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Overview of Application Process 

The Child and Adult Care Food Program (CACFP) requires the annual submission of an application to participate in the CACFP.  This Manual will 

help you through the on-line application process.  If you have any questions after reading through the Manual please contact your assigned consultant 

by phone or email. 

 

What will an on-line application do for you? 

Decrease the time you spend on the application process!  Much of the information that will be entered the first year using this system will 'roll-over' 

the following year and require that your Agency only update the information that has changed from the prior year.   

 

Why is it important to follow this Manual? 

The Manual provides you with step-by-step instructions for each screen you will need to complete.  Following these instructions will help prevent 

loss of data. 

 

What do you need to know prior to entering the application information? 

You need to be prepared BEFORE sitting down at the computer to complete the application process.  The following is an outline of what will be 

asked for: 

 

 Name, phone number and email address of the person completing the online application 

1. General Information : 

Á name, address, phone number of the sponsoring agency 

Á sponsoring agencyôs Federal Employer Identification Number (FEIN) 

Á authorized representative information, including date of birth 

Á agency contact information 

Á estimated number of enrolled children in all approved homes 

Á total number of approved homes 

Á method of reimbursement 

Á decision on commodity foods or cash-in-lieu 
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Overview of Application Process (Continued) 

2. CFDA Audit Reporting Information : 

Á audit reporting requirement ï all federal programs and amount(s) expended during the previous federal fiscal year 

3. Governing Board Information : 

Á governing board information, including names, addresses and dates of birth 

4. Governing Board Relationships/Meetings: 

Á governing board relationships 

Á schedule of governing board meetings 

 5.    Organizational Capability : 

Á organizational mission statement and bylaws (submit via mail/facsimile/email if  there have been changes from the last submission) 

Á organizational chart (submit via mail/facsimile/email if there are changes from the last submission) 

6. Internal Controls  

Á termination for cause inquiry specific to organization and staff 

Á National Disqualified List inquiry specific to organization and staff 

Á disbarment inquiry specific to organization and staff 

Á personnel policies regarding outside employment (submit via mail/facsimile/email if not on file with DPI, or if there have been 

changes to the policy and an updated copy has not been submitted to DPI) 

Á procurement procedures 

7. Publicly Funded Programs (PFP) Information: 

Á publicly funded programs in which your agency and/or its principals have participated in for the last seven (7) years 

Á inquiry regarding disqualification of your agency and/or its principals from any publicly funded program for violating that programsô 

requirements 

8. Staffing Personnel 

Á name of person(s) with various management responsibilities, titles, and dates of birth 

9. Monitoring Ratios   

Á Information on all staff persons performing monitoring duties, including total hours worked per year, total non-CACFP hours worked, 

total CACFP non-monitoring hours worked and net total hours spent on CACFP monitoring duties 
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Overview of Application Process (Continued) 

10. Program Information : 

Á program records-documents that providers have copies of in their day care home 

Á program service area-counties to which your organization will provide program service during the upcoming year 

Á program outreach-estimated number of new homes to be enrolled during the upcoming year 

11. Management Plan/Practices ï Part A  

Á method(s) used to recruit new day care home providers 

Á agency policies, procedures and timeframes for  

 child care regulation 

 CACFP enrollment 

 Tiering 

12. Management Plan/Practices ï Part B 

Á agency policies, procedures and timeframes for  

 edit checks 

 meal pattern compliance 

 meal service documentation 

13. Management Plan/Practices ï Part C 

Á agency policies, procedures and timeframes for  

 training of providers 

 training and monitoring of agency staff 

 pre-approval visits and reviews of day care homes 

14. Management Plan/Practices ï Part D 

Á agency policies, procedures and timeframes for  

 serious deficiency/termination 

 civil rights 

 retention of all Program records 
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Overview of Application Process (Continued) 

15. Financial Management Plan/Practices 

Á attachment E of PI-1459 (complete and submit via email ONLY) 

Á cost allocation plan, for CACFP-funded personnel, office and/or operational space, supplies and equipment 

Á methods for disbursement of CACFP reimbursement within 5 working days of receipt from WDPI 

Á agency plans for repayment in event of a provider  overpayment  

Á agency-specific financial management system information on: 

 accounting system 

 plans for backup system if the agencyôs accounting system is inoperable 

 procedures for tracking and reporting administrative costs/reimbursement and tracking specific cost line items and/or 

programs, including comparing CACFP expenses to the approved CACFP budget 

 procedures for tracking CACFP funds separately from other organizational funds. 

