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TITLE 210.  STATE DEPARTMENT OF EDUCATION 

CHAPTER 10.  SCHOOL ADMINISTRATION AND INSTRUCTIONAL SERVICES 

SUBCHAPTER 3.  CHILD NUTRITION PROGRAM 

PART 3.  CHILD AND ADULT FOOD CARE PROGRAM (CACFP) 

 

210:10-3-20. Definitions  

     The following words and terms when used in this Part shall have the following meaning, 

unless the context clearly indicates otherwise. 

"Administrative Review" means a program compliance evaluation process using 

forms provided by the State Agency. 

"Agreement" means the written consent of obligations between the State Department 

of Education (SDE) Child Nutrition Programs (CNP) and the Child and Adult Care Food 

Program applicant. 

"Application" means the State Department of Education Child Nutrition Programs' 

established procedure for determining eligibility of institutions, facilities, and Sponsoring 

Organizations in the Child and Adult Care Food Program (CACFP) 

"Approval Visit" means the technical assistance visit used by the State Agency to 

complete the approval process for participation in the CACFP. 

"CACFP" means Child and Adult Care Food Program. 

"CMIA" means Cash Management Improvement Act. 

"CNP" means Child Nutrition Programs. 

"Compliance" means having met the contractual requirements of the CACFP. 

"Component" means a required food group as specified by the USDA. The four food 

components are milk, meat and meat alternates, fruits and vegetables, and bread and bread 

alternates. 

"Coordinator" means an official employee of the SDE that provides consultative, 

technical and managerial assistance to CACFP programs. Coordinators also conduct approval 

visits and administrative reviews of program participants. 

"Corrective Action Plan" means a written plan to address deficiencies and identify 

actions and time frames to be taken for the deficiencies found in an administrative review or 

audit. 

"Cycle Menus" means a set of carefully planned menus that will be rotated according 

to a definite pattern. Cycle menus contain all required food components. 

"DCHs" means Day Care Homes. 

"DHS" means the Oklahoma Department of Human Services. 

"Family Size and Income Application" means the document used to determine the 

eligibility status of an enrolled child. 

"Minimum Meal Patterns" means the required food components and quantities as set 

forth by USDA for the CACFP in 7 CFR 226.20 of CACFP regulations. 

"Multi-sited Institution" means an institution which has more than one child care 

facility. 

"Organization-wide Audit" means an independent audit of all funds received by an 

organization, inclusive of federal, state, local, and private funds. The audit requirement applies to 

CACFP institutions receiving total federal financial assistance that is equal to, or in excess of, 

$100,000 and is designed to satisfy the needs of all funding sources. The audit must include a 



2 
 

random sampling of all federal funds the institution receives and must also be conducted by an 

independent auditor. 

"Per Unit Basis" means individual home basis. 

"Physical Inventory" means a visual counting and recording of all unopened food and 

food-related supplies on hand for use in the CACFP. 

"Point of Service Count" means the point in the food service operation where a 

determination can accurately be made that a reimbursable meal has been served. 

"Program-specific Audit" means a financial and program compliance audit covering 

only one specific program (i.e., CACFP). 

"Quantity" means the amount of any food item served. Quantities are specified by 

USDA in CACFP minimum meal pattern requirements. 

"Review Month" means the most recent month for which a claim for reimbursement 

was submitted, provided that such claim covers at least 10 operating days. The review month is 

examined during an administrative review. 

"Schedule A" means a list of facilities or homes and their addresses under an 

institution's sponsorship. 

"Schedule B" means the minimum meal pattern requirements. 

"SDE" means the Oklahoma State Department of Education. 

"Shift" means an approved time for any approved meal. 

"Significant" means any area of noncompliance which is found to be in violation of 

the ten percent tolerance level of the review period. 

"Umbrella Sponsor" means a multi-sited institution. 

"USDA" means the United States Department of Agriculture. 

 

210:10-3-21. Terms defined in CACFP Regulations  

     Additionally, the following words and terms are defined in CACFP Regulations 7 CFR 226 

and, as used in this part, have those meanings unless the context clearly indicates otherwise. 

(1)    "AFDC Assistance Unit Act" 

(2)    "Administrative Costs" 

(3)    "Adult" 

(4)    "Adult Day Care Center" 

(5)    "Adult Day Care Facility" 

(6)    "Adult Participant" 

(7)    "Advanced Payments" 

(8)    "CACFP Child Care Standards" 

(9)    "Child Care Center" 

(10)    "Child Care Facility" 

(11)    "Children" 

(12)    "Claiming Percentage" 

(13)    "Current Income" 

(14)    "Day Care Home" 

(15)    "Department" 

(16)    "Documentation" 

(17)    "Enrolled Child" 

(18)    "Enrolled Participant" 

(19)    "Family" 
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(20)    "Fiscal Year" 

(21)    "FNS" 

(22)    "FNSRO" 

(23)    "Food Service Equipment Assistance" 

(24)    "Food Service Management Company" 

(25)    "Food Stamp Household" 

(26)    "Free Meal" 

(27)    "Functionally Impaired Adult" 

(28)    "Household" 

(29)    "Income Standards" 

(30)    "Income to the Program" 

(31)    "Independent Center" 

(32)    "Infant Cereal" 

(33)    "Infant Formula" 

(34)    "Institution" 

(35)    "Key Element Reporting System" 

(36)    "Meals" 

(37)    "Medicaid Participant" 

(38)    "Milk" 

(39)    "Nonpricing Program" 

(40)    "Nonprofit Food Service" 

(41)    "Nonresidential" 

(42)    "OIG" 

(43)    "Operating Costs" 

(44)    "Outside-School-Hours Care Center" 

(45)    "Participants" 

(46)    "Personal Property" 

(47)    "Pricing Program" 

(48)    "Program" 

(49)    "Program Payments" 

(50)    "Proprietary Title XIX Center" 

(51)    "Proprietary Title XX Center" 

(52)    "Reduced-price Meal" 

(53)    "Reimbursement" 

(54)    "SSI Participant" 

(55)    "School Year" 

(56)    "Sponsoring Organization" 

(57)    "Start-up Payments" 

(58)    "State" 

(59)    "State Agency" 

(60)    "Title XVI" 

(61)    "Title XIX" 

(62)    "Title XX" 

(63)    "Uniform Federal Assistance Regulations" 

(64)    "Verification" 

(65)    "Yogurt" 
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210:10-3-22. Agreement  

(a)    The State Agency shall require that a meal analysis be conducted to fulfill the review 

regulations for Sponsoring Organizations. 

(b)    The State Agency shall limit meal services to a maximum of two shifts. 

(c)    The State Agency shall require that when an ownership change occurs, the current CACFP 

Agreement becomes null and void. Notification of such occurrence must be reported 

immediately to the State Agency. If the new owner chooses to participate in the CACFP, he/she 

must submit a new application and agreement for participation. 

(d)    The State Agency shall require that in the operation of the Child and Adult Care Food 

Program, the institution designate an authorized representative who may act for the governing 

body/institution in preparing and signing documents, reports and claims for reimbursement 

pertaining to the installation and operation of the Program. Only one authorized representative 

may be designated at any time. The authorized representative accepts responsibility for the 

monthly claim for reimbursement and will receive all correspondence from the State Agency. 

(e)    The State Agency shall require that multi-sited institutions include the following when 

fulfilling their monitoring responsibilities: 

(1)    Each child care and adult care facility must be reviewed at least three times each year 

with not more than six (6) months elapsing between reviews. 

(2)    New child care and adult care facilities must have a review conducted during the first 

six weeks of Program operations. 

(3)    Each outside-school-hours care center must have a review conducted during the first 

four weeks of Program operations. 

(4)    All other outside-school-hours care centers must be reviewed six times each year with 

not more than three months elapsing between reviews. 

(f)    The State Agency shall require that each institution designate a trainer. All CACFP 

personnel must receive training prior to performing Program duties. Documentation must be 

maintained on all training conducted. Documentation must include topics covered, personnel in 

attendance, dates, and locations. 

