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Chapter 1 

Summary 

The Child and Adult Care Food Program (CACFP) CARES user manual is a tool for 

businesses associated with the CACFP program, to use in conjunction with the CARES Web 

online software application. This user manual is a reference guide for users that will assist in 

navigating the web application as they complete their day-to-day tasks.  

  

The CARES Online Application has been developed in ASP.Net using a SQL database.   

• Session Cookies will be used to run the program; if Cookies are disabled, the user will 

be notified that cookies are required to utilize the program.  

• If user receives a network error, they may have to add CARES as an allowable site to 

their network. 

Overview 

CARES is designed to help you organize CACFP applications, inspections and submit CACFP 
monthly claims for reimbursement. Because these objectives are so complex, CACFP includes 
numerous features that put you in control of managing your institutions, applications and 
facilities. The most common tasks you might perform are: 
 

❖ Entering or editing information (e.g. name, address, phone number etc.) for the 
application 
 

❖ Reviewing an existing facility or creating a new one 
 

❖ Document Up loads of  application data  
 

❖ Institution Checklist - Sponsor of Center Facilities 
 

❖ Using the screens to enter, review or edit application information, such as facilities, 
rate scales, and Sponsor Information 

 

❖ Monthly submission of claims for reimbursement 
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Anatomy and Navigation of CARES 

For the most part, CARES is a standard Windows\Web application, with standard Windows 
gadgets like menus and navigation buttons. CARES, though, provides a couple of unique 
tools, some described in this section. 
 

1. Screen Navigation  
 

 

A. Side Menu Bar-   

a. Home- back to the CACFP Home Screen 

b. Rate/Eligibility Scales -  current CACFP reimbursement rates 

c. Resource Library – On-line CACFP Documents for reference – This will take 

you out of the CACFP on-line system the user will need to re-login to return to 

CACFP On-line System. 

d. Training Calendar- Shows current CACFP trainings 

e. Log Out- Log Out of CACFP system 

f. Privacy Statement-  CARES information 

g. Enter Claims- Access to the claims module 

h. Inspections – Access Inspections module 
 

A 

B 

D 

E 

C 
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B. Navigation Buttons – Navigation buttons are used throughout the CARES system that 
serves many functions that are displayed on the button. These buttons can be located 
on the top or the bottom or middle of the screen 

 

C. Alert Message grid – Displays any CACFP Institution system alerts 

App Approved 

App Received 

App Rejected 

App Reviewed 

Incomplete App 

Mass Alert 

Other 

 
D. Contract Agreement grid – Will bring the user to Institution Business Maintenance 

Screen. 
 

E. Additional Information – Provides CACFP contact information 
 

 
Search Function 
Throughout CARES you will be able to Search or Add New record following the criteria 
requested this will then display the requested information. 

 
 Below is an example for the search entry for Facilities. 

 
 

Submitting Incomplete forms 
If Items are not filled in correctly at time of Submitting/Saving a Form the system will generate 
error or errors to notify the user of what may have been entered wrong for correction. 

 
❖ Example: 
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Time Out  

If the user is not active with in the system for 20 - 40 minutes, the system will automatically log 
the user off and the user will need to re-login. If a user is log off they will have to close the 
browser before login. If not they may receive a network error. 
Not active, for CARES will mean the user will need to use a Navigation button for the system to 
know the user is active; entering information into fields without using a Navigation button will 
cause a log off, causing the user to lose information. It is recommended that the user Save 
frequently to avoid losing data.  
 
 

❖ Example: 
 

 
 

  
 

 
Document Upload 

CARES provides the user with the ability to upload institution documents for review. 
 

❖ Adding Documents to CARES using Upload File Utility 

❖ Adding Documents tool is used throughout CARES this tool will allow the 

user to attach PDF files to their CACFP file. 

❖ All files for upload into CARES will need to be accessible to the computer 

that the entry of the institution is using, either saved on the computer drive 

c:, or accessible network drive the institution user has access too. 

❖ All files need to be saved as a PDF file, only PDF files are accepted as an 

upload file into CARES.   If a file is not in a PDF file, the system will 

prompt an error message. 

❖ Upload files Maximum File Size is 10mb, attempting to upload a larger file will 

result in an Error. 
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Example of File Upload Utility: 
 

1. Select Browse Upload File Browse button  
  

 
 

2. This will display “Choose File to Upload” window. Select the file and click on “Open” to 
attach the selected file. 

 
 

 
 

3. This will attach the file for Upload once the document type is either selected from a drop 
down list or entered per our example the user can then select “Upload File” 
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4. Once the file is uploaded, the system will display Documents on File grid so the user 

can Select the file for future preview or Delete the file.  
 
 

 
 
 

5. If a file is deleted the file will still display on the Deleted Documents File grid and can 
still be Select for preview or Restore to the Documents on File Grid 

 

 

6. Upload files Maximum File Size is 10mb, attempting to upload a larger file will result in an 

Error. 
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Chapter 2 
 
Logging in to CARES 
Users will need to have a log-in created for CARES, once access is granted the user will be 
notified and then will be able to access the system. 
 
 
Starting CARES 
 

1. Log On to CARES at NJ.Gov – Login information and instructions will be provided.  
 

2. NJ.Gov – Login 
 

    
 

 

 
  

 

 

 

 

 

 

3. Select 
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Setting up CARES Log-on ID 

User will be notified by CACFP NPS Staff (Nutrition Program Staff) to setup Staff ID’s for 
Institutions. Once notified, the Institutions will need to setup a CACFP Program ID for Per 
User. This is done one Per User to allow access to the Sate of NJ LDAP Login.  
 
  Each Institution should have a User for 

❖ Claims Submission 

❖ Claims Certifier/ Approval  

❖ Application Setup 

❖ Claims Entry 

 
It is highly recommended that each Institution have at least 2 Users with separate Log-in ID’s. 
This is for the protection of the Institution. Each of these users will play a type of administrator 
roll.  Even if an Institution only has one staff member, it will need to have a Log-In Id for Users 
described so it will need to have separate information for the setup. This is especially true for 
claims submission one user will be able to submit claims and the other will be able to approve.  
 
CARES 4 User Id’s Rolls 
 
Claims Submitter/Application this user will be able to submit claims and manage applications. 

Required 

Claims Certifier/Application this user will be able to certify a claims and manger applications. 

Required only 1 Certifier ID is allowed per institution. 

Application this user will be able to manage applications 

Claims this user will be able to submit claims    
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New User ID Setup  

To setup a new user, the user will have to access the site below and fill in the correct 

agreement information.  

https://agcacfp.mwg.state.nj.us/AG_CACFPAOAPP/CACFPSelfRegistration.aspx 

 

 
 
 

❖ First/ Last Name/Email – Information of the user 

❖ Business Name- Name of Institution 

❖ Tax/Federal ID # - ID of the Institution 

❖ New Jersey Agreement # - This number will be given to the Institution by NPS, The 

Institution will not be able to create a LOG-IN ID without this number.  

❖ Address – of the institution  

❖ Request Access to CARES Program – Select Button to bring user to State Of NJ 

CACFP creates Account for Log in. 

❖ Log-In Created – State User NPS will be notified and changed ID to Active and give 

user the  

 

 

https://agcacfp.mwg.state.nj.us/AG_CACFPAOAPP/CACFPSelfRegistration.aspx
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State Of NJ CACFP Create Account Page 

 

 
 
❖ Do you have a New Jersey Logon ID – Select No  

❖ Choose a NewJersey Logon ID – Choose a Logon name that the user will remember. 

