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1) Purpose and Scope
A) The purpose of this policy is to describe the Management Plan required of Independent Child and Adult Care Centers CACFP program sponsors. 
B) Included are the topics to be included in the Management Plan and detailed information about each the information required under each topic.
2) Legal Requirements
Laws and regulations that serve as the basis for this policy include:
7CFR 226.6(b)(5), 226.6(f)(2)
3)  Management plan requirement
Each sponsoring organization is required to submit a management plan with its application for review and approval. 
4)  Management plan components
The management plan has five major components listed below.  Information to be provided under each component is described in subsequent sections of this policy. 
A) Organizational structure of the institution
B) CACFP administration:;
C) Program recordkeeping

D) Financial management; and,
E) Program training
5) Organizational Structure of the institution
Sponsors must include the following information regarding their organizational structure:
A) Organization mission, including the statement of goals and objectives;
B) Names, addresses and respective position of all current board members.	
i) Information about board members who are related to the institution’s personnel or each other;
ii) Date of birth of the chairman of the board;
iii) For proprietary and Title XX centers, owner’s name(s), addresses and dates of birth; and,
iv) Description of how the board or owner (Title XX center) has adequate oversight of the operation of the institution.
C) Board meetings:
i) Frequency; and,
ii) Minutes of most recent board meeting.
D) Board’s role in approving fiscal actions, policy decisions and other administrative actions;
E) If any board members/owners are employed by the organization and if so, in what capacity;
F) Description of how the organization complies with the requirements for non-profit organizations set froth in New Hampshire law;
G) Documentation of personnel policies governing benefits;
H) List of total revenue and funding sources for the organization;
I) List of publicly funded programs in which the organization and its principals have participated in the past seven years;
J) List of the organization’s fixed assets; and,
K) Copy of the organization’s procurement policies.
6) CACFP administration
Description of the organization’s staffing system, including:
A) Organizational chart of persons responsible for administration of the program, including telephone numbers as appropriate;
B) Job descriptions for each CACFP funded position;
C) Benefits available to employees, i.e., vacation, sick leave, paid holidays, retirement, health insurance, life insurance, disability, etc.  Where applicable, an indication of how any percentages of benefits are determined and paid for by CACFP funds. Copies of benefit plans are also required;
D) Copy of the institution’s policies and procedures, including those describing who is eligible to receive benefits;
E) Institution’s policy regarding outside employment for all employees;
i) If any full-time staff members are employed outside the organization; if so, how does the organization ensure that staff time supported by CACFO is spent on CACFO activities
ii) Organization’s policy regarding outside employment for all employees, both full-time and part0time (The policy must restrict other employment by employees that interferes with an employee’s performance of job-related duties and responsibilities, including outside employment that constitutes a real or apparent conflict of interest.); and,
F) List of equipment maintained for CACFP.
7) Free and Reduced Meal Policy
A) Institutions which elect to serve meals at no separate charge, shall develop a policy statement consisting of an assurance to the Department that all participants are served the same meals at no separate charge, regardless of race, color, national origin, sex, age, or handicap and that there is no discrimination in the course of the food service. 
This statement shall also contain an assurance that there will be no identification of children in day care homes in which meals are reimbursed at both the tier I and tier II reimbursement rates, and that the sponsoring organization will not make any free and reduced price eligibility. Information concerning individual households available to day care homes and will otherwise limit the use of such information to persons directly connected with the administration and enforcement of the Program.