(g)    The State Agency shall require that public and private nonprofit institutions receiving 

$100,000 or more in total federal funds in the previous fiscal year submit to the State Agency an 

organization-wide audit by September 30 each year for the previous fiscal year. 

(h)    The State Agency shall require that for the purpose of this agreement, Schedule A shall 

refer to the names and addresses of the child care facilities under the institution's administration. 

(i)    The State Agency shall require that for the purpose of this agreement, Schedule B shall refer 

to the minimum meal patterns as set forth in CFR 226.20 and Section 210:10-3-27 of this Part. 

(j)    The State Agency shall require that institutions supply meals without cost to all enrollees at 

the service institution. 

(k)    The State Agency shall require that no Member of or Delegate to Congress, or Resident 

Commissioner shall be admitted to any share or part of the agreement or to any benefit that may 

arise therefrom: But this provision shall not be construed to extend to this agreement if made 

with a corporation for its general benefit. 

 

210:10-3-23. Specification of meal times  

     The State Agency shall require the following time sequence for meals: at least three (3) hours 

between main meals (from beginning time to beginning time), two (2) hours between a main 

meal and a supplement (from beginning time to beginning time). Meals served between the hours 
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of 10 p.m. and 5 a.m. may not be claimed for reimbursement. Suppers must not be served prior 

to 5 p.m. and not after 8 p.m. 

 

210:10-3-24. Cycle menus  

     The State Agency shall require institutions to develop and follow a thirty (30) day cycle menu 

for each main meal and supplement served. 

 

210:10-3-25. Recordkeeping  

(a)    The State Agency shall require daily food production records be maintained as well as daily 

meal counts and menus. These production records must reflect actual quantities served, detailing 

the following: date; total number served; total served by age group, including adults; menu; total 

quantity served for each required component, including crediting information 

(b)    The State Agency shall require that an accurate physical count at the point of service (at the 

time the meal is served) be made of all meals and supplements served to participants. A record of 

meal counts must be posted after each meal service on the meal count worksheet to support 

claims for reimbursement. Dual signatures are required on the meal count worksheet. 

(c)    The State Agency shall require that a physical inventory of CACFP-purchased foods be 

maintained monthly as well as an inventory of USDA-donated foods as required by the 

Department of Human Services. 

(d)    The State Agency shall require CACFP institutions to maintain all records for five (5) years 

following the end of the fiscal year. CACFP records which support claims for reimbursement 

include the following documents (A system equal to or better than forms provided by the State 

Agency may be utilized.) Records which must be maintained include the following: 

(1)    CACFP-1 Institution Application for Participation and Management Plan 

(2)    CACFP-1A Civil Rights Data Collection 

(3)    CACFP-2 Facility Application for Participation 

(4)    CACFP-2A Agreement with School to Furnish Food Service, if applicable 

(5)    CACFP-3 Policy Statement/Public Release 

(6)    CACFP-4 Family-Size and Income Application for Child Care 

(7)    ADC-4 Family-Size and Income Application for Adult Care, if applicable 

(8)    CACFP-4A Household Size and Income Scales for Child Care 

(9)    ADC-4A Household Size and Income Scales for Adult Care, if applicable 

(10)    CACFP-4B Letter to Household for Child Care 

(11)    ADC-4B Letter to Household for Adult Care, if applicable 

(12)    CACFP-5 Electronic Funds Transfer Authorization Form, if applicable 

(13)    CACFP-6 Agreement 

(14)    CACFP-7 Roster 

(15)    CACFP-8 Daily Attendance Records Arrival and Departure, if applicable 

(16)    CACFP-9 Meal Count Worksheet for Child Care 

(17)    ADC-9 Meal Count Worksheet for Adult Care, if applicable 

(18)    CACFP-10 Daily Record of Meals Served, if applicable 

(19)    CACFP-11 Itemized Receipts/Food Purchasing Form 

(20)    CACFP-12 Expenditure Worksheet 

(21)    CACFP-13 Claim for Reimbursement for Child Care 

(22)    ADC-13 Claim for Reimbursement for Adult Care, if applicable 

(23)    CACFP-13A Notification of Title XX/XIX Under 25% 
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(24)    CACFP-13B Report of Facilities Operating Under One Institution 

(25)    CACFP-14 Preapproval Visit Form, if applicable 

(26)    CACFP-14A Monitor Review Form, if applicable 

(27)    CACFP-15 Drop and Add Form, if applicable 

(28)    Attendance Records (must reflect participants and non-participants, including first and 

last name) 

(29)    Menu Planning Book/Production Records 

(30)    Record of Infant Meals and Quantities Served, if applicable 

(31)    Record of Monthly Inventory 

(32)    Canceled Checks (Documentation for CACFP Expenditures) 

(33)    CACFP Notice of Deposit 

(34)    Commodity Allocation Receipt, if applicable 

(35)    Title XX/XIX Documentation, if applicable 

(36)    Copy of Contract for Meals, Contract Meal Delivery Receipts, if applicable 

(37)    CN Labels/Product Analysis Statements of On-Site Preparation, if applicable 

(38)    Blended Rate Worksheet 

(39)    All Correspondence for State Agency 

(e)    The State Agency shall require that all Program records be maintained in a central location 

at the end of the fiscal year. 

(f)    The State Agency shall require that records be maintained and immediately available at all 

times at the location approved on the CACFP Application. 

(g)    The State Agency shall require that the institution have thoroughly itemized receipts (name 

of food item, number of units purchased, unit size, unit cost, total cost, correct date, and place of 

purchase) which is signed by the purchaser, the cash register tape total, and the food purchasing 

form grand total must agree. 

(h)    The State Agency shall require that a properly approved Family-size and Income 

Application must be categorized according to free, reduced, or not eligible, and be dated and 

signed by the approval official. Failure to properly approve this application will result in it being 

classified as "not eligible" (Family-size and Income Applications must be taken each fiscal year 

regardless of previous enrollment). The fiscal year begins October 1 each year and ends 

September 30. 

(i)    The State Agency shall require that a monthly record of participation by free, reduced, or 

not eligible be maintained for each month claiming for reimbursement on the CACFP. The 

CACFP Attendance Roster must reflect which children are included in the institution's 

participation data. 

(j)    The State Agency shall require that when zero income is reported, the approving official 

should issue temporary approval for thirty (30) days. Income update contacts must be made 

every 30 days and documented on the Family-size and Income Application. At the end of 90 

days (after three contacts are made), a new application is required. If the household's income is 

still zero, a new temporary approval should be issued. At this time written documentation must 

be provided by the household explaining how food, clothing, and shelter are provided. If a new 

application and written documentation are not provided by the household, the institution must 

report the child as not eligible. 

(k)    The State Agency shall require that all children receiving care must be included on child 

care center attendance records and are considered to be enrolled in the child care center. Enrolled 
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child means a child whose parents or guardians have submitted to an institution a signed 

document which indicates that the child is enrolled for care and/or instruction. 

(l)    The State Agency shall require that all children participating in at least one meal per month 

must be reported in participation data as free, reduced, or not eligible. For a child to be 

categorized free or reduced, a fiscal year Family-size and Income Application must be properly 

completed and approved and kept on file. 

(m)    The State Agency shall require that documentation to ensure that no meals are claimed 

over the four (4)-meal limit per child be maintained and must reflect arrival and departure times. 

The arrival and departure times must be kept on all children. The Daily Record of Meals Served 

form or equal record system must reflect the meal service participation for each child for each 

day that he/she is in attendance. 

(n)    The State Agency shall require that all meals served to children be reported on the claim for 

reimbursement as either Program meals or nonclaimable meals. Nonclaimable meals are those 

served over capacity, meals that are missing components, contract meals served to children 

enrolled at another center, etc. Income must be reported for nonclaimable children's meals. The 

price charged for each meal must reflect at least the total cost of the meal, including the value of 

commodities (the current value of commodities is the current cash-in-lieu of commodities rate). 

