

	If you need to submit a budget amendment for the current program year please submit your amended FY18 budget workbook to Kim Huntley via email by September 1, 2018. 
	Figure
	Lunch Break, let’s start back at 1:00 pm (or in 1 hour depending on what time it is when presenter reaches this slide) At lunch set up food boards, manufacturer table with PDF’s and CN labels and set out flip 
	chart paper with activity packets (10 per training) 
	chart paper with activity packets (10 per training) 
	I hope everyone enjoyed their lunch. We are going to continue with the next training topic of common findings on program reviews by the state agency. These are findings from the past two years. In the past year, any finding on the new meal pattern requirements only resulted in corrective action and technical assistance.  Beginning October 1, 2018 if any meals or snacks that do not meet the new meal pattern requirements will be disallowed unless USDA provides additional guidance to the state agency on the tr

	Figure
	Figure
	Here are the most common findings on state agency CACFP reviews. 
	• 
	• 
	• 
	Daily meal counts claimed higher than daily attendance or meals claimed for children not recorded in attendance. It is important to verify meal counts to attendance records daily.  Some of these findings are from claim reviews but also occurred at site reviews in the five day reconciliation.  Remember if this is a finding on a site monitoring visit, corrective action is required by the center or day care home. 

	• 
	• 
	Children only participating in At‐risk afterschool program in a claim month were included on the eligibility roster.  This occurred in child care centers that have children enrolled for child care and school age children participating in At‐risk program.  The eligibility roster data is only for the child care claim. 

	• 
	• 
	Eligibility data; free, reduced, paid reported in claim did not match Income Eligibility Form verification or monthly enrollment eligibility roster data. 

	• 
	• 
	Incomplete or missing enrollment forms. Enrollment forms must be updated and completed annually. 

	• 
	• 
	Claim edit checks; enrollment, attendance, meal counts, menu records. Sponsors are not completing edit checks before submitting the claim.  In facilities where enrollment is required; participant must have a current enrollment form. No more meals then participants recorded in attendance can be claimed and menus must meet the meal pattern. Facilities must maintain all menu records that support meals met the meal pattern. 


	Figure
	• 
	• 
	• 
	CACFP and civil rights training was not provided annually to all required center, provider or organization staff. 

	• 
	• 
	Non‐creditable foods served as a food component‐example: cream cheese for meat/meat alternate 

	• 
	• 
	Whole grain‐rich grain was not offered daily‐corrective action and TA this year only since new meal pattern requirement 

	• 
	• 
	Grain based desserts served as grain component‐corrective action and TA this year only 

	• 
	• 
	Missing menu records‐CN labels and Product Formulation Statements (PFS) were the most common missing records.  Several sites had recipes but not all recipes were credited to the meal pattern. 


	Figure
	Since one of the common findings was for missing some of the menu records let’s review the menu records requirements for CACFP. 
	Figure
	Menu records also referred to as meal pattern menu compliance records or food service records are required to document daily how meals and snacks served contributes to each menu component in the meal pattern. The record provides supporting documentation for each meal and snack claimed for reimbursement and confirms the center or day care home provider planned, prepared and served enough of each menu component to meet the minimum servings per age group. 
	Figure
	Meal pattern menu records must be maintained in written or electronic format and must be made available to SDE or USDA during program reviews with the Institution and during monitoring visits with the center or day care home. The following meal pattern menu compliance records are required: 
	• 
	• 
	• 
	Daily dated menus; 

	• 
	• 
	Standardized recipes; 

	• 
	• 
	Product nutrition fact labels including ingredient list; 

	• 
	• 
	CN Labels and manufacturer’s Product Formulation Statements (PFS); 

	• 
	• 
	Food receipts/invoices must be maintained by centers only and we already reviewed some of the findings with receipts in the budget section of this training. 

	• 
	• 
	Monthly food inventory is also for centers only.  It is important to maintain a monthly food inventory to determine the cost of food used.  This is a requirement per FNS 796‐2 revision 4. 


