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Administrative Responsibilities

MBIEs, OMAR & 
Claiming Roster Meal Counts Monthly Expense 

Reporting
Recordkeeping & 

Training

Sponsor requirements to complete Meal Benefit Income Eligibility, One 
Month Attendance Report (OMAR) and Claiming Roster

• For-profit Child Care and Adult Day Care Centers need to provide:

• 1-month MBIE applications or Title XIX/Title XX Rosters for each 
client/student

• All For-Profit Centers that participate in CACFP must be meet 25% 
Free/Reduced eligibility or greater

• 1-month Enrollment Roster

• 1-month Sign in/Out Daily Attendance Sheets

• One Month Attendance Report (OMAR)
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Administrative Responsibilities

MBIEs, OMAR & 
Claiming Roster Meal Counts Monthly Expense 

Reporting
Recordkeeping & 

Training

Sponsor requirements to complete Meal Benefit Income Eligibility and One Month 
Attendance Report (OMAR) continued:

• Non-profit Child Care and Adult Day Care Centers need to provide all in the 
first slide except for OMAR.

• At Risk Afterschool Programs and Emergency Shelters provide Sign in/Out 
Daily Attendance Sheets.

• Head Start Programs need to provide:

• Sign in/Out Daily Attendance Sheets

• Enrollment Roster

Located in the Nutrition Programs System (NPS), Applications-Download 
Forms: MBIE Applications & Instructions, Parent letter, Enrollment Roster, 
Income Guidelines and OMAR
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Training

Parents 
complete 
MBIE

Determine 
Eligibility

Placed on 
appropriate 
roster



Common MBIE 
Application Questions
What if there is a household with foster children and non-foster 
children?
• The foster children would be placed on the Free roster. For the rest of the enrolled participants, you will 
need to determine eligibility by household income. When determining how many people are in the home 
you will include the foster children.

What if I have Head Start children in my center?
• Head Start participants have already been deemed Free by Head Start standards. These children do not need 
to have a Confidential Income Form. However, for each Head Start participant that is enrolled in your center, 
you must either have a copy of their Head Start application or a statement from the Head Start agency stating 
that the child is enrolled in their program.

What if the adults in the home have two different types of income 
frequency?
• If the adults in the home have two different types of income frequencies, you must convert them to annual and 
add them together. For example, if Jane has a weekly income of $200 and John has a monthly income of $1,000 
what would their total income be? You would take Jane’s $200  and multiply it by 52=$10,400 and then you 
would take John’s $1,000 and multiply it by 12=$12,000.  $10,400+$12,000=$22,400. $22,400 is  their total 
household income.

Are all household children considered Free if one family member receives 
benefits?
• Yes, all children can be approved for Free meals through the definition of Extended Categorical Eligibility.
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Point of Service 
Instructions

• Point of service must be taken as a 
complete meal is received or before 
the participant leaves the table.

• A director or administrator should 
conduct an edit check to indicate 
which meals should be claimed for 
reimbursement.

• It is best practice to transfer daily 
counts at least weekly to the 
monthly Meal Count Summary Sheet.

• You cannot claim or be reimbursed 
for program adult meals, USDA these 
meals must be recorded per 7 CFR 
226.7(m)(2).



Transferring POS to the 
Meal Count Summary

Completed Point of Service Completed Meal Count Summary



Transferring POS to the 
Meal Count Summary

Completed Point of Service Completed Meal Count Summary

These numbers then go into NPS web.
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Keep all original receipts/invoices 
and make a copy or scan 
electronically for your monthly files 
as originals can fade.

For each receipt mark each item 
according to the following key:
N/A – not allowable food cost
FC – food cost
SC – Supply cost

Track your inventory and practice 
first in, first out. Please refer to 
NDA’s Monthly Financial Status 
Report excel document.

Follow proper procurement 
guidelines.

All claimed food costs must reconcile 
with the coinciding menu.

Salaries for Operational and 
Administrative labor must be 
approved by NDA in NPS budget prior 
to claiming.

Time Sheets must be maintained for 
all employees and Time Distribution 
logs reporting all hours worked must 
be signed by the employee and 
supervisor.

