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Speaker

Today's webinar will be facilitated by Ashley
Kennedy. Ashley is a trainer, and Health and
Nutrition Services (HNS) Specialist at the Arizona
Department of Education (ADE). She joined HNS
in March of 2022. 

Currently, Ashley conducts webinars and in-
person trainings for nutrition professionals
operating Child Nutrition Programs. She also
helps lead upLIFT, an ADE nutrition initiative that
provides professional development for school
nutrition professionals to enhance their desired
menus and serve nutritious meals. 



Disclaimer 
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 multi-site institutions operating the Child and
Adult Care Food Program (CACFP) in Arizona under the direction of ADE. Attendees are encouraged to
contact their assigned HNS specialist for ongoing support and assistance with regulatory questions.  



Intended Audience
This training is intended for multi-site institutions
operating the Child and Adult Care Food Program
(CACFP). 

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: Understanding CACFP
Monitoring Requirements and the Five-
Day Reconciliation

Hours of Instruction: 1.0 Hour -
Administration

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

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

identify what qualifies as a multi-site institution and
successfully comply with monitoring requirements;
locate online resources to efficiently administer and operate
the CACFP at multiple sites; and,
understand and be able to properly conduct a 5-day
reconciliation.

This training is required for all multi-site
organizations renewing participation in the CACFP in
Program Year 2026. 



INTRODUCTION

Questions can be asked in the Q&A at any
time during the webinar.

Questions will not be answered live but will
instead be addressed in a follow-up
communication to ensure all operators have
access to the responses. 

The chat function has been disabled for this
webinar. Please input questions in the Q&A.

Questions

Use the Q&A to
ask a question.  
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Key Terms
5-Day Reconciliation
Five-day reconciliation is a simple way for monitors to look for consistency and determine that meal counts and claims are
reasonable.

Point of Service (POS) Meal Counts 
“Point of Service” means “during the meal service.”  POS Meal Counts are the number of meals served during the POS.

Attendance Records
The sign-in and sign-out sheets a parent or guardian completes daily at drop-off and pick-up of children in care.

Enrollment Form (Blue Card)
The emergency information form dated within the last 12 months that is required for each child in care.



Section 1 
Defining a Multi-
Site Institution



SITE A & SITE B

MULTI-SITE INSTITUTION:

More than one site under the same PA.

SECTION 1 DEFINING A MULTI-SITE INSTITUTION

A multi-site institution is one that has two or
more sites under a single ADE Permanent
Agreement (PA) and all sites are part of the
same legal entity. 

Multi-Site vs Single Site Institutions
If you have more than one site but each is on
a separate ADE Permanent Agreement, you
are considered a single-site institution, not a
multi-site institution because the sites are
separate legal entities. 

SITE A

SINGLE-SITE INSTITUTION:

More than one site under separate PAs.

SITE B



Multi-site operations must uphold/maintain the following:

SECTION 1 DEFINING A MULTI-SITE INSTITUTION 

REQUIREMENTS FOR MULTI-SITE INSTITUTIONS

Multi-Site Institution

Monitoring Policy

Monitoring Schedule

5-Day Reconciliation Process

Recordkeeping Policy outlining the location(s) where
records are stored for each site



Section 2 
Multi-Site
Monitoring
Requirements



Things to consider when developing a monitoring schedule:

SECTION 2 MULTI-SITE MONITORING REQUIREMENTS

Monitoring Requirements
MONITORING SCHEDULE

Must complete three monitoring visits per program year
(October 1 - September 30) at each site. 

If a site participates under both At-Risk and the Summer Food
Service Program (SFSP), only three total visits are required (ex.,
two visits at the At-Risk site and one visit at the SFSP site).

Two of the three visits must be unannounced (at least one
must include a meal observation; however, best practice is to
review meal service at all visits).

If a serious deficiency is identified, the next visit must be
unannounced.

Monitoring Visit Schedule Template

Required upload for multi-site institutions
in the CNP Management Plan.

https://www.azed.gov/sites/default/files/2018/08/Proposed%20Monitoring%20Schedule.xlsx


Monitoring Requirements
ADDING A NEW SITE
When adding a new site, a pre-approval visit must be conducted
to ensure the site can adequately operate CACFP.

