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This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the
training library to prevent use of outdated content. 

Disclaimer 



TRAINING HOURS

This training counts toward Empower Program
training requirements. It is listed on the Arizona
Early Childhood Workforce Registry. If you want
this training to appear on your Registry transcript,
please provide your ID in the completion survey.

Training Title: Menu and Supporting
Documentation

Hours of Instruction: 0.5 Hours

Information to include when documenting this
training for Continuing Education and Training
Credit:

Intended Audience
This training is intended for organizations operating
the Child and Adult Care Food Program (CACFP).

Objectives
At the end of this training, attendees should be able to:

understand CACFP menu requirements;
understand best practices to build a compliant menu; and
determine what supporting menu documentation should be
kept on file.

This training is required for all new organizations who
will be applying to participate in the CACFP. 



Throughout this guide, there will be
comprehension quiz questions to test
your knowledge and help you apply
what you’re learning. Be sure to
review these quiz questions and
answers available within the guide. 

The question mark icon below will
indicate a comprehension quiz
question.

Quiz Time
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CACFP Menu Overview
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Creating a CACFP menu involves planning meals that meet the nutritional guidelines set by the program. The
purpose of the CACFP is to ensure that children and adults in care receive healthy, balanced meals.

To start, familiarize yourself with the meal pattern requirements, which include specific components like fruits,
vegetables, grains, protein, and dairy. Each meal must include a variety of foods from these categories to
ensure nutritional adequacy. Consider the age and dietary needs of the individuals you are serving, as this will
influence portion sizes and food choices. Incorporate a range of flavors and textures to make meals appealing.

Additionally, it's essential to plan for any food allergies or preferences within your group. By following these
guidelines and being mindful of the dietary needs, you can create a CACFP menu that promotes health and
well-being for all participants.



Include all foods offered.
Include all components, extras, and spreads.

Menu
Requirements

Required Statements: 
Non-Discrimination Statement: This institution
is an equal opportunity provider, employer, and
lender.
Milk: Milk type for served age groups "Whole milk
is served to children 12-23 months. Children 24
months and older are served low fat or fat-free
milk."

Adult Centers: "All participants are served low fat
or fat-free milk."

Mixed Items: Ingredients in mixed or multi-
component items (e.g., "Fruit cocktail =
pineapple, cherry, peach, pear" or "Turkey Wrap=
turkey breast, cheese, tortilla")

Recommended Best Practices: 
Water: Description of how water is made
available throughout the day.
If serving Juice: "All juices served are 100% juice." 

Menu Statements

SECTION 1 CACFP MENU SLIDE 8

Post weekly menu in public view.
Public view means the lobby or an area seen
by all. 

Write the dates and keep on file.
Write the dates on the weekly posted menu.
Keep the menu on file as evidence of what
was served.



Menu Designations

HM: HOMEMADE ITEMS

When an entrée is prepared on site or by a caterer and
contains multiple components, it is difficult to identify
the portions of each component. Therefore, a recipe
should be on file to ensure the correct portion is
prepared and served. 
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Homemade, multi-component items must be designated on your menu using the acronym ‘HM.’ In addition
to writing these designations next to certain items and entrees, the bottom of your menu must contain a key
where it is explained that HM means homemade.



CYCLE MENUS ARE A CERTAIN NUMBER OF WEEKLY MENUS CREATED FOR A SET
PERIOD.
Cycle menus play a crucial role in introducing a variety of foods while meeting the nutritional needs
of students. By providing a structured plan that rotates meals over a specified period, cycle menus
ensure that individuals are exposed to different foods and flavors, promoting a diverse diet.

Additionally, cycle menus can streamline food preparation and procurement processes, making it
easier to manage inventory and reduce food waste. Overall, cycle menus are an effective tool for
promoting variety, nutrition, and efficiency in meal planning.

For example, if you have a five-week cycle menu, you will start again with week 1 once the cycle is
complete. Cycle menus are encouraged and used by most organizations on the CACFP and can be
changed at any time. 

What is a Cycle Menu?
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CACFP Cycle
Menu
ADE SAMPLE MENU AND
CYCLE MENU TEMPLATES

The ADE Sample Menu contains creditable
foods for each meal and snack. You can use it
as-is or use it as a starting point, making
changes to meals and snacks.

The ADE Cycle Menu Templates are blank and
contain the proper formatting, meal pattern,
and the required designations key and
statements section. Templates are located on
the CACFP Program Forms webpage under
the Building a Menu section. 

