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1. Summary

The Orchard system is designed to automate application processing for school and day care meal
programs sanctioned by the Office of the State Superintendent of Education (OSSE) Division of
Health & Wellness (DHW). LEAs, schools, and sponsors renew their existing applications or apply for
new programs through Orchard. Approved programs will be available to all the sites they manage.
This User Manual will guide sponsors through the application process for the Child and Adult Care
Food Programs (CACFP) listed below. Some of these programs will be stand alone and some will be
combined into main and sub-programs depending on the sponsor(s) submitting the application.

e Independent Center (IC)

e Sponsor of Centers (SOC) — See Supplement 1 — Completing the SOC Application

e Adult Day Care (ADC) — See Supplement 2 — Completing the ADC Application

e Family Day Care Homes (FDCH) — See Supplement 3 — Completing the FDCH Application

\m‘\“_‘s\“

Throughout this manual the term data window or window will be used. This refers to a section
of the display screen containing like information. For example in the graphic below there are three data
windows: Contact Information, Entity and Program Types and Contacts and Addresses.

Tax ID

Name Title Phane Humb: wr®  Extensien Fax Email DUNS * SAMS Expiration Date

Address Line 2 city state Zip Code ward Phane Number Extension  Fax Email mail Code
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2. Logging into Orchard

After your username is set up in Orchard by the State Agency, you will receive an email requesting
you to re-set your password.

A. Resetting the Orchard Password

‘Note: The email is coming from system, not a person, so it may end up in the Junk Mail folder
of your mail system. Please check there before contacting the Call Center.

From: DHW.NoReply @dc.gov

To: Callahan, Linda (OSSE); Zhang, Wei (OSSE)

Co

Subject: Reset your password for Orchard system

R R S SR SR SR S R S B S B SR SRR S N S BN BN R VIR 11
i T g T T T T T T T T T T T T T g T T T T T

Congratulations! You have been granted access to the Orchard Nutritional and Wellness system for the DC government. Please click link below in order to set your password.

Reset Password <http://10.25.10.173:666//vPage/Reset-Password/1026/0/Userid=579241d5-950c-44d4-b711-db7544cf932f>

1. Click on the link provided.

2. A message MAY appear requiring the message be moved to the Inbox of your mail system.
Outlook Security

This might be a phishing message and is
l \  potentially unsafe. Links and other
~ functionality have been disabled. To
restore functionality, move this
message to the Inbox (not
recommended). Read more about e-mail

safety,

7] Do not show this message again

3. Click OK.

4. Under the Move icon, click Copy to Folder.

* Kk K
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| nessage | MederEmsiSan  Adobe POF
23 Junk Emai % To Manager iy Wutes = » B ‘. a%) # rina ®
q . oy Retated by

uinons PR | (L3 K ) R aeeting )
4 Team E-mail o Doiie $U Onetiote
Mark  Categarize Follow = Tramsiste Joom

By juric - Dricte | Reoly Reolr Forward By ore = | 2, maptyaoviete : Create New =) Aekiont * | Unread iy Seledt
Delete | Respond | : 1 Eting | oom
© This meght be a pritsh & Uinks and nave a4 et recommended,
hig 1pam uting SOk Wil T
This mesiage wins cormerbed to plain ted.
From: Do Nolteply §de.gov
T Callafan, Linda (O55L); Zhang, Wi (0550) Aove Messages in Thits Corveriation.
Ce
Subgect: Reset your pasvword fae Crchard nystem
B B + [ [ 3 [ [3 i 7
L= T G T 4 0 0 v

Congratulations! You have been granted access to the Orchard Nutritional and Wellness system for the DC government, Please dick link below in order to set your passward.

Reset Password <httpy/f10.2%.10.1 73666/ fvage (Recet. Password 1026/0/Use rid=5T9241 459502448 b1 -dbTsdacfaaafs

5. Click Inbox; and then click OK.

- N
Copy Item to
i
Folders:
4 14l linda.callahan@dc.gov B

Inbox

#| Drafts
[ Sent ltems
@ Deleted tems
[ Calendar
184 Contacts
54 Journal 4
(L@ Junk E-Mail [1]
lo] Notes
(31 Outbox
[F) RSS Feeds

. . b

Cancel

il g

m

6. Click on your Inbox.

7. Open on the message just moved.

8. Click the pink bar (changes to yellow); then click Enable Links and other functionality (not
recommended) to enable the Reset Password link to be activated.

Message McAfee E-mail Scan Adobe PDF
. tgnore x & \g r % B, Meeting L33 Junk E-mail i) To Manager 53 [ Rules - ;;j [~} a%) 4 Find \\_{
R | Sy Y
- 33 Team E-mail  Done o ] OneNote = By Related ~
- Delete | Reply Reply Forward & o —1| Move Mark Categorize Follow | Translate Zoom
& Junk il @ More i Reply & Delete Z Create New = T adions * | ynread o s " s select~
Delete Respond Quick Steps 5 Move Tags % Editing Zoom

@ This might be a phishing message and is potentially unsafe. Links and other functionality have been disabled. Click here to enable functianalite oot ras
I Enable Links and other functionality (not recommended) I

Fram: DHW.NoReply@dc.gov
To: Callzhan, Linda (OSSE); Zhang, Wei (OSSE) Add Sender to Safe Senders List

s Add the Damain @dc.gov to Safe Senders List

Subject: Reset your password for Orchard system

R S SR S RO R R SCC N N S BT S BN B BN B RS (R BN ¢ S N

Congratulations! You have been granted access to the Orchard Nutritional and Wellness system for the DC government. Please click link below in order to set vour password.

9. Click the Reset Password link.
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Reset Password

User Registration Information ? User Reset Password

Login Email Iz Jenny wight@DCRS. com Login Email ID Jenny Wighi@DCPS com

First Name Jeniy Password | |

Last Name Wright Confirm ’ |

Fhone 2025551212 Resed Password

Job Tite

Riole Hame Sponsor

Gurrent Sponsor: DC Public Schools
Current Sites: All Siles

s
i

w . IMPORTANT! Passwords must be a minimum of eight (8) characters and maximum of

twenty (20) characters; including at least one upper-case letter, one lower-case letter, one number

and one special character, i.e. School#1.

10. Enter your new password and enter again to confirm; and then click the Reset Password
button.

11. The system will confirm the reset.

éCrchard

Home Library- Help-

Reset password confirmation

‘our password hirs been resel. Please click bere 10 log i

12. Users can log in from here by clicking the “click here to log in” hyperlink.

* Kk K
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B. Launching and Logging into Orchard

1. Enter URL: https://orchard.osse.dc.gov

2. Click Login on the Orchard welcome screen.

Orcherd Dot o Cotumtan Ol o By
c St Sugereieners o Eemmn

_

Welcome to the Division of Health & Wellness Website

e men o o
ey v, vhal Dvchan of edern ok

Do of Pt &
Pudtion crogpaen gk s 4 Gt Aty (55

3. Enter your Email (username) and password; and then click Login.

Login

Note: This website must be viewed on Internet Explorer version 10 or above. It is
also supported by Chrome 43 and above.

Email bls_specialist@gmail com

Password | sssssssseq |

(Enter 8 to 20 characters. case-sensitive)

] Remember me?

* Kk Kk
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4. Click the checkbox to accept the User Access Agreement; and then click OK to enter Orchard
or click Cancel to return to the login screen.

User Access Agreement

| certify that | am an administrator currently employed by a District of Columbia public school, public charter schood, child care
canbor, sponsonmg organsaton or othes sducabanal msbiubon, and that | am sccessng th Dntnel of Columbu's Oreson of
Health and Weliness System (DHWS) for the purposes of operating a Chikd Nutrition Pregram. | agree that any information
entered will be true and carrect in all respects and that all records available suppan the data entered. | agree o protect any data
that | aecess from further disclosure to any other parson or antity autside of my organization, unless such a parsan or entity is
lngally entitled to access such data | further certdy that all clams submitted are true. correct. and accurate based on the records
and decumentation collected by myself of my desagnes

) | Agree

OK Canced

C. Home Page Menu Options

Library

' Note: Orchard users do not need to be logged in to see the Library menu options.

Site Directory

The Site Directory under the Library menu option is the resource for locating a sponsor’s (entity’s)
Site IDs which are stored in the authoritative data repository. These will be necessary when creating
the Excel SIF file explained later in this manual. This list contains all Orchard Sponsor and SFA sites.
Check to ensure your site is listed before starting your Orchard application. If you do not see your
site listed, please contact your State Agency DHW specialist.

é Orchard Dkt of Cohumods Offcs ot E
State Superindendent of Education
m Library Help- Logi
L Download

oy Dotuments ana Templates.

Welcome to the Division of Health & Wellness Website

* Kk K
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]
1. Click Library/Directories/Site Directory to view a list of sponsor and SFA sites.

@e2x

8661

2. To locate your sites, use the column filter option. See section D.13 for instructions.

Documents and Templates

Documents and Templates under the Library tab list the documents needed for users to complete
their CACFP applications. There are also documents under the General list that will need to be
downloaded, completed and uploaded when requested within the application. General Instructions
for downloading the files are contained on this page. Also available is a download of Adobe Reader if
this program is needed to complete the forms.

L)
A
The Permanent Agreement located as a download on this page is mandatory for
sponsors/SFAs to download and read. An electronic certification is within the application

submission process requiring user acceptance of the Permanent Agreement.

éar:ha': :1' . E
Library Help- Logil

Dot

Welcome to the Division of Health & Wellness Website

1. Click Library/Download/Documents and Templates

2. Click on the Download hyperlink of the document you want to view or complete.

1]
it
The Site Information Template (SIF) is necessary to identify the SFSP program specifics for
each site. This is the first step in completing the application.

3. The documents are segmented into specific program areas. General documents will display
upon entry to this screen.

10
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Download the application forms and documents listed below before accessing the Application Management
Dashboard link. The forms below can be downloaded, filled in online and saved to your local drive using Adobe
Acrobat Reader. If you do not have Adobe Reader, click on the link below and follow the download instructions.

Adobe Reader allows you to view PDF documents. Use Adobe Reader to view, search,
digitally sign, verify, print, and collaborate on Adobe PDF files.

How to download the Orchard SIF template and forms needed for application submission.

. Click the Download hyperlink next to the form.

. Click on the form to Open.

Save the form to your local hard drive.

Open the form and fill in the information.

. Save the completed form for upload to your Orchard application.

N g LIRS =

Some or all of the following documents must be submitted for approval of your Qrchard Application. Reguired
upload areas are clearly marked on the pages of the Application.

General Documents

Permanent Agreement Download
W-9 Download
ACH Form Download
Master Supply Form Download

National School Lunch Program (NSLP) Documents
Summer Food Service Program (SFSP) Documents

Local Wellness Policy (LWP) Documents

General Documents

Permanent Agreement Download
W-9 Download
ACH Form Download
Master Supply Form Download

National School Lunch Program (NSLP) Documents

IESummer Food Service Program (SFSP) Documentsi

SFSP Site Information Form (SIF) Download
Pre-Operational Site Visit Form Download
Public Notification - Media Release Open Sites Download
Public Notification - Media Release Closed sites & Camps Download
Camp Hearing Procedures Download
Appeal Procedures - SFSP Download
Advanced Payment Request Form Download

Local Wellness Policy (LWP) Documents

11
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5. Click on the Local Wellness Policy (LWP) Documents to complete your downloads before
beginning the application process. Click on the section heading again to collapse the list.

General Documents

Permanent Agreement Download
W-9 Download
ACH Form Download
Master Supply Form Download

National School Lunch Program (NSLP) Documents

Summer Food Service Program (SFSP) Documents

Local Wellness Policy (LWP) Documents|

Local Wellness Policy Requirements Memo Download
Local Wellness Policy Checklist Download
Local Wellness Policy Template Download
LWP Annual Self Evaluation & Action Plan Tool Download

6. Depending on the Windows version, there will be a popup somewhere at the bottom of the
screen with the file name.

|Z|_1 1_Site Information_F....xlsx

7. Click on the small arrow to the right of the name; and then click Open. Or simply click on the
file name.

Always open files of this type

Show in folder

El] 1_Site_Information_F....xlsx | T |

8. The file will launch. Once opened, click File/Save As and save the file to your local computer
for completion before uploading later in the application process.

12
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Help

" Note: Orchard users do not need to be logged in to see the Help menu options

‘Orchard

Help and Feedback

- Welcome to the Division of Health & Wellness Website

1. Click Help then User Guides to download a copy of the most current User Guides.

Crehard Disirict of Columbia OMce of he
z State Superiniendent of Education

Home Library- Help- Login

User Guides

Application Managemant User Guides

gt (NESLE

Contract Amendment Guides

2. Click Help then Forgot Password to reset your current Orchard password.

QCrchard Distiict of Columbia Office of the |
i Sate Supenimendent of Educancn  (§

Home Library- Help- Login

Forgot your password?
Enter your login email ID for Orchard

Legin Email 1D

[Emad Link

3. Click Help then Contact Us to see a list of Orchard application specialists’ phone and email
addresses. The OSSE Call Center number is also on this page for immediate assistance with a
technical issue.

13
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Nutrition Management

Users must be logged in to Orchard to see this menu option.

6Crcl‘ard

Mutrition Management Help- User : Friendship PCS Sponsor  Logoff

Welcome to the Division of Health & Wellness Website

Select Applications — to view the applications dashboard containing current programs specific to the
logged in user. First time entry will require the user to click Create Application to identify the
program application they will be completing. See Section 4.A for complete instructions on selecting
an application.