A 5-day reconciliation is not required at this visit.

New sites are required to conduct at least one site visit during the
first four weeks of Program operations to correct any findings
identified during the pre-approval.

Must conduct a 5-day reconciliation.

Monitoring Visit Form

SECTION 2 MULTI-SITE MONITORING REQUIREMENTS

https://cms.azed.gov/home/GetDocumentFile?id=5d49a1571dcb2516ac6d1110


Monitoring Requirements
TIMING OF MONITORING VISITS
When planning the schedule for the three monitoring visits
throughout the program year, keep these two important
points in mind:

No more than six months should pass between visits.
Visits need to be diverse and unexpected.

SECTION 2 MULTI-SITE MONITORING REQUIREMENTS



Yes

No

A

B

Quiz Time
A third and final monitoring visit for the previous Program Year took place in April. We are
planning to conduct visits for the current Program Year in December, April, and July. Is this
permissible?



Yes

No

A

B

Quiz Time
A third and final monitoring visit for the previous Program Year took place in April. We are
planning to conduct visits for the current Program Year in December, April, and July. Is this
permissible?

No, this would not be permissible. No more than six months should pass between visits. A
total of eight months will have passed from April of last year to December of this year. To stay
within six months of the April visit, an initial visit during this program year must take place in
October.



Yes

No

A

B

Quiz Time
A final monitoring visit for the previous Program Year was conducted in August. We are
scheduled to carry out visits for the current Program Year in October, January, and March. Is this
allowed?



Yes

No

A

B

Quiz Time
A final monitoring visit for the previous Program Year was conducted in August. We are
scheduled to carry out visits for the current Program Year in October, January, and March. Is this
allowed?

No. Over six months will elapse between the last visit in March and the earliest possible visit
in October of the following Program Year. Shifting the March visit to May will allow visits in
both October and November and remain in compliance.



Yes

No

A

B

Quiz Time
I regularly carry out my monitoring visits every four months; does this keep me in compliance?



Yes

No

A

Quiz Time
I regularly carry out my monitoring visits every four months; does this keep me in compliance?

No. Visits need to be diverse and unexpected. The schedule lacks variety and is overly
predictable.

B



Monitoring Policy
UNANNOUNCED REVIEW
Your unannounced review policy, which provides
written notification to all your sites, informs site staff of
the right for you, ADE, USDA, and other officials to
conduct announced or unannounced reviews. It will
also state that reviewers must show photo ID. ​

ADE has made this notification easy for you by
providing a Sample Unannounced review policy for you
to customize, but you may write your own as long as it
contains the required language outlined in the
template.​

Sample Unannounced Review Policy

SECTION 2 MULTI-SITE MONITORING REQUIREMENTS

https://cms.azed.gov/home/GetDocumentFile?id=5bbf76531dcb250b5897eccb


At least one full-time equivalent position dedicated to
monitoring for every 25-150 facilities. 

Examine files prior to visit to ensure corrective action has
been effectively recorded.

Conduct visit. 

Compile report. 

Offer technical assistance.

Assess and follow-up on any assigned corrective action.

Monitoring Requirements 
MONITOR: SITE RATIO

SECTION 2 MULTI-SITE MONITORING REQUIREMENTS

MONITOR: EXPECTATIONS



Someone not involved in the daily operations of the CACFP.
If you manage only 2-3 sites, you may opt to conduct
visits yourself.

Directors from each site perform visits at one of the other
locations.

Large organization: dedicate an individual to CACFP
compliance, including monitoring.

Monitoring Requirements 
WHO SHOULD CONDUCT MONITORING VISITS?

SECTION 2 MULTI-SITE MONITORING REQUIREMENTS

Regardless of who conducts the monitoring, it’s essential to
identify a backup person who can step in to complete visits if
the primary monitor is unable to do so as scheduled. 



The 5-Day
Reconciliation

SECTION 3



SECTION 3 THE 5-DAY RECONCILIATION

5-Day Reconciliation
WHY CONDUCT RECONCILIATION?

Simple way for monitors to look for consistency and
determine that meal counts and claims are reasonable. 

Attendance ⟶ Edit Check for Meal Counts
Were the same (or more) participants served a meal
signed in?