(o)    The State Agency shall require that all meals served to adults be reported on the Claim for 

Reimbursement as Program meals or nonprogram meals. Income from nonprogram adult meals 

must be reported. The price charged for the meal must reflect at least the total cost of the meal, 

including the value of commodities. Program adults are those involved in the preparation, 

service, and/or supervision of the participants during the meal service. Supervision means sitting 

with and eating the same meal served the participants. 

 

210:10-3-26. Commodities  

(a)    The State Agency shall require that institution approvals made after June 1 will be eligible 

only for cash-in-lieu of commodities through the end of the following June 

(b)    The State Agency shall require that institutions file at least one claim per fiscal year quarter 

to receive commodities. If one claim per quarter is not submitted to the State Agency, the 

institution will automatically be placed on the cash-in-lieu of commodities for the duration of the 

fiscal year. 

 

210:10-3-27. Meal pattern requirements  

(a)    The State Agency shall require that one of the following methods be used in determining 

the credibility of breads/bread alternates when reviewing recipes: 

(1)    Calculating the weight of each ingredient separately when determining the primary 

ingredient by weight (this will be treating the recipe exactly the same as a purchased product-

-neither grains nor sugars would be added together in the calculations); or 

(2)    Calculating the weight of like ingredients to be added together when determining the 

primary ingredients by weight. 

(b)    The State Agency shall require that whole grain or enriched meal or flour be the 

predominant ingredient by weight as specified on the label or recipe for all bread/bread alternate 

products. Whole grains are: barley, wheat, oats, corn, and rice. If the flour or meal used is not 

whole grain or enriched, it must list the following four nutrients: iron, thiamine, riboflavin, and 

niacin. 



8 
 

(c)    The State Agency shall require one (1)-ounce serving of meat/meat alternate be served at 

least once a week for Breakfast. This is in addition to the three (3) components required at every 

reimbursable breakfast served. 

(d)    The State Agency shall require that the quantity charts will be used to determine amounts 

of food needed for the CACFP. These charts are developed using the USDA Food Buying Guide. 

Therefore, the Food Buying Guide will be the resource material used when evaluating a 

Program's compliance with meal pattern requirements. 

 

210:10-3-28. Unrecovered funds  

     If an institution terminates the CACFP and owes the State Agency funds due to an overclaim, 

the institution must submit a payment schedule immediately to repay the debt. The State Agency 

shall approve a payment schedule of at least one-half (½) of an average month's reimbursement 

for the fiscal year in which the assessment was made. 

 

210:10-3-29. Administrative review  

(a)    The State Agency shall require that the State Department of Education Child Nutrition 

Programs use the administrative review instrument to assess compliance with USDA Regulations 

and Oklahoma SDE/CNP Codified Policies. 

(b)    The State Agency shall require that a corrective action plan be submitted within 15 days 

from the date of date administrative review letter notifying the institution of the review findings 

when areas of noncompliance are plan during the administrative review process. The corrective 

action plan is required to address deficiencies and identify the actions and timeframes to be taken 

for the deficiencies found. 

(c)    The State Agency shall require that money owed to the State Agency as a result of an 

administrative review or audit be reclaimed by deducting one-half (½) of future reimbursement 

claims until total amount is collected. 

(d)    The State Agency shall require that when conducting administrative reviews, component 

and quantity issues be addressed as follows: 

(1)    Components: The reviewer will examine menus, food production records, receipts, 

inventory records, and any other support documents needed to evaluate meal components. 

Meals missing components during the current fiscal year will be disallowed and funds 

reclaimed. 

(2)    Quantities: The reviewer will evaluate the food production records for the review month 

to determine if adequate quantities to meet minimum meal patterns were served. Any of these 

meals with inadequate quantities will be disallowed and funds reclaimed for the review 

month. Inventory records, receipts, and any other support documents may be used to 

substantiate quantities and meals claimed. 

(e)    The State Agency shall require that for the purpose of the administrative review, the 

following terms shall mean: 

(1)    Review Month: for administrative reviews, shall cover the most recent month for which 

a claim for reimbursement was submitted, provided that such claim for reimbursement covers 

at least ten (10) operating days. 

(2)    Significant: any area of noncompliance which is found to be in violation of ten percent 

(10%) tolerance level of the review period. 

(f)    The State Agency shall require that administrative review follow-up procedures be as 

follows: When a corrective action plan is not sufficient to close an administrative review, a 



9 
 

follow-up visit will be scheduled using the administrative review follow-up action form. The 

reviewer will assess whether areas of noncompliance were corrected within sixty (60) calendar 

days of the administrative review. The reviewer will use the administrative review follow-up 

form to document the findings. If the review can be closed due to all areas of noncompliance 

being corrected, the appropriate reports indicating such will be sent to the State Agency by the 

reviewer. If areas of noncompliance still exist, a second follow-up will be scheduled using the 

administrative review follow-up action form. If at this first follow-up the institution is considered 

seriously deficient, the administrative review follow-up form must indicate so and then 

termination procedures are to be followed. 

 

210:10-3-30. Day care homes; sponsoring organizations for day care homes (DCH) 

agreement  
(a)    The State Agency shall retain the authority to determine the limits of a reasonable budget, 

depending upon the size of the Program, duties, and economic conditions of the locale. 

Adjustments, revisions, or justification shall be on file before approval of the budget. 

(1)    If the budgeted administrative costs exceed the allowable amounts calculated under 

Section 226.12 (a) of USDA Regulations (number of participating homes multiplied by the 

applicable reimbursement rates plus ten percent [10%] growth allowance) the State Agency 

shall have the Sponsoring Organization submit: 

(A)    documentation providing the source and amount of income to support the 

additional expenses; or 

(B)    a revised administrative budget reflecting reduced costs; or 

(C)    a statement explaining how the excess administrative costs will be handled. 

(2)    An initial cap not to exceed fifty (50) homes shall be placed on the number of day care 

homes to be approved for new Sponsoring Organizations. The State Agency shall approve 

additional homes only if the Sponsoring Organization provides a plan for expansion and, 

upon the first administrative review conducted within ninety (90) days of approval, evidence 

of administrative financial capability is demonstrated. 

(3)    A cap shall be placed on the number of DCHs for Sponsoring Organizations already 

participating in the CACFP if the staffing pattern and management plan do not reflect 

sufficient administrative capability to administer more. Additional homes shall be approved 

commensurate with the organization's capabilities. 

(4)    The budget shall be viewed as a planning document. Amendments shall become an 

integral component in the budget process and, as such, any budget increase shall be justified 

in writing before approval by the State Agency and shall not be approved retroactively. 

(b)    The State Agency shall place a cap on the number of DCHs to participate with a sponsor if 

deficiencies in administrative or financial capabilities are noted during a review or audit due to 

an excessive number of homes. The State Agency shall identify the number of DCHs the 

Sponsoring Organization can effectively administer and immediately notify the sponsor that it 

has ten (10) days in which to submit to the State Agency a plan to reduce the homes to the 

approved cap. 

(1)    A Sponsoring Organization that has been identified as being deficient due to audit or 

review findings shall be notified immediately that no additional homes shall be approved 

until such time as an acceptable plan is submitted to correct the deficiencies. 

(2)    When serious deficiencies such as fraud or misuse of funds result and corrective action 

would not be practical, immediate termination of the Sponsoring Organization's agreement 
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with CACFP shall be accomplished in accordance with uniform Federal Assistance 

Regulations as referenced in Section 226.25 (a) of USDA CACFP regulations. 

(c)    The State Agency shall not make payments for meals or administration of any DCH 

approved unless the home has participated at least ten (10) days in the first month of 

participation. 

(d)    The State Agency shall not allow sponsors to approve applications for DCH providers for 

more than five (5) days per week unless the State Agency is furnished with justification for 

additional days and grants prior approval. 

