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CACFP Basics



Acknowledgement Statement

You understand and acknowledge that:

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

you are responsible for knowing and understanding all 
handbooks, manuals, alerts, notices and guidance, as 
well as any other forms of communication that provide 
further guidance, clarification or instruction on 
operating the program.



Class Outline

Contract requirements

Common Errors

Best Practices

Basic Timeline

Participants will recognize and discuss the following 
topics of the CACFP in order to identify areas for 
additional  information needed:



The CACFP is a nutrition assistance program that provides 

supplemental reimbursement 
for eligible meals and snacks served

to children and adults at participating centers and sites.



*Supplemental Reimbursement* 

❖ Funds are based on the number of meals served 

❖ Funds can only be used to enhance meal service operation

❖ Funds cannot be used on other areas of the organization 

❖ Funds may not cover all of the food service costs



These servings of nutritious foods on a 

daily basis contribute to the 

wellness, healthy growth and 

development 

of young children as well as the 

health and wellness of older adults.



OperationalRequirements
❖ Provide organized, non-residential care

❖ Accept final administrative & fiscal responsibility 

❖ Train staff adequately

❖ Operate a nonprofit food service

❖ Personally manage operations

❖ Provide adequate personnel
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Contracts



● Annual Renewal

● Provides information on:

○ Who - Administrators
○ How - Processes & Procedures
○ What - Meals Served 
○ When - Meal Service Times

● Submit amendments as needed

Contracts
TX-UNPS



● Important that information is current

● TDA and the ESCs access  contact 
information from system

● Provide more than one contact and 
access to TX-UNPS

Contracts
TX-UNPS



● CACFP federal funds 
○ CEs must demonstrate where funds are going

● Non-Profit food service program
○ Food should be greatest expense
○ General Ledger

Contracts
Budget



● Always refer to your budget and contract terms in TX-UNPS

○ Ensure you are tracking approved expenses
■ Unapproved vs Unallowable Expenses
■ Example: Track food, labor and non-food supplies monthly but 

budget is only approved for food and labor

Contracts
Budget



● Ensure expenses are necessary, allowable, and reasonable
○ Unapproved vs Unallowable Expenses 

● Common findings also includes not disclosing less-than-arms- length 
transactions
○ Disclose this in the budget

Contracts
Budget

Reference USDA FNS 796-2



● Adding or taking away costs in budget
○ Must wait until changes are approved in TX-UNPS before 

implementing

● Why would you add expenses?
○ Examples: greater than three months operating expenses, enhance 

the program

Contracts
Budget



● Reimbursement  drives your budget

● Make sure it is:
○ Based on your average daily participation 
○ Realistic!

Contact your ESC for additional information

Contracts
Budget



● Reviews and Corrective Action Documents (CADs) part of your contract

● Had a previous review finding and approved CAD?
○ CEs are required to follow their CAD!

Piercing the CAD session - Tomorrow

Contracts
Compliance



02
Common Administrative 

Review Errors



● Participants not properly enrolled

● Missing information

● Annual renewals - outdated forms

Common AR Errors
Enrollment Records





● Annual renewal - outdated forms

● Incorrect Category

● Missing Information

Common AR Errors
Eligibility



● Meal counts do not agree with validated counts 

● Attendance did not agree with validated counts

● Incomplete forms

● Point of service

Common AR Errors
Meal Counting & Claiming

Counting & Claiming session - Tomorrow



How to Write an Approvable CAD session- Tomorrow

● All organizations are required to have a method to track financial transactions
○ Consistent and reliable 

● Costs that were not necessary, reasonable or allowable

Common AR Errors
Resource Management



How to Write an Approvable CAD session- Tomorrow

● Written procurement procedures do not meet requirements

● Five types of procurement

○ Micro Purchases, Small Purchases, Competitive Sealed Bids, Competitive 
Proposals, Non-Competitive Proposals

○ Though you may not use all five, CEs must have a procedure for each of these

Common AR Errors
Resource Management

Procurement Session - Today & Wednesday



Counting & Claiming session - Tomorrow

● No records of  purchases to support menu listed on production records

● Receipts, invoices, donations must be tracked and filed

● CEs must have a system to keep all receipts                                                          
(and all records for the program)

Common AR Errors
Meal Production/Food Service



Counting & Claiming session - Tomorrow

● Incorrect quantities prepared

● Meal patterns not followed
○ Missing components 

Common AR Errors
Meal Production/Food Service

Meal Production Records - Tuesday & Wednesday



● Be sure to contact your local ESC for:

○ Technical Assistance 

○ Upcoming Trainings

○ Support & Assistance

Education Service Centers
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Best Practices



Best Practices

Enrollment

Food Service Eligibility

Meal Production Records Record Retention

Training Counting & Claiming

http://www.youtube.com/watch?v=H0UqXvYKI3w
http://www.youtube.com/watch?v=H0UqXvYKI3w


Best Practices
● Food Buying Guide Calculator

● Income Eligibility Calculator

● Enrollment/Eligibility updates at the same time each year

● Cycle Menus

● Menu Planning/Meal Patterns



● Divided by category (Independent Center, DCH, Sponsors, etc.)

● Work with your peers to identify:
○ Challenges
○ Root causes
○ Solutions or recommendations

Peer Sessions

Wednesday



https://tdaeducationonline.articulate-online.com/p/1071885286/DocumentViewRouter.ashx?Cust=10718&DocumentID=9f119e1c-138b-4b1c-ada3-96b63a69d10a&Popped=True&v=15&InitialPage=story.html
https://tdaeducationonline.articulate-online.com/p/1071885286/DocumentViewRouter.ashx?Cust=10718&DocumentID=9f119e1c-138b-4b1c-ada3-96b63a69d10a&Popped=True&v=15&InitialPage=story.html
http://www.squaremeals.org/Programs/ChildandAdultCareFoodProgram/CACFPMealPatterns/Resources.aspx
http://www.squaremeals.org/Programs/ChildandAdultCareFoodProgram/CACFPMealPatterns/Resources.aspx
https://foodbuyingguide.fns.usda.gov/ShoppingList/Index
https://foodbuyingguide.fns.usda.gov/ShoppingList/Index
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Administrative 

Reviews



Administrative Reviews
● Food & Nutrition is mandated to conduct reviews on 33.3% of its CEs every 

year

● At a minimum, TDA conducts at least one review of all CEs every three years

○ Independent Centers and Sponsors with 1-100 sites must receive a review at least once 
every three years

○ Sponsors with 100+  sites must be reviewed at least once every two years
■ Sponsors must monitor their sites



Administrative Reviews

● Ensure contract requirements are met

● AR Process includes:
○ Off-site Desk Review
○ Electronic Submission of Documentation Via TX-UNPS
○ Naming Conventions

Administrative Review Process - Today



Timeline For Successful Operations



Resources





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:

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

fax: (202) 690-7442; or email: program.intake@usda.gov.

This institution is an equal opportunity provider.

TEXAS DEPARTMENT OF AGRICULTURE
COMMISSIONER SID MILLER

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov
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