Dashboard

Apglications Summary T

Appilication 1D Program Year - ProgramMame - Application Status - Created Date Modified Date Moditied By Ratified Gantract & Prnt

ATTENTION: There is a 60 minute automatic logout if there is no activity on
the site. Save your work on a regular basis.

D. General Navigation

1. Hyperlinks are shown in blue type, i.e. B-19160022

2. Throughout the application, required fields will be marked with a black asterisk “*”.

Contact Information :

First wameE] Last amel] Titie * Phone Number * Extension Fax Emall DUNS " SAMS Expiration Date
Marsing 203 0¥ T8 18440080 DRG0

3. Fields unavailable to sponsors once clicked will show a solid blue colored box, for example:

14

* Kk K
Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002



Orchard CACFP Programs Processing Revised: 08/14/2017

Meal Information

The following is the sum of the number of children at all participating sites who may be eligible in each benefit category

Meal ~ Free ~  Reduced ~  Paid ~  Total @

Breakfast

Severe Need Breakfast EZjE 10 636
Lunch 621 10

Area Eligibile Snack 636 636

4. Fields available for sponsor entry once click with show a blue bordered box, for example:

Contact information

First Hame - Last Nama * e -

FRons Numoer Exwnsion Fax Emai DUNS " SAMS EXpiranon Date *

5. Once creating a new application or editing an existing application after selecting the
Application ID, a series of tabs will be shown at the top of the screen. These are used in the

sequence presented to complete the application. They may be different from application to
application.

‘C‘rchar:l

Home Library- Nutrition Management- Help-

General Information | Ske Mansgement  Financeal Inforeaton | Agplcanon

6. When adding information such as a contact or institution users will see an action button

® Add

with a “+” sign.

7. When removal of a line of information is needed users will see an action button with an “X”

sign. Note: After deleting a line of information please click Save. |~ °*'¢

8. When entering data, Orchard will perform inline validations of the information. For
example, if you enter and incomplete phone number the system will error as follows:

Contact information

First Hama Last Nama * Titse * Phaone Number * Extansion Fax

Email DUNSE* SAMS Expiration Date *

or,

If you attempt to add a DUNS number less than or more than 9 characters the system will
error as follows:

Contact Information

First Nama * Last Name * Titie * Fhone Number - Extension Fax

Emai DUNS * SAM3 Expination Date

15
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9. When adding or editing information there may be a selection drop-down list if the ¥
appears. Select one of the entries to fill the field.

| District of Columbia E

-
Arkansas

American Samoa

Arizona

California

Colorado

Connecticut

District of Columbia .

10. To review table column heading descriptions or additional information about a section of

the Application, click on the in the right corner of the header line.
Contact Information

Column Heading Description

First Name First Name of the organization's primary point of
contact

Last Name Last Name of the organization's primary point of
contact

Title Title of the primary point of contact for the
Organization.

Phone Number Phone number of the primary point of contact

Extension Phone number extension of the primary point of
contact

Fax Fax number of the primary point of contact

Emaill Email of the primary point of contact

DUNS Unigue nine digit number assigned to the
Organization by Dun & Bradstreet.
http:/fwww.dnb.com/duns-number.html

SAMS Expiration Date Each Organization must register annually with the
System for Award Management (SAM) at SAM. gov.
Date entered is the date that the SAMSs registration
expires

11. Collapse/Expand Data Displays - To improve page readability, users can collapse or expand
tables by clicking on the name of the table.

Site Directory Mm%

& made, please emad Us at weliness nulrtiongdic gov

Sponser (D < Sponser Name Site ID Site Name Year Period Address city v State Zip Ward = Main Phone
Humber
2188 9549 2082017 908 Viahies Pace, SE
Site Directory rIRE

Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002
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12. Display Icons - Located in the right corner of each display.

Site Directory

Ei

Export to Excel File

? Get Help to further explain the data within the display
X

Open this data grid / chart in new browser window.

13. Sort Options - Use sort ascending or descending to quickly sort the data view; or simply
click on the column header.

Site Directory Br%
This st of enification numbers are sed for Kentiying and reporting Gata assotialed wilh each site in Crchard
This sl updated on @ frequent basis as GSSE ks infarmed of changest. T you nolice any changes thal need fo be made. piease emal s at weliness autniiondids gov
SponsoriD - SpomsorMame [ stero - Site Name - Year Period ~ Address - eny - sate . Zip - Ward - Main Phone
Numbar
| sonascenaing
20 508 v 0 8
|| F sen pescencing
2188 20015
| W Columns
2189 oc 20032 8
@
2188 oL C 2003 4

14. Column Hide — Click on Columns and uncheck/recheck columns to customize the view.

Site Directory

mrx
d with each ste in Oxchard,
arvy changes that need to be made, please emall us al welness nubriten@dc g
- Sie Name - YearPeriod - Address - iy - sute - zp - Ward - Main Phone
Number
| & Sori Ascending
2188 20162017 < 2003
| P Sort Descanding

2188 I 20162017 i 2001

* sponser D

catumns | e o s
#sponzor Name ez el
o e

2188 iz e lo 20162017 20032 1

“ Site Name
173 8651 £ *Yaar Penod 20162017 Do

. fAddress
+ I 2 ) oo L -

ey

#sate

“Zip

“ward

15. Filters - Select filter parameter. After adding the information, click the Filter button.

17
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Site Directory

Thes 51 f KSeNCATIoN MUMBES Bre USED Tof ik
This st 1s updated on a frequent basts as OSSE

19 aNd FEPOITING Ua13 A5S0<iated WD 83Ch Sie In OIChard
formed of changest. It you notice any changes that need to be made. please email us al welness nutrtiongic gov
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17. Toaster Pop-ups — In the upper right corner of the screen you will continually see the

following pop-up called a “toaster”. It is meant to let the user know which application is
being worked on and its workflow status.

Application ID: SM16171097 x

Status: Recall Requested

18. Action Buttons — There are a series of action buttons within the application that have very
specific functions.

The action buttons below are shown before the application is submitted to DHW for
review and approval.

Tax ID:

Save Cancel Vadale Subent Dot

Save Validates the information then Saves the current changes to application.
Cancel Cancels current changes to application.

Submit Submits the application to DHW for review and approval.

Delete Deletes the current application.

The action button Recall displays after an application is submitted to DHW for review and
approval. There are restrictions around the use of Recall. See Section 7 Application Recall.
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3. Glossary of Terms

CFR > Title 7 > Subtitie B » Chapter 1T > Subchapter A > Part 226 > Subpart A > Section 226.2

7 CFR 226.2 - Definitions.

§ 226.2 Definitions.

2 CFR part 200, means the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for
Federal Awards published by OMB. The part reference covers applicable: Acronyms and Definitions (subpart
A), General Provisions (subpart B), Post Federal Award Requirements (subpart D), Cost Principles (subpart E),
and Audit Requirements (subpart F). (NOTE: Pre-Federal Award Requirements and Contents of Federal
Awards (subpart C) does not apply to the National School Lunch Program).

Act means the National School Lunch Act, as amended.

Administrative costs means costs incurred by an institution related to planning, organizing, and managing a
food service under the Program, and allowed by the State agency financial management instruction. These
administrative costs may include administrative expenses associated with outreach and recruitment of
unlicensed family or group day care homes and the allowable licensing-related expenses of such homes.

Administrative review means the fair hearing provided upon request to:

(a) An institution that has been given notice by the State agency of any action or proposed action that will
affect their participation or reimbursement under the Program, in accordance with § 226.6(k);

(b) A principal or individual responsible for an institution's serious deficiency after the responsible principal or
responsible individual has been given a notice of intent to disqualify them from the Program; and

(c) A day care home that has been given a notice of proposed termination for cause.

Administrative review official means the independent and impartial official who conducts the administrative
review held in accordance with § 226.6(k).

Adult means, for the purposes of the collection of the last four digits of social security numbers as a condition
of eligibility for free or reduced-price meals, any individual 21 years of age or older.

Adult day care center means any public or private nonprofit organization or any for-profit center (as defined
in this section) which (a) is licensed or approved by Federal, State or local authorities to provide
nonresidential adult day care services to functionally impaired adults (as defined in this section) or persons
60 years of age or older in a group setting outside their homes or a group living arrangement on a less than
24-hour basis and (b) provides for such care and services directly or under arrangements made by the agency
or organization whereby the agency or organization maintains professional management responsibility for all
such services. Such centers shall provide a structured, comprehensive program that provides a variety of
health, social and related support services to enrolled adult participants through an individual plan of care.

Adult day care facility means a licensed or approved adult day care center under the auspices of a sponsoring
organization.

Adult participant means a person enrolled in an adult day care center who is functionally impaired (as
defined in this section) or 60 years of age or older.

Advanced payments means financial assistance made available to an institution for its Program costs prior to
the month in which such costs will be incurred.
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At-risk afterschool care center means a public or private nonprofit organization that is participating or is
eligible to participate in the CACFP as an institution or as a sponsored facility and that provides nonresidential
child care to children after school through an approved afterschool care program located in an eligible area.
However, an Emergency shelter, as defined in this section, may participate as an at-risk afterschool care
center without regard to location.

At-risk afterschool meal means a meal that meets the requirements described in § 226.20(b)(6) and/or (c)(1),
(c)(2), or (c)(3), that is reimbursed at the appropriate free rate and is served by an At-risk afterschool care
center as defined in this section, which is located in a State designated by law or selected by the Secretary as
directed by law.

At-risk afterschool snack means a snack that meets the requirements described in § 226.20(b)(6) and/or
(c)(4) that is reimbursed at the free rate for snacks and is served by an At-risk afterschool care center as
defined in this section.

CACFP child care standards means the Child and Adult Care Food Program child care standards developed by
the Department for alternate approval of child care centers, and day care homes by the State agency under
the provisions of § 226.6(d)(3) and (4).

Center means a child care center, at-risk afterschool care center, an adult day care center, an emergency
shelter, or an outside-school-hours care center.

Child care center means any public or private nonprofit institution or facility (except day care homes), or any
for-profit center, as defined in this section, that is licensed or approved to provide nonresidential child care
services to enrolled children, primarily of preschool age, including but not limited to day care centers,
settlement houses, neighborhood centers, Head Start centers and organizations providing day care services
for children with disabilities. Child care centers may participate in the Program as independent centers or
under the auspices of a sponsoring organization.

Child care facility means a licensed or approved child care center, at-risk afterschool care center, day care
home, emergency shelter, or outside-school-hours care center under the auspices of a sponsoring
organization.

Children means:

(a) Persons age 12 and under;

(b) Persons age 15 and under who are children of migrant workers;

(c)Persons with disabilities as defined in this section;

(d) For emergency shelters, persons age 18 and under; and

(e) For at-risk afterschool care centers, persons age 18 and under at the start of the school year.

Claiming percentage means the ratio of the number of enrolled participants in an institution in each
reimbursement category (free, reduced-price or paid) to the total of enrolled participants in the institution. In
the case of an outside-school-hours care center that is not required to collect enroliment forms from each
participating child, a claiming percentage is the ratio of the number of children in each reimbursement
category (free, reduced-price or paid) to the total number of children participating in the program in that
center.

Current income means income received during the month prior to application for free or reduced-price
meals. If such income does not accurately reflect the household's annual income, income shall be based on
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the projected annual household income. If the prior year's income provides an accurate reflection of the
household's current annual income, the prior year may be used as a base for the projected annual income.

Day care home means an organized nonresidential child care program for children enrolled in a private home,
licensed or approved as a family or group day care home and under the auspices of a sponsoring
organization.

Days means calendar days unless otherwise specified.
Department means the U.S. Department of Agriculture.

Disclosure means reveal or use individual children's program eligibility information obtained through the free
and reduced price meal eligibility process for a purpose other than for the purpose for which the information
was obtained. The term refers to access, release, or transfer of personal data about children by means of
print, tape, microfilm, microfiche, electronic communication or any other means.

Disqualified means the status of an institution, a responsible principal or responsible individual, or a day care
home that is ineligible for participation.

Documentation means:
(a) The completion of the following information on a free and reduced-price application:
(1) Names of all household members;

(2) Income received by each household member, identified by source of income (such as earnings, wages,
welfare, pensions, support payments, unemployment compensation, social security and other cash income);

(3) The signature of an adult household member; and

(4) The last four digits of the social security number of the adult household member who signs the
application, or an indication that the adult does not possess a social security number; or

(b) For a child who is a member of a SNAP or FDPIR household or who is a TANF recipient, “documentation”
means the completion of only the following information on a free and reduced price application:

(1) The name(s) and appropriate SNAP, FDPIR or TANF case number(s) for the child(ren); and
(2) The signature of an adult member of the household; or

(c) For a child in a tier Il day care home who is a member of a household participating in a Federally or State
supported child care or other benefit program with an income eligibility limit that does not exceed the
eligibility standard for free or reduced price meals:

(1) The name(s), appropriate case number(s) (if the program utilizes case numbers), and name(s) of the
qualifying program(s) for the child(ren), and the signature of an adult member of the household; or

(2) If the sponsoring organization or day care home possesses it, official evidence of the household's
participation in a qualifying program (submission of a free and reduced price application by the household is
not required in this case); or

(d) For an adult participant who is a member of a SNAP or FDPIR household or is an SSI or Medicaid
participant, as defined in this section, “documentation” means the completion of only the following
information on a free and reduced price application:

(1) The name(s) and appropriate SNAP or FDPIR case number(s) for the participant(s) or the adult
participant's SSI or Medicaid identification number, as defined in this section; and
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(2) The signature of an adult member of the household; or

(e) For a child who is a Head Start participant, the Head Start statement of income eligibility issued upon
initial enrollment in the Head Start Program or, if such statement is unavailable, other documentation from
Head Start officials that the child's family meets the Head Start Program's low-income criteria.

