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CARES Application Module Step by Step Guide 

 

 

 
This Guide is a Step by Step guide to assist a user to submit a CARES application. It is to be used in 

conjunction with the CARES Application Manual.  

  
Institutions are required to submit a application to CACFP to participate in the Food Program for each 
agreement fiscal year. Agreement Fiscal year is October 1 – September 30 of the application year.   
 

 
CARES 10 Step by Step Application Process 
 

1. Login to CARES – Refer to Chapter 2 
2. Review/Update Business Institution Page – Refer to Chapter 3 Update SAMS 
3. Review/Update Facility Maintenance – Refer to Chapter 4 – Update License Expiration 

Date Yearly 
4. Create New Application for Agreement Year – Refer to Chapter 5 
5. Application On-Line Documents – Refer to Chapter 6 
6. Review/Update Institution Document Upload – Refer to Chapter 7  
7. Document Upload – Refer to Chapter 7 
8. Independent Center Paper Only Documents (Submitted by Hard Copy) Refer to Chapter 8 
9. Training Status – Refer Chapter 9 
10. Submit Application – Refer Chapter 10 
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1. Login to CARES 
 
For Login’s please refer to Chapter 2   
 
Log On to CARES at NJ.Gov   

 

 
 
 
Select – Login 
 
Use your NJ.Gov/CARES login    
 
Select NJCARES Hyperlink to access CARES 
 

 
 

Once in CARES the user should select the Institution to bring the user to the Business 
Institution Page. 
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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 and License is uploaded to CARES. 
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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. 
 

 

❖ 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.  
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5. On-Line Documents for Sponsor of Centers/Independent Facility 
 
There are 8 sections to On-Line Documents  
1. Institution Management Plan – Sponsor 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 

 
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.  

 

 
 
 

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 
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2. Responsible Parties/Principals – Institution need to complete Responsible Principals and 
Responsible Individuals. 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. 
 

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 
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7. Permanent Agreement – Initial 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.  
 
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.   
 
  

 
 
 
 
 
Section 4 – Ethnic/Racial Makeup  
Needs to be completed each Application Year.  
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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.  

EX: 

 

 
 

 

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) 
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7. Document Uploads Checklist  
 

• 501 (c) 3 Tax Exempt Status 

• Discloser of Ownership and Certificate of Incorporation  

• Sponsoring Organization Letter 

• W-9 Form/NJ Start 

• ACH Electronic Funds Transfer 

• Outside Employment Policy 

• Monitoring Schedule 

• Current Completed Monitoring Form 

• Job Descriptions for CACFP (Monitor) 

• Small Purchase Contract 

• Food Service Management 

• Sanitation Certification of Food Service Management Company 

• Sample Daily Dated Menu with Agency Name  

 
8. 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.   

 

9. Training Status  

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

 

10. 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.  
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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.  
 

 


