ADMINISTRATIVE CAPABILITY

1. Administrative Structure:  Name the position that will be fulfilling the task, not the name of the person.  
IF the task does not apply to your program, please write “Not Applicable.”  

	**Primary and Back up position responsible must be filled out completely**

	Task
	Primary Position Responsible
	Secondary Position Responsible

	Who distributes, collects, and classify  income eligibility applications? 
	
	

	Who distributes and collects enrollment forms?
	
	

	Who takes attendance daily?
	
	

	Who ensures that meal counts are taken and recorded daily?
	
	

	If food is prepared by the sponsor, who completes the daily menu record that meets meal pattern?
	
	

	If meals are purchased from a vendor, who checks the delivery and signs the daily delivery invoices? 
	
	

	Who is responsible for ensuring that claimed meals meet all requirements for an eligible meal? 
	
	

	Who maintains written documentation of all expenses of the food service operation, including food, paper goods, equipment and payroll? 
	
	

	Who prepares the monthly claim in a timely manner?
	
	

	Who ensures that state and local health standards are met?
	
	

	Who reviews the claim for accuracy and completes the edit checks? 
	
	

	Who provides the training on CACFP topics to key staff?
	
	

	Who provides training for new sponsored facilities on the following topics: meal patterns, meal counts, claims, record keeping, civil rights, and reimbursements
	
	

	Who conducts three or more monitoring visits to each center, each year? 
	
	

	 Who checks each month that each center is eligible to claim? 
	
	

	Who ensures that At-Risk Afterschool Meals have enrichment activities available for every day meals are served?
	
	

	Who ensures that the institution is in compliance with all Civil Rights Requirements?
	
	

	In your Sponsoring Organization, who is responsible for the written procedures assigning CACFP duties?  
	
	

	Who is responsible for training your Board of Directors on CACFP, specifically NDL?  
	
	




1. [bookmark: _GoBack]Describe the Institution’s policy that restricts other employment by employees that interferes with the program responsibilities:

      ___________________________________________________________________