This logon ID will be the ID the User will use each time they log into CARES.  

❖ Choose a myNewJersey Password/Retype- Choose a Password that the user will 

remember. This password will be the password the User will use each time they log into 

CARES.  

❖ Question/Answer – If the user forgets their ID or Password, User will be prompt with 

security questions. User should enter information only they will know.  

❖ Email – Will be an auto filled by the system.  

❖ Continue – will submit the form to CARES. Once ID is received, NPS staff will be 

alerted to activate the account. Once the account is active NPS will inform the user that 

they are now able to log-in to CARES. 
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 Chapter 3 
 

Institution Business Maintenance Setup 
 

 
Access CARES System Home Screen 

 

 
 
 

❖ Click on “Select” next to your institution agreement number  
 
Example:11-1319 ( to access the Institution Business Maintenance Screen for Apple  Core 
Day Care Center) 
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Institution Business Maintenance Screen 
 
 
 
The user will need to fill in all information on this page to setup the institution.  
 
Applications and Facility Maintenance cannot be completed until this page is filled out 
and saved in its entirety. Once the Business Maintenance page and Facility 
Maintenance page is saved the User will need to come to this page and select 
Applications button to access the Application Checklist. 
 
 
 

Top Banner: will allow the user to select Applications or Facility Maintenance 
Navigation Buttons, which are completed after the Institution Business Maintenance 
form below is completed.  
 
 

 
 
 
 

 Business Information:  Fill in all the Business Information 
** Client will need to acquire :DUNS#, NJ Vendor ID and Federal ID to complete this                    
page**** 

 
❖ Consult with Fiscal Unit for “Vendor ID Number If Vendor ID Number is not yet 

available, screen can still be saved and updated when number becomes available. 
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Institution Contact Information for CACFP: 
 

 
 
 
 
Mailing Address: 

❖ Once the zip code is filled in State, City and County should automatically populate.  
Zip Codes need the full zip code entered including the 4 digit extension. 
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Physical Location:  

❖ If different then mailing address enter the correct information if same select Same as 
Mailing Address Navigation button to auto fill fields. 

❖ You can select Fetch Coordinaties button but this is not nesscary  
 

 
 
Address Where Records are Kept: 

***Records must be kept at a NJ location*** 
 

❖ If different then mailing or physical addresses enter correct information if not Select 
Same as Mailing or Physical Address Navigation button to auto fill fields. 
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General Information:   

❖ Allow Adjustments, Institution is State-run Entity and Assigned Staff will be selected 
by State Staff.  
 

❖ Time institution opens and Time institution closes should be entered exactly as 
system format suggest. hh:mm 

 

❖ Directions to institutions can be entered to assist NJ State staff in finding locations if 
needed. 

 

 

 
 
 

9. Save Once completed the user will press the Save Navigation button on the bottom of 
the screen to save the Institution Business Maintenance information.  

 
Click “Save” 
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Chapter 4 
  

Facility Maintenance 
 
Once Business Maintenance Page has been updated, new facility records must be created 
using the “Facility Maintenance Button”.  Facility records must be completed in order to create 
the application checklist, from which institution records will be entered. 
 

 
Facility Maintenance: Click on “Facility Maintenance” Navigation button at top of Business 
Institution Screen. 
 

 
 
 
If Facilities are already entered, the system will display the Facilities Assigned to Institution 
Grid.  
 
Select – Will bring the user to the Facility Maintenance page. 
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Adding/Selecting/Removing a Facility 
  
Click “Add New” button at the bottom of the page to add a new Facility.  Once a 
Facility is created, it will be listed on the Facility Grid to access for changes or review by 
clicking “Select” or delete the Facility by selecting “Remove”. User will need to repeat 
this process if you need to add more than one Facility. Independent centers will not 
have the Add New option to add another facility.  
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Recovering a Removed Facility  
Please be aware once you select “Remove” there is no warning that the Facility will be 
deleted from the system and it will be gone from the CARES system and will need to be 
re-covered. 
 

❖ To recover a removed facility the user will use the search function. Enter the search 
criteria for the removed facility.  
 

❖ Select removed facility from the search grid and select Add this will re-cover the 
removed facility.  
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Facility Maintenance Form 
 
The user will need to fill in all information on this page for the Facility being entered to 
setup. If an Institution has more than one Facility then all Facilities need to be entered 
separately by using the “Add New” button on the Facilities Assigned to Institution page. 
 

 
 
a. Facility Operating Name 
b. Facility License Number and Expiration Date of the Facility 
c. Facility Type – Select correct type on drop down list 

Ex. 

 

d. Tax Exempt Status – see ex. below  
e. License Type – Select correct type depending on Facility list will change. 

Ex. Child Care 
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Ex. Adult Day Care 

 
 

 

f. Facility Characteristics (Select all that apply) 
 

 
 
 

  Facility Type  

❖ Child Care/Family Day Care – Needs only the displayed information. 

 

❖ Adult Day Care – Child and Adult Care Food Program Supplementary Eligibility 

Information form (Below) 
  

❖ At Risk (School Age – 18) Need to fill out the At Risk After School Snack 

Program – Child And Adult Care Food Program Supplementary Eligibility 

Information Form. (Below) 
 

❖ Emergency Shelter (0-12) Need to fill out Emergency Shelter – Child and Adult 

Care Food Program Supplementary Eligibility Information form (Below) 
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Adult Day Care Form 
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28 CARES Application User Manual – New Jersey Department of Agriculture 
 

 

At Risk (School Age -18) 

 

❖ Enter Official Name/Title/Telephone number of the At-Risk Facility 

❖ If Yes, then Maximum Capacity and License Expiration Date will also, 

need to be entered. 

❖ If No, proceed to List the At-Risk Facility age range, and use upload utility 

section of saved screen to upload PDF file for the health/sanitation 

inspection report and fire/safety inspection report. 

❖ Attached Documents will be added after all the At-Risk Facility information 

entered, saved and the Facility is added to the CACFP system.  

❖ Certify by selecting checking the qualify box of Yes, if the program is 

certify and type in the list of regularly schedule activities or  this program 

does not meet the  requirements. 

Attached Documents Uploading files  
Select Browse Upload File Browse button  
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This will display “Choose File to Upload” window. Select the file and click on “Open” to attach 
the selected file. 
 
 

 
 
This will attach the file for Upload once the document type is either selected from a drop down 
list or entered per our example the user can then select “Upload File” 
 

 
 
Once the file is uploaded the system will display Documents on File grid so the user can select 
the file for future preview or delete the file.  
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If a file is deleted the file will still display on the Deleted Documents File grid and can still be 
Selected for preview or Restore to the Documents on File Grid 
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Emergency Shelter form 
 

 

 

 

❖ Enter age range of eligible participants served in the text box 

❖ Certify the purpose of the shelter if by checking the box Yes or No, if No enter the 

primary purpose of the shelter. 

❖ Upload Current Certifications by selecting Attach Documents (Refer above for At-Risk 

form on the upload process)  
 

❖ Attached Documents will be added after all the At-Risk Facility 

information entered, saved and the Facility is added to the CACFP 

system.  

 

❖ Certify the purpose of the Adult Day Care if by checking the box Yes or No, if No enter 

the primary purpose of the center. 
 