If your organization spends 100% of 
your reimbursement on food, you do 
not need to provide the time 
distribution form.

All expenses must be approved 
within your budget prior to claiming.

Keep all original bills and make a 
copy for your monthly files as 
originals can fade.

If you have a contracted service, a 
contract must be submitted to NDA.

If your organization spends 100% of 
your reimbursement on food, you do 
not need to provide this back up 
documentation during a review.

Food/Non-Food Cost Salaries Facility Expenses



Test your Knowledge: 
Food Costs



Are these costs allowable?



Are these costs allowable?

Rockstar is not 
a creditable 
food therefore 
it is not an 
allowable cost.

Cookies are a 
grain-based 
dessert and 
are not an 
allowable 
cost.



Food Service Cost Report

• Compile all invoices and receipts 
onto the monthly Food Service Cost 
Report. Use word document or 
Monthly Financial Status Report 
excel document tab to track costs.

• It is very important to keep track of 
the amount of milk that is purchased. 
If NDA cannot verify that enough milk 
was purchased on a review the whole 
month of meals, that required milk, 
will be disallowed.

• Most of your reimbursement should 
be allocated to food to provide a 
healthy variety to the children 
enrolled in your program.



Monthly Expense Worksheet: 
How to Complete
Administrative and Operational Salaries



Monthly Expense Worksheet: 
How to Complete
Administrative and Operational Salaries

Total Administrative 
Salaries are reported 
monthly in Staff Labor 
under Administrative 
Expenses on NPS claim.

Total Operational 
Salaries are reported 
monthly in Staff 
Labor under 
Operating Expenses 
on NPS claim.



Monthly Expense Worksheet: 
How to Complete
Facility Expenses



Monthly Expense Worksheet: 
How to Complete
Facility Expenses

Total Communications 
are recorded monthly 
under Administrative 
Expenses in NPS claim.

Total Utilities are 
recorded monthly 
in other under 
Operating or 
Administrative 
Expenses in NPS 
claim.
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Recordkeeping

Organizational 
Chart

Outside 
Employment 

Policy

Job Descriptions

Organizational charts are to include individual 
positions with names, functions for all current 
employees and board members (if applicable.)



Recordkeeping

Organizational 
Chart

Outside 
Employment 

Policy

Job Descriptions

This policy must restrict other employment by 
employees that interferes with an employee’s 
performance of Program-related duties and 
responsibilities, including outside employment that 
constitutes a real or apparent conflict of interest.



Recordkeeping

Organizational 
Chart

Outside 
Employment 

Policy

Job Descriptions

Job descriptions must include CACFP responsibilities.



Additional Recordkeeping for 
Multiple Site Organizations

Notification of 
Unannounced 

Reviews

Monitor Review 
Schedule

Sponsor and 
Unaffiliated 

Center Agreement

Sponsoring organizations of centers must provide 
each center with written notification of the right of 
the sponsoring organization, the State Agency, the 
Department, and other State and Federal officials to 
make announced or unannounced reviews of its 
operations during the center’s normal hours of 
operation.

5 Day 
Reconciliation



Additional Recordkeeping for 
Multiple Site Organizations

Notification of 
Unannounced 

Reviews

Monitor Review 
Schedule

Sponsor and 
Unaffiliated 

Center Agreement

The sponsoring organization is required to review each of its 
facilities 3 times a year. At least 2 must be unannounced, 1 to include 
a meal observation.  At least one review must be made during each 
new facility’s first four weeks of program operation. Monitoring 
visits may not exceed six months.  7 CFR 226.16(d)(4)(iii). At the 
completion of the review, the sponsoring organization must provide 
its facilities with a copy of the review form or review report.

If findings occur upon review, it is the sponsoring organizations 
responsibility to assign corrective action and follow up with the 
facility to ensure that all findings have been permanently corrected.  
Corrective action should be submitted to the sponsoring organization 
within 2 weeks after it has been assigned.