SECTION 1 CACFP MENU

https://www.azed.gov/sites/default/files/2018/08/Sample%20Cycle%20Menu_All%20Weeks.pdf?id=5b648ff61dcb2509e41fe234
https://www.azed.gov/hns/cacfp/programforms/


How to Build a
CACFP Menu

SECTION 2



Building a cycle menu involves several key
steps to ensure that it meets nutritional
needs while offering variety and efficiency.

Be sure to periodically review and adjust
the cycle menu based on feedback and any
changes in dietary guidelines or ingredient
availability. This ensures that the menu
remains relevant, appealing, and
nutritionally balanced, meeting the
evolving needs and preferences of those
you serve.

Build a Cycle
Menu
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CONSIDER YOUR BUDGET
Ensure food cost is >50% of the total
reimbursement, and there is adequate
preparation time and available kitchen
equipment.

RECORD ALL LUNCH ENTRÉE ITEMS
Ensure that there are no repeating
items.

ADD LUNCH SIDES 
Sides add a variety of color, texture, and
flavors.

CHOOSE BREAKFAST AND SNACKS
Create creditable breakfast and snack
combinations.

SECTION 2 HOW TO BUILD A CACFP MENU
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CACFP Cycle
Menu
SELF-ASSESSMENT

Because all organizations participating in the
CACFP are responsible for maintaining a menu
that meets the meal pattern requirements, you
can give yourself peace of mind by completing
this Menu Self-Assessment. 

Simply place a checkmark next to each true
statement and if any boxes remain unchecked,
menu changes are needed.

SECTION 2 HOW TO BUILD A CACFP MENU



Quiz Time
Evaluate this menu for errors. Look for missing components, non-
creditable foods, missing WGR items, or juice more than 1x per day.



Quiz Time
Evaluate this menu for errors. Look for missing components, non-
creditable foods, missing WGR items, or juice more than 1x per day.

Tuesday’s lunch: No grain item.
Potatoes are a vegetable. To fix
this, a grain like a dinner roll
should be served. Mashed Potatoes
can be served as a 2nd vegetable
instead of the apple wedges or
they can be served as an extra
component.

Monday’s PM Snack: Contains 2
items but from only 1 component –
vegetable. Celery and Carrots can
both be served as component 1 but
a 2nd component must be served –
such as pita chips or string cheese.



Quiz Time
Evaluate this menu for errors. Look for missing components, non-
creditable foods, missing WGR items, or juice more than 1x per day.

You should have identified that
juice is served more than once on
Wednesday. It is served at both
breakfast and AM Snack. 

To fix this, you could remove
pineapple juice from breakfast and
offer a full serving of mandarin
oranges. Or, you can remove grape
juice from AM Snack and replace it
with fruit, vegetable, fluid milk or
meat/meat alternate component. 



Quiz Time
Evaluate this menu for errors. Look for missing components, non-
creditable foods, missing WGR items, or juice more than 1x per day.

Lastly, a whole grain-rich item is
not served on Tuesday. Assess the
items being served. If one of them
IS truly whole grain-rich but just
isn’t labeled, then write “WGR”
next to that item. If no whole
grain-rich items are served, then
add one to the menu. When
reviewing the menu, check up and
down to ensure you’ve met all
meal pattern requirements every
day and check left to right (across
each meal type) to strive for
variety across meal type.
 



Once you have an established cycle menu,
it is up to you to maintain compliance. You
can make permanent changes or one-time
changes that continue to meet the meal
pattern, without approval from your
assigned specialist. Your assigned specialist
is available to offer support if needed. If you
make a one-time change, remember to
document it on the posted menu.

You can also create seasonal menus – for
example one from April through September
when the weather is warm and another for
October through March when it’s cooler. 

Menu
Maintenance

NAVIGATING MENU CHANGES

Permanent Change
You can change your menu at any time. Your
assigned specialist is available for support
but does not need to approve changes. Did
you discover a new exciting entree? Go for it!

One-Time Change
Find inspiration from your farmers market
and feature local seasonal foods at any time.
Just mark your one-time substitution on your
posted menu.
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Although you have a compliant cycle menu,
you may have participants who want or
need something different when in your care
– either due to preference or a medical
reason. A menu modification is exactly this –
when someone asks you to avoid a food or
beverage listed on your CACFP menu and
offer something else instead.

Requests for
Modifications

HANDLING REQUESTS

A CACFP organization may be asked to provide a
different food or beverage for a participant.

Processing these requests requires knowledge
of the CACFP meal pattern, civil rights
compliance and what documentation is needed
for each request. For more information, please
take the Participant Menu Modifications
training, which is posted on the CACFP
webpage.