❖ Certify the written individual plan of the Adult Day Care if by checking the box Yes or 

No, the center does not maintain and individual plan. 
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Tax Exempt Not For Profit and Tax Exempt Public  

❖ Tax Exempt Proprietary (For-Profit) – Needs to fill out the For Profit Sites Only form. 
For Profit Sites Only” Eligibility screen will be displayed and must be completed because “Tax 
Exempt Status” field on “Facility Business Maintenance” is selected as “Proprietary (For 
Profit)”. 

 
 

 
 
 
 
 
 
 
 



 
 

33 CARES Application User Manual – New Jersey Department of Agriculture 
 

 

Complete “For Profit Sites Only” screen. 

 

❖ Select Free/Reduced-Price Eligibility radio button 

  Enter amount of Facility Free Meals severed 

  Enter amount of Facility Reduced Meals severed 

  Enter amount of Facility Paid Meals severed  

  Enter the Facility Total Enrollment 

  Once the Facility Maintenance is saved =% will be automatically entered 

 

 

 

 

If percentage is < 25% <new facility number 7>, the system will generate the following 
message: 
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Affiliation 
 
Select if the Facility is an Affiliated or Unaffiliated- explained below  
Affiliated 
 

 
 
 

 
 
 
 
 
 
 
 

Unaffiliated 
 
An Unaffiliated sponsor will need to Upload/View Center Agreement 
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Attached Documents Uploading files  
Select Browse Upload File Browse button  

 

 
 
This will display “Choose File to Upload” window. Select the file and click on “Open” to attach 
the selected file. 
 

 
 
This will attach the file for Upload once the document type is either selected from a drop down 
list or entered per our example the user can then select “Upload File” 
 

 
 
Once the file is uploaded the system will display Documents on File grid so the user can select 
the file for future preview or delete the file.  
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Saving the Facility form 

It is recommend that after this information is filled out you should save the form as to not lose 
any data. To save this form the save button is on the top of the Facility Maintenance form.  
 

 
 
 

 
 
 
 
 
 
 
 
 
 

 Licensed Capacity  

Enter the number of the Facility Licensed Capacity 
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Physical Address 
 
The Address information of the Facility being entered  
 

❖ Address of the Facility  

❖ Zip Code: Zip Codes needs the full zip code entered including the 4 digit extension on 

this field you will need to enter with the first 5 digits – last 4 digits within the same field. 

Ex. 08625-0000 

❖ Telephone number can be entered  

❖ Latitude you can select Fetch Coordinaties button but this is not nesscary 

 

 
 
 

Owner/Director Information  

The Owner/Director information of the Facility being entered  

❖ Last Name/First Name of the Facility Owner/Director 

❖ Organization title of the Facility Owner/Director  

❖ Date of Birth of the Owner/Director used for ID purpose  

❖ CNP Approval Date/End Date/Add Date/Last Updated will be auto filled by the system 

once CACFP staff reviews this record.  
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Directions 

This is an open text box to enter any extra information like directions that may be helpful 
to CACFP staff for review of this Facility  

 
 
 

 
 

 
Save Current form 
It is recommend that after this information is filled out you should save the form as to not lose 
any data. To save this form the save button is on the top of the Facility Maintenance form.  
 
 
 

 
 

 
 
 

System will display Facility Updated window select OK to bring the user back to the Facility 
Maintenance screen which then the user can Previous Page button to bring them back to  the 
Facilities Assigned Grid where they Add New to add another facility or select or Institution 
window.  
 

 
 
 



 
 

39 CARES Application User Manual – New Jersey Department of Agriculture 
 

 

 
 
 
Notice this grid now displays all Facilities Assigned to Institution. The User will have to return 
to the Facilities Maintenance page to add another Facility.  
 
The user can then select Return to Institution which will bring them back to Institution 
Business Maintenance page. User can now select Application to complete the Application 
form. 
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Chapter 5 
 
 

Application Check List  
 
After Facilities are created the system creates an “Application Checklist” this is to help CACFP 
and the User to keep track of the application process.  
The three types of check list: 
 

❖ Independent Center Application Checklist 

❖ Sponsor of Centers Application Checklist 

❖ Sponsor of Family Day Care Checklist 

 
 
Each Checklist has five sections: 

❖ On-Line Documents 

❖ Institution Document Uploads 

❖ Paper Documents 

❖ Training Status 

❖ Certification and Submission 

 
 
 
 

Accessing the Application Check List 
 

User will select Applications from the Institution Business Maintenance screen to access the 
Applications check list 
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If no application is associated with an Institution enter Fiscal Year, Fiscal Start and Fiscal End 
then select Add New/Renewal Application this will bring you to the Application Check List. 
 

 
 

 
If an application already exists or added, the user will click Select to bring them to the 
Application Check List 
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Application Navigation 
 

❖ Application Check List Navigation 
Is broken out in 6 Sections 
 

1. Application Navigation 
2. On-Line Documents  
3. Institution Document Uploads 
4. Independent Center Paper Only Documents 
5. Training Status 
6. Certification and Submission 

 
 
Navigation buttons 

 
Top of the page 
 

 
 

Bottom of the page 
 

 
 

 
 
 

❖ Return to Home Page: will bring user back to CACFP Home  

❖ Return to Institution: will bring user back to the Business Institution  

❖ Return to Checklist: will bring user back to the Application Check list  

❖ Return to Facility Maintenance: will bring the user back to the Facility 

Maintenance  

❖ Save: will save the current form (it is suggested to save the form often to 

avoid system time out) 

***Note: After 20 minutes of no activity/submitting forms the CACFP 
system will time out and bring the user to the page. It is suggested to 
save forms as the user enters information.*** 



 
 

43 CARES Application User Manual – New Jersey Department of Agriculture 
 

 

❖ Submit Form: Once the form is competed submit will apply it as complete 
to the Application check list. If Items are not filled in correctly at time of 
Submit Form the system will generate error or errors to notify the user of 
what may have been entered wrong for correction. 
 

Example: 

 
 
Print Form: Will print the current form. 

Go to Next Checklist Form: Will bring user to the next form on the check list.  

 
 
 

Institution Checklist will display the 
 

 
 
 
 

❖ Check list type 

Independent Center Application Checklist 

Sponsor of Centers Application Checklist 

Sponsor of Family Day Care Checklist 

❖ Contract name and agreement number  

❖ Contract Period here the user can change the Contract Period date and select 

Update 
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Check List Navigation  
 

 
 
 

Item Description is the List of Check List Items that the User will need to 
complete for approval.  
 

1. On-Line Documents 

2. Institution Document Uploads 

3. Paper Documents 

4. Training Status 

5. Certification and Submission 

 
❖ Started is check once the Check List Item is started so the User knows 

they have started the check list item but it may not be completed 

 

❖ Completed by Entity is selected once that check list item is complete and 

submitted 

 
 
 
 
 
 

 
❖ Approved by NPS is selected by CACFP once the check list item has 

been reviewed and approved  

 

❖ Addition Info Requested is check by CACFP when checklist item may 

need more information for approval. Details hyperlink  

 
 

❖ Sponsor of Centers Application Checklist On-Line Documents Check List 
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Chapter 6  
 
On-Line Documents for Sponsor of Centers/Independent Facility 

 
There are 8 sections  
1. Institution Management Plan 
2. Responsible Parties/Principals 
3. Application Questionnaire 
4. Institution Administrative Budget 
5. Pre-Award Civil Rights Questionnaire 
6. News Release  
7. Permanent Agreement 
8. Application for Center Facility Participation 
 
 
 
 

1. Institution Management Plan – Click on the Institution Management Plan 
hyperlink. This will bring up the Child and Adult Care Food Program Sponsor 
Management Plan form for the user to complete.  
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Sponsor Management Plan  
 

❖ Sponsor Information will automatically fill in from the Business Institution Business 
Maintenance page.  