(e)    The State Agency shall not allow sponsors to approve meal services between the hours of 

10 p.m. and 5 a.m. 

(f)    The State Agency shall disallow payment(s) to Sponsoring Organizations submitting 

amended claims. The State Agency shall withhold payments until the Sponsoring Organization 

demonstrates that it has established procedures to produce a final claim on time each month. The 

State Agency must ensure that no future adjustments in claims are paid outside the claiming 

timeframe except in those instances when justified by on-site State Agency review or 

independent audit. 

(g)    The State Agency shall require that the Sponsoring Organization represents and warrants 

that: 

(1)    All Program records will be immediately available, upon request, by state and/or federal 

personnel. 

(2)    It will not pay personnel on a "per unit" basis either for recruitment or ongoing 

monitoring activities. The State Agency may grant an exception to this provision where 

warranted by special circumstances. 

(3)    Any changes on provider applications must be received in the State Office by the first 

of each month to be considered for payment for the previous month. This includes additions, 

deletions, and licensing verification. Sponsors need to ensure that all applications are 

complete and correct. 

(4)    All children with enrollment data will have the opportunity to participate in the Child 

and Adult Care Food Program. Day care home sponsors must have current, properly 

completed, and approved Family-size and Income Applications on file for any providers who 

claim their own children's meals. Provider's own children may receive CACFP meal benefits 

if the provider's household qualifies for free or reduced price meals and at least one 

nonresidential child, enrolled and receiving care in the provider's home, is in attendance and 

participating in the meal service. Households that receive food stamps or "Aid to Families 

With Dependent Children" (AFDC) or "Food Distribution Program on Indian Reservations" 

(FDPIR) benefits must contain the children's names, the food stamp or AFDC or FDPIR case 

number for each child, and the signature of an adult household member. Application for all 

other households must contain: children's names; names of all household members; the 

amount of income each person received last month and where it came from, which is to be 

totaled by the institution; and the signature of an adult household member and that adult's 

social security number or the word "none" if the adult does not have a social security number. 

A properly approved Family-size and Income Application must be dated and signed by the 

approving official. 

(h)    The State Agency shall require that a Sponsoring Organization cannot use funds received 

for provider's payments for administrative expenses. Funds disbursed to Sponsoring 

Organizations for payments to providers must be received and the checks cashed by providers, or 
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the funds must be returned to the State Agency. Reasons for the Sponsoring Organization 

returning provider reimbursement to the State Agency include, but are not limited to: 

(1)    Provider moved; unable to locate. 

(2)    Provider check not cashed by expiration date (imposed by Sponsoring Organization). 

(3)    Unearned provider payment discovered after claim submitted. 

(4)    Ineligible payment due to audit/review. 

(i)    The State Agency shall require that CACFP funds recovered from provider payments or 

CACFP funds not disbursed to providers will be returned to the State Agency. 

(j)    The State Agency shall require that individuals actively engaged in the day-to-day 

operations of any Sponsoring Organization, either full-or part-time, cannot participate in the 

CACFP as a DCH provider. 

(k)    The State Agency shall require that any provider knowingly terminated for cause by 

another Sponsoring Organization will not be approved to participate under any sponsorship for a 

five (5) -year period. 

(1)    The State Agency shall require that a meal analysis must be conducted to be counted as 

a review. One (1) of these reviews must be conducted on Saturday or Sunday for each home 

approved to operate more than five (5) days per week. 

(m)    The State Agency shall require that no DCH provider shall be allowed to care for another 

provider's own children. 

(n)    The State Agency shall require that three hours shall elapse between the beginning of one 

main meal service and the beginning of the next main meal service. At least two hours shall 

elapse between the beginning of a main meal and the beginning of a supplement. Suppers shall 

not be served prior to 5 p.m. or after 8 p.m. 

(o)    The State Agency shall require that pre-planned/printed menus shall not be used by 

providers to record the meal components served to children in their care and each Sponsoring 

Organization shall ensure that meal components are manually recorded by the provider on a 

meal-by-meal basis daily. 

(p)    The State Agency shall require that all records will be maintained for five (5) years 

following the end of the fiscal year and/or until any pending audit is resolved. 

(q)    The State Agency shall require that no Member of or Delegate to Congress, or Resident 

Commissioner, shall be admitted to any share or part of the Agreement or to any benefit that may 

arise therefrom; but this provision shall not be construed to extend to this Agreement if made 

with a corporation for its general benefit. 

(r)    The State Agency shall require that for the purpose of this Agreement, the term provider's 

own children shall mean: Natural children, adopted children, children by legal guardianship, 

and/or all residential children in the household who are part of the economic unit of the family. A 

family is defined as a group of related or unrelated individuals who are not residents of an 

institution or boarding house but who are living as one economic unit. An economic unit is a 

group of related or unrelated people who share housing and/or all significant income and 

expenses. A foster child in residence with a provider is not considered in the definition of 

provider's own children. 

(s)    The State Agency shall require that this Agreement shall be effective with respect to meals 

served during the period commencing on the date of approval of the Agreement and ending the 

following September 30, unless terminated earlier as herein provided. The State Agency may 

approve the Fiscal Year Agreement by notice in writing given to the Sponsoring Organization, 

for such period as funds are available for carrying out the Program. (This Agreement may be 
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terminated upon ten (10) days written notice on the part of either party hereto, and the State 

Agency may terminate this agreement after receipt of evidence that the terms and conditions of 

this Agreement and the regulations governing the Program have not been fully complied with by 

the Sponsoring Organization. Any termination of this Agreement by the State Agency shall be in 

accordance with applicable laws and regulations. No termination or expiration of this 

Agreement, however, shall affect the obligation of the Sponsoring Organization to maintain and 

retain records and to make such records available.) 

(t)    The State Agency shall require that the terms of this Agreement shall not be modified or 

changed in any way other than by the consent in writing of both parties hereto. 

(u)    The State Agency shall require that the reporting and/or recordkeeping requirements 

contained herein have been approved by the Bureau of Budget in accordance with Federal 

Reports Act of 1942. 

(v)    The State Agency shall require that in order to qualify for reimbursement under this 

Agreement in conducting the food service in the day care homes listed in Schedule A, providers 

will: 

(1)    Participate with the Sponsoring Organization for at least one (1) year. If home does not 

complete year's participation, approval to participate with another Sponsoring Organization 

will not be made until the following fiscal year. 

(2)    Attend a Sponsoring Organization CACFP in-service training session annually. 

(3)    Develop a 30-day menu cycle for each main meal and supplement served 

(4)    Prepare meals on the basis of current participation trends with the objective of 

providing only one meal per child at each meal service. 

(5)    Submit no claim for reimbursement for more than two meals and one supplement or one 

meal and two supplements per child daily. 

(6)    Provide documentation to ensure that no meals are claimed over the three (3)-meal limit 

per child daily. Documentation must be maintained and must reflect arrival and departure 

times. The record system must reflect the meal service participation for each child for each 

day that he/she is in attendance. 

(7)    Not forbid the availability of the Program as disciplinary action. Meals cannot be used 

as a reward or as a punishment. 

(w)    The State Agency shall require that day care home providers maintain full and accurate 

records of the Program, including those set forth in this Agreement and retain such records for a 

period of five (5) years after the end of the fiscal year to which they pertain and/or until any 

pending audit is resolved. 

(x)    The State Agency shall require that, upon request, day care home sponsors and providers 

make all accounts and/or records pertaining to the Program immediately available to the State 

Agency and/or the USDA for audit or administrative review. 

(y)    The State Agency shall require that public and private nonprofit institutions receiving 

$100,000 or more total federal funds in the previous fiscal year submit an organization-wide 

audit by September 30 each year for the previous fiscal year. 

