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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: Meal Service & Food
Safety Requirements for the Child and
Adult Care Food Program

Hours of Instruction: 1.0 Hour

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:

Describe Performance Standards and Monthly
Reimbursement;
Describe Reporting Costs;
Describe Tips for Organizing and Storing Records; and, 
Describe Recordkeeping Policy.

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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Definitions

SECTION 1



Definitions
The Food and Nutrition Service (FNS), a division within the United States Department of Agriculture
(USDA), administers the Child and Adult Care Food Program (CACFP) at the federal level and
communicates regulations with each state agency. In Arizona, the state agency of administration is the
Health and Nutrition Services (HNS) Division at the Arizona Department of Education (ADE). ADE then
operates the program through legal agreements with Local Educational Agencies (LEAs). 
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Child and Adult Care Food Program (CACFP)
The Child and Adult Care Food Program (CACFP) was established in 1966 to provide meals and snacks
to children in daycare centers, daycare homes, settlement houses, recreation centers, and Head Start
Programs. The program provides financial assistance to private non-profit, public, and proprietary
organizations receiving Title XX assistance. As a part of the CACFP, the Older American Act
Amendments of 1987 made reimbursable meals available to adult daycare centers. To qualify for
participation, the primary function of an adult day care center is to serve the needs of functionally
impaired adults or persons over 60 years old by offering care to individuals in a nonresidential adult day
care center.



Definitions
Performance Standards
Each new and renewing institution must submit information sufficient to document that it is financially
viable, is administratively capable of operating the Program, and has internal control in effect to ensure
accountability.

New: §226.6(b)(1)(xviii)
Renewing: §226.6(b)(2)(vii)
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Recordkeeping
Recordkeeping is the systematic process of collecting, organizing, and maintaining documents and
data related to an organization's activities, transactions, and operations. An efficient recordkeeping
system that supports all payments received under the Program must be maintained, and all
allowable costs in support of the center's nonprofit food service must be documented.



Definitions
Code of Federal Regulations (CFR)
The CFR is a codification of the general and permanent rules published in the Federal Register by the
executive departments and agencies of the Federal Government. The CFR is divided into 50 titles that
represent broad areas subject to Federal regulation. Each title is divided into chapters, which are
divided into parts covering specific regulatory areas.

CFR Title 7 contains Federal laws and regulations pertaining to agriculture. It is composed of fifteen
chapters that are subsequently broken into parts. Current regulations for Food and Nutrition Service
(FNS) are located in the volume containing parts 210–299.

Congress reauthorizes the Child Nutrition Programs under 7 CFR, parts 210-299 every four to five years.
Reauthorization is the continuation or subsequent authorization of a Federal grant program by
Congress. The statute reauthorizing a program may include one or more, often significant, changes to
the original or previously authorized statute.

The Arizona Department of Education (ADE) is the State agency designated to administer the Child
Nutrition Programs in schools as specified in 7 CFR 210.3. As the designated State agency, ADE has the
authority to enforce the applicable Federal and State regulations.
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Definitions
Arizona Department of Education (ADE)
In Arizona, the Arizona Department of Education directly administers the CACFP through the Division
of Health and Nutrition Services.
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Eligible Institutions
The CACFP provides federal funds to eligible nonresidential child and adult care facilities, emergency
shelters, and after school programs who serve nutritious meals and snacks.

Permanent Agreement
A legal document between the state and a sponsor outlining the legal requirements for sponsors
that allows CACFP sponsors to receive reimbursement for eligible meals.



Common Acronyms

ACRONYM MEANING 

ADE Arizona Department of Education 

AR Administrative Review 

At-Risk At-Risk Afterschool Meals Program

CACFP Child and Adult Care Food Program 

CFR Code of Federal Regulations 

CNP Child Nutrition Program

FNS Food and Nutrition Service

SA State Agency

USDA United States Department of Agriculture
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Common Acronyms
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Each new and renewing institution must
submit information sufficient to document
that it is financially viable, is
administratively capable of operating the
Program, and has internal controls in effect
to ensure accountability. 

More information on performance
standards can be found in the CFR
in sections §226.6(b)(1)(xviii) and

§226.6(b)(2)(vii)

Performance Standards
COMPLIANCE WITH PERFORMANCE STANDARDS

https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-226/subpart-C/section-226.6
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-226/subpart-C/section-226.6


Performance Standards
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Financial Viability
Institutions must be financially viable. Program funds must be expended and
accounted for in accordance with the requirements set forth in, FNS Instruction 796-2
(“Financial Management in the Child and Adult Care Food Program”), and 2 CFR part
200, subpart D and USDA implementing regulations 2 CFR part 400 and part 415.

Administrative Capability
Institutions must be administratively capable. Appropriate and effective management
practices must be in effect to ensure that the Program operates in accordance with
the standards set forth in 7 CFR part 226.6

Program Accountability
Institutions must have internal controls and other management systems in effect to
ensure fiscal accountability and to ensure that the Program will operate in accordance
with the requirements set forth in 7 CFR part 226.6

https://www.ecfr.gov/current/title-2/part-200/subpart-D
https://www.ecfr.gov/current/title-2/part-200/subpart-D
https://www.ecfr.gov/current/title-2/part-400
https://www.ecfr.gov/current/title-2/part-415
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-226/subpart-C/section-226.6
https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-226/subpart-C/section-226.6


Performance Standard Measurements
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Financial Viability
Measured by:
Fiscal resources, financial history, audits, financial statements, and budget.

Administrative Capability
Measured by:
Effective management practices, adequate staff, written CACFP policies and
procedures.

Program Accountability
Measured by:
Fiscal integrity and accountability of income and expenses with internal controls,
appropriate recordkeeping.



SECTION 2

Monthly
Reimbursement
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Monthly Reimbursement
WHY DO WE KEEP THESE RECORDS?

CACFP provides reimbursement for the number of creditable meals served to eligible participants while in
care. As such, regulations require institutions maintain records which support; 

who those meals were offered to, 
what those meals were, 
and how many meals were served.

Documentation demonstrating how reimbursement was spent, is also required.
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Institutions must establish procedures to collect
and maintain all records listed in the CACFP
regulations and required by the State Agency.
Failure to maintain records will be grounds for
the denial of reimbursement for meals served
during the period covered by the records in
question and for the denial of reimbursement for
costs associated with such records.