 

 
 

❖ If sponsor mailing address is different select Different Mailing Address checkbox. 
The system will display an editable address field so the user can update the mailing 
address 

 
 
 

 
 
 
 
 

❖ Name and Title of CACFP Sponsoring Organization representative are 
editable fields if Name and Title need to update.  
 

❖ Federal ID, NJ Vendor ID, DUNS, SAMS Expire Date and Agency’s FYE Day 
automatically filled in from the Business Institution Business Maintenance page.  
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Tax Exemption Certification  
 

 
 

❖ Type Tax Exempt user will check the checkbox to certify the agency Tax status if the 
user selects For-Profit then they will also, need to select corresponding Proprietary 
agreement type.   

 

❖ Government & Church check box and Specify Organization name in provided text box.  
 

❖ Our Agency 
 

❖ Contract for Meal select correct contract from the drop down box 
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Sponsor Agency Information 
 

 

 
 
 
 

❖ Multi-state agency select yes or no from the drop down list. If yes, then type the list of 

facilities in the text box. 
 

❖ Multi-purpose organization select yes or no from the drop down list. If yes, then type 

the list of programs in the text box. 
 

❖ Special Meals Reasons select from the drop down list Field Trip, Holidays, School 

Closed or Weekends 
 

❖ Cash or Commodities all new Institution will select Cash in Lieu of Commodities 
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CACFP Record Keeping Requirements 

 
 
 Staff Training 
 
 

 
 
 
 

❖ Staff Training Enter the Name or Names\Title and dates of food service and 
administrative personal for the Require Topics.  

 
❖ Eligibility Records Enter the Title of Person Responsible for Procedures for Collection 

Eligibility Information. 
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CACFP Program Records 

 
 

 
 
 

❖ Program Records Enter the Name of the Person Responsible for the Require Records 
❖ Organization Responsibility Check all that applies. Once any item is check you will have to 

certify compliance by selecting the “I Certify All above Conditions are Met” button. Once this 
is done the NJDA Institution Management Plan Certifications will fill in automatically.  
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Staff Monitoring 

 

❖ Staffing Standards If an Agency has more than 25 Centers check the box, if not fill in 
the amount Center Monitoring fields. 
 

 
 
 

Estimated Number of Potential Eligible Beneficiaries by ethnic/racial 

 
❖ This information will be automatically entered when the user completes the Application 

for Center Facility Participation forms. 
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Certify Form 
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Certify Agreement by selecting “I agree to all conditions above” will complete the Sponsor 
Management Plan.  
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❖ Submit Form: Once the form is competed submit will apply it as complete 
to the Application check list. If Items are not filled in correctly at time of 
Submit Form the system will generate error or errors to notify the user of 
what may have been entered wrong for correction. 
 

Example: 

 
 

Once form is submitted, the system will display “Successfully Submitted message” user can 
now select Next Checklist item or choose Return to Checklist to continue 
 
 

Responsible Principals and Responsible Individuals 

     

 

 
 

   Board of Directors 
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❖ Select the Title of Board Officer from the drop down list 

 
 

❖ Last Name/Address/Email of the Officer 

❖ Date of Birth of the Owner/Director used for ID purpose 

❖ Select Yes or No if the Officer is Related to another Board Member or Agency if Yes, 
Explain Relationship in Text box. 

❖ Save Board Member, once saved the Board Member will be add to the Board Member 
list so the user can edit or delete this Board Member. 

 
 

❖ Add New Board Member if more than one Board Member, this should be done after you 
save the first Board Member.  If a Non-Profit three board members must be entered 
(Board Chair, Broad Vice Chair and Treasurer).  If Proprietary, enter “owner” in both 
Board Member Section and Responsible Individual Section.  
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Responsible Principals/Individuals  
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Select the Title of Responsible Principals/Individuals from the drop-down list. Each institution 
will need to have a Person Responsible for CACFP Records and Substitute Person 
Responsible for CACFP Records. 

 
 

❖ Last Name/Address/Email of the Principals 
❖ Date of Birth of the Principals used for ID purpose 
❖ Select Yes or No if the Principal is Related to another Board Member or Agency if Yes, 

Explain Relationship in Text box. Save Board Member, once saved the Board Member 
will be add to the Board Member list so the user can edit or delete this Board Member 

❖ Last Name/Address/Email of the Officer 
❖ Date of Birth of the Owner/Director used for ID purpose 
❖ Select Yes or No if the Principal have second job outside or within the institution if Yes, 

explain in Text box. 
❖ If yes, select Yes or No from the drop down list if conflict of duties. 
❖ Save Principal, once saved the Board Member will be add to the Board Member list so 

the user can edit or delete this Board Member 
 

 
 

❖ Add New Principal/Individual if more than one, this should be done after you save the 
first Principal/Individual. 

 
❖ Submit Completed Form: Once the form is competed submit will apply it 

as complete to the Application check list. If Items are not filled in correctly 
at time of Submit Form the system will generate error or errors to notify 
the user of what may have been entered wrong for correction. 

 
Example: 
 

 
 

Once the form is submitted the system will display “Successfully Submitted message” user can 
now select Next Checklist item or choose Return to Checklist to continue 
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Application Questionnaire – (Program Integrity) 
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❖ Select Yes or No for principals or responsible party integrity within the 
institution if Yes, List Names in Text box. 
 

❖ Select Yes or No if you institution or persons participated in any USDA 
Food and Nutrition programs if yes, choose which programs.  

 
❖ Select Yes or No if you institution or persons have been terminated from 

any federal, state or local funded programs, if yes explain with name and 
dates of the  program in the Text box 

 
❖ Select Yes or No If your institution owe money to any Federal or State 

Agency 
 

❖ Select Yes or No Certify the publicly funded programs of the agency, if no 
explain why in text box.  Title XX, Title XIX and Commodities need a 
selection. 

 
❖ For this form by selecting Submit button on the bottom of the screen will 

certify the institutions integrity and add completed by on the checklist.  
 

❖ Then Select Next Checklist item or choose Return to Checklist to continue 
 

 
 
 

 
 
 

 

 

 

 

 

 

 

 



 
 

60 CARES Application User Manual – New Jersey Department of Agriculture 
 

 

 

CHILD AND ADULT CARE FOOD PROGRAM BUDGET FOR INDEPENDENT 

CENTERS AND SPONSORS OF 9 CENTERS OR LESS 

 

Institution Administrative Budget  

Budgets are used as a tool for Institution to be able to have a resource for projection of cost.   

Before a Budget form can be created the user will need to complete all Facility Maintenance 

forms for each sponsor facilities.   

 

❖ Note: it is recommended that the form be saved after each section of the Budget form. 

You can find the Save Navigation Button at the bottom of the page.  