	Next we will review the first four menu records listed and then do a few activities using these records.  
	Figure
	Let’s review the daily dated menu records for both centers and day care homes.  The first is the Individual Infant menu record as seen on this screen. This is the sample state agency form facilities may use and is available in MyIdahoCNP in download forms.  It is important infant menu records are maintained for each individual infant since infants eat on demand and consume different food items and formula or receive breast milk. 
	Figure
	Here is a sample of a Day Care Home Daily Menu Record and is available in MyIdahoCNP in download forms. The record includes and must document: 
	Date (month, day, year) Provider name The type of meal (breakfast, lunch, supper, or snack) Minimum serving sizes per age group Actual food items served each day Type of milk served each day (whole, 1% or nonfat and if the milk is flavored – nonfat or 1%) CP (Commercially Prepared) or HM (Home Made) notations WG (Whole grain rich) notation 
	Figure
	The center daily menu record requires a little more information than a day care home provider daily menu. This slide shows an example of a center daily detailed menu record.  Centers may also choose to use a daily menu production record in place of the daily detailed menu. Samples of both records are available in MyIdahoCNP in download forms. 
	The detailed menu records must document: Date (month, day, year the meals were served) Site location(s) Serving sizes by each age group for all required components Actual food items served each day Type of milk served each day (whole, 1% or nonfat and if the milk is flavored – nonfat or 1%) Substitutions made to the planned menu CP (Commercially Prepared) or HM (Home Made) notations WG (Whole grain rich) notation Name of recipe matching the item on the menu Planned number of portions per age group Prepared 
	The detailed menu records must document: Date (month, day, year the meals were served) Site location(s) Serving sizes by each age group for all required components Actual food items served each day Type of milk served each day (whole, 1% or nonfat and if the milk is flavored – nonfat or 1%) Substitutions made to the planned menu CP (Commercially Prepared) or HM (Home Made) notations WG (Whole grain rich) notation Name of recipe matching the item on the menu Planned number of portions per age group Prepared 
	When serving homemade menu items the center or home must have a standardized recipe to credit the components of the recipe to the meal pattern. This is a Standardized Recipe form provided at previous training and is available in MyIdahoCNP download forms.  The form has instructions on the back for standardizing recipes. It is a common finding on reviews that centers and homes do not use or maintain standardized recipes.  In addition, when a center or home has a recipe on file, it is incomplete, usually miss

	Figure
	USDA also developed a Recipe Analysis Workbook in the interactive food buying guide that may be used to document a standardize recipe with the actual foods purchased and determine how the recipe credits to the meal pattern.  If a center or day care home do not want to standardize their own recipe they may use recipes from FNS, ICN Team Nutrition or the New Menu Tool Kit that are already standardized. 
	Figure
	The Recipe Analysis Workbook is a tool used to determine the expected meal pattern contribution and crediting statement for a recipe. The Recipe Analysis Workbook consists of a worksheet for each meal component. The worksheets, in hard copy format can be found in the "Recipe Analysis Workbook templates" section below. This workbook is a tool for calculating the meal pattern contribution of a recipe’s ingredients toward the vegetable (expressed in subgroups), fruit, meat/meat alternates, and grains component
	Determining meal pattern contributions for recipes is an important step in ensuring that meals served are nutritious and meet Federal meal pattern requirements 
	It is important to note, in order to use RAW you must create a login access to the Interactive Food Buying Guide. 
	Figure
	To create a recipe in RAW select Tools on the green task bar, in the drop down select Create RAW and you will get to the screen on this slide. Start by adding the recipe name, recipe number (you can create this number), servings per recipe (this is the yield) and serving size. In this example the recipe is Harvest Delight, serving is 25 and serving size is ½ cup. 
	Figure
	To add ingredients to your recipe use the search food ingredients section in RAW. Type in the food you are searching for, select the food item based on how you will purchase it for the recipe and select “Add”.  In this example the food item they were searching for was sweet potatoes.  In the interactive food buying guide there are several options and they selected Sweet Potatoes Fresh. 
	Continue this process until you have added all food items for your recipe. 
	Figure
	Once all food items are added select the food components for all ingredients that were added. For example: Sweet potatoes was one food item added to this recipe.  Sweet potatoes are a vegetable component so you would select Vegetable on the tool bar for RAW.  Under Sweet Potatoes you will enter the quantity listed in your recipe for sweet potatoes in the Quantity of Ingredient column. In this example, the quantity needed is 1.5 lbs. so they entered 1.5.  For the sweet potato selected 1 lb. as purchased is .
	Continue this process for all food items you added for your recipe 
	Continue this process for all food items you added for your recipe 
	Now that all food items are added to your recipe in RAW and you entered the quantities for each ingredient select Meal Pattern Contributions to see how your recipe will contribute to the meal pattern components. RAW does separate vegetables by sub groups.  A ½ cup serving of this recipe will yield 3/8 cup vegetables and 1/8 cup fruit. 

