Michigan Department of Education
Office of Health and Nutrition Services

Child and Adult Care Food Program
How to Apply Checklist

Refer to the How to Apply document for specific instructions on each step!

[ 1 STEP 1 - Complete and submit Prequalification Survey and

Supporting Documentation.
e www.michigan.gov/cacfp-survey
e Submit via email to MDE-CNAP-CACFP@michigan.gov
e For questions, email MDE-CNAP-CACFP@michigan.gov or call 517.241.5353
e Wait for MDE to review documents and either return for additional revisions or
send approval to continue to Step 2.

Notes:

[ 1 STEP 2 - Register with SIGMA
If your institution is already registered with SIGMA go to STEP 3.
e www.michigan.gov/sigmavss

e For questions, call 888.734.9749 or email SIGMA-Vendor@michigan.gov
Notes:

L] STEP 3 - Obtain a Data Universal Numbering System (DUNS)

Number
If your organization does not have a DUNS number or you need to verify
whether you have a DUNS number:

e Dun & Bradstreet website: http://fedgov.dnb.com/webform
e For questions, call 866.705.5711

¢ Once you have obtained your DUNS number, it must be entered in your
agency'’s profile in the Education Entity Master (EEM), after you obtain
security rights to EEM

Notes:

[ ] STEP 4 - Create Agency Profile in the Education Entity Master

(EEM)
If your organization already has an entity code/agreement number, go to STEP 5.

e www.michigan.gov/cepi
o Navigate to:
e CEPI Applications >>Educational Entity Master

e Other Non-School Recipient Security Agreement
e For questions, contact CEPI at 517.335.0505 option 3 or email at
cepi@michigan.gov.

Notes:
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[ ] STEP 5 - Create a Michigan Education Information System

(MEIS) Account
If you already have a MEIS account number go to STEP 6.

e WWW.michigan.gov/meis
e Print or write down the MEIS account number, username and password
Notes:

[ ] STEP 6 - Complete and submit a Michigan Electronic
Grant System Plus (MEGS+) Security Agreement

e WWWw.michigan.gov/meis
e Complete the agreement and fax to 517-241-0496 or email to
MEGS@michigan.gov
e For questions, contact 517.241.5386 or email MEGS@michigan.gov
e Allow 48 hours to process the form
Notes:

[] STEP 7 - Complete the CACFP Application in MEGS+

e Submit email request to have your application created
e Access application at www.michigan.gov/meis
Notes:

[ ] STEP 8 - Complete On-Line Training Modules
e www.michigan.gov/cacfp >>Training>>O0n-Line Training Webinars

e Complete:
o Recordkeeping Session 1
o Recordkeeping Session 2
o Recordkeeping Session 3

e Upload training certificates into application under the specified attachment
Notes:

In accordance with Federal law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this
institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, disability, and reprisal or
retaliation for prior civil rights activity. (Not all prohibited bases apply to all programs.) Persons with disabilities who
require alternative means of communication for program information (e.g., Braille, large print, audiotape, American Sign
Language, etc.) should contact the responsible State or local Agency that administers the program or USDA’s TARGET
Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.
Additionally, program information is available in languages other than English. To file a complaint alleging discrimination,
complete the USDA Program Discrimination Complaint Form, AD-3027, found online at
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office or write a letter addressed to USDA and
provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-
9992. Submit your completed form or letter to USDA by: mail: U.S. Department of Agriculture Office of the Assistant
Secretary for Civil Rights 1400 Independence Avenue, SW Washington, D.C. 20250-9410 fax: (202) 690-7442; or email:
program.intake@usda.gov. This institution is an equal opportunity provider.
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