 

 

Three Types of Administrative Budgets: 

There are three versions of the administrative budget screen: 

➢ Independent/Sponsor of Centers Nine or less Facilities 

  Independent Center Checklist 

  Sponsor of Centers Checklist 

➢ Sponsor of Centers Ten or more Facilities 

  Sponsor of Centers Checklist 

➢ Sponsor of Family Day Care 

  Sponsor of Family Day Care Checklist 

 

For institutions with 9 Centers or less 
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Institution Information  

Users should manually check that “estimated administrative expenses is less then or equal to 

15% of “Anticipated Reimbursement”  

 

 

❖ Name of Institution/Agreement # is auto filled by the Business Maintenance page 

 

❖ Number of Facilities is auto filled from the Facility Maintenance page and should not be 

changed here. If correct number of facilities is not displayed enter/delete facilities from 

the Facility Maintenance page 

 

❖ It is not necessary to complete the remainder of this form if the cost of food plus non-

food expenses equal or exceeds the Anticipated Reimbursement  
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Anticipated Food Service Reimbursement 

 
 

❖ Meal Type – user should fill only for the type of meals the institution plans on 

serving daily. If no meal is served leave 0 for that field.  

❖ Total # Days – are the number of days a year an institution serves a meal type. 

Ex: 5 days a week for 52 weeks = 260 meals a year.  

❖ Current Rate – Rate set for each Meal Reimbursement type Free, Reduce, Paid. 

This information is set by CACFP per the Rates set from the Reimbursement 

Rates and Income Eligibility Scales, which can be viewed by selecting the Rates 

Eligibility link on the side menu bar.  

 

❖ Avg. # Meals/Day - Number of Meal Type/Meal Rate for all Facilities for the 

Institution.   

❖ Anticipated Reimbursement - Total Days X Current Rate X Avg. # Meals/Day will 

give the Anticipated Reimbursement for that Meal Type line item.  
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❖ Line A. Total Estimated Reimbursement Agreement Year – Total amount of all 

Anticipated Reimbursement for all Meal Types for the Institution.  

 

 

Estimated Food Cost 

This will allow an Institution to Estimate the Food cost for all facilities/sponsors  

 

 

 

❖ Meal Type - meal the institution plans on serving daily.  

❖ *Average Cost/Meal – enter estimate of how much the Average Cost/Meal for 

the Institution plans on spend per daily meal. If no meal is served leave $0.00 for 

that field.  

❖ Average # of Meals/Day – the amount of Meal Type served per day for the 

institution.  

❖ # Days/ (Per) Yr. - are the number of days a year an institution serves a meal 

type. Ex: 5 days a week for 52 weeks = 260 meals a year.  

❖ Estimated Cost of Food - Average Cost/Meal  x Average # of Meals/Day x 

Days/yr.  

= Estimated Cost of Food for 1 year for the institution per Meal Type 

❖ Line B. Total Estimated Food Cost For Year – Estimated Total amount of all 

Meal Types for the institution.  
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Estimated Non-Food Cost 

This will allow an Institution to Estimate the Non - Food cost for all sponsors per year 

Non-food includes items used directly for food service (i.e. dishwashing detergent, disposable 
paper goods such as napkins, cups and plates, small kitchen equipment, or utensils, cleaning 
supplies, or storing non-food supplies etc.); purchased services such as janitorial, trash 
removal, etc. 

 

❖ Enter all the estimated non-food cost information. 

❖ Line C. Total Estimated Non-Food Expenses for the Year – Total of 

Estimated Non- Food Cost line items. 

❖ Note: It is not necessary to complete the remainder of this form if the cost of food 

plus non-food expenses equals or exceeds the Anticipated Reimbursements.  
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Estimated Food Service Labor Cost 

This will allow an Institution to Estimate the Food Service Labor cost for all sponsors per year.  

 

❖ Position – Labor type 

❖ # Persons – How many people for that institution do that position 

❖ Hrs. / Day – How many hours the person spends on that job for the institution 

per/day. 

❖ Hourly Wage - How much per hour that person is paid for the required job.  

❖ # Days/Year – How many days per year that job is performed.  

❖ Labor Cost – Total of all Food Service Labor Cost 

❖ Line D. Total Food Service Labor Cost For Year- Total of all Food Service 

Labor Cost  

❖ Note: It is not necessary to complete the remainder of this form if the cost of food 

plus non-food expenses equals or exceeds the Anticipated Reimbursements.  
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Estimated CACFP Administrative Expenses 

This will allow an Institution to Estimate the Administrative Expenses cost for all sponsors per 

year.  

 

❖ Position – Labor type 

❖ # Persons – How many people for that institution do that position 

❖ Hrs./Day – How many hours the person spends on that job for the institution 

per/day. 

❖ Hourly Wage - How much per hour that person is paid for the required job.  

❖ # Days/Year – How many days per year that job is performed.  

❖ Labor Cost – Total of all Administrative Labor Cost 

❖ Line D. Total Food Service Labor Cost For Year- Total of all Administrative 

Expenses   
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Estimated CACFP Administrative Expenses  

This will allow the user to itemize the Administrative Expenses for review. 

This Form has different form types depending on the institution type our example below is for 

institutions with 9 centers or less. If an institution has more than 9 centers the system will 

display the form with the option to enter Total Agency Cost and % Allocated to CACFP.  

If an institution having 9 Center or less would like to fill in the Administrative Cost they can 

select the check box at the top of the page. “We have additional CACFP Administrative Cost 

and choose to complete budget form for Sponsors of 10 or more centers.” This will bring up the 

10 or more centers form.  

 

❖ Line Items – Administrative cost line items per the FNS Instruction 

❖ Page # - Page # of the item from FNS  

❖ Total Agency Cost –  

❖ % Allocated to CACFP  

❖ Annual Cost Funded by CACFP 

❖ Specific Prior Written Approval Required 

❖ State Use Only Modified Amount 

❖ Comment 
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Total of all Estimated Administrative Cost  

 

 

 

 
 

 

 

❖ Subtotal of Direct Costs – Show subtotal of Estimate Administrative Cost 

❖ Percentage Rate to Be Applied to Direct Costs -  

❖ Indirect Cost   

❖ Grand Total of Direct + Indirect Costs – Total of Direct and Indirect Cost 

❖ Line F. Total Estimated CACFP Administrative Expenses – Total of all 

Administrative Cost 

❖ Upload Indirect Cost Rate Agreement – Use the CACFP upload procedure to upload 

an Indirect Cost Agreement if required. 
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Comparing CACFP Estimated Expenses to Anticipated Reimbursement  

Guide of breakdown of all Estimated Expenses  

 

❖ Anticipated Reimbursement For The Year:  Total of Anticipated Food Service 

Reimbursement 
 

❖ Estimate of Food Costs – Total Estimate of Food Cost  
 

❖ Estimate of Non- Food Expenses – Total Estimate of Non- Food Expenses 
 

❖ Estimate of Food Service Labor Cost – Total Estimate of Food Service Labor Cost 

o Total Estimate of Food Service Cost – Total of  Estimate of Food Cost + Non-

Food + Food Service Labor Cost 
 

❖ Estimate of Administrative Labor Cost – Total Estimate of Administrative Labor Cost 
 

❖ Estimate of Other Administrative Expenses – Estimate of Other Administrative 

Expenses 

o Estimate of CACF Administrative Expenses – Total of Estimate of 

Administrative Labor Cost + Estimate of Other Administrative Expenses  
 

❖ Line G. Estimated Program Cost For Agreement Year – Total of Estimated Food 

Service Cost + Administrative Expense  
 

❖ Difference– Difference between the Cost of the program and the amount of expected 

reimbursement.  
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Saving and Submitting Form 

 

 

❖ Save Form - It is recommend that this formed be saved often using the Save button on 

the bottom of the screen. 

