
NEXT STEPS
After the Child and Adult Care Food Program Potential Institution Training

Tips for Completing the CACFP Application
Please be sure that you submit your application materials within 11 months of attending the Potential Institution Training (PIT) ; otherwise you will have to attend another PIT training . Also please be sure you are using the most current Federal Fiscal Year (FFY) materials.  The FFY is October 1 – September 30.  
Summary of the documents you will need to send in for the application:
1. APPLICATION PROCESS CHECKLIST.  This is the first item in your application packet –complete this as you finish each document that is needed to apply for the program.  
a. Make a √ as you complete each section, in the first column which says Institution (use only) at the top of the column.  Make sure to send this checklist in with your application..
b. Make a copy for your file of all papers submitted!

2. AGREEMENT FOR INSTITUTIONS.  This document has 6 pages with each page having copies in different colors.  Please press firmly as you complete them.  You must turn in all 4 copies of the 6 pages.  The gold copy will be returned to you AFTER your application has been approved.
3. ATTACHMENTS (A-E)  Complete each of these, front and the back, if there is information requested on the back.
a. You will see that each Attachment (A-E) is listed separately on the checklist so be sure to check these off as you complete them.  Be sure there is a signature on all pages that have a place for a signature. 

4. ALL REMAINING ITEMS ON THE CHECKLIST  should be included when you send your packet to your regional consultant.  This includes the Center and Institution Applications.  Independent Centers and Sponsoring Organizations will need to submit BOTH Institution and Center Applications.  
a. Independent Center  
1. The institution application will have the words ‘Institution Application’ at the top.
2. You will also need to complete a center application.  This form will have the words ‘Center Application’ at the top.  
b. Sponsoring Organization:  Sponsors will need to submit an institution application and a center application for each center you are sponsoring.  

5.  The Food Service section should be completed ONLY if you are using catered meals.  If you are using catered meals, make sure to include your Food Service Contract along with Attachment A – General Terms and Conditions – Private FSMC and Attachment B – Federal Certifications FSMC, signed and dated by the caterer.



[bookmark: _GoBack]All of the application documents with the exception of Item 2 can be found on the CACFP website: http://www.nutritionnc.com/snp/forms.htm.  
 Once you have all application documents completed, arrange them in the order they are listed on the checklist AND keep a copy for your records.  
Mail the completed application to your Regional Program Consultant for review.  
 The CACFP Regional Consultant list can be found at www.nutritionnc.com.  Click on Special Nutrition Programs, then “SNP staff”.
More information and resources can be found at: http://www.nutritionnc.com/snp/cacfp.htm
What Happens After I Submit an Application?
After all documents are reviewed and approved, you will receive an approval letter in the mail with an agreement number and you are ready to begin participating in CACFP!  
You will also be provided a Technical Assistance onsite visit from one of the CACFP Consultants within 30 days of being approved so you can get started in the right direction and be ready to submit your first claim.
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