Enrollment ⟶ Edit Check for Attendance
Were the same (or more) participants who were signed in
enrolled at the center?

Reviews and monitoring visits must include a comparison of three
critical elements – enrollment, attendance, and meal counts – for a
five-day period. 



Are enrollment and attendance records current
and accurate?

Are meal counts consistent with attendance
for all meals?

Does attendance ever exceed enrollment?

5-Day Reconciliation
MAKING THE COMPARISON

Consistent Data:

Likely that the day care home or
sponsored center is keeping

accurate enrollment and
attendance records and the

number of meals served each
day is correctly reported.

Inconsistent Data:
(data show unusual

patterns or inconsistencies)

The monitor must try to
determine the reasons for the

discrepancies and take
additional steps to decide

corrective action and whether
any meals should be disallowed

or an overclaim should be
established.

SECTION 3 THE 5-DAY RECONCILIATION

To provide basic assurance of the integrity of claims for
reimbursement, sponsors have long been required to
compare information contained on enrollment
documents with data on attendance and meal counts:



5-Day Reconciliation
REVIEW STEPS

SECTION 3 THE 5-DAY RECONCILIATION

The monitor’s task is to determine whether the meal counts are
consistent when compared to the attendance for all meal types
for the selected five-day period.

For all reviews, monitors choose five consecutive operating days
from the meal count record, usually from the current or previous
month, or some combination of days from the current and
previous months if the review is conducted early in a month.

In Arizona, for all site types except for at-risk programs, you may
conduct a 10% sample of the total enrolled participants. It's
essential to select participants from each room to ensure that all
teachers accurately record meal counts only when participants
are present.

Monitoring Visit Form

At-Risk Monitoring Form

https://cms.azed.gov/home/GetDocumentFile?id=5d49a1571dcb2516ac6d1110
https://cms.azed.gov/home/GetDocumentFile?id=5dd2c76503e2b30098119b84


5-Day Reconciliation
QUICK NOTE ABOUT AT-RISK SITES

SECTION 3 THE 5-DAY RECONCILIATION

At-risk afterschool meals are typically tracked using a daily meal
count sheet whenever a participant takes a reimbursable meal.
However, since these counts are not always recorded by
individual participants, it becomes challenging to correlate
specific counts with participant attendance.

In this scenario, examining just 10% of the data would not
provide sufficient insight to identify any issues.



5-Day Reconciliation
GETTING STARTED

Traditional Setting
Day Care Home, Child Care Center,

or Adult Day Care Center

The monitor may compare...
aggregate daily meal counts for
each meal type to attendance
and enrollment records; or,
a 10% selection of participants
from varying classrooms based
on total enrollment, rounding up
when necessary (e.g., 113 total
enrolled = 11.3, select 12
participants).

Settings that do not collect
Enrollment and/or Attendance

Records
At-Risk, Emergency Shelters,

Outside-School-Hours-Care Centers

If no enrollment forms are required,
the monitor would reconcile meal
counts to attendance records.

If no enrollment or attendance
records are required, the monitor
would conduct a general review of
the facility’s meal counting and
claiming procedures that would not
include a five-day reconciliation.

SECTION 3 THE 5-DAY RECONCILIATION

1 Choose five consecutive days prior to the day
of review from the meal count record,
including week-ends and holidays, when the
facility was open and serving meals.

2 Gather records of:
Meal counts for this period,
Current enrollment forms, and
Number of children or adult participants in
attendance during this period.

3 Conduct reconciliation based on the facility
being reviewed.



SECTION 3 THE 5-DAY RECONCILIATION

USDA Resources:

CACFP 10-2018: Conducting Five-Day
Reconciliation in the Child and Adult Care Food

Program, with Questions and Answers

A Quick Guide to CACFP Five-Day
Reconciliation

1 Identify the number of children or adult participants in
attendance during the five-day period.

2 Compare total meal counts to daily attendance to
ensure that meal counts for each approved meal type did
not exceed the number of children or adult participants
in attendance on any day.

3 Compare total enrollment to daily attendance, at sites here
enrollment forms are required, to ensure that the number of
children or adult participants in attendance did not exceed
the number who were enrolled.