(z)    The State Agency shall require that the Sponsoring Organization keep full and accurate 

records respecting its food service to serve as a basis for the claim for reimbursement and for 

audit and review purposes. Those Sponsoring Organizations approved for participation in the 

Child and Adult Care Food Program must maintain separate records for each day care home. The 

records to be maintained and available at all times at the location approved on the CACFP 

application include, but are not limited to, the following: 
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(1)    Sponsor Recordkeeping requirements include: 

(A)    DCH - 1 Sponsor Application 

(B)    DCH - 1A Sponsor Civil Rights 

(C)    DCH - 1B Sponsor Policy Statement 

(D)    DCH - 1C Sponsor Agreement With SDE 

(E)    DCH - 1D Sponsor Electronic Funds Transfer 

(F)    DCH - 1E Basic Responsibilities Outline 

(G)    DCH - 1F Civil Rights Complaint Filing Procedure 

(H)    DCH - 2 Provider Facility Application 

(I)    DCH - 2A Provider Family Size and Income Application 

(J)    DCH - 2B Provider Income Scale 

(K)    DCH - 2C Letter to Provider 

(L)    DCH - 2D Provider Agreement With Sponsor 

(M)    DCH - 3 Notification of Meal Changes 

(N)    DCH - 4 Providers Eligible to Claim Their Own Children's Meals 

(O)    DCH - 5 Training Schedule 

(P)    DCH - 6 Review Schedule 

(Q)    DCH - 6A Pre-approval Visit Form 

(R)    DCH - 6B Monitor Review Form 

(S)    DCH - 7 Enrollment Data 

(T)    DCH - 8 Daily Arrival and Departure Record 

(U)    DCH - 8A Daily Record of Meals Served 

(V)    DCH - 8B Weekly Meals Served 

(W)    DCH - 8C Infant Meals Served 

(X)    DCH - 9 Expenditure Worksheet 

(Y)    DCH - 10 CACFP Payment Voucher 

(Z)    DCH - 11 CACFP Disbursement Register 

(AA)    DCH - 12 Claim for Reimbursement 

(BB)    DCH - 12A Claim Attachment 

(CC)    30-day Cycle Menu for Each Provider for Each Meal Service Approved 

(2)    Provider Recordkeeping requirements are: 

(A)    DCH - 7 Enrollment Data 

(B)    DCH - 8 Daily Arrival and Departure Record (Attendance Records) 

(C)    DCH - 8A Daily Record of Meals Served (Meal Count by Type) 

(D)    DCH - 8B Weekly Meals Served (Recorded Daily on a Meal-by-Meal Basis) 

(E)    DCH - 8C Infant Meals Served, if applicable 

(F)    30-day Cycle Menu for Each Main Meal and Supplement Served 

(aa)    The State Agency shall require that for the purpose of this Agreement, Schedule A shall 

refer to the names and addresses of day care home providers under the Sponsoring 

Organization's administration. 

(bb)    The State Agency shall require that for the purpose of this Agreement, Schedule B shall 

refer to the minimum meal patterns as set forth in CFR 226.20 and OAC 210:10-3-27. 

(cc)    The State Agency shall require the basic responsibilities as outlined for umbrella sponsors 

of family day care homes Child Nutrition Programs. Sponsor responsibilities include: 

(1)    Prior to beginning of operation, sponsors shall: 

(A)    Complete and submit in duplicate application packet for approval. 
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(B)    Submit copies of Recordkeeping forms for approval. 

(C)    Submit copies of all materials used for outreach purposes and any instructional 

material(s) left with providers. 

(2)    After beginning operation, sponsors shall: 

(A)    Maintain itemized receipts and invoices, as well as payroll records, to support 

administrative costs incurred and reported on monthly claims for reimbursement. These 

costs are incurred for administering the food service program. These records must be 

immediately available for review or audit. 

(B)    Monitor all homes. One of the three reviews must be conducted on Saturday or 

Sunday for each home approved to operate more than five days per week. Six reviews are 

required if a provider has been terminated by another Sponsoring Organization. 

(3)    Monitoring responsibilities which shall include as a minimum: 

(A)    Menu analysis; 

(B)    Meal analysis; 

(C)    Record analysis; 

(D)    At-home assistance for nutrition education, meal preparation, sanitation, 

recordkeeping, etc. 

(4)    Conducting annual in-service workshops (individual training in the home does not 

constitute a workshop). Sponsors shall maintain documentation on training session date(s) 

and location(s), as well as topics presented and names of participants. 

(A)    Annual inservice workshops shall include as a minimum: 

(i)    Training in nutrition and meal pattern requirements; 

(ii)    Training in food preparation and sanitation; 

(iii)    Training in better management procedures; and 

(iv)    Training in recordkeeping requirements. 

(B)    Annual inservice workshop training shall be conducted by Sponsoring 

Organization. 

(dd)    The State Agency shall require that in the agreement between Sponsoring Organization 

and day care home, in accordance with CACFP regulations, the Sponsoring Organization agrees 

to: 

(1)    Provide CACFP recordkeeping forms to providers; 

(2)    Limit each meal service to a maximum of two shifts; and 

(3)    Keep all CACFP records on a daily and meal-by-meal basis. 

 

210:10-3-31. Day care homes; administrative review  

(a)    The State Agency shall require that the State Department of Education Child Nutrition 

Programs Section will use the administrative review instrument to assess compliance with USDA 

Regulations and Oklahoma SDE/CNP Codified Policies. 

(b)    The State Agency shall require that money owed to the State Agency as a result of an 

administrative review or audit will be forwarded to the State Agency by the sponsor within the 

timeframe set by the State Agency. 

(c)    The State Agency shall require that when conducting administrative reviews, the reviewer 

will evaluate the cycle menus, weekly meals served form, and any other support documents for 

the review month to determine if adequate components were served to meet minimum meal 

pattern requirements. Any of these meals with inadequate components will be disallowed and 

funds reclaimed for the review month. 
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(d)    The State Agency shall require that a corrective action plan be submitted within fifteen (15) 

days from the date of the administrative review letter notifying the institution of the review 

findings when areas of noncompliance are found during the administrative review process. The 

corrective action plan is required to address deficiencies and identify the actions and timeframes 

to be taken for the deficiencies found. 

(e)    The State Agency shall require that for the purpose of the administrative review, the 

following terms shall mean: 

(1)    Review month: for administrative reviews, shall cover the most recent month for which 

a claim for reimbursement was submitted, provided that such claim for reimbursement covers 

at least ten (10) operating days. 

(2)    Significant: any area of noncompliance which is found to be in violation of 10 percent 

tolerance level for the review period. 

(f)    The State Agency shall require that the administrative review follow-up procedures be as 

follows. When a corrective action plan is not sufficient to close an administrative review, a 

follow-up visit will be scheduled using the administrative review follow-up action form. The 

reviewer will assess whether areas of noncompliance were corrected within sixty (60) calendar 

days of the administrative review. The reviewer will use the administrative review follow-up 

form to document the findings. If the review can be closed due to all areas of noncompliance 

being corrected, the appropriate reports indicating such will be sent to the State Agency by the 

reviewer. If areas of noncompliance still exist, a second follow-up will be scheduled using the 

administrative review follow-up action form. If at this first follow-up the institution is considered 

seriously deficient, the administrative review follow-up form must indicate so and then 

termination procedures are to be followed. 

 

210:10-3-32. Day care homes; meal pattern requirements  

(a)    The state shall require that one of the following methods be used in determining the 

credibility of bread/bread alternates when reviewing recipes: 

(1)    Calculating the weight of each ingredient separately when determining the primary 

ingredient by weight (this will be treating the recipe exactly the same as a purchased product-

-neither grains nor sugars would be added together in the calculations); or 

(2)    Calculating the weight of like ingredients to be added together when determining the 

primary ingredients by weight. 

(b)    The State Agency shall require that whole grain or enriched meal or flour must be the 

predominant ingredient by weight as specified on the label or recipe for all bread/bread alternate 

products. Whole grains are: barley, wheat, oats, corn, and rice. If the flour or meal used is not 

whole grain or enriched, it must list the following four nutrients: iron, thiamine, riboflavin, and 

niacin. 