*Independent Centers are not required to complete a self monitoring 
review

*Use NDA’s self-monitoring template

5 Day 
Reconciliation



Additional Recordkeeping for 
Multiple Site Organizations

Notification of 
Unannounced 

Reviews

Monitor Review 
Schedule

Sponsor and 
Unaffiliated 

Center Agreement

NDA requires a Sponsoring Organization to enter into 
a written permanent agreement for the 
administration of CACFP with their unaffiliated 
facilities. The agreement shall be maintained by both 
the Sponsoring Organization and the facility for the 
entire time the facility operates in CACFP under the 
Sponsoring organization and for three years 
thereafter. The agreement shall specify the rights and 
responsibilities of both parties. Nothing in the 
preceding sentence shall be construed to limit the 
ability of the Sponsoring Organization to suspend or 
terminate the permanent agreement in accordance 
with 7 CFR 226.16(I).

5 Day 
Reconciliation



Additional Recordkeeping for 
Multiple Site Organizations

Notification of 
Unannounced 

Reviews

Monitor Review 
Schedule

Sponsor and 
Unaffiliated 

Center Agreement

Five-day reconciliation is a simple way for Sponsoring 
Organizations monitors to look for consistency and 
determine that meal counts and claims are reasonable 
per 7 CFR 16(d)(4).  If the data shows unusual 
patterns, the monitor must try to determine the 
reasons for the discrepancies and take additional 
steps to decide corrective action and whether any 
meals should be disallowed or an over claim should be 
established.

5 Day 
Reconciliation
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Organizing your CACFP Records

All records must be kept electronically.



Civil Rights Requirements

All staff is required to have civil rights training annually.

Prior to this training, you submitted a waiver stating that you viewed our Civil 
Rights Training.

The following Civil Rights topics are required: Public Notification System, 
Outreach and Education, Data Collection, Reasonable Accommodations, 
Language Assistance, Civil Rights Complaint Procedures, Technical Assistance 
and Training, Customer Service, and Conflict Resolution.
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Additional Required Training Topics
Training Topics Who Should Attend

Purpose of CACFP Designated Official, Monitor, Site Staff

Nutrition (Encouraged) Designated Official and all CACFP Staff

Meal Pattern Requirements Designated Official, Site Staff, Cooks, Monitors

Food Safety and Sanitation Designated Official, Cooks, Site Staff

Meal Service and Approved Mealtimes Designated Official, Cooks, Site Staff, Monitors

Meal Count Designated Official, Site Staff, Cooks, Monitors, Claim Consolidators

Infant Feeding and Records Designated Official, Site Staff, Cooks, Monitors

CACFP Expenses/Budget Designated Official, Accountant, Claim Processor

Procurement Designated Official, Accountant

Claim Submission Designated Official, Claim Preparer, Claim Submitter

Reimbursement System Designated Official, Accountant

Monitoring (Sponsors with <1 site) Designated Official, Monitors

Record Keeping Designated Official, All CACFP Staff

Civil Rights Designated Official, All CACFP Staff



Financial Viability

• Financial Viability Training
o Online training course: https://core-cacfponline.com/

 enrollment key is CORE

• CORE Microlearning Mobile App
o Search to download for free: USDA CORE

• Sponsoring organizations must comply with the performance 
standards.

• Annually sponsors must submit sufficient information to document 
that:
1. It is financially viable
2. It is administratively capable
3. It has internal controls in effect to ensure accountability

• Shown by providing most current yearly Balance Sheet (B/S) and 
Profit & Loss Statement (P&L) and a Cash Flow Statement.
o 7 CFR 226.6 (b) (vii)

Sponsors exempt from this are governmental agencies.

https://core-cacfponline.com/
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Administrative Sponsor Reviews

Review Cycle Corrective Action Serious Deficiency Suspension/ 
Termination

National 
Disqualified List

All Sponsors will be 
reviewed, at 
minimum, every 
three years. The 
review will include a 
meal observation. 
NDA may come 
unannounced.

If there are findings 
as the result of the 
review the 
institution will be 
required to complete 
a Corrective Action 
Plan for each 
finding. All 
corrective action 
must be 
permanently 
corrected, if not 
your organization 
may be deemed 
Seriously Deficient.