	Figure
	It is important to save your recipes in RAW for future use.  To access your saved recipes and print them select Tools on the green task bar and in the drop down select My RAW Recipes List. 
	Figure
	The next menu record is Product Nutrition Facts labels for grains including cereals, yogurt and non‐dairy beverages are necessary for day care homes and centers to determine if the product is creditable and the correct serving size is provided per age group to meet the meal pattern requirements. The labels support the meals and snacks claimed for reimbursement met the meal pattern requirements and are reviewed by the state agency during program reviews when verifying the claim.  
	Figure
	CN Labels and Product Formulation Statements are the fourth menu record on the list.  This is a CN Label Verification Report that was developed to assist State agency reviewers, CN program operators, and food industry to verify the status of a CN Label and the validity of a CN Label copied with a watermark. It does not replace the requirement to maintain CN labels. Day care homes and centers may maintain the CN Label from the original container, a photo of the label on the container or a watermark copy with
	This verification report can be found on the FNS website. 
	Figure
	The product formulation statement for a commercially prepared combination food product must be on the manufacturer’s letterhead and include: 
	• 
	• 
	• 
	Product name and product code 

	• 
	• 
	A description of all ingredients as listed in the Food Buying Guide for Child Nutrition Programs, i.e. grain products must be specified whole grain or enriched; 

	• 
	• 
	The ingredient weight per serving of each ingredient to be credited; 

	• 
	• 
	The weight of ingredients specified as raw or cooked weight; and 

	• 
	• 
	The weight or volume of the product serving size, or the number of pieces per serving. 

	• 
	• 
	Manufacturer’s authorized individual name, signature and telephone number 

	• 
	• 
	Detailed breakdown of how the product credits toward each component of the meal. 


	Figure
	Next we will do a few menu record activities to create a menu collage using daily menus, standardized recipes, nutrition facts and ingredient labels, CN labels and Product Formulation statements.  In order to plan daily menus in facilities each of these records must be completed or obtained before implementing the menus. 
	For each activity you will work in teams.  Let’s count off by 10. 
	Do:  Have all 1’s go to one table, all 2’s to the next table etc. through 10.  Give each table flip chart paper, markers, post it notes, calculators, pens, tape, and activity packet (week menu record sheet, daily menu record sheet, recipes, exhibit A Grain Chart, sugar limit cards, monitoring checklist for meal pattern requirements) 
	Do:  Have all 1’s go to one table, all 2’s to the next table etc. through 10.  Give each table flip chart paper, markers, post it notes, calculators, pens, tape, and activity packet (week menu record sheet, daily menu record sheet, recipes, exhibit A Grain Chart, sugar limit cards, monitoring checklist for meal pattern requirements) 
	Each group has an activity packet and flip chart paper at your table.  For this first activity you will use your Weekly Menu Record –yellow sheet‐in your activity packet. 