(c)    The State Agency shall require that the quantity charts will be used to determine amounts of 

food needed for the CACFP. These charts are developed using the USDA Food Buying Guide. 

Therefore, the Food Buying Guide will be the resource material used when evaluating a 

Program's compliance with meal pattern requirements. 

 

210:10-3-33. Day care homes; unrecovered funds  

     The State Agency shall require that if an institution terminates the CACFP and owes the State 

Agency funds due to an overclaim, the institution must submit a payment schedule immediately 
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to repay the debt. The State Agency shall approve a payment schedule of a minimum of one-half 

(½) of an average month's reimbursement for the fiscal year in which the assessment was made. 

 

210:10-3-34. CACFP procedures for conducting audits of CACFP participants  

(a)    All required audits for participants of the CACFP are contracted for with a certified public 

accounting firm. The firm must have a permit to practice in the State of Oklahoma, be on the 

State Accounting Board's list of approved government auditors, and meet the requirements of 

GOVERNMENT AUDITING STANDARDS. After the application process for the new fiscal 

year is completed, the accounting firm is notified as to which entities require audit coverage in 

accordance with USDA Regulations 226.8 and OMB Circulars A-128 or A-133, as applicable. 

(1)    Program Specific Audits are conducted on the following institutions: 

(A)    Proprietary Title XX/XIX Institutions receiving $25,000 or more in total CACFP 

funds in the previous fiscal year. This information is taken from actual monies received 

from claims filed with the SDE. 

(B)    Private Nonprofit Institutions or Public Government Institutions receiving between 

$25,000 and $100,000 in total federal funds in the previous fiscal year. This information 

is taken from the new fiscal year application. 

(C)    Entities determined by the SDE as needing Program Specific Audits. The decision 

to add institutions at SDE's discretion will be based on the recommendations of the area 

consultant or the auditing firm. 

(2)    Organization Wide Audits are required to be submitted to the SDE by the following 

Institutions: 

(A)    Private Nonprofit Institutions receiving $100,000 or more in total federal funds in 

the previous fiscal year. This information is taken from the new fiscal year application. 

(B)    Public Government Institutions receiving $100,000 or more in total federal funds in 

the previous fiscal year. This information is taken from the new fiscal year application. 

(b)    After notification by the SDE of the entities requiring a Program Specific Audit, the 

accounting firm schedules the audits and sends the SDE a schedule of audit dates. The SDE 

notifies each institution by letter of the date and time of the audit and what information needs to 

be made available by the institution to the auditor. When the audit is complete, the accounting 

firm sends three copies of the audit report and accompanying supplementary schedules to the 

SDE. The report is verified by the SDE and, if necessary, a claim adjustment is made. The 

audited institution is notified by letter of the audit results and provided a copy of the audit report. 

Closure procedures are as follows: 

(1)    Over/under claims of less than $100 with no material internal control weaknesses: The 

audit is closed by the SDE. No fiscal action is required, therefore Appeal Procedures are not 

enclosed. 

(2)    Over/under claims of less than $100 with material internal control weaknesses: No 

fiscal action is requested, therefore Appeal Procedures are not enclosed. Corrective Action 

Plan (CAP) by the Institution is requested within 30 days from the date the letter was sent 

from the SDE. The CAP is then forwarded to the area consultant for approval. The consultant 

determines if the audit can be closed by the CAP or if a follow-up visit is necessary. If the 

Institution fails to submit a CAP, then the consultant must conduct a follow-up visit. The 

audit is closed either by the consultant submitting a report approving the CAP or by the 

consultant submitting a follow up visit report. 
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(3)    Over/under claims of more than $100: Fiscal action is required, therefore the Appeal 

Procedures are enclosed for Institutions that do not concur with the findings. If an appeal of 

the findings is not requested, then it is assumed that the Institution concurs with the findings. 

A Corrective Action Plan (CAP) by the Institution is requested within thirty (30) days from 

the date the letter was sent from the SDE. The CAP is then forwarded to the area consultant 

for approval. The consultant determines if the audit can be closed by the CAP or if a follow-

up visit is necessary. If the institution fails to submit a CAP, then the consultant must conduct 

a follow-up visit. The audit is closed either by the consultant submitting a report approving 

the CAP or by the consultant submitting a follow-up visit report. 

(c)    For institutions requiring submission of an Organization Wide Audit, the SDE contacts 

each one by letter. The letter states that the audit for the previous fiscal year must be forwarded 

to the SDE no later than September 30 of the current fiscal year. 

(1)    Once an audit is received by the SDE, it is forwarded to the auditing firm for a desk 

review to determine the following: 

(A)    Whether the audit was performed in accordance with generally accepted auditing 

standards, GOVERNMENT AUDITING STANDARDS and OMB Circular A-128 or A-

133, as applicable; 

(B)    That Child and Adult Care Food Program funds disbursed by the Department of 

Education Child Nutrition Program to the institution were included within the scope of 

the organization-wide audit; 

(C)    The impact of any reportable conditions or instances of noncompliance identified in 

the organization-wide audit on the Child and Adult Care Food program. 

(2)    Upon completion of the desk review, the accounting firm returns the organization wide 

audit report to the SDE along with the accounting firm's opinion concerning the adequacy of 

the audit report and a recommendation as to whether additional quality control procedures 

should he taken. The SDE contacts the institution by letter stating the audit results of the desk 

review and what, if any, further quality control procedures are needed. Closure procedures 

are as follows: 

(A)    Compliance: 

(i)    When the desk review reflects that the organization wide audit is in compliance, 

the audit is closed by a letter from the SDE. 

(ii)    No fiscal action is required, therefore Appeal Procedures are not enclosed. 

(B)    Noncompliance: 

(i)    When the audit report reflects noncompliance, the Institution is notified by the 

SDE in writing as to why the audit is unacceptable. The Institution must submit 

another audit or addendums to the audit that would render the audit is made in 

compliance. Until the audit is acceptable, the SDE will withhold future 

reimbursements from the Institution until the audit is made in compliance. The 

institution will be given the right to appeal the claims withheld 

(ii)    If the Organization Wide Audit contains discrepancies, the certified public 

accounting firm under contract with SDE shall have the option of conducting a work 

paper review. Results will be forwarded to the SDE who will then notify the 

institution of the findings. 

(iii)    No fiscal action is required, therefore Appeal Procedures are not enclosed. 

(C)    Institutions not submitting audit by deadline: For audits not received by September 

30 of the current fiscal year (auditing the previous fiscal year) the Institution's application 
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to participate in the new fiscal year (beginning October 1) will not be approved. USDA 

Regulation Section 226.11 (a) states that the SDE "may make payment for meals served 

in accordance with provisions of the CACFP in the calendar month preceding the 

calendar month in which the agreement is executed." Therefore, as long as the audit of an 

institution is received by SDE by November 30, then the Application can be approved to 

claim for the month of October. If the audit is not received by November 30, then the 

institution will lose its reimbursement for at least October (due to the fact that the 

Institution would not have an approved application on file for the new fiscal year), and 

any subsequent months following until the audit is received. Once an audit is received, 

the application is approved and a letter is sent to the Institution stating when its 

application became effective. If reimbursement was not paid due to the application not 

being approved, the Institution will be given the right to appeal the claims not being paid. 

