How to Complete the CACFP Provider Information Sheet

June 19, 2013


PROVIDER INFORMATION SHEET:   Check all existing data for accuracy.  Only sponsors of family day care homes can add a new site without contacting the State Agency to add it to the system. You should complete all fields. 

1. Enter the name of the primary caregiver at the home.  This will be the person you have the agreement with. 

2. The CNPweb® system will assign the Provider ID.  You cannot change it.

3. Enter the birthdate of the person listed in #1.  

4. Enter the date the provider started with your organization.  This is not the Start Date on CACFP.  
5. Enter the date the provider is terminated and disqualified.  A date is only entered if this occurs.

6. Enter the close date for the home.  This would happen if a provider quit CACFP or decided not to continue daycare.  

7. If you entered a termination date in #5, enter the reason for the termination and disqualification.  

8. Enter the full name of the license holder for this home.

9. Enter the full name of the owner of this home.

10-11.
Enter the address of the licensed home. Only one field is required.

12.
Enter the city of the home location.

13-14.
Enter the state and zip code for this location.

15.
Enter the county in which the home is located.

16.
Enter the phone number of the family day care facility.

17.
Enter the last four digits of the providers’ social security number.

18-19.
This information is populated by the CNPweb® system.

20.
Enter any additional information about the home location. 

21.
Click to indicate if the home is licensed or LLEP certified.  Then enter the license number or LLEP site number (This is the EX-xxxx number).  

22.
Enter the licensed capacity of the home.

23.
Enter the number of children enrolled in the home.  

24-25.
Enter the effective and expiration dates from the current licensing information.  Be sure to update both dates when you enter new license information. 

26-31.
First check the meals the home will be approved for.  (A) check the box if the meal is only served occasionally.  (B) For each meal checked, you must answer yes or no to the shift meals area.    (C-D) Enter the beginning and ending time for each meal and (E-K) check the days it is to be served.  Repeat this process for each meal you have checked.

32.
Check all holidays when the center will be open and claiming meal reimbursement. Be sure to look carefully at the holidays listed.

33.
Enter the number of provider’s own children being claimed on CACFP.

34.
Answer the question by clicking on Yes or No.

35.
Click on the correct tier level for the home. 

36.
Click on what was used to determine the Tier I eligibility of the home.  

37.
Enter the school number for the school that would qualify the home as Tier I by school data. When you click submit, the CNPweb® system will populate the school name and percentage of free and reduced price eligibility. 

38.
If the home is Tier I based on Census Data, enter the Census Tract Number. This will be a 12-digit number and begin with 18.

39.
The certification date is the date on which the sponsor checked the school area with the school corporation and documented the information, found the census tract information and printed the map, or verified the income from the Application for Free And Reduced Price Meals submitted by the provider’s household.  The CNPweb® system will populate the Certification Period Remaining.  
40.
Answer the question by checking Yes or No. 

41-42.
For each month this site intends to operate the CACFP, you will enter the tier level for the home.  For each fiscal year, months that have passed may not be checked.  These months are specific for the fiscal year that the information sheet goes with.  

43.
Be sure to check the box for the Sponsor Certification.  We cannot approve an application if it is not certified.  

Submit the form for approval.


If you have any questions about completing the Center information sheet for a licensed center, an unlicensed registered ministry, Head Start centers, or an outside-school-hours center, please contact:
Carol Markle 


Maggie Abplanalp

Heather Stinson

cmarkle@doe.in.gov 

maggie@doe.in.gov

hstinson@doe.in.gov 

317-232-0873


317-232-0851


317-232-0869

800-537-1142 ext. 20873
800-537-1142 ext. 20851
800-537-1142 ext. 20869
The USDA is an equal opportunity provider and employer.
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