Menu modifications should be supported with
the Participant Menu Modification Form.
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SECTION 3

Supporting
Documentation



WHOLE GRAIN-RICH

BREAKFAST CEREAL

YOGURT

COMMERCIALLY PROCESSED
MEAT/GRAIN ITEMS (CN/PFS)

HOMEMADE ENTREES AND ITEMS

In addition to maintaining a CACFP compliant
menu, operators of the CACFP in Arizona are
required to maintain documentation
supporting the creditability of 5 different food
items. These items include: 

Supporting
Documentation
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HNS 27-2018: UPDATED HNS RESPONSE TO NEW MEAL PATTERN
RECORDKEEPING REQUIREMENTS

https://cms.azed.gov/home/GetDocumentFile?id=5b5a4df61dcb25102c5aa8bd
https://cms.azed.gov/home/GetDocumentFile?id=5b5a4df61dcb25102c5aa8bd


The supporting documentation must include
the product label along with the information
used to determine that the food is whole
grain-rich. This information varies based on
which of the six methods is used.

Whole Grain-
Rich

DOCUMENTATION REQUIRED

Product Label
The name of the grain item on the front of the
packaging. 

Method Documentation
Must match the method used and can be:

“Whole Wheat” statement on the label*
(bread and pasta products only) 
Any State agency’s WIC-approved whole
grain food list

Label that includes one of the FDA-
approved Health Statements 
Ingredients List 
Whole Grain-Rich documentation for the
National or Standardized Recipe
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All cereals in the Arizona WIC FOOD LIST are
low sugar cereal and a copy of the Arizona
WIC food list is sufficient documentation.
Otherwise, to show that all cereal is truly
within the sugar limitations, all cereal served
must have a product label, nutrition facts
label, and ingredients list on file.

All of this information appears on the side of
the cereal box – so ADE recommends simply
cutting the side panel of all cereal boxes! Place
the cereal box sides in a sheet protector in
your Menu Binder.

Breakfast
Cereal

Product Label
The name of the grain item on
the front of the packaging. 
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Nutrition Facts Label
The entire nutrition facts label.
Make sure that the gram serving
size and grams of sugar are
visible. 

Ingredients List
The list of ingredients at the
bottom of the nutrition facts
label.
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To show that all yogurt is truly within the
sugar limitations, all yogurt served must have
a product label and nutrition facts label on file.

A photocopy or photo of the front packaging
and the nutrition facts label is sufficient
documentation.

Yogurt
Product Label
The name of the yogurt item on
the front of the packaging. 

SLIDE 25

Nutrition Facts Label
The entire nutrition facts label.
Make sure that the gram serving
size and grams of sugar are
visible.

SUPPORTING DOCUMENTATIONSECTION 3



A CN Label of Product Formulation Statement
(PFS) is required for all processed or
convenience entrees that contribute to the
grains and meat/meat alternate component. It
must be kept on file for ADE’s review. A CN
label sometimes appears on packaging and
contains 4 sides labeled “CN”. A PFS can only
be obtained from the manufacturer. These
items will appear on the menu with a “CN” or
“PFS” designation next to the item and that
will indicate whether a CN label or Product
Formulation Statement is on file.

Commercially
Processed
Meat/Grain Items

DOCUMENTATION REQUIRED

Convenience items that count toward the grain
or meat/meat alternate component to assist in
correct portions served.

Examples:
Chicken patties/nuggets
Pizza
Burritos
Fish sticks
Corn dogs 
Ravioli, etc.
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CN Labels are voluntary labels administered
by USDA Food and Nutrition Services, usually
found on food products purchased in bulk. A
Nutrition facts label is not a CN Label, and a
Nutrition facts label is not a valid substitution
for a CN Label.

A CN Label will always contain a distinct 4-
sided border with “CN” written on each side, a
meal pattern contribution statement, 6-digit
product identification number, USDA/FNS
authorization statement, and the month and
year of approval. The meal pattern
contribution statement is used to ensure
correct portion sizes for each age group.

CN Label
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CN LABELS WILL ALWAYS CONTAIN
THE FOLLOWING:

CN Logo (distinct border)
Meal Pattern Contribution statement
6-digit product ID number
Month and year of approval

CN Label is valid for only 5 years.
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A current PFS provided by the manufacturer
and signed by an officer of the corporation is
an acceptable substitution for a CN Label. If
you buy an item that requires a CN Label but a
CN label is not available, you can request a
Product Formulation Statement from the
manufacturer. 