 

210:10-3-35. CACFP claims processing procedures  

     In order for a child/adult care facility to be eligible for reimbursement for meals served and 

administrative costs incurred, the facility must be licensed by the Department of Human 

Services, with a copy of the license, or documentation that a license is being issued, on file in the 

Child Nutrition Programs Section. Child and adult care centers that operate in public schools 

who meet state requirements and centers that operate in federal facilities, such as Tinker Air 

Force Base, who are licensed by the federal government, are not required to have a license on 

file. Each facility is required to have an approved Application and a signed contract with the 

Department of Education. In the approved Application, the facility must state whether it is 

public, private nonprofit, or proprietary Title XX or XIX with the appropriate documentation 

attached. Once an Application is completed within the office, an approval visit of new 

institutions is conducted by the CNP area consultant.. The consultant then notifies the office as to 

when the Institution may begin participating. When all necessary requirements for approval are 

met, the Secretary adds the Institution to the CACFP data base for the fiscal year in which the 

Institution has been approved. After the Secretary does this, she/he gives the application to the 

Claims Processor Supervisor. This person inputs all the information into the computer data base 

that is necessary to process claims. This includes the effective date of license, licensed capacity, 

Title XX/XIX information, approved categories of cost, approved types of meals, number of 

days approved for operation, etc. The Application is then filed with all other approved 

Applications for that particular fiscal year. The information in the computer is then transferred to 

a hard copy of an office card. This is done so that if information is needed on a particular 

Institution, the claims processor can pull the card rather than switching computer programs in the 

middle of claims processing. The cards are filed at the claims processor's desk. The Child 

Nutrition Programs receptionist opens the mail, stamps the claim with the date it arrived, and 

directs it to the claims processor who attaches the office card to the claim. As the claim is 

processed, any information entered into the computer is also written on the card. The card 

remains with the claim throughout the processing of the claim. Payments, adjustments, and year-

to-date cost totals are posted to the card for each month that claims are written on the back of the 

card. Percentage factors for the number of free, reduced, and not eligible meals, and supplements 

are noted monthly on the cards. Institutions are reimbursed based on the number of meals served 

times a blended rate or cost, whichever is less. After claims processors audit the claims, the 

Claims Processor Supervisor batches the claims in bundles and gives them to the Administrative 

Assistant. This person completes a journal voucher sheet for each batch of claims and enters the 



19 
 

total amount of the batch into a log book and assigns the next sequential claim number and 

journal entry number to the journal entry voucher sheet. The Administrative Assistant then gives 

the batch back to the Claims Processor Supervisor for her/him to build a magnetic file. The 

magnetic file is then received by the Financial Manager, via computer. The financial manager 

then transfers the file to Data Services where a magnetic tape is generated. This is considered 

Day "1" under the Cash Management Improvement Act (CMIA). From this point, the CMIA 

CNP timeline is in effect: 

(1)    Day 1: By 1 p.m. the Payment File must have been uploaded to the Tandem in Data 

Services. Data will run computer programs which will format CN Payment File, assign 

warrant numbers, and a warrant effective date for three (3) days in advance, and create a 

payment disbursement file for the Treasurer and Journal Record File for the Office of State 

Finance (OSF). Data Services will give summary report to Child Nutrition to use to draw 

federal funds and complete the deposit form. If done after 1 p.m., Day 1 will be the next day. 

At 1 p.m. the File of Payment Disbursements must be received by the Treasurer's Office. 

Child Nutrition draws federal funds for deposit in Treasurer's bank account. Deposit form is 

sent to Treasurer. Journal Record File and form are sent to OSF. After 1 p.m. the Treasurer's 

Office processes disbursement file and prepares electronic funds transfer (EFT) records. 

(2)    Day 2: Treasurer sends EFT record to State Treasurer-designated bank, which will 

warehouse the EFT until effective date (Day 3). Data runs "Notices of Payment" on Tandem. 

If any paper warrants are issued, the Treasury sends them to the State Agency. Child 

Nutrition picks up payment notices and mails them to the payees. 

(3)    Day 3: The federal fund deposit into Treasurer's account is effective. The State 

Treasurer-designated bank sends EFT to payees' banks. 

 

210:10-3-36. CACFP approval procedures  

(a)    An Application and Agreement to participate in the CACFP is received from the Institution 

by the State Agency. The State Agency date stamps the Application in the box in the upper right 

corner of the Application and logs it in. 

(b)    Within fifteen (15) days from receipt of the Application, the State Agency will review it. A 

checklist will be completed on the Application, outlining what items are complete or incomplete. 

Depending on what information is submitted on the Application, the State Agency may contact 

the Institution for further details. This could be done by telephone or by returning the 

Application to the Institution for more information. If the Application is returned to the 

Institution, the steps above are repeated until the State Agency determines that the Application is 

complete. 

(c)    When the Application is found to be complete, a memo is sent to the area coordinator for 

that Institution. The memo instructs the coordinator as to the date the Institution had a completed 

Application on file. The coordinator is then given a thirty (30)-day timeframe from the point the 

Application was completed to conduct an approval visit. The coordinator is also mailed the 

Institution's recordkeeping forms and a copy of the Institution's Application and Facility 

Application. 

(d)    The coordinator then conducts an approval visit and instructs the Institution on the 

requirements of the CACFP. All forms and requirements are discussed. The coordinator then 

approves the Institution to begin participating that day; or if the coordinator finds that all the 

required records are being kept, she/he may date the approval as far back as to the beginning of 

the previous month in which the Application was completed. 
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(e)    After the approval date has been determined, the coordinator completes an Approval Visit 

Form, which is signed by a representative of the Institution indicating that the Institution 

understands the CACFP and will begin claiming meals for reimbursement on the specified date. 

A copy of the Approval Visit Form is left with the Institution. The form is then submitted to the 

State Agency by the coordinator. 

(f)    When the State Agency receives the Approval Visit Form from the coordinator, a file is set 

up, the Institution is assigned an Agreement Number, it is then logged and added to the 

Agreement Book. The coordinator is mailed an agreement page for her/his territory. A copy of 

the Institution's approved Application is returned to the Institution. 

(g)    For Institutions approved as Proprietary Title XX/XIX the Application must be denied for 

approval when documentation is not provided to verify that the Title XX/XIX facility received 

compensation under Title XX/XIX for at least twenty-five percent (25%) of its enrolled 

participants or twenty-five percent (25%) of its licensed capacity. This information is taken from 

only the month previous to when the Application was received in the State Agency. In a case 

such as this, the coordinator would deny the Application effective the Approval Visit date. The 

coordinator would then submit the report to the State Agency which in turn would notify the 

Institution by letter, including the right to appeal the decision. The Institution must reapply if 

they wish to participate in the CACFP. 

(h)    For any Application that is denied, the Institution will be given the right to appeal. The 

appeal procedures will be enclosed with a letter from the State Agency outlining the reasons the 

Application was denied. This letter will be sent to the Institution return receipt requested. 

 

210:10-3-37. CACFP appeal procedures  

(a)    An Institution will be notified in writing by certified mail, return receipt requested, of the 

grounds upon which the State Department of Education (SDE) based its action. The notice will 

inform the Institution of its right to appeal. Two types of appeals are authorized: 

(1)    The Institution may request a review of the records. Upon receipt of such a request, the 

SDE will appoint a review official to conduct the review; or 

(2)    The Institution may request a hearing. Upon receipt of a request for a hearing, the SDE 

will appoint a review official to conduct the hearing. 

(b)    The written request for a review of records or for a hearing must be filed by the Institution 

not later than fifteen (15) calendar days from the date the Institution receives the notice of action. 

A hearing will be held by the review official in addition to, or in lieu of, a review of written 

information submitted by the Institution only if the Institution so specified in the letter requesting 

the appeal. Therefore, the written request must specify which type of appeal is requested. The 

SDE will acknowledge the receipt of the request for appeal within ten (10) calendar days. 

(c)    The Institution may refute the information contained in the notice of action in person and 

by written documentation presented to the review official. In order to be considered, written 

documentation must be filed with the SDE not later than thirty (30) calendar days after the 

Institution received the notice of action. The Institution may be represented by legal counsel or 

another per son. The following applies to the two types of appeals: 

(1)    Review of the records procedures 

(A)    Upon receipt of an appeal requesting a review of the records, the SDE will notify 

the Institution of the timelines for submission of documents. 
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(B)    Failure to submit written documentation to refute the action taken by the SDE 

within the thirty (30)-day time period will constitute the Institution's waiver of the appeal, 

resulting in the action taken by the SDE being upheld. 

