
FDCH Sponsor Responsibility Overview 
 

New Provider? 



(1) Ensure that provider is not with another sponsor (Sponsor 
Transfer Request Form) 

(2) Check National Disqualified List 
(3) Ensure provider has a current day care license 
(4) Complete and submit a Provider Enrollment Package which 

includes: 
(1) Signed and dated agreement between provider and sponsor 
(2) Site information form 
(3) Provider’s current license (cannot grant approval while new license 

pending) 
(4) Pre-operational site visit form 

(5) Enrollment/Income Eligibility Statement (IES) form (if 
applicable) 

 

New Provider? 



Claiming A New Provider 
• Submit the Provider Enrollment Package no 

later than 10th of the month 
• Receive notification from the SA that the 

provider(s) has been approved before 
including on the claim for reimbursement  

• Once approval received, may claim the 
provider(s) beginning the 1st of the month 



Claiming A New Provider 
• Provider contacts you on April 22nd, you 

complete you pre-operational visit, submit all 
documentation by the 10th of May, and 
receive approval that you may claim on the 1st 
of May.  

• OR Provider contacts you on April 7th, you 
complete you pre-operational visit, submit all 
documentation by the 10th of April, and 
receive approval that you may claim on the 1st 
of April. 



Transferred providers? 
• All transfers will be effective the 1st of the 

month following the transfer.  
– You may begin claiming the transferred provider 

the month following the transfer. 

 
Ensure provider have received proper 

termination/transfer notification from their 
previous sponsor. 



Terminated providers? 
• If the provider was terminated for cause… 

– Obtain documentation from previous sponsor 
explaining the reason 

– Submit this to the SA with the Provider Enrollment 
Package 

• The SA will check the NDL 
• The SA must concur with your recommendation to 

transfer and/or reinstate the provider in “good 
standing” for approval 

– Provider must have a current license 
– Receive notification from SA that the provider(s) 

has been approved before you submit that claim 



Provider with Own Children? 
• Retain completed IES form for all provider’s 

enrolled children 
– All children need to be on IES form 



PART ONE: ENROLLMENT INFORMATION OF EACH ENROLLED 
CHILD 
    This section and Part 6 (self-certification of parent) must be completed  

Enrollment/IES form: Part One 



PART TWO: TANF and/or SNAP  RECIPIENTS 
 If anyone in the household is a TANF or SNAP recipient: 

– Write the name of the recipient (if not the enrolled child(ren) or the parent/guardian signing the 
form, make sure to put the names of those in the household in Part 5). 

– Circle the benefit (TANF and/or SNAP). 
– Enter only the TANF and/or SNAP case number. Do not enter a SSN or any other number in this 

box; these other numbers are UNACCEPTABLE and will cause a delay in processing this form. 
 
PART THREE: ENROLLED IN HEAD START 
 If the child is enrolled in Head Start, please indicate the child’s name in this section. 

 

IES form: Part Two and Three 



PART FOUR: FOSTER CHILDREN 
 Ensure that this foster child is a ward of the State 

Upon Enrollment: IES form: Part Four 



PART FIVE: TOTAL HOUSEHOLD INCOME 
 List all household members, including children not enrolled at the center and all adults  

living in the house 
 

 List income / frequency for all household members (“0” or “Zero” is acceptable) 

IES form: Part Five 



IES form: Part Six 
PART SIX: PARENT CERTIFICATION, SIGNATURE, SSN (LAST FOUR DIGITS) 
 The parent/guardian filling out the IES form must sign and date the form 
 The parent/guardian must provide the last four digits of their SSN or check “I do not have 

a social security number” if they completed Part 5 (total household income). 



PART SEVEN: CIVIL RIGHTS INFORMATION (OPTIONAL) 
 This section does not have to be completed to receive meal benefits 

 
   But, it is important that this section is filled out to determine that everyone is 
receiving benefits on a fair basis and is not being discriminated against. 

IES form: Part Seven 



IES form Center Use Only - Classification 

BOTTOM OF IES FORM:CENTER USE ONLY – CLASSIFICATION OF FORM 
 The determining official must check the front and back of the IES to ensure all parts are 

complete 
 The form must be classified, signed, and dated by the determining official 
 Please have another staff member verify that the IES is completed and classified correctly 



When does an IES form expire? 
 