Eligible area means:

(a) For the purpose of determining the eligibility of at-risk afterschool care centers, the attendance area of a
school in which at least 50 percent of the enrolled children are certified eligible for free or reduced-price
school meals; or

(b) For the purpose of determining the tiering status of day care homes, the attendance area of a school in
which at least 50 percent of the enrolled children are certified eligible for free or reduced-price meals, or the
area based on the most recent census data in which at least 50 percent of the children residing in the area
are members of households that meet the income standards for free or reduced-price meals.

Emergency shelter means a public or private nonprofit organization or its site that provides temporary
shelter and food services to homeless children, including a residential child care institution (RCCI) that serves
a distinct group of homeless children who are not enrolled in the RCCl's regular program.

Enrolled child means a child whose parent or guardian has submitted to an institution a signed document
which indicates that the child is enrolled for child care. In addition, for the purposes of calculations made by
sponsoring organizations of family day care homes in accordance with §§ 226.13(d)(3)(ii) and 226.13(d)(3)(iii),
“enrolled child” (or “child in attendance”) means a child whose parent or guardian has submitted a signed
document which indicates that the child is enrolled for child care; who is present in the day care home for the
purpose of child care; and who has eaten at least one meal during the claiming period. For at-risk afterschool
care centers, outside-school-hours care centers, or emergency shelters, the term “enrolled child” or “enrolled
participant” does not apply.

Enrolled participant means an “Enrolled child” (as defined in this section) or “Adult participant” (as defined in
this section).

Expansion payments means financial assistance made available to a sponsoring organization for its
administrative expenses associated with expanding a food service program to day care homes located in low-
income or rural areas. These expansion payments may include administrative expenses associated with
outreach and recruitment of unlicensed family or group day care homes and the allowable licensing-related
expenses of such homes.

Facility means a sponsored center or a family day care home.

Family means, in the case of children, a group of related or nonrelated individuals, who are not residents of
an institution or boarding house, but who are living as one economic unit or, in the case of adult participants,
the adult participant, and if residing with the adult participant, the spouse and dependent(s) of the adult
participant.

FDPIR household means any individual or group of individuals which is currently certified to receive
assistance as a household under the Food Distribution Program on Indian Reservations.

Fiscal Year means a period of 12 calendar months beginning October 1 of any year and ending with
September 30 of the following year.

FNS means the Food and Nutrition Service of the Department.
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FNSRO means the appropriate Regional Office of the Food and Nutrition Service.

Food service equipment assistance means Federal financial assistance formerly made available to State
agencies to assist institutions in the purchase or rental of equipment to enable institutions to establish,
maintain or expand food service under the Program.

Food service management company means an organization other than a public or private nonprofit school,
with which an institution may contract for preparing and, unless otherwise provided for, delivering meals,
with or without milk for use in the Program.

For-profit center means a child care center, outside-school-hours care center, or adult day care center
providing nonresidential care to adults or children that does not qualify for tax-exempt status under the
Internal Revenue Code of 1986. For-profit centers serving adults must meet the criteria described in
paragraph (a) of this definition. For-profit centers serving children must meet the criteria described in
paragraphs (b)(1) or (b)(2) of this definition, except that children who only participate in the at-risk
afterschool snack and/or meal component of the Program must not be considered in determining the
percentages under paragraphs (b)(1) or (b)(2) of this definition.

(a) A for-profit center serving adults must meet the definition of Adult day care center as defined in this
section and, during the calendar month preceding initial application or reapplication, the center receives
compensation from amounts granted to the States under title XIX or title XX and twenty-five percent of the
adults enrolled in care are beneficiaries of title XIX, title XX, or a combination of titles XIX and XX of the Social
Security Act.

(b) A for-profit center serving children must meet the definition of Child care center or Outside-school-hours
care center as defined in this section and one of the following conditions during the calendar month
preceding initial application or reapplication:

(1) Twenty-five percent of the children in care (enrolled or licensed capacity, whichever is less) are eligible for
free or reduced-price meals; or

(2) Twenty-five percent of the children in care (enrolled or licensed capacity, whichever is less) receive
benefits from title XX of the Social Security Act and the center receives compensation from amounts granted
to the States under title XX.

Foster child means a child who is formally placed by a court or a State child welfare agency, as defined in §
245.2 of this chapter.

Free meal means a meal served under the Program to:

(a) A participant from a family which meets the income standards for free school meals, or

(b) A foster child, or

(c) A child who is automatically eligible for free meals by virtue of SNAP, FDPIR, or TANF benefits, or

(d) A child who is a Head Start participant, or

(e) A child who is receiving temporary housing and meal services from an approved emergency shelter, or
(f) A child participating in an approved at-risk afterschool care program, or

(g) An adult participant who is automatically eligible for free meals by virtue of SNAP or FDPIR benefits, or
(h) An adult who is an SSI or Medicaid participant.

Functionally impaired adult means chronically impaired disabled persons 18 years of age or older, including
23
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victims of Alzheimer's disease and related disorders with neurological and organic brain dysfunction, who are
physically or mentally impaired to the extent that their capacity for independence and their ability to carry
out activities of daily living is markedly limited. Activities of daily living include, but are not limited to,
adaptive activities such as cleaning, shopping, cooking, taking public transportation, maintaining a residence,
caring appropriately for one's grooming or hygiene, using telephones and directories, or using a post office.
Marked limitations refer to the severity of impairment, and not the number of limited activities, and occur
when the degree of limitation is such as to seriously interfere with the ability to function independently.

Group living arrangement means residential communities which may or may not be subsidized by federal,
State or local funds but which are private residences housing an individual or a group of individuals who are
primarily responsible for their own care and who maintain a presence in the community but who may receive
on-site monitoring.

Head Start participant means a child currently receiving assistance under a Federally-funded Head Start
Program who is categorically eligible for free meals in the CACFP by virtue of meeting Head Start's low-
income criteria.

Household means “family”, as defined in § 226.2 (“Family”).

Household contact means a contact made by a sponsoring organization or a State agency to an adult member
of a household with a child in a family day care home or a child care center in order to verify the attendance
and enrollment of the child and the specific meal service(s) which the child routinely receives while in care.

Income standards means the family-size and income standards prescribed annually by the Secretary for
determining eligibility for free and reduced-price meals under the National School Lunch Program and the
School Breakfast Program.

Income to the program means any funds used in an institution's food service program, including, but not
limited to all monies, other than Program payments, received from other Federal, State, intermediate, or
local government sources; participant's payments for meals and food service fees; income from any food
sales to adults; and other income, including cash donations or grants from organizations or individuals.

Independent center means a child care center, at-risk afterschool care center, emergency shelter, outside-
school-hours care center or adult day care center which enters into an agreement with the State agency to
assume final administrative and financial responsibility for Program operations.

Independent governing board of directors means, in the case of a nonprofit organization, or in the case of a
for-profit institution required to have a board of directors, a governing board which meets regularly and has
the authority to hire and fire the institution's executive director.

Infant cereal means any iron-fortified dry cereal specially formulated for and generally recognized as cereal
for infants that is routinely mixed with breast milk or iron-fortified infant formula prior to consumption.

Infant formula means any iron-fortified formula intended for dietary use solely as a food for normal, healthy
infants; excluding those formulas specifically formulated for infants with inborn errors of metabolism or
digestive or absorptive problems. Infant formula, as served, must be in liquid state at recommended dilution.

Institution means a sponsoring organization, child care center, at-risk afterschool care center, outside-school-
hours care center, emergency shelter or adult day care center which enters into an agreement with the State
agency to assume final administrative and financial responsibility for Program operations.

Internal controls means the policies, procedures, and organizational structure of an institution designed to
reasonably assure that:
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(S
(a) The Program achieves its intended result;

(b) Program resources are used in a manner that protects against fraud, abuse, and mismanagement and in
accordance with law, regulations, and guidance; and

(c) Timely and reliable Program information is obtained, maintained, reported, and used for decision-making.

Key Element Reporting System (KERS) means a comprehensive national system for reporting critical key
element performance data on the operation of the program in institutions.

Low-income area means a geographical area in which at least 50 percent of the children are eligible for free
or reduced price school meals under the National School Lunch Program and the School Breakfast Program,
as determined in accordance with paragraphs (b) and (c), definition of tier | day care home.

Meals means food which is served to enrolled participants at an institution, child care facility or adult day
care facility and which meets the nutritional requirements set forth in this part. However, children
participating in at-risk afterschool care centers, emergency shelters, or outside-schools-hours care centers do
not have to be enrolled.

Medicaid means Title XIX of the Social Security Act.

Medicaid participant means an adult participant who receives assistance under title XIX of the Social Security
Act, the Grant to States for Medical Assistance Programs - Medicaid.

Milk means pasteurized fluid types of unflavored or flavored whole milk, lowfat milk, skim milk, or cultured
buttermilk which meet State and local standards for such milk, except that, in the meal pattern for infants (0
to 1 year of age), milk means breast milk or iron-fortified infant formula. In Alaska, Hawaii, American Samoa,
Guam, Puerto Rico, the Trust Territory of the Pacific Islands, the Northern Mariana Islands, and the Virgin
Islands if a sufficient supply of such types of fluid milk cannot be obtained, “milk” shall include reconstituted
or recombined milk. All milk should contain vitamins A and D at levels specified by the Food and Drug
Administration and be consistent with State and local standards for such milk.

National disqualified list means the list, maintained by the Department, of institutions, responsible principals
and responsible individuals, and day care homes disqualified from participation in the Program.

New institution means an institution applying to participate in the Program for the first time, or an institution
applying to participate in the Program after a lapse in participation.

Nonpricing program means an institution, child care facility, or adult day care facility in which there is no
separate identifiable charge made for meals served to participants.

Nonprofit food service means 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.

Nonresidential means that the same participants are not maintained in care for more than 24 hours on a
regular basis.

Notice means a letter sent by certified mail, return receipt (or the equivalent private delivery service), by
facsimile, or by email, that describes an action proposed or taken by a State agency or FNS with regard to an
institution's Program reimbursement or participation. Notice also means a letter sent by certified mail, return
receipt (or the equivalent private delivery service), by facsimile, or by email, that describes an action
proposed or taken by a sponsoring organization with regard to a day care home's participation. The notice
must specify the action being proposed or taken and the basis for the action, and is considered to be received
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by the institution or day care home when it is delivered, sent by facsimile, or sent by email. If the notice is
undeliverable, it is considered to be received by the institution, responsible principal or responsible
individual, or day care home five days after being sent to the addressee's last known mailing address,
facsimile number, or email address.

OIG means the Office of the Inspector General of the Department.

Operating costs means expenses incurred by an institution in serving meals to participants under the
Program, and allowed by the State agency financial management instruction.

Outside-school-hours care center means a public or private nonprofit institution or facility (except day care
homes), or a For-profit center as defined in this section, that is licensed or approved in accordance with §
226.6(d)(1) to provide organized nonresidential child care services to children during hours outside of school.
Outside-school-hours care centers may participate in the Program as independent centers or under the
auspices of a sponsoring organization.

Participants means “Children” or “Adult participants” as defined in this section.

Personal property means property of any kind except real property. It may be tangible - having physical
existence - or intangible - having no physical existence such as patents, inventions, and copyrights.

Persons with disabilities means persons of any age who have one or more disabilities, as determined by the
State, and who are enrolled in an institution or child care facility serving a majority of persons who are age 18
and under.

Pricing program means an institution, child care facility, or adult day care facility in which a separate
identifiable charge is made for meals served to participants.

Principal means any individual who holds a management position within, or is an officer of, an institution or a
sponsored center, including all members of the institution's board of directors or the sponsored center's
board of directors.

Program means the Child and Adult Care Food Program authorized by section 17 of the National School
Lunch Act, as amended.

Program payments means financial assistance in the form of start-up payments, expansion payments,
advance payments, or reimbursement paid or payable to institutions for operating costs and administrative
costs.

Reduced-price meal means a meal served under the Program to a participant from a family that meets the
income standards for reduced-price school meals. Any separate charge imposed must be less than the full
price of the meal, but in no case more than 40 cents for a lunch or supper, 30 cents for a breakfast, and 15
cents for a snack. Neither the participant nor any member of his family may be required to work in the food
service program for a reduced-price meal.

Reimbursement means Federal financial assistance paid or payable to institutions for Program costs within
the rates assigned by the State agency.

Renewing institution means an institution that is participating in the Program at the time it submits a renewal
application.

Responsible principal or responsible individual means:

(a) A principal, whether compensated or uncompensated, who the State agency or FNS determines to be
responsible for an institution's serious deficiency;
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(b) Any other individual employed by, or under contract with, an institution or sponsored center, who the
State agency or FNS determines to be responsible for an institution's serious deficiency; or

(c) An uncompensated individual who the State agency or FNS determines to be responsible for an
institution's serious deficiency.

Rural area means any geographical area in a county which is not a part of a Metropolitan Statistical Area or
any “pocket” within a Metropolitan Statistical Area which, at the option of the State agency and with FNSRO
concurrence, is determined to be geographically isolated from urban areas.

SSI participant means an adult participant who receives assistance under title XVI of the Social Security Act,
the Supplemental Security Income (SSl) for the Aged, Blind and Disabled Program.

School year means a period of 12 calendar months beginning July 1 of any year and ending June 30 of the
following year.

Seriously deficient means the status of an institution or a day care home that has been determined to be
non-compliant in one or more aspects of its operation of the Program.