More information on  institution
provisions and recordkeeping can be

found in 7 CFR 226.15(e)

Monthly Reimbursement
FEDERAL REGULATION 7 CFR 226.15(E)

https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-226/subpart-E/section-226.15
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Recordkeeping Requirements
MONTHLY REIMBURSEMENT

Funds will be denied or recollected if appropriate records are not on file to support the monthly
reimbursement claim.



Eligibility, Enrollment, and Attendance

Meal Service

Meal Counts
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Monthly Reimbursement
RECORDKEEPING REQUIREMENTS

Institutions are only reimbursed for credible meals served. Records required for reimbursement can be
broken down into three distinct areas:
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Monthly Reimbursement
RECORDKEEPING REQUIREMENTS

Meal Benefit Income Eligibility forms​

Claiming Rosters - Free, Reduced-price and Paid​

Enrollment forms - Emergency Information and Immunization Records​

Sign in/out sheets or computer-generated attendance records​

Title XX documentation (if participating in childcare subsidy program) ​

Eligibility, Enrollment and Attendance
Here are key eligibility, enrollment, and attendance records necessary for supporting a
reimbursement claim. Each record will be elaborated upon in more detail throughout
the remainder of this training.
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Monthly Reimbursement
RECORDKEEPING REQUIREMENTS

Menus with notes of any substitutions​

Menu Modification Forms for meal substitutions​

Infant Preference Forms​

CN Labels or Product Formulation Statements (if applicable)​

Ingredients and nutrition facts for low sugar cereals/yogurts​
Documentation for the whole grain-rich items listed on the menus 
Recipes (best practice)​

Menu Production Worksheets (if applicable)​

Here are key meal service records necessary for supporting a reimbursement claim.
Each record will be elaborated upon in more detail throughout the remainder of this
training.

Meal Service
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Monthly Reimbursement
RECORDKEEPING REQUIREMENTS

Point of Service (POS) Meal Counts Sheets​

Infant Point of Service Meal Count Sheets​

Meal Count Summary Sheet ​

OR equivalent computer-generated Meal Count Sheets

Here are key meal count records necessary for supporting a reimbursement claim. Each
record will be elaborated upon in more detail throughout the remainder of this training.

Meal Counts



SECTION 3

Eligibility,
Enrollment and
Attendance
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Monthly Reimbursement
ELIGIBILITY, ENROLLMENT AND ATTENDANCE
Supporting documentation is required for those being claimed. This is obtained from eligibility,
enrollment, and attendance records. 

Eligibility
Meal Benefit Income Eligibility Forms
Claiming Rosters - Free/Reduced and Paid
Title XX documentation (if applicable)

The requirements for these records
vary depending on the type of

facility. The next slides will discuss
each type of facility in detail.

Enrollment
Emergency Information and
Immunization Records

Attendance
Sign in/out sheets or computer-generated
attendance records
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Eligibility
Meal Benefit Income Eligibility form completed, signed and
dated by caregiver or guardian.
Monthly Claiming Rosters which identify the eligibility
determinations.
Title XX documentation (For-profit centers may only submit a
monthly claim for reimbursement if they have at least 25% free
or reduced eligible participants or 25% eligible DES subsidy
participants)

Enrollment
Emergency Information and Immunization Record completed,
signed, and dated by caregiver or guardian.

Attendance
Sign in/out sheets with the date and time of arrival/departure
and with a valid guardian signature OR equivalent computer-
generated attendance records.

Eligibility
CHILD CARE CENTERS 

Child Care Centers 
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Eligibility
An approved Head Start application OR a Statement of Head
Start Eligibility OR a list of participants signed by the Head Start
Determining Official stating participants on the roster qualify for
Head Start

Enrollment
Enrollment requirements are a completed Head Start
Enrollment Packet

OR
Emergency Information and Immunization Record form signed
and dated by caregiver or guardian.

Attendance
Sign in/out sheets with the date and time of arrival/departure
and with a valid guardian signature OR equivalent computer-
generated attendance records.

Eligibility
HEAD START PROGRAMS

Head Start Programs

All Head start participants are
categorically eligible as free based
on Headstart eligibility.
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Eligibility
Meal Benefit Income Eligibility form completed, signed and
dated by caregiver, guardian or adult in care if capable of
completing it.
Monthly Claiming Rosters which identify the eligibility
determinations

Enrollment
Emergency Information and Immunization Record completed
signed and dated by caregiver, guardian or adult in care if
capable of completing it.

Attendance
Sign in/out sheets with the date and time of arrival/departure
and with a valid guardian signature or adult in care if capable of
completing it OR equivalent computer-generated attendance
records.

Eligibility
ADULT DAY CARE CENTERS

Adult Day Care
Centers
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Eligibility
A facility whose primary purpose is to provide temporary shelter
to homeless families with children is eligible to participate in
CACFP. All participants 18 and under are categorically eligible as
free. Note: a residential facility that provides services to children
under court or State custody is not eligible.

Enrollment
N/A

Attendance
Participant - Name, Date of Birth, Dates of Residency OR
equivalent computer-generated attendance records.

Eligibility
EMERGENCY SHELTERS

Emergency Shelters
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Eligibility
Based on site eligibility - all residential children 18 and under are
categorically eligible as free (proof of site eligibility via
free/reduced percentage or census data is provided during
application approval)

Enrollment
N/A

Attendance
Any (1) of the following options:

Sign in/out sheets; OR,
Attendance rosters; OR,
Check-in system; OR,
ADE POS Meal Count Sheet (attendance section); OR,
Equivalent computer-generated attendance records

Eligibility
AT-RISK AFTERSCHOOL PROGRAMS

At-Risk Afterschool
Programs
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Eligibility
CHILD PARTICIPANTS

There are two separate Income
Eligibility Forms. The following
Income Eligibility Form is for
children.

Centers claiming free and
reduced-price reimbursement
must annually obtain and keep
on file approved income eligibility
statements for children
determined to meet the free and
reduced-price eligibility
guidelines. 
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Eligibility
ADULT CARE CENTERS
There are two separate Income
Eligibility Forms. The following
Income Eligibility Form is for adults.

Centers claiming free and reduced-
price reimbursement must annually
obtain and keep on file approved
income eligibility statements for
adults determined to meet the free
and reduced-price eligibility
guidelines. 
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Eligibility
CLAIMING ROSTERS

Enrollment roster listing the name
and eligibility status of each enrolled
child should be maintained and kept
current.