Á agency plans for repayment in event of a provider  overpayment  

Á agency procedures to handle a delay or interruption of Program funds, including source and amount of funds that would be available 

Á agency procedures for repayment of fiscal claims, including source and amount of funding 

Á agency safeguards and controls to prevent and detect improper financial activities 

 

16. Advance Request Information 

Á Decisions and information on operational and administrative advance options 
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What kind of documents need to mailed/faxed/e-mailed to DPI? 

There are some items that a sponsor may need to send in to DPI.  We will send the DPI form listed below (CACFP Budget ï Attachment E of PI-

1459) by email.  Your agency must complete and return the CACFP budget (via email only) as part of the application process.  Your agency may also 

need to submit certain agency-specific documents if there have been changes since the last submission.   These items are listed below under 

ñAgency-Specific Documentsò. 

DPI Form 

CACFP Budget (Attachment E to PI-1459)   

 

Agency-specific Documents:  Only submit these items if there have been changes since the last submission.  

1. Organizational Mission and bylaws 

2. Organizational Chart 

3. Job Descriptions for all staff listed on PI-6070-A (Monitor Staffing).1  (Note, submit detailed employee job descriptions that include the 

percentage of time devoted to each listed job activity/duty, including monitoring functions.  Submitted information must corroborate the 

employee information reported on the budget, Attachment E of PI-1459) 

4. Provider Training Materials 

5. Outreach Materials 

6. Orientation/Previsit Checklist 

7. Permanent Sponsor-Provider Agreement, PI-1425 

8. Agency-specific Sponsor-Provider Agreement 

9. CACFP Enrollment Form 

10. Home Review Form 

11. Attendance record 

12. Menu Form 

13. Meal Count Form 

14. Sponsoring Organization Policies and Procedures specific to the CACFP 
 

1 NOTE: for job descriptions, if your agency is adding a new monitoring position(s), and/or you are adding a new monitoring function to an existing     

position not previously reported to DPI, submit a complete copy of the relevant job descriptions.  (All job descriptions must include a detailed 

listing of the percentage of time devoted to each listed job activity/duty. 
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Basic Application Navigation Instructions 
LINKS TO A PRIOR PAGE ï In order to return to a prior page/screen that you have already visited, you must click on one of the ólinksô at the 

bottom of the screen. The name of the link will tell you what screen you will go to.  These links are in a horizontal row at the bottom of the screen 

and are a different color than the regular printing on the entry pages. 

 

Remember that you must go forward (by clicking on the ñContinueò button) to the next page to automatically save new information that you have 

entered.  If you simply click on the ñBackò icon at the top of the screen your newly entered data WILL NOT BE SAVED  when you return to the 

page. 

 

LINKS TO OTHER PAGES ï If a portion of text is underlined this means that if you click on this underlined text you will go to a different web 

page, called a ñlinked-pageò or ñlinkò.  If you go to a link on another page by clicking on the underlined text, the next time you are in the same menu 

the link will be a different color.  This is controlled by your browser (Netscape or Internet Explorer). 

 

GO BACK TO PREVIOUS PAGE ï To return to a page you were just on (or others before that) just click on the ñBackò button on the Internet 

Menu on top of the page, on the left side of the screen. 

 

Remember that you must go forward (by clicking on the ñContinueò button) to the next page to automatically save new information that you have 

entered.  If you simply click on the ñBackò icon at the top of the screen your newly entered data WILL NOT BE SAVED  when you return to the 

page. 

 

GO FORWARD TO A PAGE ï You may only go forward to a page by clicking on the link that will send you to the appropriate site.  However, if 

you have used the ñBackò button you may then use the ñForwardò button at top of screen to return to a page you have already entered. 

