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FOUR GENERAL AREAS

Training
Claim Review 

Procedures

Monitoring Compliance



01

Training



Management Plan must provide training procedures including: 

SPONSOR’S TRAINING PLAN

Policy and Procedures

Required Content areas

New Staff

Current Staff

Documentation

Subcontracting?

TrainingTraining   



Documentation of 
Completion 

Providers

Training

Documentation of 
Completion 

Site Responsibilities

Centers

Policy and Procedures

New Staff/Center

Annual Training

All

Training   

Content Areas:
• Meal pattern

• Meal Counts

• Claims Submission

• Claims Review Procedures

• Recordkeeping

• Purchase meals (I.A.)

• Reimbursement 

• Civil Rights

Monitor Visit Findings

CE Documentation
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Monitoring



Monitoring 

Pre-Approval

New Sites

Reviews

Types of Visits

Review Forms-TDA or

equivalent

FORMS

Meal Observations

must be unique

Records

Non-Profit Account

5 day Reconciliation

Onsite

Plan Should Include: 
• Tracking system for visits

• By type

• By frequency

• Sponsors Provide

• Identification

• Forms

• Forms

• ADC-1602

• CCC-1606

• AR-1606-AT

• DCH-1607

• Review 

• Onsite

• Finish up

MONITOR VISIT PLAN

Frequency
Three Visits Per Year

Two Visits must be 

unannounced

One Visit may be 

announced

Identification
Provide monitors with:

Photo ID

Contains Sponsor Name

Finishing Up

Corrective Actions

Household contacts

Training



5 day Reconciliation
• Reconcile and ensure consistency

• Required of every review

• Needed to complete

• Enrollment

• Attendance

• Meal Counts

MONITORING RECONCILIATION

Monitoring

Meal counts
• Monitoring form counts and claims 

for given time frame must match

Monitoring 



FIVE DAY RECONCILIATION - PROCESS

MonitoringMonitoring 



CORRECTIVE ACTION PROCEDURE

Finding
Detail

The non-compliance 

Corrective Action

Detail

How it’s going 

to be fixed

Training
Provide

training and 

coaching to 

enable 

compliance

Adverse Action

Disallowed

meals
01 02 03 04

MonitoringMonitoring 



FOLLOW UP PROCEDURE

CAD

Review

For completion 

and compliance

Documentation

Detail

The visit and 

what must 

change

Next Monitor Visit

Follow-up

If same 

noncompliance 

is still occurring

Serious Deficiency 

Inform

Site and field
office

01 02 03 04

Monitoring

Community.ops@texasagriculture.gov

Monitoring 



Provider has 

committed one of 

more serious 

deficiency

Determination
• Provider develops 

plan to fix SD

• Time is given 

• Follow-up 

review

Corrective Action Termination and 

Disqualification

• Letter details 

determination and 

criteria

• Sent to provider and TDA

Notice of  

SD
• detailing provider is 

proposed to be 

terminated & disqualified

• Sent to provider and TDA

• Opportunity for appeal

Proposed 

Termination

SERIOUS DEFICIENCY (SD) PROCESS

DAY CARE HOMES

ClaimsMonitoring

Community.ops@texasagriculture.gov

• Notice sent if no 

appeal or official 

upholds, informing 

provider

• Notice sent to TDA 

and provider

Monitoring 



Number of Visits

– Incorrect

– Inconsistent

– Lack of visit 

policy/schedule

Incomplete form

– 5 day 

Reconciliation 

– CE created form

– Monitor left 

incomplete

– Form Review 

Process

Follow-up

– CADS

– Comparison 

to claim

Monitoring

Common 

Monitoring 

Errors

Monitoring 
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Claims Review 

Procedure



DOCUMENTATION - CENTERS & SPONSORED SITES

 Enrollment and Eligibility

 Meal Count and Attendance

 Meal Production Records

 Receipts/invoices

 For Profit

 25% f/r eligibility for claim month

ClaimsClaims



DOCUMENTATION - PROVIDERS

 Enrollment and Eligibility 

 Meal Count and Attendance

 Menus

ClaimsClaims



• Age

• Enrollment

• Eligibility

Eligible Participant

• Meal Service Times

• Service Style

• Etc. 

Fed and State Regs.

Money

• Meet requirements

-Each age group

-Each meal service

-Each component

Meal Pattern
• Receipts

• FPR

• MCA

• Etc.

Documentation

CLAIM TRAIL

ClaimsClaims



Meal Type Monitor 

Observation
Claimable 

Meals

Maximum Meals Failed Edit Check 

Process for 

Resolution

EDIT CHECKS 

ClaimsClaims
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Compliance



ADMINISTRATION

 Non-profit

 CE vs program

 Final administrative responsibility

 Principals or responsible individuals

 National Disqualified List

 Personally Manage Program Administration

Sponsors must maintain all items listed

ComplianceCompliance

ADDITIONALLY

CENTERS & PROVIDERS

CENTERS



ADMINISTRATION

 Management Plan

 Financial Viability and Management

 Administrative Capability

 Internal Controls->Accountability

 Sites Keeping Updated-for example

 Organizational chart

 Meals and meal times

Sponsors must maintain all items listed

ComplianceCompliance

ADDITIONALLY

CENTERS & PROVIDERS

CENTERS



“EMPLOYMENT”

 Employee

 A worker of any skill level, dependent on the 

business of the employer

 Contractor

 An economically independent worker, who are in 

business for themselves and may provide services to 

others. 

ComplianceCompliance



MONEY

 Receipts, Invoices & Time Distribution Reports

 Sponsor

 Site

 Ledger or adequate financial management

 Reconciliation

 Reimbursement

 Disbursement

 Administrative retention

 Non-profit CACFP account

Sponsor must maintain all items listed

ComplianceCompliance

ADDITIONALLY

CENTERS & PROVIDERS

CENTERS



DOCUMENTATION

 Inventory

 Civil Rights, current and potential beneficiaries

 Site/Provider

 Applications

 Eligibility

 Infant Feeding Preference Forms/special diets

 Plan of Care (ADC)

Sponsor must maintain all items listed

ComplianceCompliance

ADDITIONALLY

CENTERS & PROVIDERS

CENTERS



Wrap up
• Training

• Monitoring

• Claims

• Compliance



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
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