Monthly claiming rosters can be used
for both children in childcare centers
and adults in adult daycare centers.
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EMERGENCY FORMS

Also known as the DHS Emergency,
Information, and Immunization
Record Card (Blue Card) may be used
for both children at childcare centers
and adults at childcare centers.

It is essential to review the form at
least once a year to ensure accuracy
and compliance with current
standards.

Enrollment
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SIGN IN/ SIGN OUT SHEETS

Accurate daily attendance records of
all enrollees must be recorded
separately from the center's meal
count records. 

The Department of Economic
Security Sign-In/Sign-Out Record can
also be utilized for both Children in
Child Care Centers and Adults in
Adult Day Care Centers. 

Attendance



SECTION 4

Meal Service and
Meal Counts
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Meal Service
RECORDKEEPING REQUIREMENTS

Records required to support that meals met USDA meal pattern requirements are: ​

 Menus which identify component substitutions (if any) for all meals claimed​
 Menu Modification Forms for individual meal substitutions (if any)​
 CN Labels or Product Formulation Statements for processed entrées (if applicable)​
 Low sugar cereal and low sugar yogurt documentation (if applicable)​
 Documentation for the whole grain-rich items listed on the menu ​
 and as a best practice, Recipes for homemade entrées and Production Records (if applicable). ​

More information on menu supporting
documentation can be found on HNS’ CACFP
Training Library.

https://www.azed.gov/hns/cacfp/cacfptraining
https://www.azed.gov/hns/cacfp/cacfptraining
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Meal Service Forms
ADE MENU TEMPLATE
Many items validate meals met USDA
meal pattern requirements, from menus
to food receipts and Production
Worksheets. ADE has created a Menu
Template for use. But institutions are not
required to use the ADE template. 

Menus can be designed on institution
letterhead, if it meets the requirements
discussed in detail in Nutrition Part 2 of
the Essential Series: Menu Requirements
and Documentation. ADE’s sample menu can be found

can be found https://www.azed.gov

https://www.azed.gov/sites/default/files/2018/08/Sample%20Cycle%20Menu_All%20Weeks.pdf?id=5b648ff61dcb2509e41fe234
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Meal Service
MENUS
Each menu page must include the necessary menu statements. The non-discrimination, milk, and water
statements should be featured in every weekly menu. Statements regarding juice and mixed items are only
required if these items are listed on the menu.

Non-Discrimination
“This Institution is an equal opportunity provider”.

Milk
Whole milk will be served to children 12-23 months. Children 24 months and older will be served 1%
or fat free milk.

Water
Describe how water is made available throughout the day.

Juice
All juices served are 100% juice.

Mixed Items
Identify the ingredients in mixed items on the menu such as “fruit cocktail” or “mixed salad”



SECTION 4 MEAL SERVICE AND MEAL COUNTS SLIDE 39

Meal Service Forms
PARTICIPANT MENU MODIFICATIONS
The Participant Menu Modifications form
must be completed by parents/guardians
when participant menu substitutions are
requested. This form may not be altered.

To receive Federal reimbursement for a
modified meal that does not comply with
the meal pattern requirements sponsors
must obtain a written medical statement
from a State-licensed healthcare
professional.
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Meal Service
CN LABELS
Supporting documentation that is
acceptable for commercially processed
meat/grain items include CN labels and
product formulation statements.

CN labels have a distinct border. They are
a meal pattern contribution statement
and usually contain a 6-digit product ID
number. All CN labels will have a month
and year of approval. A CN label is valid for
only 5 years.

6-digit product ID
number

Meal Pattern
Contribution

Month and year of approval
**CN Label is valid for only 5 tears

CN logo

CN labels sometimes appear on the
packaging
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Meal Service
LOW SUGAR DOCUMENTATION

Supporting documentation that is
acceptable for yogurt include the
product label and nutrition label.

All supporting documentation must be
kept on file, per month, to support the
yogurt served in CACFP meets the
sugar limit.

Use product packaging

PRODUCT LABEL AND NUTRITION LABEL

This documentation is
necessary to support the

yogurt served meets the sugar
limit. For more information
about creditable foods and
meal pattern requirements,

please visit ADE’s CACFP
training library.
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Meal Service
WGR DOCUMENTATION

Supporting documentation
that is acceptable for RTE
cereals includes the
ingredient list, nutrition label,
and WIC food list.

This documentation is necessary
to support the RTE cereal served
meets the sugar limit. For more

information about creditable
foods and meal pattern

requirements, please visit ADE’s
CACFP training library.

Use product
packaging
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Meal Service
HOMEMADE RECIPES

While it is not mandatory, it is best practice for
items or entreés made from scratch containing
multiple components to have a recipe to
ensure correct portions are served.

Recipes should contain:

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

Ingredients
For _65_ Servings

Directions
Weight Measure

Raw Ground Beef ...........................

(no more than 15% fat)

Dehydrated onion...........................

7 lbs. 3 oz

6 oz

.....................

1 3/4 cup

1.Thaw ground beef in refrigerator prior to

cooking. Brown ground beef. Drain. Add

onions and garlic powder. Cook for 5

minutes.

Black Pepper.....................................

Canned Tomatoes with liquid

Tomato paste....................................

Water......................................................

Seasonings

   Flaked basil

   Flaked oregano

....................

4 lbs. 4 oz

1 lbs. 12oz

.....................

......................

......................

1 1/2 tsp

2/3 No. 10can

1/4 No. 10can

1 1/2 qt

3 Tbsp + 2 tsp

3 Tbsp + 2 tsp

2. Add pepper, canned tomatoes, tomato

paste, waster, and seasonings. Cook meat

sauce to internal temperature of 155° for 14

seconds. Simmer about 1 hour.

Water......................................................

Salt...........................................................

3 gal

1Tbsp

..............................

..............................

3. Heat water to rolling boil. Add salt.

5. Stir into meat sauce.

6. Pour into serving pans. Hold in serving

pans at 140° or above.

Cheddar cheese, shredded 1 lb ............................. 7. Top with shredded cheese.

8 Portion 3/4 cup serving.

9. Cool any leftovers in a shallow pan in

refrigerator to 41° or below.

Recipe Title: ______________________________ Recipe Number ___________ 
Serving Size: ______________ Portion Utensil: ___________
Contribution per serving: M/MA ____ (oz) F/V ____ (cup(s)) G/B ___(svg)
Total Yield: _____________________

Spaghetti with meat sauce #HM-35
3/4 cup 6 oz ladle

2 1/2 1
65 servings
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Meal Service Forms
MENU PRODUCTION WORKSHEETS

Menu Production Worksheets
validate the amount of food
produced for the number of meals
served. 