❖ Submit Form - Once this formed is completed, the user should Submit Form. A Submit 

form message will display the user should select OK.  

 

❖ At this point, the Administrative form is complete and the user can continue with the 

completion of the Application 

 

 

❖ Submitted By – Once the user submits the form the system will display who submitted 

the form and the date of submission.  
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Civil Rights Assurance/Compliance Review - CACFP/FDCH-5 

 

 
 
 

❖ To complete the Assurance/Compliance Review form the user must first the select 
SAVE button to accept assurance for the program, the user will then be able to select 
the Next Page which will take the user to page 2 for completion of the form. The Next 
Page button will not display active until the user does an initial selection with the Save 
Button. 

 
 
Page 2 of the Civil Rights Assurance/Compliance Review – form  
 

 
❖ Select all methods of how the institutions recruit participants if other, explain in text box.  
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❖ Select Yes or No for the all questions on the form if text box is provided for the question 
enter the correct information for that question in the text box.  

 
 

 
❖ Complete the racial composition information and Ethnicity breakdown for your 

institution.  
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❖ Select Yes or No for the all questions on the form if text box is provided for the question 
enter the correct information for that question in the text box.  

 

❖ Once complete select Submit button on the bottom of the screen will add completed 
form on the checklist. Then Select Next Checklist item or choose Return to Checklist to 
continue 
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News Release (New Institution Only) 
 

❖ For the first on-line application all Institution will need to complete this form. Use the 
data below if the user does not have access to the inform v  ation for their intuition.  

 
 

 
 
 
 
 

❖ Check the check box Institution wishes to participate in state-wide public release.  
 

❖ Once complete Select Save Release this will add the Release to the Release Grid so 
the user can Edit or Delete the Release. The user can also, Clear Fields or Print Form. 

 
 

 
 
 

❖ Once complete select Submit button on the bottom of the screen will add completed 
form on the checklist. Then Select Next Checklist item or choose Return to Checklist to 
continue. 
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Permanent Agreement (includes policy statement) (New Institutions Only) 
 
 

❖ User should read the whole on-line agreement 
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❖ Once the user reads the whole agreement they will select I UNDERSTAND AND 
ACCEPT THE TERMS OF THIS AGREEMENT button.  This will also, submit the form. 
  

❖ Then Select Next Checklist item or choose Return to Checklist to continue. 
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Application for Center Facility Participation 

 
All participating Facilities will need to have a completed Application for Participation form.  
The two versions of Facility Applications: one for centers and one for homes.  
 
Facility Application Checklist Grid and Navigation 
 
All Facilities created through Facility Maintenance will be displayed for edit on the Applications 
for participation.  

 
 
 

❖ Users will click Select to the corresponding Facility to update that Facility’s Applications 
for participation. This will need to be done for all Facilities in order to complete the 
application for review.  

❖ Last Updated the date of the Last Update. 

❖ Submitted date when that Facility Application is submitted by the user 

❖ Approved date once that Facility is Approved by NPS 

❖ Name of the facility  

❖ Status Active/Inactive  

 
Once selected the Application for Participation – Window will display facility Navigation buttons 
 

 

 
 

 
❖ Copy Pervious Year will copy the Application from year to year so the user will have to 

modify the application. 

❖ Return to Facility Listing will bring the user back to the Facility Application Grid 

❖ Go to Facility Maintenance will bring the user back to the Facility Maintenance if 
changes are needed to the Facility Application.  
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Application for Participation Form 
 
Section 1 - General 

 

 
 
 
 
 

❖ Enter Title of the Facility Identifier 

❖ Select Yes or No from the drop down, if the center has ever participated or is now 
participating in a funded program. If yes, provide name of the program and operation 
dates. 

❖ License Type is automatically filled in from the Facility Maintenance 

❖ Hyper Link Upload/View License is used with the Upload/View Uploaded Documents to 
display what documents will be needed for the Facility Upload 
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Facility Document Upload 
 
The Facility Document Upload Utility works just like the entire Upload utility’s in CARES 
system.  
 
Application for Participation will only be able to be submitted unless all required documents for 
that Facility type are uploaded.  
 

Note: CARES requires all documents to be loaded even if that document is not 
required for you facility type. The user should upload a blank .pdf file to attach a 
document type so the system can complete the application.  

 
 

❖ This Utility will display the listing of upload documents required per Facility Type: Adult 
Care/Child Care, Emergency Shelter, At Risk, Family Day Care 
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❖ Document Type will need to be selected for each upload file. 

 

 
 
Adult Care/Child Care 
 
Emergency Shelter 
 
At Risk 
 
Family Day Care 

 
 

 
❖ Once all documents for that Facility are uploaded a Documents file window will display 

for review. 
 
 

 
 

 
❖ To modify Facility Upload documents the user will need to select Upload/View License 

Hyperlink to display Documents on File editable file grid. 
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❖ Once the file is uploaded the system will display Documents on File grid so the user can 
select the file for future preview or delete the file.  
 

For this upload there is no Delete file grid to recover a deleted document, once a document is 
deleted the document will need to be re-uploaded before submitting the application.  
 

❖ Return to Facility Application to complete the Facility Application. 
 
 
Type of Food Service 
 

 
 
 

❖ Select Type of Food Service Drop down list  
 

 
 

❖  If Self Prep or Self Prep/Vended selected no other information needed. 
❖  If Satellite From Central Kitchen enter Central Kitchen Address 
❖  If vended select Vended type from the drop down list.   
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SECTION 3 - Operating Data and Revision 
 

This section should be completed by the user for initial submission of the application, once the 
application is approved users should make revisions by selecting the New Revision button.  
This process is similar to the Schedule A.  If changes to the program are needed the user 
will need to create a New Revision for NPS to approve for payment.   
 

 
 

❖ Select Revision from the drop down box, if new revision click New Revision type the 
New Revision Date in the date box. 

❖ Effective Date the date the revision is in effect 
❖ Age Range enter the age range of the Facility Participants 
❖ Licensed Capacity will auto fill from the Facility Maintenance form. 
❖ Hours of Operation enter the hours that Facility is open for operation. 
❖ Number of Operating days per week/per year enter for that Facility 
❖ Check all months the Child and Adult Care Food program Select All Button will 

select all the months/ Select None will clear all fields 
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❖ Adding data for each meal served Select from the Meal drop down list each meal 

served  Breakfast, AM Snack, Lunch, PM Snack, Supper or Late Snack, at the facility 
the Type, enter Meal Time and the Number of meals served for that meal.  For multiple 
meals, Select Add Meal button to add multiple meals.  This will create the Meal Grid 
where the user can delete meals if needed.  
 

 
 

❖ Add Special Meal enter special meal facility information, this will create Special Meal 
Grid where the user can delete meals if needed. 

 

 
 

❖ Serve Meals in Shift if yes, explain in text box.  
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Section 4 - Ethnic/Racial Makeup 
 

 
 
 

❖ Actual Enrollment enter the ethnic breakdown of the actual enrollment 
 

❖ Estimated enter the estimated potential eligible  
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Facility Directions 
 

 
 
 
 

❖ Directions Enter directions to the facility or any other information that may be needed for 
approval in the text box. 
 