An institution may 
be declared 
seriously deficient 
for any of the 
reasons listed in 7 
CFR 
226.6(c)(3)(ii)(A) –
(U) and the State 
agency
will exercise 
judgement to 
differentiate 
between occasional 
or minor errors and 
major or systemic
errors.

Failure to fully and 
permanently correct 
the serious 
deficiency(ies) 
within the allotted 
period of time will 
result in the 
termination of the 
institution’s 
agreement and 
placement of the 
institution and 
designated official(s) 
on the National 
disqualified list. The 
State agency may 
suspend an 
institution for such 
issues as health and 
safety or fraudulent 
activity.

If an institution is 
terminated the 
institution and 
designated official(s) 
will be placed on the 
National Disqualified 
List (NDL) for at least 
three years. During 
this time the 
institution and 
responsible person(s) 
may not participate in 
any federal programs. 
All corrective/fiscal 
action must be 
completed before 
removal from the NDL. 
It is the Sponsor’s 
responsibility to check 
the NDL to ensure that 
they do not hire those 
on the list.
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Administrative Sponsor Reviews

An Administrative Review is available in response to certain 
action taken by the State Agency.

May be sought in 
response to:
• Application denial
• Purposed suspension 

or termination
• Fiscal action

May not be sought in 
response to:
• Determination of 

Serious Deficiency
• Placement on the 

NDL
• Corrective Action



CACFP Budget

• A budget is a “living” document
o Intended for planning
o If modified send to NDA for Approval

• CACFP Budget is not intended to be your 
entire organizations budget

• Aligns with program performance 
standards and management plan



Budgets

#6 Multiple Awards

#7 Consistent Treatment

#9 Allocable

#10 Documented

#1 Necessary

#2 Reasonable

#3 Authorized

#4 Limitations

#5 Current

#8 Net of Credits



Budgets

#1 Necessary

The cost must be essential to fulfill regulatory requirements for 
proper and efficient administration of the program.

Example: Food, Operational Labor



Budgets

#2 Reasonable

The type and amount of cost must not exceed what a
prudent person would pay under the same circumstances.



Budgets

#5 Current

• Cannot be 
assigned to a 
prior or future 
period

• Must be 
approved prior 
to purchase

#4 Limitations

• Must conform 
to limitations 
expressed by 
Federal/State 
law

#3 Authorized

• Expressed as an 
allowable cost

• Not expressly 
prohibited



Budgets

#8 Net of Credits

• After credit is 
applied to costs

#7 Consistent 
Treatment

• Treatment of 
the cost must be 
the same for all 
activities

#6 Multiple 
Awards

• No Double 
Dipping!

• Cost cannot be 
charged to 
another award



Budgets

#10 Documented

• Documentation to support 
the cost that was 
incurred, is a Program 
cost and complies with 
Federal and State laws

#9 Allocable

• The CACFP is only 
charged its fair share



Budget Question 
Examples

1. Your sponsoring organization purchased office supplies. The cost 
was approved in the budget. The total of the supplies was $350. 
However, you received a $150 instant rebate. How much can you 
charge to the CACFP?

2. A Director wanted to attend a nutrition conference that has a 
CACFP component. Is this allowable?

3. It is October, the start of a new federal fiscal year. In July you 
needed to purchase a new refrigerator for one of your affiliated 
centers. Can you include this cost in your current year’s budget since 
you forgot to include it in last year’s budget?



Budget Question Answers

1. You can charge $200 to CACFP. The original cost minus the instant 
rebate.

2. Yes, with prior written approval for travel and registration. Only 
the portion of the conference can be paid by CACFP funds.