Menu Production Worksheets are
not required. 
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Meal Service
MEAL COUNT PROCESS

Meals must be counted and recorded on a Point of Service Meal Count
Sheet while participants are seated and eating. 

Meal counts are then calculated and transferred over to a Meal Count Summary Sheet
where the meals are totaled for claiming reimbursement.

 Institutions must maintain monthly; Point of Service Meal Count Sheets, Infant Point of Service Meal
Count Sheets and a Meal Count Summary Sheet to validate the number of meals served.​

There is an ADE 24 hour – 7 days per week Point of Service Meal Count Sheet which Emergency Shelters
may find useful and there is an At-Risk Point of Service Meal Count Sheet just for At-Risk participation.
Another alternative for Emergency Shelters and At-Risk is to mark meals on an attendance roster or use
an equivalent computer-generated meal count sheet. 

1

2
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Meal Service
DOCUMENTATION NEEDED

Meal Counts:
Point of Service (POS) Meal Count Sheets
Infant POS Meal Count Sheets
Meal Count Summary Sheets

OR
Equivalent computer-generated Meal Count Sheets

Meal Counts: Emergency Shelter and At-risk Only
Any (1) of the following options:

Emergency Shelter 24/7 POS Meal Count Sheets/At-Risk POS Meal Count Sheets
OR

Daily roster of children receiving meals with meal counts for each meal service
OR

Equivalent computer-generated Meal Count Sheets

Examples of the meal count forms
are shown and explained on the next 



Classroom #1
6/29 - 7/3

Howl Jenkins Pendragon
Sophie Hatter
Lettie Hatter

Morgan Jenkins
Markl Pendragon

Ben Sullivan
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Meal Counts
POINT OF SERVICE MEAL
COUNT SHEET
Daily counts of the number of meals
served to enrolled children, taken at
the time of service, must be recorded
and maintained by all participating
centers. When submitting "actual
monthly counts" for claiming
purposes records must contain the
number of meals served to enrolled
children by each meal type.

Meals served to "Program adults" working in the center's food service and to any other non-enrolled
persons must also be recorded. Although not claimed for reimbursement, costs of these meals are part of
food costs reported by the center [7 CFR 226.7(m)(2)].
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Meal Counts
INFANT POINT OF SERVICE
MEAL COUNT SHEET

Daily records of infant meal counts
must contain a listing of the food
items served in each meal type to
ensure that the requirements of the
CACFP meal patterns were met [7
CFR 226.24(a); 226.15(e)(10)].

Only meals and snacks containing all
required components should be
included in the claim for
reimbursement.

Howl J Pendragon

Sophie Hatter

Lettie Hatter

Morgan Jenkins

Markl Pendragon

Ben Sullivan

IFC

IFC

Egg

(Not Ready) (Not Ready) (Not Ready)

IFC

Egg

Bread

Bread

banana

Carrots

Chicken

Chicken

avocado RTE O’s Peach

avocado
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Meal Counts
AT-RISK POINT OF SERVICE
MEAL COUNT SHEET

Madame Suliman’s Childcare
Little Pendragons

12341 PortHaven Marshes Ave
Mrs. Pentstemmon 123-456-7890

12/09/2024

125
12/09/2024

2:30pm

161
35

158
37

121

2
123

3

12/09/2024Mrs. Pentstemmon

The At-Risk Afterschool Program has
its own point of service meal count
sheet.

More information on the At-Risk Point of
Service Meal Count is found in Nutrition Part 3
of the CACFP Essential Series: Meal Service and
Food Safety.​
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Meal Counts
MEAL COUNT SUMMARY

The Monthly Meal Count Summary is
used at the end of each month to
determine the total number of meals
and snacks served in the month. 

Note this form has two columns on
the far right to total the Monthly At-
Risk Afterschool Program Meal
Counts. 

If you do not participate in the At-Risk
Afterschool Program those columns
will of course, remain blank. 



SECTION 5

Monthly Cost
Reporting
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Organizations are responsible for accounting for
costs accurately and for maintaining records to
demonstrate that costs claimed have been paid and
are allowable to the program. ​

Documentation of the nonprofit food service is
required to ensure all Program reimbursement funds
are used solely for the conduct of the food service
operation or to improve the food service operations,
principally for the benefit of the enrolled participants.​

More information on  institution
provisions and recordkeeping can

be found in 7 CFR 226.15(e)

Monthly Reimbursement
FEDERAL REGULATION 7 CFR 226.15(E)(6), (10), (13) 

https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-226/subpart-E/section-226.15
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Cost Reporting
FEDERAL REGULATION 7 CFR 226.15(E)(6), (10), (13) 

CACFP Reimbursement
deposited into account

CACFP allowable costs are
paid out of account

Documentation required
to support all CACFP
moneis in/out of account

CACFP monthly reimbursement must be used to pay for monthly allowable program costs. Monthly
allowable program costs should be mostly food costs, because CACFP is a Food Program. However,
there are other allowable program costs which may also be reported. Institutions are required to
account for costs and maintain records to demonstrate costs claimed have been paid and were
allowable to the program. ​

mailto:ContactHNS@azed.gov
mailto:ContactHNS@azed.gov
mailto:ContactHNS@azed.gov
mailto:ContactHNS@azed.gov
mailto:ContactHNS@azed.gov
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There is an exception to Cost Reporting, but only for
Emergency Shelters and At-risk Afterschool
Programs. Many of these institutions have staff
members which manage the finances, and they
already have records or reports of revenues and
expenditures of the food service. Those records
meet CACFP requirements.

 However, if your Emergency Shelter or At-risk
Afterschool Program does not have a record of
revenues and expenditures, please follow the Cost
Reporting section to learn how to report program
costs. ​

Cost Reporting
EXEMPTION

Emergency Shelters

At-Risk Afterschool
Programs
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Prepared and served as reimbursable CACFP meals and snacks to enrolled participants.
Food

Non-food items that support the meal service and CACFP operations.
Supplies

The time staff spend on CACFP duties, both administrative and operational.
Labor

A percentage of the costs of operating the building based on the square footage used
for CACFP.