Snack means a meal supplement that meets the meal pattern requirements specified in § 226.20(b)(6) or
(c)(4).

SNAP household means any individual or group of individuals which is currently certified to receive
assistances as a household from SNAP, the Supplemental Nutrition Assistance Program, as defined in § 245.2
of this chapter.

Sponsoring organization means a public or nonprofit private organization that is entirely responsible for the
administration of the food program in:

(a) One or more day care homes;

(b) A child care center, emergency shelter, at-risk afterschool care center, outside-school-hours care center,
or adult day care center which is a legally distinct entity from the sponsoring organization;

(c) Two or more child care centers, emergency shelters, at-risk afterschool care centers, outside-school-hours
care center, or adult day care centers; or

(d) Any combination of child care centers, emergency shelters, at-risk afterschool care centers, outside-
school-hours care centers, adult day care centers, and day care homes. The term “sponsoring organization”
also includes an organization that is entirely responsible for administration of the Program in any
combination of two or more child care centers, at-risk afterschool care centers, adult day care centers or
outside-school-hours care centers, which meet the definition of For-profit center in this section and are part
of the same legal entity as the sponsoring organization.

Start-up payments means financial assistance made available to a sponsoring organization for its
administrative expenses associated with developing or expanding a food service program in day care homes
and initiating successful Program operations. These start-up payments may include administrative expenses
associated with outreach and recruitment of unlicensed family or group day care homes and the allowable
licensing-related expenses of such homes.

State means any of the 50 States, the District of Columbia, the Commonwealth of Puerto Rico, the Virgin
Islands, Guam, American Samoa, the Trust Territory of the Pacific Islands, and the Northern Mariana Islands.

State agency means the State educational agency or any other State agency that has been designated by the
Governor or other appropriate executive, or by the legislative authority of the State, and has been approved
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by the Department to administer the Program within the State or in States in which FNS administers the
Program, FNSRO. This also may include a State agency other than the existing CACFP State Agency, when
such agency is designated by the Governor of the State to administer only the adult day care component of
the CACFP.

State agency list means an actual paper or electronic list, or the retrievable paper records, maintained by the
State agency, that includes a synopsis of information concerning seriously deficient institutions and providers
terminated for cause in that State. The list must be made available to FNS upon request, and must include
the following information:

(a) Institutions determined to be seriously deficient by the State agency, including the names and mailing
addresses of the institutions, the basis for each serious deficiency determination, and the status of the
institutions as they move through the possible subsequent stages of corrective action, proposed termination,
suspension, agreement termination, and/or disqualification, as applicable;

(b) Responsible principals and responsible individuals who have been disqualified from participation by the
State agency, including their names, mailing addresses, and dates of birth; and

(c) Day care home providers whose agreements have been terminated for cause by a sponsoring organization
in the State, including their names, mailing addresses, and dates of birth.

State Children's Health Insurance Program (SCHIP) means the State medical assistance program under title
XXI of the Social Security Act ( 42 U.S.C. 1397aaet seq.).

Suspended means the status of an institution or day care home that is temporarily ineligible for participation
(including Program payments).

Suspension review means the review provided, upon the institution's request, to an institution that has been
given a notice of intent to suspend participation (including Program payments), based on a determination
that the institution has knowingly submitted a false or fraudulent claim.

Suspension review official means the independent and impartial official who conducts the suspension review.

Termination for cause means the termination of a day care home's Program agreement by the sponsoring
organization due to the day care home's violation of the agreement.

TANF recipient means an individual or household receiving assistance (as defined in 45 CFR 260.31) under a
State-administered Temporary Assistance to Needy Families program.

Termination for convenience means termination of a day care home's Program agreement by either the
sponsoring organization or the day care home, due to considerations unrelated to either party's performance
of Program responsibilities under the agreement.

Tier | day care home means (a) a day care home that is operated by a provider whose household meets the
income standards for free or reduced-price meals, as determined by the sponsoring organization based on a
completed free and reduced price application, and whose income is verified by the sponsoring organization
of the home in accordance with § 226.23(h)(6);

(b) A day care home that is located in an area served by a school enrolling students in which at least 50
percent of the total number of children enrolled are certified eligible to receive free or reduced price meals;
or

(c) A day care home that is located in a geographic area, as defined by FNS based on census data, in which at
least 50 percent of the children residing in the area are members of households which meet the
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(e
standards for free or reduced price meals.
Tier Il day care home means a day care home that does not meet the criteria for a Tier | day care home.

Title XVI means Title XVI of the Social Security Act which authorizes the Supplemental Security Income for the
Aged, Blind, and Disabled Program - SSI.

Title XIX means Title XIX of the Social Security Act which authorizes the Grants to States for Medical
Assistance Programs - Medicaid.

Title XX means Title XX of the Social Security Act.

Tofu means a commercially prepared soy-bean derived food, made by a process in which soybeans are
soaked, ground, mixed with water, heated, filtered, coagulated, and formed into cakes. Basic ingredients are
whole soybeans, one or more food-grade coagulates (typically a salt or acid), and water.

Unannounced review means an on-site review for which no prior notification is given to the facility or
institution.

USDA implementing regulations include the following: 2 CFR part 400, Uniform Administrative Requirements,
Cost Principles, and Audit Requirements for Federal Awards; 2 CFR part 415, General Program Administrative
Regulations; 2 CFR part 416, General Program Administrative Regulations for Grants and Cooperative
Agreements to State and Local Governments; and 2 CFR part 418, New Restrictions on Lobbying.

Verification means a review of the information reported by institutions to the State agency regarding the
eligibility of participants for free or reduced-price meals, and, in addition, for a pricing program, confirmation
of eligibility for free or reduced-price benefits under the program. Verification for a pricing program shall
include confirmation of income eligibility and, at State discretion, any other information required on the
application which is defined as documentation in § 226.2. Such verification may be accomplished by
examining information (e.g., wage stubs, etc.) provided by the household or other sources of information as
specified in § 226.23(h)(2)(iv). However, if a SNAP, FDPIR or TANF case number is provided for a child,
verification for such child shall include only confirmation that the child is included in a currently certified
SNAP or FDPIR household or is a TANF recipient. If a Head Start statement of income eligibility is provided for
a child, verification for such child shall include only confirmation that the child is a Head Start participant. For
an adult participant, if a SNAP or FDPIR case number or SSI or Medicaid assistance identification number is
provided, verification for such participant shall include only confirmation that the participant is included in a
currently certified SNAP or FDPIR household or is a current SSI or Medicaid participant.

Whole grains means foods that consist of intact, ground, cracked, or flaked grain seed whose principal
anatomical components - the starchy endosperm, germ, and bran - are present in the same relative
proportions as they exist in the intact grain seed.

Yogurt means commercially coagulated milk products obtained by the fermentation of specific bacteria, that
meet milk fat or milk solid requirements to which flavoring foods or ingredients may be added. These
products are covered by the Food and Drug Administration's Standard of Identity for yogurt, lowfat yogurt,
and nonfat yogurt, ( 21 CFR 131.200), ( 21 CFR 131.203), ( 21 CFR 131.206), respectively.

[47 FR 36527, Aug. 20, 1982; 47 FR 46072, Oct. 15, 1982]
Editorial Note:

For Federal Register citations affecting § 226.2, see the List of CFR Sections Affected, which appears in the
Finding Aids section of the printed volume and at www.fdsys.gov.
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4. Orchard CACFP Programs Applications Processing

A. Selecting your Application

1. Under the Nutrition Management option, click Applications.
‘o el =
Nutrition Management Help~ User: | Logoff

Agreements

Contzcts Welcome to the Division of Health & Wellness Website

2. Click on the Create Application button.

Orchard Disirict of Conmnia Offce of the
State Superintendent of Education

Home  Library-  Nutrition Management-  Help- User: Logoff

Nulrtion Management  Agreements - Applcations

Dashboard

Applications Summary #

Select he hypertink on the Appication 1D columa to access the Conespanding appication or select the hyperlink on the Application Status column o view the activities:

D3t Not Available

Application Log ?

Data Net Available

3. Applications available for renewal will display in the pop up box. Click the radio button of the
Application being created; and then click the Save & Continue button.

Program Selection

Please choose a program from the below options

CACFP
O Adult Day Care Center
O Family Day Care Home

ndependent Center
O Sponsor Of Centers

NSLP
National School Lunch Program
Special Milk

SFSP
O summer Food Service Program

Save & Continue

-

~" Note: Applications not available to the sponsor for renewal will show a ® when trying to
select this program option.
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4. Click Nutrition Management/Dashboard to review the dashboard entries.

Once the application is started the program selection popup will not allow the user to create
another within the program year...changes to the application once ratified will be accomplished
through amendments.

Program Selection

Please choose a program from the below options

CACFP
O Adult Day Care Center
) Family Day Care Home
Independent Center (Application Already Exists) |
) sponsor Of Centers

NSLP
National School Lunch Program
Special Milk

SFSP
) summer Food Service Program

Some Programs like FDCH, ADC, IC and SOC allow sub-program additions. There will be a selection
within the application if the sponsor choses to add sub-programs including specific requirements
within the application when these programs are selected.

B. Understanding the Applications Dashboard

1. The Applications Summary dashboard will list the program just selected. The program has
an application process that needs to be completed for the current School Year (SY).
k4 I

Olf."c,na:d

Home  Library-  Nutriion Management- Help- Ve T mewtew  Logoff

N wemments | Appikations

Dashboard

Applications Summary

Apphication ID Program Year Program Name « Sub Programs ~  Applcation Status Created Date < Modifed Date Modified By Ratfied Contract Print - Approval Letsr
.

2. The columns are representative of the following information:

Application ID Generated for each application by Orchard for sponsor tracking.
Program Year The program year the application covers.
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Program Name The program for which the sponsor is applying.

Sub Programs Programs in addition to the main IC, SOC, ADC and FDCH which are selected as the
application is prepared.

Application Status Application Status changes based on an action by the sponsor or the State Agency.
Draft — The application has not been started or is being worked on.

Pending Review — The application has been submitted for State Agency approvals.
Recall Requested — The sponsor/SFA has requested to recall the application for editing.
Returned for Modification — The application was returned by the program specialist for
sponsor/SFA edits.

Ratified — All approvals received resulting in a ratified contract.

Created Date The date the sponsor first accessed the application.

Modified Date The last date the application was modified.

Modified By The person who last modified the application.

Ratified Contract # The date and number used for ratification of the contract (relates to the DHW claims
processing system).

Print Generates a view of the contract including Policy Statements which can be saved in PDF
format.

Approval Letter Once uploaded by the DHW specialist, the contract approval letter will be available for

viewing by the Sponsor/SFA.

C. Reviewing the Application Log

The Application Log will record activity throughout the approval process of the application including:
submissions, recalls, returns, and final ratification. Click the hyperlink in the status column to view
the log entries as they accumulate through the approval process.

4
'U:cha.’d

Nulrition Managemen!  Agiesenents  Appications

Nutrition Management- Help-

Dashboard

Applications Summary =

Apphcation D Program Year Frogram Name *  Sub Programs ~  Applcation Status Created Date < Modifed Date - Modifed By Ratsfied Contract Print - Approval Letsr
.

0708 s0C |

5 BA42017 1206 PM ' Denise Horstoed
WIS I afl BTONT 1155 AM BIM0NT 11.55 AM | Dentse Horstoed

Sample Application Log

Application Log ?
Action ~ | Comments ~ Medified By ~ | Modified Date ~
Ratified autumnmorgan 07/21/16 1:39:14 PM A
Pending Final Review OSSE SpecialistUser1 07/21/16 1:38:11 PM

Submitted KalpanaBarrow 07/21/16 1:29:52 PM 2
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D. Deleting an Application

If an application was selected in error:

1. Click on the Application ID in the dashboard.

Applications Summary 7
o s Ageecy
Applization D Program Year Program Name - SubPrograms - Apphcation Stws Craated Date « | Modified Date Moaited By Rasfied Contracs | Print Approval Latier
L]
073018 s0C e BIAT0TT 1205 P SAA01T 17:05 PM Denise Horsfond
7 20172018 i van BT 11554 BII4Z017 1355 AM Denise Horsford

| 2. Click the Application Tab.

‘Application i SCITIRIISS
60rcnard

Home Library-  Nulrition Management- Help-

Geretal Wndoimation Sde pranagimen Frnandial imioemation S0C
3. Click the Delete button.

. Agplication I0: SC1T19128%
Qrchard ‘tatus: Dratt

Home Library-  Nufriion Management- Help-

General inrmation | Ste Managemert | Financeal infrmation | Appleation | S0C

Application

Compisse the infoimation on s page and then chck Save. Continue the anpecsban try chcking the Ruview & Subms tah

-

- Note: Applications can be deleted only if they are in Draft status.

E. Saving and Validating Entries

1. Click the Save button at the top or bottom of a page. Orchard will validate the application
entries and display any errors made in the Validation Errors table on each tab of the
application. The Application tab will contain a list of consolidated validation errors
regardless of the tab.

Save Cancel
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If validation errors are found the follow

ing message will display.

The application contains validation errors. The validation summary panel at the top of each

tab identifies the information required to

Validation Summary

General Information - Clams Authorized SgnansesThin Fary Auhcrzations

Geneaal Inforraton - ol

Generl INOanon - Pubisc NORCIon

Genaral Informmason - Pubie Notscamon

4. Fix the errors found and then click Save

complete and submit the application for review.

«  Validation Detaits

Budget and Funding Dosument gues

All e required Belds in Claims C
SANS expralion dale cann
User has bo enler 8t leas] one media nease

Puic Natficanon fle upload 18 requred

. The following message will appear.