❖ Once complete select Submit button on the bottom of the screen will add completed form 
on the checklist. 

 
❖ Submit Completed Form: Once the form is competed submit will apply it as complete 

to the Application check list. If Items are not filled in correctly at time of Submit Form the 
system will generate error or errors to notify the user of what may have been entered 
wrong for correction. 
 
Example: 

 

 
 

 
Once form is submitted the system will display “Successfully Submitted message” user can 
now select  

 
❖ Select Next Checklist item or choose Return to Facility Application 

Checklist to continue enter all the Facility Application for Approval.  
  

❖ All the institutions facilities need to be entered and submitted for approval 
before the application can be reviewed. 
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Chapter 7  
 

Institution Document Uploads 
 

Document Upload 

CARES provides the user with the ability to upload institution documents for review on-line. 
Even though these files are uploaded to the Institution application, the institution should keep a 
hard copy for on-site reviews.  
 

❖ Adding Documents to CACFP System using Upload File Utility 

❖ Adding Documents tool is used throughout the CACFP system this tool 

will allow the user to attach PDF files to their CACFP file. 

❖ All files for upload into the CACFP system will need to be accessible to the 

computer that the entry of the institution is using, either saved on the 

computer drive c: or accessible network drive the institution user has 

access too. 

❖ All files need to be saved as a PDF file only PDF files are accepted as a 

upload file into the CACFP system.   If a file is not in a PDF file the system 

will prompt an error message. 

Note: CACFP requires all documents to be loaded even if that document is not required 
for you facility type. The user should upload a blank .pdf file to attach a document type 
so the system can complete the application.  
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❖ Once the file is uploaded the Application Check list will show a check in the Upload box  
 
 

 
 
 

❖ The User will then have to check the Completed box to attach the file to the application. 
 
 

 
Once the user selects the completed the user will receive a system message confirming 
the file has been marked completed. 
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Select OK to return to the Application check checklist.  
 
 
 
The Application checklist will now display the completed box check and the date the 
document was attached to the application.   
 

 
 

Document Upload Utility: 
 
For All documents 9-21 each one on the check list will need to be uploaded then checked 
complete. 
 
To upload documents using the Upload Utility the user will have to select the Upload or View 
Upload Documents Navigation button  
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Once selected the User will be brought to the CNP File Upload Utility  
 

1. Select Browse Upload file Browse Button 
 

 

 
 

2. This will display “Choose File to Upload” window. Select the file and click on 
“Open” to attach the selected file. 
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3. This will attach the file for Upload once the document is attached to the upload 
Utility selected from a drop down list the file name of the attached PDF file.  
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NOTE: List is in alphabetical order not download order. 
 
 

4. Once the document type is selected Upload File  
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5. Once the file is uploaded the system will display Documents on File grid so 

the user can select the file for future preview or delete the file.  
 

 
 

6. If a file is deleted the file will still display on the Deleted Documents File grid 
and can still be Selected for preview or Restore to the Documents on File 
Grid 

 
❖ Upload files Maximum File Size is 10mb, attempting to Upload a Larger File Will 

Result In an Error. 
 

❖ Complete all require uploads, if the institution that is displayed on the Application 
Checklist if an Institution does not require a document on the Document Upload list 
the user should upload a blank PDF file.  

 

❖ Once complete all documents will display on the documents on file grid. The user can 
now select Return to Checklist Navigation Button. 
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❖ To complete the Institution Document Upload by selecting Complete on the 
Application checklist for all uploaded documents.  
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Chapter 8  
 

Independent Center Paper Only (Submitted by Hard Copy) 
 
It will still be expected for the Institution to submit a Hard Copy of the Eligibility Applications & 
Enrollment Records (New Institutions Only or First Application) and Proprietary Institution will 
need to send required documents explained on the checklist  to CACFP for review. 
 

 
 
 
 

❖ Once, these are submitted not before the User should check the completed box.  
 

 
 

❖ The User will receive successfully completed message and select OK to return to the 
Application Checklist, which now shows Completed and the Date.  

 

 
 
 

If the user does not select Completed the application will not submit. If CACFP does not 
receive the required information then the application will be rejected.    
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Chapter 9  
 

Training Status 
 
To be updated by the staff at CACFP and will not be needed by the User for submitting the 
application. 
 
 
 

 
 
 
       
 

Chapter 10  
 
Submitting Completed Application  
 
Once the Application is complete on the checklist and required documents are submitted to 
CACFP the User will select Submit Application to NPS button.  
 
 

 
 
 

❖ If the Application is not complete the User will receive a message (Below) to complete 
before submitting the application. Select OK to return to Application Checklist to 
complete required information  
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❖ Once the Application is completed, the system will display (Below) an accepted on-
line message. Select OK to return to Application Checklist 
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❖ Submitted the system will display the Submitted date/time.  
❖  Status – the system will display the status of the application. 

 

 
 
 

 
o Approved – 
o Pending Submission 
o Pending 1st Level Review – will display for initial submission of application 
o Application Withdrawn 
o Denied 
o Participation Suspended 
o Termination of Convenience  
o Termination for Cause  
o Pending Final Approval  
o Agreement Extended 

 
❖ Application Approval Report - is for CACFP 
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CARES will now notify CACFP staff, that the institution application is complete for review. The 
User can login to the CARES to review the progress of the Application. If there are, any issues 
with the Application the User will be notified. Once approved the user will be notified on the 
next steps that will allow them to do on-line claim submission.  
 

Notification of Incomplete form 
 

❖ CARES will notify the Institution if the application is incomplete. If the user logs into 
the CARES system they will see a message under alerts message grid that the user 
can view by selecting Select Navigation Button. Once the user takes the specific 
action, they should re-submit the claim for review. 
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Alert Information 
 

  
 
 

❖ Status – In process/Complete 

❖ Comments – Is a description on the information needed to complete form 

❖ Open/View/Close Date - Dates of actions. 

 

Incomplete Application Checklist of form 

❖ If a form needs more information for review the user will see the Additional Info 
Requested checked and the Completed by Entity uncheck on the checklist. The user 
can select the Details hyperlink that will display a comments window with more 
information. The user will then need to review the requested form make changes 
and resubmit the form and the application for review.  
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❖ User should complete the form, once the form is completed and re-submitted, the 

checklist should display Completed by Entity date.  

❖ User should then Submit Application to NPS for re-review.  
 
 

 
 
 
 

Application Approval  
 

❖ CARES will now notify CACFP staff, that the institution application is complete for 
review. The User can login to the CACP to review the progress of the Application. If 
there are, any issues with the Application the User will be notified. 

 
❖ Once approved the user will be notified on the next steps that will allow them to do on-

line claim submission.  
 

❖ User can view progress of the claim on the Alert Notification grid  
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Completed Application Check List  
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Chapter 11  
 
Renewing CACFP Applications in CARES 
 
Institutions are required to submit a renewal application to CACFP to participate in the Food 
Program for each agreement fiscal year. Agreement year is October 1 – September 30 of the 
application year.   
 