Facility Costs
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Cost Reporting
ALLOWABLE COSTS
CACFP money can be spent on 4 categories that support the meal service:

mailto:ContactHNS@azed.gov


To report Food Costs original receipts and invoices are required for all CACFP food purchased
Food

To report Supply Costs original receipts and invoices are required for all CACFP supplies purchased
Supplies

To report labor a record of employee time spent on CACFP administrative and operational
duties is required

Labor

To report facility Costs a copy of a lease or depreciation schedule is required and original
bills for utilities and other costs​

Facility Costs
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Cost Reporting
ALLOWABLE COSTS
CACFP money can be spent on 4 categories that support the meal service:

mailto:ContactHNS@azed.gov


All reimbursement must be spent on CACFP
Spend it all (Non-Profit Food Service)

 1

At least 50% of reimbursement spent on food
Focus on Food

 2

Reimbursement should be spent on operational costs, with no more than 15% spent on
administrative costs

Keep Administrative Costs Low
 3
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Cost Reporting
ANNUAL EXPENSE RESTRICTIONS
The total reimbursement received each month has to be spent on allowable expenses AND meet the
following three annual expense restrictions. If 100% of the reimbursement is not spent on food, other
allowable Program Costs must be reported to demonstrate what the remaining reimbursement was
spent on.
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Organizations are responsible for accounting for
costs accurately and for maintaining records to
demonstrate that costs claimed have been paid and
are allowable to the program. ​

Documentation of a non-profit food service is
required to ensure all Program reimbursement
funds are used solely for the conduct of the food
service operation or to improve the food service
operations, principally for the benefit of the enrolled
participants.

More information on  institution
provisions and recordkeeping can be

found in 7 CFR 226.15(e)

Non-Profit Food Service
FEDERAL REGULATION 7 CFR 226.15(E)(13)

https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-226/subpart-E/section-226.15


Quiz Time

During an Administrative  Review of an institution’s CACFP records the reviewer identified that the
reimbursement received for March was $2,000. During March, only $1200 of allowable program costs
were reported. Is this acceptable?

Yes

No

A

B

$2,000 Reimbursement
$1,200 Reported allowable program costs
$ 800 Profit from CACFP reimbursement
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Quiz Time

No. The institution received more in reimbursement
than what it currently costs to operate the CACFP. So,
the reimbursement was spent on something else. That
means the institution profited from the program,
which is funded from taxpayer's money. So, the $800
in reimbursement must be returned to the CACFP
food service.

During an Administrative  Review of an institution’s CACFP records the reviewer identified that the
reimbursement received for March was $2,000. During March, only $1200 of allowable program costs
were reported. Is this acceptable?

Yes

No

A

B

$2,000 Reimbursement
$1,200 Reported allowable program costs
$ 800 Profit from CACFP reimbursement
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Non-Profit Food Service
IMPROVE FOOD SERVICE OPERATIONS

Revise your menus to improve meal quality and increase the food costs​

Purchase equipment and supplies which would benefit the participants during the meal service
(age appropriately sized milk pitchers, serving spoons and ladles, non-spill cups, etc. for family style
meal service​

Purchase new pots and pans or equipment that would enhance meal preparation ​

In the previous example an institution had a profit of $800 while operating in March. To be in
compliance the month of March, the $800 needs to be spent to improve the food service operations.
Some ways to do so include:

mailto:ContactHNS@azed.gov
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Quiz Time

During an Administrative Review of an institution’s CACFP records the reviewer identified that the
reimbursement received for March was $2,000. During March, $1200 of allowable program costs  and
$1400 of allowable operation labor were reported. Is this allowable?

Yes

No

A

B

$2,000 Reimbursement
$1,200 Reported allowable program costs
$1,400 Additional allowable operational labor
$ 600 Non-Profit Food Service
More spent on CACFP than received in reimbursement

mailto:ContactHNS@azed.gov
mailto:ContactHNS@azed.gov
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Quiz Time

Yes. When that amount is added in with the other
allowable costs for that month, we see that there was
not a profit from the food program. The institution
spent $600 more on the food program than they
received in reimbursement. So, it is operating a
nonprofit food service.

Yes

No

A

B

During an Administrative Review of an institution’s CACFP records the reviewer identified that the
reimbursement received for March was $2,000. During March, $1200 of allowable program costs  and
$1400 of allowable operation labor were reported. Is this allowable?

$2,000 Reimbursement
$1,200 Reported allowable program costs
$1,400 Additional allowable operational labor
$ 600 Non-Profit Food Service
More spent on CACFP than received in reimbursement

mailto:ContactHNS@azed.gov
mailto:ContactHNS@azed.gov
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mailto:ContactHNS@azed.gov
mailto:ContactHNS@azed.gov
mailto:ContactHNS@azed.gov


SECTION 5 MONTHLY COST REPORTING SLIDE 64

Non-Profit Food Service
UNALLOWABLE CACFP COSTS

Money received must be kept in the food program account. Institutions must have a strict
internal policy.​

Bad Debts, Fines, Penalties​
Non-CACFP Expenses: Any cost that does not support the meal service​

Coffee, water, food for staff meetings, supplies for art projects​
Personal-Use Food & non-CACFP personnel meal​
Entertainment “Family Night” catering costs​

Undocumented Expenses​
i.e. “Payroll” for Owner with no documentation that they worked in the Program​

Delivery charges and fuel​



Quiz Time
All costs must be reasonable, allowable and necessary for the preparation and service of meals to
participants.

Select which of the following costs are allowable under the CACFP.

Foods listed on the CACFP menu 

Coffee and muffins for the staff training

Delivery fees for CACFP food and supplies

Toilet paper

Pots and pans

A

B

C

D

E



Quiz Time
All costs must be reasonable, allowable and necessary for the preparation and service of meals to
participants.

Select which of the following costs are allowable under the CACFP.

Foods listed on the CACFP menu 

Coffee and muffins for the staff training

Delivery fees for CACFP food and supplies

Toilet paper

Pots and pans

A

B

C

D

E
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More information can be found in
FNS 796-2 Rev. 4

The best tool that is available to check
for allowable and unallowable costs is
the Food and Nutrition Service or
(FNS) INSTRUCTION 796-2 Revision 4.

Food Service Costs
FNS 796-2 REV. 4

https://fns-prod.azureedge.us/sites/default/files/796-2%20Rev%204.pdf
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Food & Supply costs
FOOD SERVICE COSTS

What food and supply items were purchased for CACFP?