Your changes were saved.

5. Completing the Independent Center (IC) Application

Click on the Application ID hyperlink to begin the application process.

3. Click OK and review the Validation Errors table entries on each tab of the application.

Applications Summary

01T2018 SOC

R &

A. General Information Tab

< Sub Programs

BAAROIT 11:55

= Modifed By - Ratied Contract - Print - Appraval Letter

1205 FM Denims Horston

Denise Horstor

é Orehard

.‘ Apphicatin 10 ICT7181288 ¥
- Diralt

Home Library- Nufrition Management- Help-

General Information | e Management  Financial idomation  Applcation

User : Denise Horsford  Logoff

The source of the sponsor information in the General Information section is the authoritative
data from last year’s application. If changes need to be made, simply click in the field and click
the keyboard Delete key to remove the information or click in the field and type the new
information. Almost all fields in General Information can be edited and/or updated.
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" Note: Changes to Sponsor Information in Orchard will not update the authoritative data
source until the application is submitted.

Application Types

plication Types 7

Update Applcation Types

1. If you choose to add a sub-program to the IC application, click on the Update Application
Types button in this data window; and then click on the checkbox. Only available programs
will be listed.

CACFP Application Types

Please choose allowable program combinations from the below options.
ic

i} AtRisk Center

2. Click Save & Continue to save the sub-program or click Cancel to return without saving the
sub-program.
3. Once saved, the sub-program will appear in the Application Types window.

Appiication Types T

Update Appication Types

4. To remove the sub-program, click Update Application Types and remove the checkmark;
and then click Save & Continue.

Contact Information

1. Update the Contact Information. This is the main contact name and number for this
Sponsor/SFA.
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2. Ensure the DUNS number is nine digits. If not the system will error:

DUNS * SAMS Expiration Date *

r
[ 44444444 ] m j

3. Ensure the SAMs expiration date is in the future. Orchard will prohibit date entries less than
today’s date.

Entity and Program Types

Validate the Entity and Program Types data window. This data is populated by the authoritative
system. If there is an error, please contact your State Agency DHW Specialist.

>

Contacts and Addresses

Enter the contact names for the types listed in the table. Several validation errors may appear if you
do not enter a correct, zip code, phone number, fax number and email address.

Type First Name Last Mama Tite

Claim Contacts

1. The system will default with two authorized signer lines. If additional authorized signers are
needed, click the Add Claim Contact button to add an additional authorized signer or third
party claim contact for the program’s monthly claims processing.

' Note: Sponsors must add a minimum of two Authorized Signer contacts; and a maximum
of six contacts in total.
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Claims Authorized Signatures | Third Party Authorizations

Ener 7 mineTe of w0 AUINGIZE Sgners in e table Deicw, 1 USIng A INid party. 350 dd INEH CONIICE INFONMAon 10 FFMTE COMMUNIEASoN WEN IHem SHoukd HOM FUThoNTed SIGNers be LnavaEIble

Last Kame Title Fhone Humber Extension

245783

Cafiahan Titke (2021 3334561

2. Select the contact type from the dropdown.

Claims Authorized Signatures / Third Party Authorizations

Email *

ecatahanggmal com

w. B using @ Tind party, also add thelr CONtaCt INFOMAson o SUTMGZE COMMUNICAS0N with them Should BOM AUIhoTed Signers be navalibie

Centact Type First Maeme * Last Namw * Tizle Fhone Number * Extension

Linda Catahan Owner

Eddie Calahan e

Email *

leanangGma com

ecaahang@gmai com

3. Enter the contact Name, Title, Phone Number, Extension, and Email address. Continue
adding contacts by clicking the Add Claim Contact button.

" Note: Several validation errors may appear if you do not enter a correct, zip code, phone

number, fax number and email address.

Claims Authorized Signatures / Third Party Authorizations

(® Add Claim Contact

Contact Type Name Title Phone Number Extension
'Thlrd Party Contact 'Susanne John 'Member at Large '(202) 8551212

Third Party Contact Olivia John Board Member (202) 5551212

Authorized Signer James John President (202) 555-1212

* After deleting a row, Please Save

v

Email
r
222 sjohn@gmail.com
122 ojohn@gmail.com

100 jiohn@gmail.com

4. Click the Save button at the top or bottom of the page.

Save

5. Confirm the save by clicking OK.

Cancel

The changes were saved

6. Or, click Cancel without saving changes.
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Are you sure you want to cancel the changes?

L)

7. Confirm Yes or No.

8. To delete a contact name, click the Delete icon.

Claims Authorized Signatures | Third Party Authorizations 2

First Hame * Last Name * Tise Phane Number * Extenzion Email Desese

9. Confirm the Delete by clicking OK; or click Cancel without saving the deletion.

Are you sure you want to delete this record?

IS

10. Click the Save button at the top or bottom of the page; or click Cancel without saving
changes.

Public Notification

1. Identify the resources used to publicly announce the federal child nutrition programs
offered. Add the date of the announcement and the name of the news media used for
publication.

2. Click in the field under the Date release was/will be sent to the media; and then select the
date of the publication from the calendar pop-up.
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%, brochuresipampiinis, wobste, ix ) iPa e Dencits offercd are avalable (0 21 nisoul (egard 1o e, color, natenal origin, 5ex, STxus! ancniation, gonder
Documents and Temptates.}

By your agency for public ol

N PRIPOSEE B0 DU Pevkew i the up tion. {Reser 1o gi umder Lieary |
Date releass wasiwill be sent to media Institution to which Public Release wasiwill be sent to Owinte

TEIEE X W AnvewsAFB L]

August 2017 .

Upload Fioe Notes Downlead Link Veriication Spaciatint Commants. Diete

Su Mo Tu We T Fr Sa G

1 23 46

a  ©° n 12

1718 18

24 28

Tuesday, August 15, 2017

3. Enter the name of the institution, newspaper, website, etc. where the article was/will be
published.

Public Notification

Participaton in

wseriny, age, of savany. For al curm

Provacse he date]s) of the nocuined pubie ANNOUN: ement and aNACh EOPIS
Documents and Templates.)

et 10} Ihat i becefts ofleed are VAo 10 ol WENGG Fogand ko rce, cokor, national origin, sex, Sexual olientation, gender
iy BAOCIUTES, Teehes BrUCes. DulleSing, oic Tl were Used by your agenc

A ORI RION PUTpoEEs T SO Neview In B Upcad section. (Reter 10 GUiGHines regaraing public notifieation urder Libirary |
Dt release wasiwill be sant to madia

Institution to which Fublic Rebeass wasiwill be st to Dwiete
rndrews A1y x

Tisw Upioad File Nesws

Brochure *

oamRi?

&
Dewnioad Link
Browse.

Venficason Spciale Commants Dt

4. Click the Choose File button or Browse button to upload the announcement(s). Select an
Excel or .pdf file for uploading.

ol
W " If there are multiple announcements, scan into one document for upload.

5. Add Notes to be read by your State Agency DHW Specialist if desired.

ierity, Age, of cmaniary. For all curme Rights fecuirements undet e LIS

of Agicuatune f0f (HOGEAM requinemens, Cick
Documsnts and Tempeates. )

Paticipation in fedéral chid nubriion pregrams fequine parbicipants b poblicy announce (thicugh the medi, tadio. lelevision. newspapers, brochuresipamphiets, websile, e ) thal the benefits offered are avaitable b all wioot regard o race. color, naficnal ofigin, sex, sexual avientation, gende
Prowigs (he @aees} of Iha requies puble AnNOUNEemant and BACK Copies of By BROCRUPES, Rews articles, bulletns, ettt Were Lmad by your Bency for pUDSC ROMicanon PUMOSES for oo feview in e

St pusl under Lisrary |
Date relsase washwill be sent to media Institution to which Public Release wasiwill be sent to
e = = :
Title Upload Fise e
sty Choose File | heal types shix

Dewnload Link Verdicatien Spaciakist Comenents
wrl

6. Click the Save button at the top or bottom of the page; or click Cancel without saving
changes.

Save Cancel

39

* Kk K
Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002




Orchard CACFP Programs Processing Revised: 08/14/2017

7. Confirm the save by clicking OK.

The changes were saved.

8. Once saved, the file can be viewed by clicking on the Download Link hyperlink of the file
name.

Fublic Release

Mame of rews madia used for publication

Title Upioad File Hotes

wentication Specialist Comments
Broahure Chease File | Mo e chasen

9. The State Agency DHW Specialist will review the file and enter the verification and any other
comments. Sponsors/SFAs cannot edit these fields.

10. To delete an institution name, click the Delete icon.

Public Notification

ypes, bochures/pamphiets, wedisite, eic ) that e benefits ofiesed ane anaitatie [0 @il winout FEQand o Face. color, natonal orgin. sex, sexual ofentation. gender

of CA Neview i e gicad section. (Refer 1o guidelines regarsing public neufeation ursder Lisrary |

Date release wasiwill be sent to media

Institution ta which Public Rebeass wasiwill be sent to Delete

. P % ]

11. Confirm the Delete by clicking OK; or click Cancel without saving the deletion.

Are you sure you want to delete this record?

12. Click the Save button at the top or bottom of the page; or click Cancel without saving

changes.

13. If the incorrect file was uploaded, click Choose File and upload the new file (it will overwrite
the current file).
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B. Site Management Tab

é Orchard

Home  Library-  Mutriion Management-  Help-

The Site Information Form (SIF) is uploaded to Orchard to configure each site and determine their
programs. The SIF file for CACFP contains all information needed for the IC, ARC, SOC, FDCH, and
ADC programs. The sponsor simply fills out the required information for the application and sub-
application(s) being submitted.

The Site Information File (SIF) is uploaded to Orchard using a prepared Excel template available
under the Library Tab/Download/Documents and Templates. See Attachment A to review required
SIF column information. The information once uploaded is not editable by the sponsor/SFA. If
changes are needed, a new upload will be required.

i
w Do not change the order of the sites on the SIF once the upload has been saved. If
corrections need to be made to a single site listed on the SIF, upload the entire SIF again. Do not
forget to add a site to the SIF. Payment will not be made for a site not listed in the Application.

Ll

" Note: You must know the Site ID in order to complete this upload template See Section C.

Orchard tracks the history of all “saved” uploaded files. Site information can be changed and re-
uploaded before submission of the application or during a recall. However, once the site is
approved by the state agency, no further changes can be made to the site information. See Section
7 Application Recall for more details.
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]
Uploading the CACFP SIF File

1. Click the Site Management tab

Home Library=  Nutriion Management- Help- User : Logoff

Appcation | Site Management

Site Management

Complete the information on this page and then cick Save. Confinue the appication by cicking the Application tab

Site Information File ($IF) Upload 7 $IF Upload History 7
Gack the Choose Fike or Browas butlon 1o seheet Ihe dotument. and Ben click the Upload Bufion. Cick Glear 1o remave 1o selected fl Before Data Not Avallable
upiaad
Note: x5 or xisx fe only

File Name * |C \Usersuinda callahans._Browse. |

Trtie

Hotes

2. Select a file from your computer. The file must be the Excel template downloaded from
Library/Download/Documents and Templates. If an attempt is made to upload other than
an Excel file with extensions .xls or .xIsx Orchard will error “Please select an Excel file.”

IE SIF Upload Test.xllsx
- _.II Microsoft Excel Worksheet
ml |

3 KE

n e
w , The file Tab Name “SIFDATA” must not change. If the Tab name is
changed, the SIF files WILL NOT upload.

Instructions | SIFData | 2

3. Add a document title and any notes relevant to the upload.
4. Click the Load button.

5. Orchard will display a message that the SIF file upload was successful.
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SIF Upload Saved

Saving the SIF file was successful.

Return to the Application tab to complete the application.

6. Click the OK button.

7. If the file did not load, the following message will be displayed:

The uploaded SIF contains validation error(s). Please refer to the Validation Summary list
below to reference the changes required. Save the changes then reload the SIF file,

8. Click the OK button.

9. Review the SIF Upload Validation Status window, make the corrections noted; and then try
uploading the file again.

SIF Upload Validation Status 7

Mo validation srrors

10. The file is added to the SIF Upload History table.

SIF Upload History ?
Upload Date ~ File Name ~  Delete ~
Aug 15 2017 11:39AM CACFP_Site_Information_Form-AppleTree xlsm c
oA - L] 10
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11. The sites and SIF information are added to the SIF Summary window. Use the scroll bar to
view all information in this table or to view a formatted copy of the information, click on the

SIF Summary 7
FIF Summary

statuz 540 1D Mame of Facility < Faciiny Physical Address Facanty Gty Facility State - Faciity Zip Facity Ward < Faciity Main Phone
Pendng o781 e ~
Pena 10434 L 0018

<

Reviewing the SIF File Details

1. Click on the Site Name in the SIF Summary data window to review SIF information in a
formatted summary view.

< Faciiny Physical Address Facauty ity Facility State - Faciity Zip Faciaty Ward < Faciity Main Phone

Remember! All fields in this view cannot be edited. If an error is found while reviewing the
information, correct the error in the SIF and re-upload the SIF file.

2. Use the action buttons to browse through all sites without returning to the Site Management

page.
Site Details
Site Management Previous Next

3. Review the Facility Information for accuracy.
Facility Information Facility Name: (9781)
e Type Site EFfective Date: AT S&e Termanation Date:
Oata Not Avatable Tax Status: on-Fro Facii ity Affiation Status: Amasted

CashiNen Cazh Agresment
Addresses 7
Thtle DoB Street Address " Cy " 5eat Zip Code * Ward Phone Number Emaa
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4. Review the Operational Information for accuracy.

