Sponsor Name
[bookmark: Text12]Date Created/ Revised
Procedure for: For-Profit Roster
This Record Applies to: For-Profit sponsors that operate Child Care, Adult Day Care, and/ or Outside School Hours Care Centers (OSHCC). 

When completed, this template will serve as your organization’s written procedure for the task above. All staff involved in this procedure must review and be knowledgeable on how to implement this. ODE CNP expects that following this procedure will produce accurate outcomes when replicated. Please complete all fillable fields, as applicable, to your program. If a field is not applicable, you may delete the information in the field. If an item has a checkbox, only select the item if it will be included in your procedure. If not, do not select the checkbox item. If you have any questions, please contact your assigned Child Nutrition Specialist.  

Overview of Record: Monthly roster used to determine a for-profit site’s eligibility to participate in the CACFP. For-Profit sponsors may claim CACFP meals only when:
· Child Care and OSCHH: At least 25% of each site’s current enrollment or its licensed capacity, whichever is less, are eligible for Free or Reduced-price meals. 
· Adult Day Care: At least 25% of each site’s participants receive Title XIX (Medicaid). 
Sponsors must complete this roster each month, for each site, to verify eligibility prior to submitting the claim for reimbursement.

a. Record Process & Timeline:
1. Sponsor Name uses:
a. |_| ODE CNP OMER template as the For-Profit Roster, or
b. |_| For-Profit Roster template created by the sponsor

2. Position Title in CNPweb is responsible for creating the For-Profit roster each month. 
a. [bookmark: Text22]This roster will be created enter date/timeframe, must be prior to or at the same time the claim is created.
b. If Position Title in CNPweb is not available, Position Title in CNPweb will be the back-up.

3. [bookmark: Text3]To create the first For-Profit Roster of the Fiscal Year (FY), Position Title in CNPweb will save a copy of the For-Profit Roster file and prepare template to be used for the current FY. This file will be used as the For-Profit Roster for the entire FY.
a. [bookmark: Text23][bookmark: Text24]The file will be named name of file and saved location of where the file will be saved. 
b. The template will be prepared by: (choose one option)
i. [bookmark: Check1]|_| In the For Profit Roster, a copy of the initial sheet will be made for each month of the fiscal year, at the time that the roster is first created. Each tab will be named for the corresponding month it is for, or
ii. [bookmark: Check2]|_| In the For Profit Roster, the sheet for the new month will be created from a copy of the previous month, on a monthly basis. Each tab will be named for the corresponding month it is for.

4. Position Title in CNPweb will verify attendance records each month to ensure the For-Profit Roster only includes participants that were in attendance during that claim month.  Any participant not in attendance during the month will be removed from that month’s For-Profit Roster. Any participant in attendance but not listed on the For-Profit Roster will be added. 
a. The For-Profit Roster only includes participants that are in attendance during the claim month.
i. This is different from the OMER, which includes all enrolled participants regardless of attendance and remains static in the FY.
b. If new participants are in care, they must be added to the For-Profit roster for the month that occurs in and forward, whether or not they have a CACFP Child Enrollment Form (CEF) on file, as applicable. Note: Child Enrollment Forms do not apply to Adult Day Cares.
i. This is different from the OMER, which includes only participants with current, valid CEFs. The For-Profit roster must include any child in attendance.

5. Position Title in CNPweb will verify eligibility on a monthly basis to ensure that documentation is current and valid. 
a. |_| Childcare Centers & Outside School Hours Care Centers: To be eligible to claim meals for reimbursement, 25% of licensed capacity or total site enrollment, whichever is less, must be eligible for free or reduced-price meals for that claim month.
i. Current, valid, and approved Confidential Income Statement (CIS) or other eligibility documentation is maintained for all participants listed as Free or Reduced-Price on the For-Profit Roster.
ii. If documentation is no longer valid, the participant will be moved to Above Scale on the For-Profit Roster.
b. |_| Adult Day Care Centers: To be eligible to claim meals for reimbursement, 25% of licensed capacity or total site enrollment, whichever is less, must receive Title XIX (Medicaid) benefits. 
i. Current, valid documentation which shows Title XIX (Medicaid) benefits is maintained for all participants counted as Free on the For-Profit Roster.
ii. If documentation is no longer valid, the participant will be moved to Above Scale on the For-Profit Roster.

6. After the For-Profit Roster is finalized, Position Title in CNPweb will calculate the For-Profit % to determine if the site is eligible to claim meals for reimbursement.
a. Calculation is determined by taking the total Free and Reduced-Price eligible participants, as listed on the For-Profit Roster, and dividing that number by the total site enrollment or licensed capacity, whichever is less.
b. If the final percentage is equal to or greater than 25%, the site is eligible to claim meals for that month. Note: The percentage cannot be rounded up. Anything below 25% will not meet the requirement for claiming.
c. Position Title in CNPweb will document this calculation by using: 
i.  |_| ODE CNP For-Profit Eligibility Calculation template
ii.  |_| If not using the ODE CNP template, explain here where and how the calculation will be documented.

7. [bookmark: Text20]After the For-Profit Roster and For-Profit % calculation is completed, Position Title in CNPweb will alert Position Title in CNPweb to double check the roster and calculations. Position Title in CNPweb will review the roster and calculations within number of days.
a. [bookmark: Text19]If there are any errors, Position Title in CNPweb will be notified to (if not the same person making corrections)/ correct the errors.
b. If Position Title in CNPweb is not available, Position Title in CNPweb will be the back-up.

8. For Profit Eligibility Certification (Each Claim Month): 
a. [bookmark: Text26]Position Title in CNPweb is responsible to entering the claim in CNPweb. If the person entering the claim is different from the person involved with this process, enter how and when the person entering the claim will be notified the For-Profit roster is done and ready for them
b. Line 15- Enter the total number of Free and Reduced Priced Eligible participants on the For-Profit Roster.
c. Line 16- Use either the current total enrollment of the site or the site capacity (whichever is lower).
i. CNPweb will automatically calculate the eligibility percentage.
d. Line 17- Based on the Eligibility Percentage calculated, select the appropriate response. 
i. If the eligibility percentage is less than 25%, do not report meals (enter 0 for all fields in line 9) and select this option. 

b. Where the Completed Record is Kept: The For-Profit roster will be saved describe where the roster will be saved (network folder, file on desktop, etc.)

c. [bookmark: Text18]Procedure back-ups: If Position Title in CNPweb is unavailable for Step Number(s) then Position Title in CNPweb will take the lead. If Position Title in CNPweb is unavailable for Step Number(s) then Position Title in CNPweb will take the lead.