PFS do not expire but it is best practice to
update them every 2-3 years to make sure
they are still accurate

Product
Formulation
Statement 
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DOCUMENTATION BEST PRACTICE

It is a best practice to have recipes on file for all homemade items. Recipes should be used just like
CN labels or Product Formulation Statements, stating the serving size for each age group to meet
the meal pattern. Recipes should contain:

All ingredients with cooking instructions
The number of servings the recipe makes
How the serving credits toward the meal pattern.

For example, if cornbread casserole is prepared, the recipe may indicate that the casserole is cut into
24 pieces and indicate what age groups need 1 piece or 2. Recipes are also helpful in the event of
staff turnover, to ensure recipes can be replicated by others. 

Homemade Items
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To ensure enough food is purchased,
prepared, and served, ADE recommends the
use of Production Worksheets. Production
Worksheets are an optional purchasing tool
for self-prep organizations but required for
every meal and snack provided by a food
service vendor, per the vendor contract.
Although self-prep organizations are not
required to complete production records, if an
inadequate amount of food is purchased,
prepared, or served, ADE may require an
institution to complete and maintain them to
support food purchasing compliance.

Production
Worksheets

PURCHASING TOOL 

Useful when completed two weeks in
advance (or before purchasing)
Can use the online system for calculations at:
http://fbg.theicn.org/
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INFORMATION NEEDED

A menu that meets the meal pattern
The projected number of children/adults
(including staff) who will be eating the meal

CATERED

Required to be completed/maintained for
every meal and snack provided by a food
service vendor, per the vendor contract, and
cannot be waived by ADE.

SELF-PREP

Strongly encouraged to ensure enough food
is purchased, prepared, and served. 
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Production Worksheets are most useful when
completed in advance of purchasing and they
are helpful with a new menu or new entrée
because they tell you the minimum quantity
that must be purchased to have enough food
for each meal or snack that will be served.

Production
Worksheets
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Quiz Time
Review this menu and write down which items would require menu
documentation.

Remember to document the following
menu items:

Whole Grain-Rich Items
Breakfast Cereal
Yogurt
Processed Grain/Meat Items
Homemade Items



Quiz Time
Review this menu and write down which items would require menu
documentation.

Whole Grain-Rich Items
All items highlighted should
include the product label and
method of documentation must be
kept on file.
One cereal is served, highlighted in
red. Because it is a cereal, the
nutrition facts label and
ingredients list or the WIC Food List
page must also be kept on file to
verify the item meets the sugar
limitations.



Quiz Time
Review this menu and write down which items would require menu
documentation.

Yogurt
One yogurt is served, highlighted in
red. A product label and nutrition
facts label must be kept on file.



Quiz Time
Review this menu and write down which items would require menu
documentation.

Processed Grain/Meat Items
There are NO processed grain or
meat items requiring a CN Label or
Product Formulation Statement, so
CN Labels and Product
Formulation Statements are not
required for the items on this
menu.



Quiz Time
Review this menu and write down which items would require menu
documentation.

Homemade Items
The items highlighted in red are
labeled “HM” for homemade. It is
best practice to have a recipe on
file for each of these homemade
items.



CONTACT US

602-542-8700

www.azed.gov/hns

HelpDesk

If you have a question or require additional
assistance, please contact your assigned
specialist or contact HNS.

https://www.azed.gov/hns
https://helpdeskexternal.azed.gov/home


Congratulations
You have completed the Online Course:
Menu and Supporting Documentation

ADHS Empower Program
This training counts toward Empower Program
training requirements.

Arizona Early Childhood Workforce Registry
This training is listed on the Arizona Early Childhood
Workforce Registry. If you want this training to
appear on your registry transcript, please provide
your Workforce Registry ID when completing the
survey.



Certificate
Requesting a training certificate
Please click the button to complete a brief
survey about this online training. Once the
survey is complete, you will be able to print your
certificate of completion from Survey Monkey. 

Information to include when documenting training completion:

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it. 

Training Title: Menu and
Supporting
Documentation

Length: 0.5 Hour

Take Survey

TAKE SURVEY

https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/CACFPOnlineTraining


In accordance with federal civil rights law and USDA civil rights regulations and policies, the
USDA, its agencies, offices, employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and
complaint filing deadlines vary by program or incident.

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
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may
be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint and
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:

1.Mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights, 1400
Independence Avenue, SW, Mail Stop 9410, Washington, D.C. 20250-9410;

2.Fax: (202) 690-7442; or
3.Email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