Operational Information

USDA Program Participation

Other USDA Program Participation:
Participated under Gifferent 3pORSOr Vi

Holldays and Vacations

Ciosed on 3l Fed & District Holidays: Yes
Days of Oparations

Day = Monday
Selection Yes
Licanse Type

Licensing &

Sericusly Deficient: ves
Pravicus Sponsce's name: TAT 74

* Wednesday

+ ProgramTypa: Ault Care Only
DC Depanment of Mental Health Likense
DC Office on Aging Lcense

+ ProgramTyps: AtRisk Canter Only
Fire inspecticn

+ ProgramTypa: Chid Care Only
Rilatve Care

4 ProgramTyps: Dufault
Chisd Cave License [CCL)
U5 Miltary Facasty

4 ProgramTypa: Emargency Shaiser Only
Healih inspestion
Local Cermeation
Primary DOH Certfied Food Mansger
Seccacary DOM Ceftiied Food Manager

5. Confirm that Meal Service information is correct.

Meal Service
Fooa Preparabion. The type of senvice or tacity

Maal Types and Service Times

Meal Type = Wil Claim for
Rewmnbursement?
Enea fast Yes

AN Snack (Supplement)  Yes
Luneh

PN Snack (Suppiement)
Supper

- “ lssue Date

931313000725
931313000726

DTS

[t b

List of dates provider will not offer day cars services: staff sevelopment dates

Hours of Operations

start

= Thursday

- Expiration Date.

DB0A201E

OW14020

L0016

030

DE0U0IE

DA0R0T
0anaz0?

Days this Schedule is Followsa

Second Shift or Allermate Meal Secvice Information (if applicable)

Meal Type = Will Glaim for

Reimbarsement?
Breax tast
AM Snack (Supplement}  Yes
Limch
PM Snack (Supplement)
Supper

45

. Tharsday

Friday
Yes

Dary's this Schecule 15 Followea

by the shooy for tood p
Monday Tuesday ‘Wednesday
Yes Yes
Yes Yes
Manday Tussday Weanssaay
Yes Yes

- Thursday

* Kk K

Friday

= Friday

Saturday

Saturday

s

Saturday
Yes
- Requested Renewal
Yes
Stant Time
Sunday
1AM
11.00AM
Stant Time
- Sunay
1230PM

Facility Name: (9781)

Dates of Program Operations

Year-Round: Ko

Start Date: DSTTI018

End Date: (4072017

7
Sunday
Mo .
-
- Adgitional Informaticn
o
Mame of Certifying Agency. anything
Reanager Name: Joe Smih v
=

Facility Mame: (9781)

7
End Time = Est Mumber of
Maals to be Served
T 00AM 45
1200PM
2
+  End Time *  ESL Nusmbar of
Meals 10 be Served
1006 15
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Food Prepartion Information

Type Of Food Preparation > Used for Days Used
Breakfast AMSnack ~ | Lumeh - Supper - Monday - Tussday - Wednesday - Thursday - Frday - Saturday - Sunasy
SeS-preparaton in an on-she kchen Yes Yes -
¥ x
Preparason in 4 central kil hen opetated Yes Vos You Yos Yes
y e tacilty
P if
EPAraton in A Central K hen operated Yes ves Yes Yes
by e SpOnSciing orpanizaton
Contract with & Food Service
Managemeant Company (FEIAC) 1o deiver Yes Yes Yes
meats.

Contract with a Food Sendce
Management Company [F5C) o e Yes Yes
prepare meals on-see b

Food Preparation Personnel

Type Of Food Praparation = Vandor ~ | Phons - Agdress - city - Op «  FSMC contract ~  FSMC contract = | It using an axtension = FEMC liconsait = Current Health
Masp Exscuticn Dase(it Experation Date year, which year? applicabis) Ierspactiondit
appicablel applicable) applicable)
FEREAOHN I 0 o Mchen Mz 123 andy o Trom: [
aperated by i facisy
PIBPIrABON IN A Cenal Kchen
OPErAND By e sponsonng TAT 123 BHE 510 5ame stimel | Washington o]
organizason
Contract wih @ Food Senvce
Management Company (FSMC) i TAT 123 £345 510same strest  Washington 70007 0170530 2017-07-31 Fint 5845 Mot Passing
debver meals.
Contract with 3 Focd Senvce
Wanagement Company [FSMC) 0 TaT 123 EH5 510 same street Washngion a0z W70 2070313 Fs 45 Mot Passing
prepane meals on sie
Contract with School Fod Aumormy 0170393 20170343 it
Efigibility 7 Record Keeping *
Funcuon “  Mame of S1aff Responsible and Staff Position Title
Acea Elgitary free and reduced % 86,00 o Colects Icome EMIDERy Stalements (IES) and etermines efgeiny Tina Tumer ~
Date of Determinasion 270313 «ategory K¢ AN eninbed panKgant
Education andior Ennchment aciviies w Mantans 3 master enrolment B that COMEIpOnGs W IES foms.on
e
Maintains econd of Title X0¢ andior Trte XK payments Tina Turmner
Enroliment 7 Takes cay anenaance Tina Tusner
‘Compleses fhe HACCF Manager's Seff-inspection Checkdst each et
Chith cutside-schockhours, and adult day cane centers: ek
i Maintzin Remized b Invoices a9 Feceipts andior financial T
wfcemation
‘b ol e stk it i s Prepares manthiy elam OR submés CACFP informaton 15 sponsee
Age tange of the prx sty ""’:‘;‘:‘:‘"‘“" for propaning the montnily caim PR e
INYHUNIGN AN 10 $ENee IANtS wilhin The next year Mo :'P“'" "'"':':":“"Twnf:m CACFP informaton 8 599M24  11ng Temes w
Chits Case and Dussioe-School Houws centers PO,
Disabled participant okdes Ihan the age of 13 years
Disabled particpant okdes than the age of 18 years o Prafit Enrolknant 3
Adult Duary Care cenlers.
Funcionaifty impaired participants under ihe age of 60 years.
Functonallfy impaied paricipants under ihe age of 18 years Eligibiiity determined by «  Percentage of Title XX Beneficiaries
+ ProgramType: Adult Day Care centers =
Eagitie Parcipants
Participant ENgibility ¥ Tithe XIX beneficiaries
Thie XX beneficianes
Frae ¢ Raducad. ¥ | Paid v | Total > Pestenitage of Tile XIX ang XX o
1 2 3 & bt . Ghild Care, Qutsi
Engie Charen 50
Tite 20X beneficiaries OR chiktren elgide for FRP 1
CCL Maimem Capacty 002
Pesceniage of ensed capacty o b
CACFP Administration i
FuncticnName w Name w
. il oty it PPN e S v Lol
FACOMSS APOOpNINE MENU SUbSSLONS 35 neeced Joi Sman 1
Maintaing daily delvory tickets Joe Smith v
Pregaces meas Joe Sman v
FECon e rumber of mests preparsd 25
Serves meats £l
Takes meal count a e pont of Service (L6 when each mealsnack .

s served)

6. Validate the information presented in the Actual Participant’s Race and Ethnicity is correct.

Actual Participant™s Race and Ethicily Information

Race Category ? Etricity Cutegory 7
Race - coum - Parcestage v ey - Count - Pucartage
R ———— Hepani: o Latne a0 ~

Asian MOT hispanic o Latina 5
Elack o7 A¥Han Amenican

Pt Punn o CEher Pachi Ialander

s
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7. Validate the information presented in the Race and Ethnicity Information for the Eligible

Population is correct.

Race and Ethnicity Information for the Eligible Population

Race Category T Ethnicity Category 7
Race count -+ Percentage Ethaicity Count Percentage
Amencan Indian of Aliskan Hatve ) Hispanic of Lating =0 L
s 20 NOT hispanic of Lating 2% s
BlaCK Of AFICEN ATencan 0
e Hawasan of Other Racific Isiances 0

= Participation ?

White

Do s facdly operate Hiad Starr?

Eligible Population Data & Population Source

DC Ofice of Planrng

DCuata Source

Prpotation \Ward (specify)

utation it sekcled popUISDON in Brevious <oamn I

o peepyy viand §
Percentage

Incicate whether data is being provided by Number of Percentage

State Agency Site Approvals
The State Agency approves each site’s information separately. At the bottom of each site summary
the State Agency answers questions relative to the site they are reviewing. This information cannot

be edited by the Sponsor/SFA.

Site Verification ? State Agency Approval

Assigned Specialist  Assigned Date status

Response
Pending

Site Level State Agency Questions
in any USDA program? *

"

\Was 3 S Information Sheet submitted? *
VS & Spansonng Oeganezation - UnaMaated Ste Agreement Submled? *

1 yes, whiat Iond of agreement was submine Non-cash) *

Jeberminaton *

entage Elginie for Free of Reduced-Prce eats.

Click the Site Management button when you are finished reviewing the sites.
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C. Financial Information Tab

60r-:l-.ard

Home Library-  Mutrition Management- Help-

General Ifformancn  Ste Msnagement | Financial infoemation | Appication

1. Select your answer for the Budget and Financial Information questions posed. You must
answer Yes or No to each question.

Budget and Financial information 5

Publicly Fended Program Participascn
I the past seven (7) yEars, Bas U MSURINON Of B3 FrNCRAS P pote In 3y puokely AR rOgram in any State?

ket -
[
Yes
Select

undersiand 1 cas-n-beu of COMMOGRy payments must be wed i parcaase od for Progam se —

Advarce Payments

5 T O AZAIOn FEUESING ASTaN e Faymeniisy? =

2. Depending on your selection or after making your selection there may be additional
information requested.

3. After answering yes or no to the Total Amount of Federal Funding question the following
window displays. Be sure to enter the requested information.

Total Amount of Federal Funding
Does the insthution curmently receve §750.000 or more per yea in Sotal federal funding? e
i 0, upkasd & copy of the Exsrrption Fepor
Title Uplead Fils Mates Dowrioad Link Verfication Specialist Delots
Commants

Exemprion Report Eircirse

4. After selecting Advance Payments Yes, the following information is requested for your
application.

Agvance Paymarts
1 Ihes ceganizabion equesing Advarced Fayrmeriisf?

Yes
o yes, Exclude dollar amount 20d Upkcad 3 CACFP Request for Advance Funds fm Coiber w000 Navemter w000
it Uplcad File Hotes Dawnicad Link Varincation Speciaiist Dusetn
Gomments
Advance Funding Form * Biowas

5. Enter your estimated average monthly CACFP reimbursement; and then upload the Monthly
Reimbursement Calendar document containing how this figure was calculated.

Estmated Monthly CACFP Reimbursement

Enter estmated average monihy CACFP reimbursement [ 0000 |
Ugload CACFP Estimated Monlhly REmbursement Caiculator Worksnsst
Trle Upload File Notes Download Link Verineation Spacistist eiets
Comments
Estimated Monthly Reimbursement I Biowse. | |
Calewlator *

6. If the reimbursement exceeds costs, explain how the surplus funds will be used to improve
food service programs.

Reimbursensent Excesding Costs
EXplain iow CACFP-REIed Co5TS and [Emboriements Wil be Ik and Row i fUnds wil De Used 10 Suppon ana IMprove 1000 SEIVICe Cperalions if CACFF feimarsements xreed (o5

7. If you have an alternate funding sources for your program enter the source and projected
amount you will receive from this source.
a) Click Add funding source
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b) Enter the source, amount and frequency
c) Add an additional source or click the Save button to save your entry.
d) Click the Delete icon to delete the source.

Additional Program Funding

Saurce Projected Amaunt Frequency Deigte

8. Upload all required budget document in the area provided. The state specialist will review
each document and determine if the information is valid. If needed, they will enter
comments for each budget document entered.

a) Browse for the document

b) Click Save to save the upload

c) View the document through the download link
d) Click the Delete icon to delete the document

Buaget Documant Liploads.
Titke Upload File Notes Downioad Link Verification Specialist Delete
Comments

Budget * Browse.. Pending Revew

Budget Namative * Browse Pending Review

Estimated Monthly CAGFF Food Service Browse Fending Review

and Administrative Budget *

9. Answer the Tax Information questions. You must select Yes or No.

Tax Infarmation

10. Click the Save button at the top or bottom of the display to save all changes to this tab’s
information.

D. Application Tab

é!}r:hard

User : Denise Horsford ~ Logoff

Home Library- MNutrition Management- Help-

Senerst i s Management | Financta informaton '
The action buttons included on this tab are Save — validate and save current changes made to this
page; Cancel — cancel current changes made to this page; Submit — submit the application for
approval; and Delete — delete this application and start over. If there are validation errors in any tab
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of the application, they will be listed under the Validation Summary data window. Correct the
errors on the appropriate tab; and then click Save; to remove the errors.

&

" Note: Changes to Sponsor Information in Orchard will not update the authoritative data
source until the application is submitted.

Site Operation

Review and ensure the Site Operation information is correct for this application.

Site Operation ?
Operation Name ~  No. Sites ~
Adult Day Care 0
At-Risk Afterschool 2

Before and/or After Care (Outside-School hours) 0

Child Care 0

Emergency Shelter 0

Program Contact

Enter the information requested for the individuals who will be the main contacts for the CACFP
program Sponsor/SFA.

Program Contact ?

Contact Type First Name * Last Mame * Ttle oo8 Acdress Line1*  Cmy” State* ZipCode  Ward  Email” Fhone Number*  Extenmion  Fax

20002 ecalahang@aot com

Organizational Structure

1. Select a contact type from the dropdown
2. Add the information as requested in this table (note the required fields).

Organization Structure ?