Food and supplies​
Vendor/caterer contracted food services​

All institutions must maintain all supporting documentation i.e. receipts, invoices, cancelled checks,
etc.​
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 Food & Supply Costs​
FOOD SERVICE COST REPORT​

The food service cost report is completed to demonstrate
allowable food and supply purchases for the CACFP,
monthly. The food and supply expenses are recorded on
this form using receipts and invoices. It’s best to sort
receipts by date and enter the required information from
each receipt starting with the beginning of the month. ​

The items recorded are the date of the transaction, the
store/vendor who it was purchased from, whether the
purchase complies with micro, small or large
procurement policy, the total invoice, Total Food and
Milk, Total Operational Supplies, Total non-CACFP
Supplies and the Number of Milk Units. 



Shop Receipt
Nr.: 0001287

Code Qty Description Price/$

1234 3 Chicken Nuggets 5lbs 65.99

1234 2 Kitchen trash bags 42

1235 1 Ground coffee 18.72

1234 16 2% Milk 52.24

Date
Time

04/01/2024
05:24 pm

Subtotal:
Tax:

TOTAL:

178.95
10.73
189.68

Address: Street, City, Zip
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 Food & Supply Costs​
RECEIPTS

Because the ink on gas or grocery receipts
quickly fades and these records are required
to support reimbursement, ADE strongly
suggests making copies from the original
receipts and filing the copies with the
originals. ​

Purchases should be separated into CACFP
Operational Supplies, Non-CACFP Operational
Supplies and Food Costs.
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Completing the Food
Cost Service Report

Gather your
receipts and
make copies
from the original.

Highlight the CACFP
Operational supplies,
Non-CACFP Supplies,
and Food Costs to
separate them from
each other.

Enter the correct
information into
the appropriate
column on the
Food Cost
Service Report

File receipts,
copies, and Food
Cost Service
Report together
on a monthly
basis.



Shop Receipt
Nr.: 0001287

Code Qty Description Price/$

1234 3 Chicken Nuggets 5lbs 65.99

1234 2 Kitchen trash bags 42

1235 1 Ground coffee 18.72

1234 16 2% Milk 52.24

Date
Time

03/01/2024
05:24 pm

Subtotal:
Tax:

TOTAL:

178.95
10.73
189.68

Address: Street, City, Zip
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Completing the Food
Cost Service Report

Gather your
receipts and
make copies
from the original.

Highlight the
CACFP
Operational
supplies, Non-
CACFP Supplies,
and Food Costs
to separate them
from each other.

Food and milk

Food and milk Operational Supplies

Non-CACFP
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Completing the Food
Cost Service Report Enter the correct

information into
the appropriate
column on the
Food Cost
Service Report

March 2024

03/01 Food Receipt Micro 189.68 118.23 42 1618.79
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Labor Costs
LABOR EXPENSES ASSOCIATED WITH CACFP

CACFP Administrative and Operational Labor Time Distribution sheets and staff salaries​
Time Distribution Reports must be signed by staff and supervisor and must be kept on file​
No more than 15% of CACFP reimbursement can be attributed to Administrative costs
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Staff should only report number of administrative and
operational hours which were spent on CACFP duties. 

Sample administrative duties are listed under A. and
sample Operational duties are listed under B. 

If labor costs are being reported, the CACFP duties
performed by staff must be identified in the
employee job descriptions. ​

Labor Costs
TIME DISTRIBUTION REPORT
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Labor Costs
TIME DISTRIBUTION REPORT​

When completing this
form, report the

appropriate date.

 List the time starting
and ending work, as

well as the total
number of work

hours for the day. 

Administrative staff will
report the amount of

time spent each day on
administrative duties in
15-minute increments. 

Teachers will report the
amount of time spent

each day on operational
duties in 15-minute

increments.

10:15AM
11:30AM
10:45AM

8:00AM
8:00AM
8:00AM

2.25 hrs
3.5 hrs
2.75 hrs

1 hr
1 hr
1 hr

1.25 hrs
2.5 hrs
1.75 hrs

10/24

 Report only the
time worked on

CACFP in 15-
minute

increments.​
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Labor Costs
TIME DISTRIBUTION REPORT​

At the bottom of the form the Monthly Totals must be
computed for the Total Hours Worked, Total Administrative

Hours Worked and Total Operational Hours Worked.

3 5.58.5

10/24

10/24

Mrs. Pentstemmon

Madamme Sulliman

If the cook has a fixed work
schedule, they may complete

the alternate certification
statement once a month,

instead of itemizing daily time
spent on CACFP duties up at

the top of the form. 
ONLY THE COOK MAY

COMPLETE THE ALTERNATE
CERTIFICATION STATEMENT.

 At the end of the month, the form must be signed by
the employee, turned into the office and approved with

a supervisor signature.



Quiz Time
Which personnel are allowed to  complete the alternate certification statement on the time distribution
report?

Admin staff

Teacher

Cook

Janitor

A

B

C

D



Quiz Time
Which personnel are allowed to  complete the alternate certification statement on the time distribution
report?

Admin staff

Teacher

Cook

Janitor

A

B

C

D

If the cook has a fixed work schedule, they
may complete the alternate certification
statement once a month, instead of
itemizing daily time spent on CACFP duties
up at the top of the form. 

ONLY THE COOK MAY COMPLETE THE
ALTERNATE CERTIFICATION STATEMENT.
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Once the Time Distribution Reports have been
completed and approved, page 1 of the Monthly
Expense Worksheet needs to be completed and the
total cost of Administrative and Operational Labor
needs to be calculated. 

Note that no more than 15% of reimbursement can
be reported as administrative labor costs.  ​

Labor Costs
MONTHLY EXPENSE WORKSHEET (PAGE 1)
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Labor Costs
TIME DISTRIBUTION REPORT​

The following pages contain two Time Distribution
Reports filled out one for Mrs. Pentstemmon the
Assistant Director and one for Sophie Hatter the
Infant Teacher.

These totals will be transferred over to the Monthly
Expense Worksheet.
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Mrs. Pentstemmon
Madame Sulliman

11/05/2024
11/05/2024

Labor Costs
TIME DISTRIBUTION REPORT​

Mrs. Pentstemmon Assistant Director 16.5 $15.25

$252 $0

$251.63
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Sophie Hatter Infant Teacher 23 $12

$276

$276

Labor Costs
TIME DISTRIBUTION REPORT​
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Facility Costs 
FACILITY EXPENSES FOR CACFP

Facility expenses are an allowable CACFP cost. 