 

TIME LIMITATIONS ï A timer starts from the moment the application site is entered.  If there is no activity at all for 30 minutes, the user will 

get an error message and has to return to the main ñLoginò screen.  Any movement on a page at all, such as going from one screen to another or 

even just moving to another entry field on the same page will reset the 30-minute timer.  This limit is set up so that users do not log in to the FNS site 

and stay on it all day without entering any information. 

 

EXIT PROGRAM  ï Blue boxes at the top of the screens include ñLogout.ò Click on this ñLogoutò box to exit from the entire program.  If exiting 

the system before completing the contract, be sure to click on the "Continue" button at the bottom of the screen you are working on.  This 

will save the information from that page, backward. 

 

ACCESS CONTRACT AFTER FINAL DPI APPROVAL  ï After the completed agency contract has been approved by the assigned consultant at 

DPI, the sponsoring agency can access the contract to browse it or to submit updated information.  Access the DPI site 

at:http://dpi.wi.gov/fns/index.html    

http://dpi.wi.gov/fns/index.html
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Logging on to the Website  

Starting the FNS Web Pages  

 

1. Open the Internet Browser.   

You may use either Internet Explorer or 

Netscape.  Screens will appear 

differently on each.  Internet Explorer is 

recommended, but data will be accepted 

from either.  

 

2. Use the mouse to click on the 

ñLocation areaò at the top of the 

Browser page. Entire óaddress linkô 

should be highlighted to start with. If 

not, highlight it with mouse. 

 

3. Type the following:  

http://dpi.wi.gov/fns/index.html to 

replace óaddress linkô.  Press Enter to go 

to site. (Bookmark site at this point, 

NOT at later pages). 

 

4. Scroll down to ñOn-Line Servicesò 

ñEnter and Revise Contracts 

(CACFP, School Programs, SFSP)ò:  

Under the ñChild and Adult Care Food (CACFP) ï Home Sponsors Onlyò heading.  Choose ñRevise Home Sponsor Contract Information" .  

A link to the Manual is also provided here. 

 

 

http://dpi.wi.gov/fns/index.html
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 Logging on to the Website Continued 
 
1.Enter the Agency's permanent Agency Code and Password.  Note, the 

password will be the same as the password used by your agency to submit 

reimbursement claims. When done click on the Submitò button. 

 

 

  

 

2.Select ñHome Day Care"  from the Main Menu.   
 

 
3. Select ñContractò 

 
4. Select ñRenew Contractò 
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Agency Contract Preparer/Enterer Information  

 

Each time you enter the FNS system to submit or revise contract information, you will be asked to enter the name and contact information for the 

person who is entering the data. 

 

1. Enter the ñPreparer/Enterer Name and 

Contact Informationò for the person 

actually entering the information or who 

can answer questions on the information 

given.  

 

2. If you do not have an extension number 

leave blank 

 

3. An email address for the Contract 

Preparer/Enter is required. If you do not 

have an email address, type in 

none@none.net. 

 

4. Click on the ñContinueò button at the 

bottom of page when you have finished 

entering the information. 

 

5. Start entering information on the 

ñGeneral Informationò page. 

 

 

 

mailto:none@none.net
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General Information 

General Agency Information 

 

Enter all requested information.  Some fields will ñpre-populate.ò  

1. The Agency Name, FEIN, Congressional District,  

Street Address, Mailing Address, Authorized Representative Name,  

Title, Phone Number and Email Address should have pre-populated.  

 

2. Enter/select missing information for CESA Number,  

County Name, and the Authorized Representativeôs Date of Birth.  

(Fields with arrows have drop down boxes for selection.) 

 

 

3. Enter the approximate number of enrolled children and the  

total number of approved homes.  

 

4. Select reimbursement method. 

 

5. Make commodities or cash-in-lieu selection.  

 

6. Click the ñContinueò button. 
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CFDA Audit Information  

 

Audit Reporting Requirements 

List each federal program in which your  

agency participated in during FFY 2009  

(October 1, 2008-September 30, 2009) and  

the amount expended. 

 

To add a program click the ñNew Recordò button.  

 

 

 

 

 

 

     New screen appears-enter program information, then click the ñSaveò button.  