(2)    Hearing 

(A)    Upon receipt of an appeal requesting a hearing, the SDE will notify the Institution 

of the timelines for submission of documents. 

(B)    Written documentation submitted after the thirty (30)-day time period will not be 

considered at any point during the appeal process, including the hearing. 

(C)    If the Institution chooses to be represented by legal counsel, it will notify the Child 

Nutrition Programs Director of the counsel's name and address. 

(D)    The Institution and SDE will be notified by certified mail of the time, date, and 

place of the hearing. The notice must be provided at least ten (10) calendar days prior to 

the hearing. 

(E)    Failure of the Institution or its representative to appear at a scheduled hearing will 

constitute the Institution's waiver of the right to a personal appearance before the review 

official unless the review official agrees to reschedule the hearing. 

(F)    The SDE will have representatives in attendance at the hearing who may provide 

information and documentation supporting the action taken. 

(d)    SDE's documents and information relating to the Institution and the action taken will be 

available for inspection and copying pursuant to Open Records Fee Schedule at the Child 

Nutrition Programs office. 

(e)    The review official will be an independent and impartial official rather than, and not 

accountable to, any person authorized to make decisions that are subject to appeal. 

(f)    The review official will make a determination based on information provided by the SDE, 

the Institution, and the laws and regulations governing the Child and Adult Care Food Program. 

(g)    Within sixty (60) calendar days of receipt of the request for review, the review official's 

determination will be delivered to the Institution and the SDE. 

(h)    The SDE's action will remain in effect during the appeal process. However, participating 

Institutions and facilities may continue to operate under the Program during an appeal of 

termination, unless the action is based on imminent danger to the health or welfare of 

participants. If the Institution or facility has been terminated for this reason, the SDE will so 

specify in its notice of action. Institutions electing to continue operation while appealing 

terminations will not be reimbursed for any meals served during the period of the appeal if the 

SDE's action is upheld. 

(i)    The determination by the review official is the final administrative determination to be 

afforded to the Institution 

(j)    Pursuant to the federal regulations, appeals will not be allowed on decisions made by Food 

Nutrition Services on requests for exceptions to the claims submission deadlines or requests for 

upward adjustments to claims. 

 

210:10-3-38. CACFP procedures for advance funding  

     Procedures relative to advance funding are: 

(1)    An Institution requests advanced funding: 

(A)    Advance funding is indicated on the CACFP Application for Participation; or 

(B)    State Agency receives a written request from an Institution already participating 

in the CACFP. 
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(2)    The State Agency denies or approves the advance funding request: 

(A)    If denied, the Institution receives written notice to that effect and the Institution 

is given the right to appeal the decision. The CACFP Appeal Procedures are 

followed. 

(B)    If approved, the Institution receives written notice to that effect and a copy of 

the CACFP Procedures for Advance Funding 

(3)    Instructions to the Institutions that are approved include: 

(A)    A projected claim must he filed by the 10th of the month (or the 15th of the 

month for Day Care Home [DCH] Sponsors) prior to the month for which the 

advance is to be made. Example: A projected June claim is due by May 10 (or by 

May 15 for DCH Sponsors.) 

(B)    The actual claim is then due by the 10th of the next month (or by the 15th of the 

next month for DCH Sponsors). Example: An actual May claim is due by June 10 (or 

by June 15 for DCH Sponsors). 

(C)    Each month a comparison is made of actual claim against the advance made to 

ensure that the level of funds advanced does not exceed actual reimbursement 

claimed. 

(D)    After three advance payments have been made, the Institution's claim for 

reimbursement for the third month prior to the month for which the next advance is to 

be paid shall be validated by the State Agency before further advances are approved. 

The CNP coordinator assigned to the county in which the Institution is located will 

schedule a visit for this purpose. Once the claim is validated, advance funding will 

continue. If further advance funding is denied at this point, the Institution will be 

notified in writing and be given the opportunity to appeal the decision 

(E)    If, as a result of year-end reconciliation as required by the USDA Uniform 

Federal Assistance Regulations (7 CFR 3015), the State Agency determines that 

reimbursement earned by the Institution during the fiscal year is less than the amount 

paid, including advance funding, the State Agency shall demand repayment of the 

outstanding balance. 

 

210:10-3-39. CACFP termination procedures  

(a)    An Administrative Review/Follow-up is received by the State Agency from the coordinator. 

The coordinator indicates in the review/follow-up that the center is seriously deficient. 

(b)    A letter will be mailed from the State Agency to the Institution indicating that a review was 

conducted, concurring with the findings of the review. The letter will require the Institution to 

submit a Corrective Action Plan (CAP) within fifteen (15) days from the date of the letter. The 

letter will specifically reiterate each finding. The letter will also state the amount of any 

overclaim. The letter will be sent "return receipt requested" and state the institution is considered 

to be seriously deficient. The institution will be given the right to appeal actions taken by the 

State Agency. 

(c)    When the Corrective Action Plan is received from the Institution, the State Agency will 

forward it to the coordinator for review. The coordinator will examine the CAP and schedule a 

follow-up visit, sending written notification on the Administrative Review Action Form. If the 

Corrective Action Plan has not been received by the State Agency on the 15th day from the date 

of the letter (must be postmarked by the 15th day), the coordinator will send the Institution a 

notice using the above-mentioned form, stating that the CAP must be provided by the time of the 
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follow-up. The coordinator will also document that date of the follow-up visit. (It may be 

necessary for the coordinator to check with the State Agency prior to sending this form to make 

sure the CAP was not postmarked by the 15th day.) 

(d)    A first follow-up (after an Institution has been declared seriously deficient) will be 

conducted after the Administrative Review letter has been sent from the State Agency to the 

Institution. If violations have not been corrected within sixty (60) calendar days of the 

Administrative Review, the coordinator will document on the Administrative Review Follow-up 

Form that this Institution continues to be seriously deficient. The coordinator will assess 

additional fiscal action for the months claimed since the original Administrative Review. The 

report will also state that termination will result at the time of the second follow-up visit if items 

continue to be found in noncompliance. 

(e)    A letter from the State Agency, sent by "return receipt requested," is forwarded to the 

Institution stating what the coordinator found during the first follow-up. the letter will also state, 

as did the report from the consultant, that the Institution continues to be seriously deficient and 

that termination will result if items are not found to be corrected at the time of the second follow 

up If additional funds are reclaimed, the Institution is given the right to appeal this new 

overclaim amount. 

(f)    A second follow-up must be conducted within forty-five (45) days from the date of the 

Administrative Review Follow-up letter. If the corrective action is not satisfactory by the time 

the second follow-up is conducted, the Institution may be terminated. Coordinator will report 

results of the visit to the State Agency on the Administrative Review Follow-up Form. 

(g)    A letter from the State Agency will be forwarded to the Institution stating what the 

coordinator found on the second follow-up. The letter will state that the Institution is terminated 

effective the dale of the second follow-up. The Appeal Procedures will be enclosed, giving the 

Institution the right to appeal the termination decision. If the overclaim has not been paid in full, 

the Institution is requested to submit a payment plan immediately to the State Agency. 

(h)    All correspondence with the Institution will be documented and USDA will be notified that 

the Institution should be added to the Seriously Deficient List updated by FNS. 

 

210:10-3-40.  Child and Adult Care Food Program (CACFP) general provisions 

The Oklahoma State Department of Education (OSDE) Office of Child Nutrition recognizes 

the federal administrative regulations at 7 C.F.R. Part 226, governing the Child and Adult Food 

Care Program (CACFP), as the applicable regulations for the CACFP program as administered 

by the State of Oklahoma. To the extent that the governing regulations at 7 C.F.R. Part 226 refer 

to additional procedures or requirements that must be adopted by a state as part of its 

implementation of the CACFP program, the OSDE Office of Child Nutrition will adopt 

conforming policies and make such policies available on the OSDE website, to be updated each 

time a change in a CACFP policy is made at the federal or state level.        

 