	Figure
	As a team complete the weekly menu by adding in the missing components.  Make sure you add components that are homemade with a recipe.  There are some standardized recipes in your activity packet you may choose from for the homemade menu items. Mark components as either Homemade (HM) or Commercially Processed (CP) depending on how you plan to purchase and prepare the menu items. The monitoring checklist for the updated menu pattern requirements is provided in your activity packet to verify the menus you cre
	Figure
	For activity two you are going shopping!  Remember to take your sugar limit cards from your activity packet. 
	There are two display boards with grain and meat/meat alternate foods as you would purchase at the grocery store or through a vendor. Select one day in your completed weekly menu and shop for the meat/meat alternates and grains you will need to prepare the breakfast, lunch and snack for that day.  If you are using a recipe for the meat/meat alternate or grain component you will need to shop for the meat/meat alternate and grain products for the recipe as they are described in the ingredient list.  Note: If 
	If you select a commercially processed item check out the “Manufacturer's” table for CN labels or PDF’s. You will need these to credit the food items or components to the meal pattern.  Once you are done shopping, attach your weekly menu to your flip chart.  Complete the daily menu record in your activity packet for the day you selected and attach it to your flip chart.  And finally add the labels you selected for the day menu to your flip chart. 
	Do: Post the presenters flip chart and add the presenters weekly menu, daily menu and food items to the flip chart. 
	Figure
	Now that you have the food items and labels, use the CN labels, PDF’s, recipes, nutrition fact ingredient labels, sugar limit card and Exhibit A grain chart to determine to verify each product is creditable, which are whole grain‐rich and the serving sizes for the grain and meat/meat alternate food items/components on your one day menu.  If any recipe or commercially processed item also credits a vegetable or fruit to the meal pattern, determine if you can use them to meet the serving size for each age grou
	Mark on your daily menu any grains that are whole grain‐rich.  If you change any food components after shopping make those revisions as well on the menu. Example, if you change recipes or switch from recipe to commercially processed or vice versa. 
	On post it notes write how each food item/component credits (serving size per age group) to the meal pattern and place post it notes next to each food label or recipe.  As I have done on my example menu collage. 
	DO: Add post it notes to each food label or recipe. 
	Figure
	Now that each of you have finished your menu collage lets have a few of you present your menu’s, selected food labels and recipes and how you credited them to the meal pattern. 
	Do: Have at least 2‐3 groups present if possible. If time allows review why some foods may not have been selected from the food labels. 
	Figure
	The activities that you just completed with developing menus, collecting recipes and labels to credit each food item and component to the meal pattern the process each facility or Institution should be following to ensure each menu meets the meal pattern requirements. In the past year, after visiting several sponsors for the new meal pattern technical assistance visits or program reviews I have seen some great best practices. 
	Several if not the majority of sponsors are using cycle menus. This is the most effective tool when planning and implementing menus to meet the meal pattern requirements.  Cycle menus save time and money and make food shopping and preparation more efficient. 
	I have seen a few sponsors who have placed each weekly cycle menu in a binder and protective sheets with all the labels and recipes for that week behind it.  Each week in the cycle is set up in that same manner. Some sponsors have chosen to save all the menu records for the cycle menu in electronic format on an organization shared file server or on their website.  One sponsor that has kitchen managers where English is their second language chose to take pictures of all the products they purchase and add the
	Overall it is important that each sponsor set up a record maintenance system for their menu records that are easy for their facility or facilities to use and access. 
	Figure
	Finally lets do a quick review of the Child Nutrition website.  Here is where you can access the child nutrition website for Idaho. 
	DO: Open website on computer and go through site. 
	Figure
	We have covered a lot of information today. Are there any questions? 
	Your evaluation form is in your training packet, please complete and leave on the registration table.  Thank you for attending the training! 
	Figure