(a) Every month (30 days) 
 
(b) Every year (365 days) 
 
(c) An IES form never expires 

IES form 



Letter to Households 
     Always give this letter to parents/guardians with the IES form! 
 Front Back 



Responsibility Overview 
 

Permanent Records & Annual Duties of 
a Sponsor of FDCH 



CACFP Records to keep permanently while in the Program! 

What records must be maintained permanently? 
(1)  Permanent Agreement 
(2)  Policy Statement 
(3)  IRS Letter of Determination (non-profits) 
(4)  Memos, policies, regulations 
(5) Institution Policies & Procedures (including those 

developed as part of a CAP) 
(6)  “And Justice for All…” poster 
(7) “Building for the Future” flyer 
(8)  Information about WIC to share with families 



CACFP Records Supporting Claims 
How long should you file and maintain the 
CACFP records that support a claim for 
reimbursement? 
 
   3 years plus the current fiscal year   
   (maintain the following CACFP    
   records  on file for FY 2013-2016)   
    October 2012 through present 



Records Supporting Claims: Annually 

• Maintain documentation and correspondence for 
providers who are “SD” 

• Submit Renewal Application  
• Submit Provider Payment Reconciliation 
• Submit Administrative Cost and Carryover Analysis 

– Return excess unspent admin funds 
• Conduct Training for Staff/Providers 

– CACFP duties and Civil Rights 
• Distribute IES and Letter to Households (if applicable) 

– Determine and classify IES form 
• Complete Annual Civil Rights Data Documentation Form 



Staff Turnover & Training 
The organization’s Authorized Representative signs an 

Annual Information Certification certifying its 
responsibility to train all staff/providers on their 

duties as well as civil rights 
 
If you leave the center, what happens to Program operations? 
 
 
 
 
Organizations need to have a contingency plan in place to 
avoid becoming seriously deficient 



Civil Rights Data Documentation Form 

22 

• Civil Rights Data Collection 
must be taken annually  
 

• Organizations are required to 
obtain the race and ethnicity of 
program participants upon 
enrollment and  annually 
 

• Sponsors of FDCH complete 
this form using aggregate data 
from all of their FDCHs (use 
the Data Source for the Eligible 
Population – District) 
 



Civil Rights: Data Collection Form: Part 2 

Where to obtain census data for completing Part 2:  

Since your organization serves providers throughout the District, check 
“District.” You will need to gather data on the entire District since this is your 
population of potentially eligible providers.  
For District data, go to: http://www.census.gov/quickfacts/ 



Responsibility Overview 
 

Monthly Duties of a Sponsor of FDCH 
 



Monthly Duties 

Main monthly duties include: 
  1. Planning/receiving monthly menus 
  2. Consolidating CACFP reimbursement and expenses 
  3. Updating the Master Enrollment List (MEL) 
   - Save a separate MEL every month 
  4. Preparing and submitting a monthly claim 
   - Summary sheet for all FDCH providers 
  5. File monthly records for the claim month 
      6. Send new provider information 
 
 



Responsibility Overview 
 

Daily Duties of a Provider 
under a Sponsor of FDCH 



Daily Duties 
Main daily duties for providers include: 
  1. Attendance  
  2. Prepare meals  
  3. Verify meals meet CACFP       
   requirements/record menu changes 
  4. Serve meals 
  5. Take meal counts 
  6. Daily document maintenance/storage 
   
 



Daily Duties – Verify Meals 

Do Meals meet CACFP requirements? 
 
1. Be able to make substitutions if necessary 
2. Document substitutions on posted menu and 

menu kept on file  
3.    Don’t claim for meals you shouldn’t   
 



As-Needed Duties  



As-Needed Duties 
• Obtain provider licenses 
• Obtain provider Certified Food Manager 

certificate 
• Submit updates to the State Agency (staffing, 

licenses, operational changes) 
• Training – current and new hires 
• Initial paperwork for new providers 
• Follow seriously deficient procedures with 

providers and forward communications to the SA 
  
 



Questions 
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