%1 Ak new Conkact

Contact Type First Lan Twie® D08 Addness” City: St g Emais” Phans Extensicn Fax Paiki GACFP  Financial Statein  Relaied 16 organization’s personnel,  Delete
Name * Cods Mumber* Funds * e CIgAniZIton *  contrIciors. of Boad menbers ©

Sedect

3. Click the Save button at the top or bottom of the display to save the information
4. Click the Delete icon to remove a contact.

Policy Statement Confirmation

1. Click on the Policy Statement hyperlink to review this document.
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Policy Statement Confirmation ?

* % DISTRICT OF COLUMBIA
OFFICE OF THE STATE SUPERINTENDENT OF
[

= EDUCATION

POLICY STATEMENT FOR FREE AND REDUCED PRICE MEALS
FOR PRICING AND NON-PRICING SPONSORS

The School Food Authority (SFA) agrees to participate in the programs selected in Orchard [NSLP, SBP, ASP,
SMP, HSA, CACFP At-Risk Supper). The SFA zlso agrees to receive commodities donated by the United
States Department of riculture (USDA) and accepts responsibility for providing program benefits to

eligible children in the schools under its jurisdiction.

2. Click the red “X” to close the hyperlink and continue the application.
,.’j Policy_Statement.pdf IE:}“

3. Click on Select to Accept or Decline the information presented in the Policy Statement.

Policy Suatement Confirmation £
Please confm mat you have nead 2nd ageee 10 the Polcy Stalement for the e and mduced prce meats for pcing and non-prcing sponsers * Seteet ::
Actepn
Dl
Civil Rights Affirmation L e
Ll

~ Note: If Decline is chosen the application cannot be submitted for processing by the State
Agency.

Civil Rights Affirmation

1. Click on the Civil Rights Affirmation hyperlink and review this document.

Civil Rights Affirmation

PHESt ComBrTT St fou e red and are i omplance win thefCal R -
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* DISTRICT OF COLUMBIA
OFFICE OF THE STATE SUPERINTENDENT OF

=3 EDUCATION

Health and Wellness Division

CIVIL RIGHTS AFFIRMATION STATEMENT

USDA Nondiscrimination Statement

For all other FNS nutrition assistance programs, State or local agencies, and their
subrecipients, must post the following Nondiscrimination Statement:

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights

2. Click the red “X” to close the hyperlink and continue the application.

I_.'f.j Civil_Rights_Document.p IE:}.“,\_

3. Click on Select to Accept/Decline the information presented in the Pre-Award Civil Rights
Statement document.

Civil Rights Affirmation

Psase contnm Thal you Rure read and ane in compiante wilh e Civl Faghls Afrmaten stalement el

Accept

Pre-award Civil Rights Questions Decine

&

~ Note: If Decline is chosen the application cannot be submitted for processing by the State
Agency.
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Pre-Award Civil Rights Questions

1. Answer Yes or No to the questions posed in this section. All questions require a Yes or No
answer.

Pre-award Civil Rights Questions 7
The information below must be provided by all SChoct Food Authorites (SFA'S) applying for the Naticnal School Lunch Program, Failure 1o provide this information will Gelay processing of the application.
Ag there MEMbErship FEQUITMENS 25 3 PREMEQUERE Jor- ENMAMment? * o
Sesec
W prenequishes st 5 Me SFA open 10 2l persons withoul Tegast io race. cokor, National ongn, sex, dsabiity. age. of repetsal o retaliation for price vl Tights Actvity In @y pIOGRAM of activity conducted of funded by USDAT (s is the only A
R — I
Does the SFA offer BEnsis and services 10 8 Persons withou! fegand 10 1ace, Cokr, NALOAS ONGIN, Sex, GEabaly, 30, Of 1EpSal of retaitation ko pror chil NGHLS Acthity In any plogeam of actity condutied of funded by USDAT * o -
14 P complete NONJISCHMIRINICR statement INchuded on &l prined malenals such 33 enroiment packets and foems o Sy OIHEr prOGAM Mmaterisss dultibuled I (he public ana on webstes? Ak graphic malerials INChzsive based on race, coke —
RATICRMl OGN, X, CHRACAEY, A9, Cf NEpOal of feLmation 1o pror chil G BcIity I Any pROGEA of ACTivy concucied of fanded by USDAT *
Age Justice Sor Al posters. (e RONGISCrmNtion poster) deplayed at e point of senace in each school? * .
Has She SFA Laken ol reaonable SIS 10 Ensure MESINGA SCCESE 10 SChool mea fof eigtie Students Fom hosenokds comprised of Bmied Engish peofickency Indnidusi? * i
The S1ate Agency provees anNUAl HAIIG FEGAISNG £ FGHES. 18 g Ceovised By e SFA 16 8l Hew S Eument Empioyees 1 assure Sl Shess (eruons are COmERtn i CI GRS enftrtermen of (e Greraton of e prugran in & e
nonNdISCIIMERory manner? *
Ves

Ace Orsatied Sugents INCIaang Ihose with Special SRIrY Needs, HEVIDed PIOGHIM Denefits &5 appropnale? *

How many complaints G che nghts Lawsats ave boen fled AgAInst e SFAT (If mone Tan 260 COMEAMNLS hanve Doen Sed — please fever] 10 e 1 Box Eesow) EXpiain the nature of S ComEIING how R was schnd and how the groper Federal authorties were rotified

2. Enter the number of complaints or civil rights lawsuits filed against your Sponsor/SFA.
a) When “0” is retained, the field below will not be editable.

b) When a number is entered, the field below will become editable to the user to explain
the details of the lawsuit(s).

How many comgilaints of CE nghs Lrwsuts hive been fied against e SEA7 (If more than 2er0 complamts have Been Sled — pleasi rever] 10 1hi e box Beow) Explain the nature of e complaint. how § wirs sesohved and how T groper Feoeral authonties were roafied
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(S
Pre-Approval and Monitoring

Click on Select to Accept or Decline that you have read and agree to the Pre-Approval and
Monitoring procedures.

Pre-Approval and Monitoring

CACFP Forms & Uploads

Document titles with an asterisk are required to complete the application. Others are required to
meet certain conditions to ensure application approval. Some documents can be found in
Library/Download/Documents and Templates option of Orchard.

{apra®

If there are multiple documents to be uploaded, scan into one document then upload.
1. Select Choose File (or Browse) to upload the file.

Forms & Uploads

avalabie 10 SPOCsors on e Library | Documents and Templates. CNErs afe Sponsor specific and shoukd be completed 3nd upioacsd 35

Document Uploads

Ttle Upload File Notes Oownioad Link Werification Specialist Deiete

wa Browse.

Master Supphier informanon Collecton Browesd
Template

Employes Job Descrptions far Moniton Browse.

' Note: Only Excel, PDF or ZIP files can be uploaded.

2. Click on the file name on your local computer and click Open.

Continue selecting files as needed.

4. Click Save to save the uploaded files. The file will move to the Download Link column where
it can be viewed by clicking on the hyperlink.

w

Document Uploads

Titie Upload File Potes Downlcad Link Venfication  Specialist Comments Delete
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5. Add Notes to be read by your State Agency DHW Specialist if desired.
6. Toremove an uploaded document, click the Delete icon.

&

' Note: The State Agency DHW Specialist will review all uploaded files once the application
is submitted. They will click the verification checkbox and add any comments regarding the
uploaded document(s). These fields cannot be edited by the sponsor/SFA.

7. Click the Save button at the top or bottom of the display to save your changes.

State Agency Application Approvals

At the bottom of the page there will be information that is entered during review of the application
by the State Agency. This information cannot be edited by the Sponsor/SFA.

State Agency Approval

Questions Confirmaton Verfiea Date 1 Approved Amount  Advance Recoversd Months Comments

E. CACFP Application Submission — Confirming the Submission

1. Click the Submit button.

Save Cancel Submit Delete
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(S

2. Checkmark all certifications in the Submission window. Each certification must be checked or
the submission will fail.

SUBMISSION

payment of any debts ewed, and have been restared b good standing.

3 Db 1errinated fiom of declaed &

mer Food Senace PIogram (SFSP) | Seamiess Summer

if the instiusion, o principals andior resp Indinviduais has or declared ineligible fo parnicipate in any publicly funded
program by reason of violing Mar Drogram’s requirements, do NOT ininal this sratement. Amtach indicating the specitic ). datejs)
and Statejs). Documentation must be submitfed 1o prove that the instiution, fs s anch nvidy deciared
inoligiile were lafer fully reinstatod in, or determained eigible for, the program, including Eng payment of any debts owed,

£ia, and that the ifcrmation provided in s =]
he receipt of Federal fancs and deiberate

3. Add Comments/Notes — These will be included in the Application Log for review by the State
Agency.

4. Click Accept & Submit.

5. Click OK to confirm the submission.

Your application has been submitted to the State Agency. You may view status on the
Application Dashboard

" Note: Once the application is submitted, no further editing is allowed by the Sponsor/SFA.
If corrections need to be made, the application is available for RECALL up to the time it is ratified
by the Manager. See Section 7. Application Recall.
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(e
Applications Summary Statuses

The Applications Summary will display a series of Application Statuses depending on where the
application is in the completion, review and approve process. The status when beginning the
application is Draft.

Submitted — The application has been submitted for State Agency approvals.

In Review — The application is under review by the State Agency.

Pending Final Review — Passed the State Agency review and is forwarded to manager for final
approval.

Recall Request — After submission and some or all site data approved; user request to make
additional edits.

Returned for Modification — The application was returned by State Agency for edits to sponsor
or site information.

Ratified — All approvals received resulting in a ratified contract.

1. Review the dashboard Pending Review status.

Dashboard

Medified Date Modified By Ratified Contractd - Print Appraval Letter

2. Review the Application Log for submission history located below the dashboard. Click the
status to display the log.

Action Comments ~ Modified By Modified Date

6. Understanding Site Approvals

The application is either approved or rejected by the assigned specialist while reviewing the
information provided by the sponsor and answering the State Agency Approval questions at the
bottom of the application.

Each site is approved individually; and may generate several different statuses depending on
variables entered by the specialist in the State Agency Approval section of each site summary.

Pending — the site has not yet been reviewed by the assigned specialist; or, the assigned specialist is
waiting for additional information; or by request, the sponsor wants to update the site information.
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]

Eligible — the site has been approved for SPSF funding

Ineligible — the site has not been approved for SPSF funding

Tentative — the site has been reviewed and additional information/documentation is required for
final approval

7. Application Recall

The application can be recalled up to the point it is ratified by the State Agency. Once the recall is
initiated, it displays a request for recall at the State level. To further qualify why the recall has been
requested the sponsor/SFA will add detailed comments before the request is submitted.

Recall before Site Status Updates
1. Click on the Application ID in the dashboard. Then go to the Application tab.

Dashboard
Applications Summary ?

Select the hyperlink on the A TN 10 3CCRSS The Comesponding appikation or sekect the hyperink on the Appiic ation Status c.

Application D - Program Name - Application Stats - Modified By Ratified Contract# - Print Approval Letter

282017 922 A0 3

Creatie Application

2. Click the Recall button.

Tax ID

3. Orchard will ask if you are sure you want to recall the application.

Are you sure you want to recall the application?
Reason for recall:

[ o |
4. Enter a detailed reason for the recall.

Are you sure you want to recall the application?
Reason for recall:

Capacities have changed and updated licenses are needed

=)=
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5. Click Yes to request the recall; or click No to cancel the recall request.

Are you sure you want to recall the application?
Reason for recall:

Capacities have changed and updated licenses are needed.

The request will be sent to your State Agency DHW specialist or the State Agency DHW Manager
(depending on where the application is in the workflow). The Application Status in the dashboard
will display “Recall Requested”.

Dashboard
Appiications Summary ?
‘Select Ihe hypemink cn INe APSlEalion ID oM 10 3¢S INe EOEespONMIng BRpICATON of SEIect N P on The Applcalic SIS Column 10 View Ihe actiies

Applicaticn 10 Program Year Program Name Application Status Created Date. Modified Dats Modified By Ratified Contract # Print Appraval Latter

20162017 sFse _ V22017 646 AM 3262017 531 AN

(33

Ereate Applicaton

The State Agency DHW Specialist or Manager will either allow or not allow the recall. Once
approved for recall, the Application Status in the dashboard will change to Returned for
Modification.

Dashboard

Applications Summary ?
e tryperiink o the Appicaton ID CCIUMIN 10 BCCESS e COMESPONOng SEpicancn or Seksct T ByParnk on e Appcation SIS column 10 view e actvites
Application 10 Program Year Frogram Name Application Suatus Created Date Moaifiea Date Moaified By Ranfied Gontract 8 Print Approval Leter
16171193 20062017 ’ V20T 666 AM VINZO01T 1025 AM | OSSE Speciamsn s

Create Appiication

6. Click on the Application ID to view the application; make the changes; and then click the
Submit button.

7. Click the Submit button.
3. Click Accept & Submit.

4. Click OK to confirm the submission.

Your application has been submitted to the State Agency. You may view status on the
Application Dashboard.

5. The dashboard status will return to “Pending Review”.
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Applications Summary 7
Select the hyperink on the Application 1D colimn 1 3CCess e COMespending application or sekitt the hyperink on the Application Status column 1o view the aiivites

Application IO FProgram Year ~  Program Name Apphication Status Created Date Modified Date © Modified By Ratified Contract#  ~  Print Approval Letter

antenon somTasA  nea0r 1027 MM : g

Create Application

6. The Application Log at the bottom of the Dashboard page will track the recall and return.
Click the Application Status hyperlink to view the log.

