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This session is NOT the place to evaluate a specific Management Plan.  

•This is a 1  hour session.   

• It is not all inclusive of all information contained in the documents 
below.  CE’s are responsible for understanding and complying with the 
below mentioned resource materials.  

• Resource Materials: 
– USDA Guidance for Management Plans and Budgets  

– 2 Code of Federal Regulations (CFR) Part 200 Uniform Administrative Requirements, Cost Principles 
and Audit Requirements for Federal Awards.  

– 48 CFR Part 31 Contract Cost Principles and Procedures  

– FNS 796-2 Revision 4- Financial Management  

– 7 CFR Part 226 CACFP  

– TDA CACFP Handbooks   

• Disclaimer: The examples and ideas included in this session are 
meant as viable options to teach and provide additional guidance to 
each organization. Please refer to applicable Federal & State 
regulations for additional guidance.  



•Turn off the ringer on your phone. 

•Sit next to someone that you DO NOT KNOW so you can fully benefit from the session activities. 

•Sit in the front of the room, if possible. 

•Leave the room if you need to text or take a call; come back when you are ready. 
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● Give you our undivided attention during this session. 

● Share our experience and knowledge, and some Best Practices.  

● We will start the session on time. 

● We will end the session on time. 



CE’s in the Class 

Independents   

 

Sponsors of:  

 Affiliated Sites 

 Unaffiliated Sites 

    Both   

 

Day Care Homes  

 

At-Risk Only  

  

 

 



You 
Complete Me 

  
The missing piece of the puzzle  . . .  
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Types of 
Application 
Packets   
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New Application or adding a NEW  
program – an application packet that 
has not been previously approved.  

Renewal/Continuing –  Once a CE is 
initially approved they are required to 
submit a renewal application every year.  

Amendment –  change/update to an 
already approved application packet.  



Processing 
timelines for 
New/adding  
a New  
Program 
CEs 

NEW CE or adding  a NEW Program:  

• Per Federal Regulations, TDA  will notify the 
CE of approval or denial within 30 calendar 
days of receipt of a complete application.   

• TDA will review a submitted application 
packet within 15 calendar days.  
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Processing 
timelines for 
Renewal 
CEs   

Application Renewal:  

Once a CE is initially approved they are required 
to submit a renewal application every year (TX-
UNPS opens July 1):  

• TDA will review a submitted  application within 
15 calendar days 
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Processing 
timelines for 
Amendments  

 

Amendments:  

Once a New CE or renewing CE is initially 
approved for a program year any 
changes/update to the application packet 
must be submitted in TX-UNPS.   

• TDA will review a submitted  application 
packet amendment within 7 TDA business 
days  
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Step 1:  
Submit the  
Application 
Packet and 

required 
supporting 

documentation  

Submit the application packet via TX-UNPS AND 
any supporting documentation via one of the 
three methods below:  

oUpload in TX-UNPS which is the most 
reliable and efficient method to ensure 
that supporting documentation is received 
in a timely manner by TDA. 

o  fax: (888) 223-8645 

o  email to the appropriate program:  

CACFP CE:  
CACFP.bops@TexasAgriculture.gov) 

 

 

mailto:CACFP.bops@TexasAgriculture.gov


Step 2: 
Ensure the 
Application 

Packet is 
submitted in 

TX-UNPS 

The top right-hand corner of the TX-UNPS 
application packet shows the status of the 
application packet.  The status can be: 

Returned 

Submitted for Approval  

Not Submitted 

Approved 

Denied 

Withdrawn 

 

 



Submitted 
Application 
Packet  
Status in   
TX-UNPS 

PES will review the application packet in TX-UNPS, 
when the status of the application packet is 
Submitted for Approval.  Otherwise TX-UNPS does 
not notify PES that changes have been made to the 
application packet and that it needs to be reviewed.   
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The application is submitted in TX-UNPS: 
what happens next?  

Submitted 
application in 

TX-UNPS  

PES reviews within 
timelines by date 
submitted in TX-

UNPS   

Incomplete Complete 
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           OR  



Step 3:  
CEs should 
monitor TX-UNPS 
and email to 
determine if the 
application has 
been returned, 
approved, etc. in 
TX-UNPS.   

• TX-UNPS will automatically email the 
Contracting Entity Administrator as noted 
in the Contracting Entity Application when 
the application has been returned or 
approved.  

• If the Contracting Entity Administrator is 
not receiving email notifications please 
check the spam folder.   

 



Returned 
for 
Incomplete: 
New, adding 
a New 
program or 
Renewal 
CEs 
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 The application will be reviewed within timelines.  

PES will notify a NEW/adding a NEW 

program/Renewal CEs of missing/incomplete forms, 

documentation or  TX-UNPS screens via the 

Contracting Entity Application in the Application 

Packet.  



Example of 
Returned for 
Incomplete: 
New, adding 
a New 
program or 
Renewal CEs 
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Example of 
Return for 
Incomplete: 
Amendment 
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The application will be reviewed within timelines.  