Facility Expenses (rent and utilities) are based on square foot percentages attributed to CACFP. The
following records are required to support monthly Administrative and Operational Facility
expenditures:​

Building lease or a 30-year depreciation schedule required​
All supporting documentation i.e. original receipts, invoices, cancelled checks, etc. must be on file​

Land, taxes, interest, common area maintenance (CAM) fees may not be included in facility costs.



SECTION 5 MONTHLY COST REPORTING SLIDE 85

Facility Costs 
FACILITY EXPENSES FOR CACFP

Facility expenses are an allowable CACFP cost. 

Facilities and utilities are used for other programs and purposes, so these costs must be broken down
into an allowable percentage based on square footage. 

To report facility costs the institution must provide either a building lease or a 30-year depreciation
schedule, if the building is owned. 

Land, taxes, interest or common area maintenance fees may not be included in facility costs. 

Original receipts, invoices, cancelled checks, etc. must be on file for reported costs. ​
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Facility Costs 
FACILITY EXPENSES FOR CACFP

What month do I count certain facility costs, like utilities?​

Facility expenses should be counted as a CACFP expense for the month the amount was paid.​

Example: Electricity provided from December 1-January 1 in the amount of $375 was billed on January
5th and paid on January 15th.​

Monthly CACFP Cost Reporting: January



Facility Costs 
MONTHLY EXPENSE WORKSHEET (PAGE 2)
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Monthly Expense Report page 2 contains the
Administrative and Operational Facility Expenses,
which are separate. 

The square footage of office space is calculated
under Administrative Facility Expenses and should
only include the office area used for CACFP. 

Similarly, the square footage amount for Operational
Facility Expenses should only include the Kitchen,
food storage, and food service areas used for CACFP.

For multi-purpose rooms or classrooms, measure
only the square footage of the tabletops used for
CACFP. 



SECTION 8 MONTHLY COST REPORTING SLIDE 88

Facility Costs 
ADMINISTRATIVE FACILITY
EXPENSES

Madame Suliman’s Childcare
spends $3,000.0 a month in rent
for the building the childcare
operates in.

According to her approved budget,
Madame Suliman is allowed to
claim 5% for Administrative
Facility Expenses.

Madame Suliman should fill out the
Administrative Expenses as follows:

$3000.0 0.05 $150

5%
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Facility Costs 
OPERATIONAL FACILITY
EXPENSES

Madame Suliman’s Childcare
spends $3,000.0 a month in rent
for the building the childcare
operates in.

According to her approved budget,
Madame Suliman is allowed to
claim 15% for Operational Facility
Expenses.

Madame Suliman should fill out the
Operational Expenses as follows:

$3000.0 0.15 $450

15%
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Facility Costs 
ADMINISTRATIVE FACILITY
EXPENSES

Madame Suliman’s Childcare
spends $121 a month on internet
for the building the childcare
operates in.

According to her approved budget,
Madame Suliman is allowed to
claim 5% for Administrative
Facility Expenses.

Madame Suliman should fill out the
Administrative Expenses as follows:

$3000.0 0.05 $150

$121 0.05 $6

5%



SECTION 7 FOOD & SUPPLY COSTS SLIDE 91

Facility Costs 
OPERATIONAL FACILITY
EXPENSES

Madame Suliman’s Childcare
spends  $114 on water/sewer for
the building the childcare operates
in.

According to her approved budget,
Madame Suliman is allowed to
claim 15% for Operational Facility
Expenses.

Madame Suliman should fill out the
Operational Expenses as follows:

$3000.0 0.15 $450

$121 0.15 $17

15%



SECTION 7 FOOD & SUPPLY COSTS SLIDE 92

One-time Allowable Costs​
SOME PURCHASES REQUIRE SPECIFIC PRIOR WRITTEN APPROVAL

Equipment Purchases over $5,000​
Obtain Specific Prior Written Approval​

Request pre-approval from your assigned specialist (pre-approval request form)

A one-time cost is allowable if it is directly related to food service and reported in the
CNP Budget. 
New equipment such as a refrigerator or stove are examples of a one-time cost. 
The cost would be reported in the monthly claim for the month it was purchased.
Procurement guidelines must be followed. 
If the equipment purchase is over $5,000, institutions must request pre-approval from
their assigned CACFP specialist.​



One-time Allowable Costs​
EQUIPMENT PRE-APPROVAL REQUEST
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Institutions are required to complete the
equipment purchase pre-approval request
for any equipment exceeding $5,000. 

Institutions must contact their specialist
and submit this form for pre-approval prior
to purchasing the equipment.



SECTION 6

Other Required
Documentation
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Required Documentation
PERMANENT RECORDS

These permanent records are required for all institutions and must be available for
review: ​

 CACFP Permanent Agreement containing rules and regulations which were
signed and agreed to for program participation​
 Administrative Review Procedures which are followed to submit an appeal​
 Procedures for Complaints of Discrimination which must be followed if a
complaint of discrimination is received
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Required Documentation
COUNTY HEALTH & SAFETY​

These county health and safety records are required for all institutions and must
be available for review: ​

 License to operate or ADE Alternate Approval Child Care Standards which
meet local health and safety requirements​
Sanitation/kitchen permit​
Food Handlers Certificates *​
Food Safety Manager Certificate *

*If Applicable
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Required Documentation
TRAINING, REVIEWS, POLICIES & PROCEDURES​

These records are also required for all institutions and must be available for review:

Staff Annual Civil Rights Training materials​
Staff Annual CACFP Training materials​
Most recent ADE review or audit​
Completed Monitoring forms * ​
Procurement – small, large, 1-time purchase documentation * ​
Food Service Vendor Contract *​
Policies & procedures for program operations i.e. Recordkeeping Policy, Corrective
Action Plans *,  Production Records *, etc.

*If Applicable
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Required Documentation
GETTING ORGANIZED

COMMON CHALLENGES WITH RECORDKEEPING
Receipts are randomly stored in a shoebox, completely disorganized.
Records are being “made up” as the reviewer is conducting the review. 
Meal counts are not recorded at the time of service.
Records are unavailable or nonexistent.

IMPACT OF POOR RECORDKEEPING
Findings such as serious deficiencies.

Denial of claims.

Mandate to repay prior reimbursements.
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Required Documentation
GETTING ORGANIZED

As discussed, the CACFP requires many records. To prevent review findings or having
to return reimbursement, record should be readily accessible and accurately
organized.