Renewal Process 

• Review Update Business Institution Page 

• Review Update Facility Maintenance  

• Create New Application for Agreement Year 

• Complete Application On-Line Documents 

• Review Update Institution Document Upload  
 

CARES 9 Step Renewal Process 
 

• Login to CARES – Refer to Chapter 2 

• Review/Update Business Institution Page – Refer to Chapter 3 

• Review/Update Facility Maintenance – Refer to Chapter 4 – Update License 
Expiration Date Yearly 

• Create New Application for Agreement Year – Refer to Chapter 5 

• Application On-Line Documents – Refer to Chapter 6 

• Review/Update Institution Document Upload – Refer to Chapter 7  

• Independent Center Paper Only Documents (Submitted by Hard Copy) Refer to 
Chapter 8 

• Training Status – Refer Chapter 9 

• Submit Application – Refer Chapter 10 
 

1. Login to CARES 
Log On to CARES at NJ.Gov   

 
Select – Login 
 
Use your NJ.Gov/CARES login    
 
Select NJCARES Hyperlink to access CARES 
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Once in CARES the user should select the Institution to bring the user to the Business 
Institution Page. 

 
 
 

2. Review/Update Business Institution Page 

 
Every year the Institution should Review and Update any changes to their Institution 
Page.  
 
Institutions will need to make sure their SAMS Expire Date is current.  
 

3. Review/Update Facility Maintenance 

 
Every year the Institution should Review and Update any changes to each of their Facilities 
associated with CACFP.  
 
Institutions will need to make sure they update License Expiration for each Facility 
 
NOTE: If License is expired, Institution will not be able to receive reimbursement for that 

facility until new current expiration date is entered. 

 
 

4. Creating a New Application in CARES for a new Agreement year  
 
User will select Applications from the Institution Business Maintenance screen to access the 
Applications checklist. 
 

 

 
 
User will need to add a new application for the FY agreement year to the Agreement Grid to 
start new Application. 
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❖ User will need to enter agreement Fiscal Year  

❖ Fiscal Start Date is always 10/01/FY 

❖ Fiscal End Date is always 09/30/FY  

❖ User should select Add New/Renewal Application Button 

The new application will now display on the Application Grid, user can now choose select for that 

Agreement Year, to start the renewal process.  

 

 
 

 

5. On-Line Documents for Sponsor of Centers/Independent Facility 
 
There are 8 sections to On-Line Documents  
9. Institution Management Plan – Sponsor Management Plan 
10. Responsible Parties/Principals 
11. Application Questionnaire 
12. Institution Administrative Budget 
13. Pre-Award Civil Rights Questionnaire 
14. News Release  
15. Permanent Agreement 
16. Application for Center Facility Participation 

 
The user will be required to complete and submit each section of the on-line 
documents, if not the user will not be able to submit a completed application.  
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1. Institution Management Plan – Click on the Institution Management Plan hyperlink. This 
will bring up the Child and Adult Care Food Program Sponsor Management Plan form for 
the user to complete.  
 
Each Agreement year the Institution will need to complete and submit the full Institution 
Management Plan - Sponsor Management Plan  
 (Please keep in mind the training date for the program should be after June 1 and up to 
September 30 of that agreement year).  
 
Once Submitted the User can Select Go to Next Checklist Form 
 

2. Responsible Parties/Principals – Once an institution has completed a prior application, 
they will be able to Select Copy Previous Year button this will allow Responsible 
Parties/Principals to copy from agreement year to agreement year. The institution will be 
required to make any changes by selecting Edit/Delete or Add Parties to the form that may 
have change for the current agreement year. Once verified and changed the user can then 
Submit the form.  
 
 

 
 
Once Submitted the User can Select Go to Next Checklist Form 
 

3. Application Questionnaire - Each Agreement year the Institution will need to complete 
and submit the full Application Questionnaire Form.  
 
Once Submitted the User can Select Go to Next Checklist Form. 
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4. Institution Administrative Budget - Each Agreement year the Institution will need to 
complete and submit the full Administrative Budget Form.  
 
All Anticipated/Estimated Food Cost forms need to be complete before the user should 
submit the Budget form! 
 
Once Submitted the User can Select Go to Next Checklist Form 
 

5. Pre-Award Civil Rights Questionnaire -   Each Agreement year the Institution will need 
to complete and submit the full Pre-Award Civil Rights Questionnaire Form. (User will 
need to select SAVE then Next Page buttons to complete and submit the Form)  
 
Once Submitted the user can Select Go to Next Checklist Form 
 

6. News Release – News Release is only required for initial application. 
 The user can select the Institution wishes to participate in state-wide public release check 
box for renewal, then select Submit.  
 

 
 
 

 Once Submitted the User can Select Go to Next Checklist Form 
 
 

7. Permanent Agreement – Each Agreement year the Institution will need to Accept Terms 
and Conditions once selected this will submit this form. 
 
Once Submitted the User can Select Go to Next Checklist Form 
 

8. Application for Center Facility Participation - Each Agreement year the Institution will 
need to create an Application agreement per Facility in CARES. All participating Facilities 
will need to have a completed Application for Participation form submitted to complete an 
application. YOU CANNOT COPY THE FORM FROM PERVIOUS YEAR.  
 
Section 1 General – 
All Institutions need to review and verify. The user will need to Upload the current require 
documents (Refer to Upload List).  
 
License and Central Sanitation Certificate at minimum will need to be current 
documents.  
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Section 3 Operating Data and Revision- 
Needs to be complete with all meal data or Institutions will not be able to receive 
reimbursement, for inaccurate information.   
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Section 4 – Ethnic/Racial Makeup  
Needs to be completed each Application Year.  
 

 
After all information is completed for this form the user can then Save and Submit the form. 
The user should then select Return to Facility Listing and Select Next Facility for Submission. 
Once all Facilities are Submitted the user can then return to Checklist. 
An application cannot be submitted unless all Facilities have had a completed and submitted 
Application. 
 
 
 
 

6. Review/Update Institution Document Upload 

Each Fiscal year an Institution will need to Review/Upload any documents that may be 

needed for the current Agreement. If an Institution does not need to upload a new 

document the Institution would need to check the Complete Checkbox next to the Institution 

Document on the Checklist to verify the document is valid for that agreement year. 

 

The user will not be able to submit an application until all required documents are checked 

on the Checklist.  

 

Every year Institutions will need to upload: 

Sample Daily Menu 

Monitoring Schedule for Fiscal Year – (Sponsoring Institutions Only) 

Current Complete Monitoring Form – (Sponsoring Institutions Only) 

Proprietary Letter of Certification- Discloser of Ownership – (For-Profit Only) 

 

Needed if Changes to Contract or Expiration date 

Food Service or Small Contract – (If Applicable)  

Sanitation Certificate of Food Service Company (If Applicable) 

 

7. Independent Center Paper Only Documents (Submitted by Hard Copy) 

Each Agreement Year an Institution will need to verify that they have either submitted or 

have an onsite Eligibility Applications & Enrollment Records to do this the user will need to 

check the check box on the application for verification for Independent Center Paper Only 

Documents.   

 

8. Training Status  

To be updated by the staff at CACFP and will not be needed by the User for submitting the 
application. 
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9. Submit Application  
 

Once the Application is complete on the checklist and required documents are submitted to 
CACFP the User will select Submit Application to NPS button.  

 

 

 
Once the user has submitted the application for that Fiscal year, CARES will notify CACFP 
staff, that the institution application is complete for review. The User can login to the CARES to 
review the progress of the Application. If there are, any issues with the Application the User will 
be notified by their Specialist on how to complete any outstanding issues.  
 