PES will notify a CE that has submitted an Amendment 

 of missing/incomplete forms, documentation or TX-

UNPS screens via the Contracting Entity Application in 

the Application Packet.  



Step 4: The 
application has 

been returned 
as incomplete, 
what happens 

next?  

CEs need to carefully read the reason(s) 
the application was returned in TX-UNPS.  
CE actions:  

• Seek technical assistance from their 
Education Service Center.  In the return 
for incomplete PES lists the phone 
number for the Education Service Center.  

• Submit all missing/incomplete forms and 
documentation, 

• Complete all missing/incomplete screens 
in TX-UNPS, 

• Submit the application in TX-UNPS when 
ready for PES to review.   

Note: PES may return the application for incomplete again 
if not all items were received or completed.  

 

 



The application is Complete: what happens 
next?  

Submitted 
application in 

TX-UNPS  

PES reviews within 
timelines by date 
submitted in TX-

UNPS   

Incomplete Complete 
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           OR  



Complete 
Application – 

What happens 
next?    
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•PES will review a submitted 
application packet and will 
designate it as complete when 
all documents and screens in  
TX-UNPS have been submitted.   

•A complete application now 
moves into the correct vs. 
incorrect phase of review.  



Complete 
Application – 

New or adding a 
New Program CE  
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• NEW/Adding a New Program CEs are greatly 
impacted by Federal timelines:  

oCACFP – 30 calendar days from 
submitting a COMPLETE application in TX-
UNPS.  

• The 30 day timeline includes: 

oCE addressing and submitting all 
required corrections;   

oPES staff completing the Viability, 
Capability and Accountability (VCA) tool to 
determine if the CE is VCA compliant  
AND  

oQuality Assurance/Quality Control 
conducting a Visit Prior to Approval. 

TDA highly encourages CEs to seek technical assistance from 

the Education Service Center during the incorrect phase of 

application processing.   



Return for 
incorrect 
New, adding 
a New 
program or 
Renewal 
CEs  
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PES will notify a NEW/adding a NEW 

program/Renewal CEs of incorrect documentation, 

forms and TX-UNPS screens via the Contracting 

Entity Application in the Application Packet.  



Example of 
Return for 
Incorrect: 
NEW CE or  
adding a 
NEW 
program 
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Return for 
Correction: 
Amendment 

The notification of incorrect may be located within 
the screen in TX-UNPS that has been submitted 
as an amendment.  Possible locations are:  

o Comments to CE in the Site/Provider applications 

o Comments to CE in the Budget Detail 

o Comments to CE in the Management Plan 

o Packet notes  
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PES will notify CEs that have received initial 

application approval of incorrect forms, 

documentation or TX-UNPS screens via the  

Application Packet.  



Example of 
Return for 
Incorrect: 
NEW CE or  
adding a 
NEW 
program 
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Site application returned for incorrect:  



Can a Complete 
Application Packet 

become 
Incomplete  
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• YES?  NO?  

 The answer is YES.   

 

• Possible reasons for a complete Application 
Packet becoming incomplete:  

• New Board of Director added, documentation 
was not submitted.  

• New Site/Provider added,  documentation 
was not submitted.  

• CE discloses that the rental agreement is 
less-than-arms length.  Requires submittal of 
SPWA screen in TX-UNPS 
 

• If the application is incomplete the applicable timeline will 
stop and re-start when the application packet is complete 
again.  



•   
 
 
Application Packets are 
returned incomplete.   
 
Hint:  
www.squaremeals.org has 
detailed information  
regarding what 
documentation and forms 
must be submitted by New 
and Renewal CEs.  Check 
out the CACFP page!  
 
 

Top reasons an Application Packet is returned for incomplete: 

1. Documentation is not submitted; 

2. Forms are not submitted; 

3. TX-UNPS screens are not submitted: Annual Audit Screen 
(located under the application tab>Annual Audits.   
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Missing 

Puzzle  

Piece  

#1 



A complete application 
is returned for 
correction.  
 

Top reasons an Application Packet is 
returned for incorrect:  

 

1. Documentation submitted is not correct 
• Procurement  
• Site/Provider applications – the license doesn’t 

match.   

2. Forms are incorrect 
• Direct Deposit in the name of a person instead of 

CE 
• Permanent Agreement missing signatures 

3. TX-UNPS screens are incorrect: 
• Budget Detail  
• Management Plan 
• Site/Provider Application 

4. CEs did not read the return for correction and 
submitted the same documentation again.  

5. CEs did not contact the Education Service Center 
for technical assistance.  
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Missing 

Puzzle  

Piece  

#2 



THANK YOU 
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TEXAS DEPARTMENT OF AGRICULTURE 
COMMISSIONER SID MILLER 

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 employees, 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. Additionally, program information may be made available in 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. E-Mail: program.intake@usda.gov. 

This institution is an equal opportunity provider. 
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