The following page contains suggestions of how to efficiently label folders that:

will follow an organizational standard for naming structure.
will be easy to understand.
will make organization easy to replicate



Required
Documentation
USE CLEAR LABELS
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To support operations, it is
important to have an efficient
recordkeeping system.

Ensure that all files and folders are
clearly labeled. Use descriptive
names that are easy to understand
and consistent throughout your
system.

Monthly Files
12 File Folders 
Each labeled by Month
 
Documents: Sign-In Sheets,
Point of Service Meal Counts,
Meal Count Summary, Dated
Menus, Production Records,
Food Service Cost Report (with
receipts), Monthly Expense
Worksheets (with bills and time
distribution sheets), Sponsor
and Site Claims 

1 File Folder 
Labeled by Content

Documents: Income
Guidelines, Free, Reduced, and
Paid Claiming Rosters, Meal
Income Benefit Eligibility
Forms

Training, Reviews,
Policies & Procedures

1 File Folder 
Labeled by Content
 
Training Documents: Staff annual civil
rights agenda and sign-in sheet, staff
annual CACFP agenda and sign-in sheet

1 File Folder 
Labeled by content

Policies and Procedures: All CACFP
policies and procedures, procurement
documentation 

1 File Folder 
Labeled by content

Review Documents: Most recent ADE
review/audit, completed monitoring
forms 

1 File Folder 
Labeled by content

Annual Renewal Documents: Food Vendor
Contract, Sub-Contracts, Job Descriptions,
Organizational Chart, Lease
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Consider creating a digital storage system

Required Documentation
Digital Storage System

A digital storage system is the method of keeping
electronic copies of all files on a device such as a
computer or external hard drive.
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Required Documentation
Effective digital storage systems offer numerous benefits including improved efficiency, enhanced
security, and better compliance with regulatory requirements. They enable sponsors to access, manage,
and protect their data more effectively, driving operational excellence and facilitating compliance with
CACFP regulations.

Advantages
Efficiency and productivity, accessibility and collaboration, security and data protection, disaster
recovery and business continuity, 

Digital Storage System
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An important component in digital storage systems is the ability to scan documents. There are several
different kinds of scanners that can be purchased to facilitate this function. Additionally, many phone
apps are available that allow users to quickly scan a document by snapping a photo on their phone.

While phone apps are not recommended to scan a large amount of files into the system, they can be
helpful and save time when only needing to scan one or two pages at a time.

Required Documentation
SCANNING DOCUMENTS
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Institutions must establish procedures to
collect and maintain all records listed in the
CACFP regulations and required by the State
Agency. Failure to maintain records will be
grounds for the denial of reimbursement for
meals served during the period covered by the
records in question and for the denial of
reimbursement for costs associated with such
records

More information on  institution
provisions and recordkeeping can be

found in 7 CFR 226.15(e)

Required Documentation
FEDERAL REGULATION 7 CFR 226.15(E)

https://www.ecfr.gov/current/title-7/subtitle-B/chapter-II/subchapter-A/part-226/subpart-E/section-226.15
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Describes exactly where all required CACFP records are stored*​
Identifies who has access to records (both internally and externally). Internal applicable staff
must be made aware of its location and that it must be made available to ADE, USDA, Auditors,
and any other authorized reviewers. However, a picture id is required. ​
Create a CACFP Policies and Procedures binder. Place the Recordkeeping Policy in the binder as
page #1​
Review and revise your Recordkeeping Policy annually, as items tend to be moved by staff over
time​

*If records are retained off site, your policy must disclose applicable contract information such as
address, storage unit number, etc.

Recordkeeping Policy
WHAT IS A RECORDKEEPING POLICY?
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Where records are stored

Name of sponsor

Where archived records are
stored

Summary of individual
records

Record Retention
RECORDKEEPING POLICY
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The State of AZ requires all CACFP original hardcopy​ records be retained for a
total of 5 years. ​

The current month, plus 12 months must be stored on site.​

Hardcopies of the previous 4 years of CACFP records may be stored off site;
however, they must be made available to ADE, USDA, Auditors, and any other
authorized reviewers within 24 hours notice.

Record Retention
RETAINING RECORDS
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Electronic
Recordkeeping
COMPUTER SOFTWARE AGREEMENT

Approval: Institutions may utilize an automated
electronic recordkeeping system to track attendance
and/or meal counts if there is a regularly scheduled
back up system and ADE has approved a submitted
Computer Software Agreement form​

Accuracy: Institutions are expected to understand
how the computer system is programmed to ensure
attendance and meals are accurately counted and
claimed
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Approval: Institutions may utilize an automated electronic recordkeeping
system to track attendance and/or meal counts if there is a regularly
scheduled back up system and ADE has approved a submitted Computer
Software Agreement form​

Accuracy: Institutions are expected to understand how the computer
system is programmed to ensure attendance and meals are accurately
counted and claimed

Electronic Recordkeeping
RECORD RENTENTION
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Print & Sign: Because software attendance passcodes may be shared,
institutions using those systems must obtain a confirmation of participant
attendance from each parent or guardian. Individual attendance reports
should be printed weekly, bi-weekly or monthly and provided to the parent
or guardian for review and signature to confirm daily attendance​
Back Up: Tablets may be used for meal counts if they are immediately
uploaded to a regularly scheduled back up system or the institution
contracts with a company that continually backs up their system. Otherwise,
point of service meal counts must be taken manually as a backup in the
event of a system crash

Electronic Recordkeeping
RECORD RENTENTION
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5 Years: If a contracted company automatically backs up system records for
the institution there must be a written agreement that ensures all electronic
records are securely retained for a minimum of 5 years and will be made
available to the institution even if contract or membership is cancelled ​

Management companies may not be used to conduct CACFP operational
and/or administrative duties or submit CACFP applications and claims

Electronic Recordkeeping
RECORD RENTENTION



CONTACT US

602-542-8700

www.azed.gov/hns

ContactHNS@azed.gov

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

https://www.azed.gov/hns
mailto:contactHNS@azed.gov


Congratulations
You have completed the Online Course:
Recordkeeping Requirements and Cost Reporting 

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. 

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

Take Survey

TAKE SURVEY

Information to include when documenting training
completion:

Training Title: Recordkeeping Requirements and
Cost Reporting for the CACFP

Length: 1 hour

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