3. No, you cannot include the cost in your current budget because it 
was for a prior period.
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Procurement

 Obtain goods and services efficiently and economically

 Comply with Federal, State, and local regulations

 Prevent fraud, waste, and abuse

Maximize free and open competition
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Procurement Methods

Micro-Purchase Small/Informal Purchase Formal Purchase

• $10,000 or less

• Awarded without soliciting 
competitive quotes

• Sponsor must make 
purchases from all qualified 
sources equally

• $250,000 or less (simplified 
acquisition threshold (SAT))

• Food only contract does not 
exceed $250,000

• Non-food goods and services 
does not exceed $50,000

• Informal price or rate quotations 
for securing products and 
services (adequate #, usually 3)

• Free and open competition
• Document date, vendors and 

quotes

• Over $250,000 for food and 
$50,000 for non-food goods and 
services

• Sponsor must conduct a cost or 
price analysis

• Formal Competitive Sealed Bids, 
competitive proposal or Request 
for Proposal

• Refer to the NV Invitation for Bid 
and Contract Template

• Any total for Food Service 
Management Contract, not 
including meal vendors

• Discuss Noncompetitive Contract
• circumstances with NDA.

* No specific threshold for a meal agreement with a SFA unless the 
SFA has a contract with a Food Service Management Company.
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Procurement Plan

•All sponsors must have a 
procurement policy/plan in place

•Procurement Plan Prototype 
available on NPS, must be completed 
and on file with NDA



Claim Submission 
Deadline Chart



Claim Submission Deadline 
Chart – FNS Regulations
§226.10 Program payment procedures

(e) Unless otherwise approved by FNS, the Claim for Reimbursement for any month 
shall cover only Program operations for that month except if the first or last month of 
Program operations in any fiscal year contains 10 operating days or less, such month 
may be added to the Claim for Reimbursement for the appropriate adjacent month; 
however, Claims for Reimbursement may not combine operations occurring in two 
fiscal years. A final Claim for Reimbursement shall be postmarked and/or submitted to 
the State agency not later than 60 days following the last day of the full month covered 
by the claim. State agencies may establish shorter deadlines at their discretion. Claims 
not postmarked and/or submitted within 60 days shall not be paid with Program funds 
unless FNS determines that an exception should be granted. The State agency shall 
promptly take corrective action with respect to any Claim for Reimbursement as 
determined necessary through its claim review process or otherwise. In taking such 
corrective action, State agencies may make upward adjustments in Program funds 
claimed on claims filed within the 60 day deadline if such adjustments are completed 
within 90 days of the last day of the claim month and are reflected in the final Report 
of the Child and Adult Care Food Programs (FNS-44) for the claim month which is 
required under 226.7(d). Upward adjustments in Program funds claimed which are not 
reflected in the final FNS-44 for the claim month shall not be made unless authorized 
by FNS. Downward adjustments in Program funds claimed shall always be made 
without FNS authorization regardless of when it is determined that such adjustments 
are necessary.
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Resources

Nutrition Programs System (NPS): 
https://nda.cnpus.com/prod
• Under Applications - Download Forms

o Find Resources and Documents on CACFP

• USDA Website: 
https://www.fns.usda.gov/cacfp/cacfp-handbooks

If you have any additional questions, please contact our 
office at 775-353-3601 or 702-668-4590.

https://nda.cnpus.com/prod
https://www.fns.usda.gov/cacfp/cacfp-handbooks
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Nondiscrimination Statement
In accordance with federal civil rights law and USDA civil rights regulations and policies, the USDA, its agencies, 
offices, employees, and institutions participating in or administering USDA programs are prohibited from 
discriminating based on race, color, national origin, religion, sex, disability, age, marital status, family/parental 
status, income derived from a public assistance program, political beliefs, or reprisal or retaliation for prior civil 
rights activity, in any program or activity conducted or funded by USDA (not all bases apply to all programs). 
Remedies and complaint filing deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program information (e.g., Braille, 
large print, audiotape, American Sign Language, etc.) should contact the state or local agency that administers 
the program or contact USDA through the Telecommunications Relay Service at 711 (voice and TTY). Additionally, 
program information may be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form, AD-
3027, found online at How to File a Program Discrimination Complaint and at any USDA office or write a letter 
addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the 
complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence 
Avenue, SW, Mail Stop 9410, Washington, D.C. 20250-9410;
Fax: (202) 690-7442; or
Email: program.intake@usda.gov.

This institution is an equal opportunity provider.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov
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