 

Note: Enter the CFDA number without a decimal point.  For example, 10.558 must be entered as 10558.  Ensure that the correct name is used for 

a given Federal Program that associates with a specific CFDA number 

     Program data has been entered.  To delete or update information for this program click on the CFDA number.  To add another program click on 

the ñNew Recordò button. 

 

   When the CDFA number is clicked a new window will open.  Modify program information and/or change data and then click the ñSaveò button.  

To delete the record click the ñDeleteò button.   

 

    Once data for all federal programs has been entered click on the ñContinueò button. 
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Governing Board 

 

Governing Board Information  

 

Review all listed information for the 

members of your governing board and revise as  

needed.     

 

 

When done click on the ñContinueò button. 
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Governing Board Relationships/Meetings 

 

Board Relationship 

 

For all the board members listed above, detail any: 

 

 

 

 relationships between  

and/or  

 

 

 

 

 employment by, and/or volunteer activities at the 

sponsoring organization.  

 

 

 

 Board Meetings 

 Report the anticipated dates for all governing board meetings 

for the upcoming federal fiscal year (October 1 ï September 

30). 

 Note: Each of these four text fields will accept a maximum of 

4000 characters, including punctuation marks and spaces. 

 When done click the ñContinueò button. 
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Organizational Capability 

 

Organizational Capability 

 

 

1. Organizational mission statement and bylaws 

Submit a copy via mail/facsimile/email  

if there have been changes since the last submission 

 

2. Organizational Chart   

Submit a copy via mail/facsimile/email  

if there have been changes since the last submission 

 

 

3. When done click on the ñContinueò button. 
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Internal Controls 

 

Internal Controls  

 

 

1. Answer the question regarding serious deficiency.  

 

2.  Answer the question regarding the National Disqualified List 

 

 

3. Answer the question regarding disbarment 

 

4. Answer the 2 questions regarding outside employment 

 

 

 

 

 

 

5.  Procurement:  Provide a detailed narrative response regarding 

your agencyôs procedures for the purchase food, supplies and 

services. (Refer to Guidance Memorandum G for more 

information.) 
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Internal Controls (continued) 

 

Internal Controls (continued) 

 

6.  Answer the two questions regarding publicly funded  

programs. 

 

 

When done click on the ñContinueò button. 
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Publicly Funded Programs (PFP) Information 

 

Publicly Funded Programs 

 

 

List all publicly funded programs in which your agency and its  

principals have participated in during the prior 7 years . 

 

   

 

 To add a program click the ñNew Recordò button.  

 

 

 

 

  Enter name of publicly funded program and years of participation, then click ñSaveò.  To add an additional program (s) click ñNew Recordò. 

 

  For a principal, list their name in the publicly funded program column, with the program listed in parentheses. 

 

  To delete a program click on the name of the program then click on the ñDeleteò button. 

 

When done click on the ñContinueò button. 
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Monitoring Ratios 

 

Monitoring Ratios  

 

Detail all staff person performing monitoring duties.  Current,  

detailed job descriptions for all listed staff persons must be on 

file with DPI.  (All job descriptions must include a detailed  

listing of the percentage of time devoted to each listed job  

activity/duty , with monitoring duties clearly identified. 

Note Revision of #5 ï  

Now includes monitoring of online claiming  

 

 

 

 

To add data click on the ñNew Recordò button.  Enter all  

requested data.  Fields for hours will accept tenthôs of hours  

(e.g. 79.1 hour) 

Once all the data for a staff person has been entered click 

on ñSaveò. 

 

 

Update or enter a separate record for each staff person performing  

monitoring duties.  When done click on ñContinueò 
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Monitoring Ratios (continued) 

 

Validation Error  

If the Net Yearly Hours spent on CACFP Monitoring do not 

calculate properly, you will receive this validation error message: 

ñNet Yearly Hours Spent on CACFP Monitoring should always be 

equal to "Total Hours Per Year Minus Non CACFP Hours Per 

Year Minus CACFP Non Monitoring Hours Per Year". Please 

verify the hours you entered.ò 

 

 

 

 

 

 

 