Application Log

Action - Comments - Modified By

Submitied

Retumed for Modeication

Capacities have changed and updated icenses are needed

Dates of senvice may cnange as fr

Recall after Site Status Updates

After initiating a recall and the site status is “eligible” no edits can be made to the uploaded SIF
containing the “eligible” site. If edits are needed, contact your State Agency DHW Specialist to place
the site back into a Pending status; then you can upload the corrected SIF.

8. Reviewing the Ratified Contract

After the contract is ratified, the dashboard will show the status “Ratified” with the Contract #.
The Application can still be reviewed but no additional editing is permitted.
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9. Attachment A — SFSP Site Information Form (SIF) Template

Site Information Form (SIF) Template

Facility Information Form (FIF)

Child and Adult Care
Food Program

Site ID Name of Facility

Facility Information Form (FIF) pn

Child and Adult Care
Food Program

Site ID Name of Facility

Facility Information Form (FIF)

Child and Adult Care
Food Program

Site ID Name of Facility

Extension

* * Kk

Last Updated 3/28/2017

a. Facility Contact Information

Physical Address of Facility

Main Phone Main Fax

Contact First Name Contact Last Name Date of Birth

Address i i Contact First Name

Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002

a. Facility Contact Informatis

a. Facility Contact Information

Facility Owner / Executive Director
(if unaffiliated facility)

Contact Last Name
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Facility Information Form (FIF) Contact Information

Child and Adult Care |,
director / Manager
Food Program

Site ID Name of Facility

Facility Information Form (FIF) rmation

Child and Adult Care ggntact

anager)

Food Program

Site ID Name of Facility

Facility Information Form (FIF)

Child and Adult Care
Food Program

Facility Affiliation Status

Site ID
= {SOC only)

Name of Facility
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Extension

Extension

b. Facility Type

Cash / Non Cash
Agreement
{SOC only)

Facility Tax Status

Revised: 08/14/2017

Contact First Name

Has the facility previously
participated in CACFP under
another sponsor?

Facility CACFP Operation
(check all that apply)

Contact Last Name

If yes, provide the previous
Sponsor's name

a. Facility Contact Infq

Facility Primary CACFH

(if different from director/r

Date of Birth

General Information

USDA Program History

List any other USDA programs  Is this site seriously deficient
participating in in any USDA program?

Licensing & Ce

CCL Maximum
Capacity

Child Care License (CCL)

. CCL License No.
Expiration Date

Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002
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Facility Information Form (FIF) tification Information Licensing & Certificat

Child and Adult Care
Food Program

Site ID

Requested Renewal

Name of Facility L

Child and Adult Care
Food Program

Passing Fire

Site ID .
— Inspection

Site ID

Name of Facility

Facility Information Form (FIF) ation

Child and Adult Care
Food Program

Secondary DOH
Name of Facility
(Issue Date)

63

CCl

Facility Information Form (FIF) n Information

Certified Food Manager Food Manager (Expiration

Adult Day Care
{only)

DC Department of
Mental Health
License

DC Department of
Mental Health
Expiration Date

Relative Care
Expiration Date

Relative Care
License

U.S. Military Facility
Expiration Date

DC Office on Aging

L Age Restrictions U.S. Military Facility U
icense

DC Office on Aging Expiration Dats

Licensing & Certification Infor

Emergency Shelter
{only)

Secondary DOH
Certified Food
Safety Manager
Name

Primary DOH Certified
Food Safety Manager
Name

Primary DOH Certified
Food Manager
(Expiration Date)

Local Certification
Expiration Date

Fire Inspection
Expiration Date

Health Inspection
Issue Date

Primary DOH Certified Food
Manager (Issue Date)

Local Certification

c. Head Start Participation d. Total Enrollment or Participation

At-risk afterschool
programs and
emergency

Child care, Outside-School-Hours, At-Risk, Emergd
What is the age range of the participants currentk
participating?

Child, outside-school-hours, and
adult day care centers:
shelters

Secondary DOH Certified Number of participants
in attendance on an

average day

Does this facility operate Head Start?
If ves, upload a copy of the Head Start Agreement.

Number of participants
currently enrolled

As of [date]:
Date)
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Facility Information Form (FIF) e. Participant Ages

Child and Adult Care
Food Program

For adult day care centers:

If infants (birth up to one year
of age) are not currently If participants older than age sy mmime e If yes, how many participants If participants under age 60 are
Site ID Name of Facility enrolled or participating, does 13 are enrolled, do they have a o with disabilities are overage enrolled, are they functionally
the institution plan to serve disability? Exlicianiiassael 18? impaired?

sl infants within the next veaﬁ - | [~ | [ - | = M a2

If yes, how many such If yes, how many are under
participants are enrolled? age 187

Facility Information Form (FIF) f. For-Profit Enrollment Information Complete this sub-section (FIF, part f) if the facility is a for-profit company.

C h | I d an d Ad u |t Care For-Profit Facility Eligibility:
For child development centers, outside-school-hours centers and at-risk

Food Program centers

Number of Title XX
Total number of eligible beneficiaries OR children Percentage of Total number of eligible Number of Title XIX
enrolled children in prior eligible for free or reduced- Percentage licensed enrolled participants in prior  beneficiaries in prior calendar
calendar month price meals in prior calendar capacity calendar month month

th
= = = = = =

How will the facility’s eligibility be

Site ID Name of Facility determined each month?

Facility Information Form (FIF) Participant Eligibility for Free or Reduced-Price Meals h. Program Operation (please attach a ho

Child and Adult Care
Food Program FRP Data

Hours of Operation Dates of Program Operation

Number of Title XX Start Date End Date
Site ID Name of Facility beneficiaries in prior calendar  Percentage i Year-Round /i Year-Rovmd | [fif Year-Round
month feave flaki feave flarkf
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Facility Information Form (FIF) pliday and vacation schedule detailing all dates and times when services will NOT be provided.)
Child and Adult Care
Days of Program Operation Charges
Food Program

Are participants Do different groups (e.g. age
o List all dates and times during which pal pa groups (e.g. ag
Closed on all Fed and District . ) charged a groups or classrooms) eat at
° the provider will NOT offer day care N . 5
Holidays? separate fee for different times for one or

food or meals? more meals?

Site ID Name of Facility
services (i.e. vacations, etc.):

Facility Information Form (FIF) :e Information i. Meal Service Information
Child and Adult CareIh e —— oreakfast AM Subol
thy Tots Reimbursements reakras upph
Adult
Food Program R

Will any meals be claimed Est. Number of
u ) will Claim for Days this Schedule is ‘will Claim for Days this Schedule
through Title I

Start Time End Time Meals to be
{only for ADC) Served Daily

Reimbursement? Followed Reimbursement? is Followed
= = = [~ [~ i = = =

Facility Information Form (FIF)
Child and Adult Care
Ement /Snack PM Supplement /Snack
Food Program

Est. Number of Est. Number of Est. Number of
. o ‘Will Claim for Days this Schedule Will Claim for Days this Schedule
Site ID Name of Facility Meals to be

Meals to be Start Meals to be
Served Daily Served Daily Served Daily

Reimbursement? is Followed Reimbursement? is Followed
- | = - | - | = = - | - | - | =

Interested in participating Interested in participating

Site ID Name of Facili
=l ame of Facility in Local 52 in full day 42 Which meal?
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Facility Information Form (FIF) i. Meal Service Information

Child and Adult Care
Food Program

PM Supplement /Snack

Est. Number of
. o Will Claim for Days this Schedule Will Claim for Days this Schedule
Site ID Name of Facility N _ Start Meals to be ) )
= Reimbursement? is Followed N Reimbursement? is Followed
Served Daily

Facility Information Form (FIF) nd shift if applicable)

Child and Adult Care akfast AM Supplement /Snack
Food Progra m if applicable) (second shift if applicable)

Est. Number of . . . Est. Number of . .
. - will Claim for Days this Schedule Will Claim for
Site ID Name of Facility Meals to be

Meals to be
N Reimbursement? is Followed N Reimbursement?
Served Daily Served Daily

Facility Information Form (FIF)

Child and Adult Care PM Supplement /Snack Supper
FOOd Program (second shift if applicable) (second shift if applicable)

Est. Number of
. " will claim for Days this Schedule will Claim for Days this Schedule
Site ID Name of Facility N ) Start Meals to be ) ) Start
= Reimbursement? is Followed _ Reimbursement? is Followed
Served Daily

* Kk Kk
Office of the State Superintendent of Education, 810 1st Street NE, 9th Floor, Washington, DC 20002

Est. Number of
Meals to be
Served Daily

(second shit

‘Will Claim for Days this Schedule
Reimbursement? is Followed

Lunch
(second shift if applicable)

Days this Schedule
is Followed

Est. Number of
Meals to be
Served Daily

Est. Number of
Start Meals to be
Served Daily

v. Food Preparation Information

Meal Type
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Facility Information Form (FIF)

Child and Adult Care
Food Program

Site ID Name of Facility Meal Type

Facility Information Form (FIF)

Child and Adult Care
Food Program

Site ID Name of Facility Days Used

Facility Information Form (FIF)

Child and Adult Care

Food Program

Site ID Name of Facility Vendor Name

Revised: 08/14/2017

v. Food Preparation Information

Preparation in a central kitchen operated by the facility

Days Used Vendor Name Address i i Meal Type

v. Food Preparation Information

Preparation in a central kitchen operated by the sponsoring organization

Vendor Name Address i i Meal Type Days Used

v. Food Preparation Information

Contract with a Food Service Management Company (FSMC) to deliver meals

FSMC contract FSMC contract
Address i i Execution Date Expiration Date
[if applicable) [if applicable)

If using an extension FSMC license
year, which year? [if applicable]

* * Kk
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Facility Information Form (FIF) v. Food Preparation Information
Child and Adult Care
Food Program

Current Health
Site ID Name of Facility Inspection Meal Type Days Used Vendor Name Address
[if applicable)

Facility Information Form (FIF)
Child and Adult Care
Food Program

FSMC contract - . . Current Health
. . FSMC contract If using an extension FSMC license
Site ID Name of Facility Execution Date e . . ) Inspection Meal Type Days Used Vendor Name
(if applicable] Expiration Date year, which year? (if applicable)

Facility Information Form (FIF) v. Food Preparation Information
Child and Adult Care
Contract with School Food Authority
Food Program
FSMC contract FSMC contract Current Health Prepares/updates dated daily

I using an extension ic
Site ID Name of Facility i i Execution Date Expiration Date ear v%hi(h car? :;“:EJ;::;::IE] Inspection menus that meet CACFP meal
[if applicable) (if applicable] year, o year: (if applicable] pattern requirements

[if applicable)
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Facility Information Form (FIF) j- Facility CACFP Administration
Chlld and Adl_llt Care FOOD SERVICE FUNCTIONS
Food Progra m Name(s) of Staff Responsible and Staff Position Title

Record the number of meals .
. .. . . . Takes meal count at the point of
Records appropriate menu Maintains daily delivery tickets Prepares meals prepared

S I ice (i.e. wh ach meal k
substitutions as needed (if applicable) (if applicable) (if applicable, for at-risk programs SIMESIRESES service (i.e ‘:; s::::] el
only)

Facility Information Form (FIF) j- Facility CACFP Administration
Chlld and AdUIt Ca re RECORD KEEPING FUNCTIONS
Food Program Name(s) of Staff Responsible and Staff Pasition Title

Collects Income Eligibility

Site ID Name of Facility

.. . Completes the HACCP Manager's  Maintain itemized bills, invoices
. Maintains a master enroliment list .. . ) ] . N .
Statements (IES) and determines . Maintains record of Title XIX Self-Inspection Checklist each and receipts and/or financial
. . e that corresponds with IES forms on . . ) )
Site ID Name of Facility eligibility category for each file and/or Title XX payments Takes daily attendance week information
enrolled participant (N/A for at- if applicable, if applicable, for at-risk programs
p_d pant (N/A (N/A for at-risk programs) (if app ) (if app Y s
- risk programs) - - only) n

Facility Information Form (FIF) k. At-Risk Afterschool Program Information

Child and Adult Care

Area Eligibili
Food Program I

Prepares monthly claim OR Maintains all CACFP records for
submits CACFP information to three (3) years plus the current
Site ID Name of Facility sponsor for preparing the monthly year. Records must be in a central Area Eligibility School
claim location and accessible upon
n n request. n
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Facility Information Form (FIF) Actual Participants’ Race and Ethnicity Information

Child and Adult Care Race &

Ethnicity
Food Program Information

Total number
. o Area Eligibility free Date of Educational and/or Enrichment N American Indian or . . Native Hawaiian or Other
Site ID Name of Facility o " e enrolled or in . Black or African American "
= and reduced % Determination Activities ttend Alaskan Native Pacific Islander
attendance

Facility Information Form (FIF) Race and Ethnicity Information for the Eligible Pd

Child and Adult Care Ethnicity
Food Program

Eligible Population Race

Data & Population Source

Race Number or Percentage for

Ethnic Count for the actual participants enrolled

Indicate whether data is . .
American Indian or

Site ID Name of Facility Hispanic or Latino NOT Hispanic or Latino Data Source Population : iy being provided by e Black or African /
Number or Percentage

Facility Information Form (FIF) on

Child and Adult Care Ethnicity
Food Program

. Ethnic Number or Percentage for the eligible
ble population X
population

Native Hawaiian or Other

Site ID N f Facili
il fame of Facility Pacific Islander

Hispanic or Latino NOT Hispanic or Latino
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