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Changes to Application Policy 
 

To: Child and Adult Care Food Program (CACFP) Sponsors 
From: Brigette Hires, Administrator, Office of Nutrition  

Date: July 2026 

Re: Changes to Application and Required Steps 

 

Purpose 
The purpose of this policy is to ensure that all changes to a sponsor’s Child and Adult Care 
Food Program (CACFP) application are completed in accordance with established procedures. 

Adhering to these requirements helps maintain program compliance, protects approval status 

for participation in CACFP, and safeguards the accuracy of claims for reimbursement. 
Sponsors must upload all applicable documentation in the Claims Reimbursement and 

Reporting System (CRRS) under Supporting Documents to validate changes. 

 

Documentation Required and Submission Steps 
The following situations require notification and/or documentation to ensure program 

accuracy and compliance. Please follow the steps outlined for each situation below. This is 

not exhaustive and does not encompass all possible change scenarios.  If any of these 

scenarios occur or if you have questions about a change, please reach out to your Education 

Program Specialist (EPS). 

 

Change in Ownership 

STOP and consult the Change in Ownership Policy if any change involves: 

• A sale or transfer of ownership 

• A change in FEIN 

• A merger, acquisition, or major stockholder change 

 
Institution Name Change (No Change in Ownership or FEIN) 

Submit a letter on agency letterhead including:  

• Letter on letterhead stating the new institution name 

• Effective date of the name change 

• Affirmation that there is no ownership, address, or FEIN change 

• Request for CRRS name update 

• Updated childcare license 

 

Sponsor must also update: 

• OEDS 

• Ohio Shared Services Supplier Portal 

https://education.ohio.gov/Topics/Data/Ohio-Educational-Directory-System-OEDS
https://supplier.ohio.gov/wps/portal/sp/suppliers/login/!ut/p/z1/04_Sj9CPykssy0xPLMnMz0vMAfIjo8ziDRw9PT0sLQz8_L0DjQ0C3T2M_Jx9TY3NfE30vfSj8CgwMwWZYFTk6-ybrh9VkFiSoZuZl5avH5GRn5uqm5iXn6cfrh9FyAioAhzA0UC_IDsqySzIUREA1H6uOg!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
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Institution Mailing Address Change or Payment Mailing Address Change 

Submit a letter on agency letterhead including: 

• Old and new mailing addresses 

• Effective date of change 

• Affirmation that name, ownership, and FEIN remain the same 

 

Sponsor must also update: 

• OEDS 

• Ohio Shared Services Supplier Portal 

• CRRS application 

 

If an address change includes a new licensed facility location, sponsor must also submit: 

• Updated childcare license 

• Current food service license (if applicable) 

• Health and fire inspection reports (if facility not licensed for food service) 

 
Adding a New Facility/Site – Sponsoring Organizations (Multi site) 

Sponsors must notify the Department and follow requirements in the Adding a New Site 

Policy. Additional financial documentation is required if the institution is an Independent 

Center (single site) and wants to become a Sponsoring Organization (multisite sponsor). 

 

FOR-PROFIT: If the sponsor is for-profit, the new site being added must have the same FEIN 

as the existing site. 

 
Adding a New Program Type 

Sponsor must: 

• Add the new program type in the CRRS application 

• Notify the EPS in writing 

• Submit any required documentation for that program type 

 

Approval is effective the date all information is received and satisfactory. 

 
Adding or Changing Meals/Snacks Approved to Claim 

Sponsor must: 

• Notify the EPS via email 

• Update the meal/snack types in the CRRS application 

• Submit a month of menus (when adding meals/snacks) 

• Submit a food service contract addendum, if applicable 

 

No retroactive approval is permitted. 

https://education.ohio.gov/Topics/Data/Ohio-Educational-Directory-System-OEDS
https://supplier.ohio.gov/wps/portal/sp/suppliers/login/!ut/p/z1/04_Sj9CPykssy0xPLMnMz0vMAfIjo8ziDRw9PT0sLQz8_L0DjQ0C3T2M_Jx9TY3NfE30vfSj8CgwMwWZYFTk6-ybrh9VkFiSoZuZl5avH5GRn5uqm5iXn6cfrh9FyAioAhzA0UC_IDsqySzIUREA1H6uOg!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
https://education.ohio.gov/getattachment/Topics/Student-Supports/Food-and-Nutrition/Child-and-Adult-Care-Food-Program-CACFP/CACFP-Center-Based-Component/Adding-a-New-Site-Policy.pdf.aspx?lang=en-US
https://education.ohio.gov/getattachment/Topics/Student-Supports/Food-and-Nutrition/Child-and-Adult-Care-Food-Program-CACFP/CACFP-Center-Based-Component/Adding-a-New-Site-Policy.pdf.aspx?lang=en-US
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Changing Approved Months of Operation 

Sponsor must: 

• Notify the EPS in writing 

• Update the CRRS Application 

 

Approval is effective the date sufficient documentation is received. 

 
Changing from Self Preparation to Vended Meals 

Sponsor must: 

• Contact EPS to discuss appropriate vending contracts 

• Complete the CACFP approved vending contract 

• Update the CRRS application to reflect vendor information 

 
Vendor/Caterer Change 

Sponsor must: 

• Contact EPS to discuss contracting requirements 

• Complete a new CACFP approved vendor contract 

• Update the vendor information in CRRS 

 

Failure to inform the Department of this change may result in loss of reimbursement. 

 
Institution Closing the Program 

For center closures or when the sponsor no longer wishes to participate in CACFP, the sponsor 

must: 

Submit a letter on letterhead with effective date of closure and last month in which a claim 

will be submitted 

 

Note: A fiscal action may follow if funds are owed. 
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Appendix A: Quick Reference Chart 

Change Scenario  
Notify 

EPS?  

Letterhead 

Required?  

Update 

OEDS?  

Update 

Shared 

Services 

Portal?  

Update 

CRRS?  

Other Required 

Documentation  

Change in 

Ownership 
Yes  Yes Yes Yes Yes 

Follow Change in 

Ownership Policy 

requirements 

Institution Name 

Change 
Yes Yes Yes Yes Yes 

Affirm no changes to 

ownership, address, 
FEIN 

Mailing Address 

Change 

(Institution or 

Payment) 

Yes Yes  Yes Yes Yes 

If new facility: updated 

childcare license, food 

service license (if 

applicable), health & 

fire inspections 

Adding New 

Facility/Site  
Yes No No No Yes 

As required in Adding a 

New Site Policy.  

Additional financial 
docs if single site 

becoming multisite. 

For-profits must use 
same FEIN. 

Adding New 
Program Type 

Yes No No No Yes 

Required 

documentation for 

program type 

Adding/Changing 

Meals or Snacks 
Yes No 

 
No 

 
No Yes 

One month of menus; 
vendor addendum if 

applicable 

Changing Months 

of Operation 
Yes  No No No Yes 

None beyond sufficient 

documentation 

Changing from 
Self-Prep to 

Vended 

Yes No No No Yes 
CACFP-approved 

vending contract 

Vendor/Caterer 

Change 
Yes No No No Yes  

New CACFP vendor 

contract 

Institution 
Closing Program 

Yes Yes  No No Yes 
Closure date; last claim 
month 
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