B) Independent centers and sponsoring organizations of centers which charge separately for meals shall develop a policy statement for determining eligibility for free and reduced-price meals which shall include the following:
i) The specific criteria to be used in determining eligibility for free and reduced-price meals. The institution's standards of eligibility shall conform to USDA’s income standards;
ii) A description of the method or methods to be used in accepting applications from families for free and reduced-price meals. These methods will ensure that applications are accepted from households on behalf of children who are members of AFDC assistance units or food stamp or FDPIR households or, for adult participants, who are members of a food stamp or FDPIR household or SSI or Medicaid participants;
iii) A description of the method or methods to be used to collect payments from those participants paying the full or reduced price of the meal which will protect the anonymity of the participants receiving a free or reduced-price meal;
iv) An assurance which provides that the institution will establish a hearing procedure for use when benefits are denied or terminated as a result of verification:
(a) A simple, publicly announced method for a family to make an oral or written request for a hearing;
(b) An opportunity for the family to be assisted or represented by an attorney or other person in presenting its appeal;
(c) An opportunity to examine, prior to and during the hearing, the documents and records presented to support the decision under appeal;
(d) That the hearing shall be held with reasonable promptness and convenience to the family and that adequate notice shall be given to the family as to the time and place of the hearing;
(e) An opportunity for the family to present oral or documentary evidence and arguments supporting its position;
(f) An opportunity for the family to question or refute any testimony or other evidence and to confront and cross-examine any adverse witnesses;
(g) That the hearing shall be conducted and the determination made by a hearing official who did not participate in making the initial decision;
(h) The determination of the hearing official shall be based on the oral and documentary evidence presented at the hearing and made a part of that hearing record;
(i) That the family and any designated representatives shall be notified in writing of the decision of the hearing official;
(j) That a written record shall be prepared with respect to each hearing, which shall include the decision under appeal, any documentary evidence and a summary of any oral testimony presented at the hearing, the decision of the hearing official, including the reasons therefore, and a copy of the notification to the family of the decision of the hearing official; and
(k) That such written record of each hearing shall be preserved for a period of three years and shall be available for examination by the family or its representatives at any reasonable time and place during such period;
v) An assurance that there will be no overt identification of free and reduced-price meal recipients and no discrimination against any participant on the basis of race, color, national origin, sex, age, or handicap; and,
vi) An assurance that the charges for a reduced-price lunch or supper will not exceed 40 cents, that the charge for a reduced-price breakfast will not exceed 30 cents, and that the charge for a reduced-price supplement will not exceed 15 cents.
8) Program recordkeeping
Each institution must establish procedures to collet and maintain all program records required. The following information must be included in the Management Plan:
A) Description of the record retention procedures to maintain appropriate records to document compliance with program requirements, including budgets, approved budget amendments, management plans, and appropriate records on facility operations;
B) Name of individual with overall responsibility for maintaining current year CACFP records;
C) Location of records;
D) Description of the institution’s claims consolidation procedures including how meal counts are tallied, how menus are reviewed for compliance and how eligibility of participants, and meal types are verified before claims are submitted for payment;
E) Description of the system for maintaining the required CACFP paperwork including:
i) Signed application and agreement;
ii) Site information sheets/applications;
iii) Documentation of a license or approval for each sponsored center;
iv) Enrollment information for all participants;
v) Income eligibility forms and master lists;
vi) Documentation of non-profit status or documentation of the Title XX eligibility;
vii) Documentation of compliance with civil rights requirements;
viii) Time in – Time out sheets;
ix) Meal records;
x) Meal count sheets;
xi) Claims for reimbursement and attachments; and,
xii) Nonprofit food service.
F) Description of the organization’s system for maintaining, rotating and destroying records. (all CACFP records must be kept on file for the current year and the preceding 3 fiscal years, there fore records must be kept on file for a total of four years.)
G) Description of the internal controls used to ensure program compliance.
9) Financial Management
A) The institution must have a financial system with management controls specified in writing. These written policies and guidance must assure:
i) Fiscal integrity and accountability for all funds and property received, held and disbursed;
ii) Integrity and accountability of all expenses incurred;
iii) That claims are processed accurately, and in a timely manner;
iv) That funds and property are used and expenses incurred for authorized Program purposes only; and,
v) That a system of safeguards and controls is in place to prevent and detect improper financial activities by employees
B) Required documents to be included in Management Plan:
i) Copy of written procedures for tracking and reporting administrative costs and reimbursements, tracking expenses to a specific cost line item and/or program, and tracking CACFP funds separately from other organizational funds;
ii) Description of organization’s accounting system;
iii) Description of internal controls in place to ensure fiscal integrity and accountability;
iv) How the organization will fund costs associated with the operation of a corporation (required by State incorporation laws) but unallowable under CACFP;
v) Description of how the organization intends to ensure that potential over claims will be covered without jeopardizing of interrupting the CACFP operation; and,
vi) A copy of the most recent audit performed or financial statements of the organization.
10) Program Training
A) Each institution is required to provide training at least once annually or all staff members involved in CACFP. The training must address topics critical to the successful operation of CACFP (recordkeeping, meal counts, meal components, menu planning, meal service, nutrition, food safety, etc.).
B) The CACFP Administrator/owner/director must attend Department sponsored training at least once per year to meet training requirements for the organization to be eligible to participate in the CACFP.
C) Training information to be included in the Management Plan:
i) Description of the organization’s training plan for all staff involved in implementation of CACFP, including:
(a) Frequency of training;
(b) Topics covered;
(c) Personnel who conduct training; and,
(d) Documentation of attendance.
ii) Description of the organization’s system for providing CACFP orientation for new staff members; and,
iii) Completion of Training Plan form indication the months and dates that training will be conducted. 
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