5-Day Reconciliation
CONDUCTING RECONCILIATION

https://fns-prod.azureedge.us/cacfp/conducting-five-day-reconciliation
https://www.fns.usda.gov/cacfp/streamline-resource-center/five-day-reconciliation
https://www.fns.usda.gov/cacfp/streamline-resource-center/five-day-reconciliation


1 Determine the source of the error and if there is a valid
reason for the discrepancy.

2 If necessary, take additional steps, such as:
Reconciling the records of individual children or adult
participants, by name; or
Expanding the reconciliation beyond five days; or
Initiating a household contact; or
Conducting an additional unannounced visit.

3 Address the need for appropriate corrective action to
resolve the difference.

4 Determine if any disallowance of meals or establishment of
an overclaim is necessary.

SECTION 3 THE 5-DAY RECONCILIATION

7 CFR 226.16(d)(4)

7 CFR 226.6(m)(4)

5-Day Reconciliation
COMPLETING THE RECONCILIATION

https://www.ecfr.gov/current/title-7/part-226/subpart-E#p-226.16(d)(4)
https://www.ecfr.gov/current/title-7/part-226/section-226.6#p-226.6(m)(4)


SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!

Choose five consecutive days: Monday - Friday, June 1-5
The monitor visits the center on Monday, June 8 and
decides to conduct a 5-day reconciliation of Monday-
Friday, June 1-5, the previous week of operation.

Scenario: Monitoring Visit at A+ Preschool 

Center Specifics:
17 Enrolled Participants
Open Monday-Friday
3 Classrooms
Meals Served & Approved Meal Times:

Breakfast: 7-7:30 AM
Lunch: 11 AM-12 PM
PM Snack: 3-4 PM

GETTING STARTED



Gather records of:
1.Meal counts for this period (June 1-5),
2.Current enrollment forms, and
3.Number of children or adult participants in

attendance during this period.

1 - Point of Service Meal Counts

SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!

2 - Current Enrollment Forms 3 - # Participants in Attendance
Based on Sign-In & Out Sheets

Scenario: Monitoring Visit at A+ Preschool 
5-Day Reconciliation: June 1-5

Center Specifics:
17 Enrolled Participants
Open Monday-Friday
3 Classrooms
Meals Served & Approved Meal Times:

Breakfast: 7-7:30 AM
Lunch: 11 AM-12 PM
PM Snack: 3-4 PM

GETTING STARTED



SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!

GETTING STARTED
Conduct reconciliation based on the facility being
reviewed.

Traditional Setting
Day Care Home,

Child Care Center, or
Adult Day Care

Center

The monitor may compare...
aggregate daily meal counts for each meal type to
attendance and enrollment records; or,
a 10% selection of participants from varying
classrooms based on total enrollment, rounding up
when necessary (e.g., 113 total enrolled = 11.3, select 12
participants).

Center: Conduct reconciliation based on 10% of total
enrolled participants.

17 enrolled participants ⟶ 1.7, rounds up to 2.

Center Specifics:
17 Enrolled Participants
Open Monday-Friday
3 Classrooms
Meals Served & Approved Meal Times:

Breakfast: 7-7:30 AM
Lunch: 11 AM-12 PM
PM Snack: 3-4 PM

Scenario: Monitoring Visit at A+ Preschool 
5-Day Reconciliation: June 1-5
Reconciliation based on 10% of enrolled participants. 17 enrolled participants ⟶ 1.7, rounds up to 2.



SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!

CONDUCTING THE REVIEW 
based on 10% of enrolled participants

1 Identify the number of children or adult participants in
attendance during the five-day period.

2 Compare total meal counts to daily attendance to ensure
that meal counts for each approved meal type did not
exceed the number of children or adult participants in
attendance on any day.

3 Compare total enrollment to daily attendance, at sites here
enrollment forms are required, to ensure that the number of
children or adult participants in attendance did not exceed
the number who were enrolled.

Center Specifics:
17 Enrolled Participants
Open Monday-Friday
3 Classrooms
Meals Served & Approved Meal Times:

Breakfast: 7-7:30 AM
Lunch: 11 AM-12 PM
PM Snack: 3-4 PM

Scenario: Monitoring Visit at A+ Preschool 
5-Day Reconciliation: June 1-5
Reconciliation based on 10% of enrolled participants. 17 enrolled participants ⟶ 1.7, rounds up to 2.



SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!

CONDUCTING THE REVIEW 
based on 10% of enrolled participants

1 Identify the number of children or adult participants in
attendance during the five-day period.

Documentation needed: 
Sign in and out sheets for selected participants.

# Participants in Attendance
Based on Sign-In & Out Sheets

Center Specifics:
17 Enrolled Participants
Open Monday-Friday
3 Classrooms
Meals Served & Approved Meal Times:

Breakfast: 7-7:30 AM
Lunch: 11 AM-12 PM
PM Snack: 3-4 PM

Scenario: Monitoring Visit at A+ Preschool 
5-Day Reconciliation: June 1-5
Reconciliation based on 10% of enrolled participants. 17 enrolled participants ⟶ 1.7, rounds up to 2.



SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!

CONDUCTING THE REVIEW 
based on 10% of enrolled participants

2 Compare total meal counts to daily attendance to ensure
that meal counts for each approved meal type did not
exceed the number of children or adult participants in
attendance on any day.

Documentation needed:
Sign in and out sheets for selected participants.
Meal counts for selected participants.
Approved meal service times.

Center Specifics:
17 Enrolled Participants
Open Monday-Friday
3 Classrooms
Meals Served & Approved Meal Times:

Breakfast: 7-7:30 AM
Lunch: 11 AM-12 PM
PM Snack: 3-4 PM

Scenario: Monitoring Visit at A+ Preschool 
5-Day Reconciliation: June 1-5
Reconciliation based on 10% of enrolled participants. 17 enrolled participants ⟶ 1.7, rounds up to 2.



SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!
CONDUCTING THE REVIEW: PARTICIPANT 1 

First up, let’s see what meals they were in attendance for by comparing the approved meal service
times to when they were signed in and out for care. 

Meals Served & Approved Meal Times:
Breakfast: 7-7:30 AM; Lunch: 11 AM-12 PM; PM Snack: 3-4 PM

Participant #1 June 2026

7:07
7:00
6:58

7:00
7:04

Parent Signature
Parent Signature
Parent Signature
Parent Signature
Parent Signature

3:47

3:32

3:45
3:45

3:38

Parent Signature
Parent Signature
Parent Signature
Parent Signature
Parent Signature



Approved Meal Service Time

Participant Signed In?

Day 1
(6/1)

Day 2
(6/2)

Day 3
(6/3)

Day 4
(6/4)

Day 5
(6/5)

Breakfast: 7 - 7:30 AM I I I I I

Lunch: 11 AM - 12 PM I I I I I

PM Snack: 3 - 4 PM I I I I I

SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!
CONDUCTING THE REVIEW: PARTICIPANT 1 

First up, let’s see what meals they were in attendance for by comparing the approved meal service
times to when they were signed in and out for care. 

Participant #1 June 2026

7:07
7:00
6:58

7:00
7:04

Parent Signature
Parent Signature
Parent Signature
Parent Signature
Parent Signature

3:47

3:32

3:45
3:45

3:38

Parent Signature
Parent Signature
Parent Signature
Parent Signature
Parent Signature



SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!
CONDUCTING THE REVIEW: PARTICIPANT 1 

Next, let’s assess what meals Participant 1 was served
(also referred to as claimed) by looking at the POS meal
count sheet.



Approved Meal Service Time

Participant Claimed?

Day 1
(6/1)

Day 2
(6/2)

Day 3
(6/3)

Day 4
(6/4)

Day 5
(6/5)

Breakfast: 7 - 7:30 AM I I I I I

Lunch: 11 AM - 12 PM I I I I I

PM Snack: 3 - 4 PM I I I I I

SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!
CONDUCTING THE REVIEW: PARTICIPANT 1 

Next, let’s assess what meals Participant 1 was served (also referred to as claimed) by looking at the
POS meal count sheet.



Approved Meal
Service Time

Day 1
(6/1)

Day 2
(6/2)

Day 3
(6/3)

Day 4
(6/4)

Day 5
(6/5)

Claimed Signed In Claimed Signed In Claimed Signed In Claimed Signed In Claimed Signed In

Breakfast: 7 - 7:30 AM I I I I I I I I I I

Lunch: 11 AM - 12 PM I I I I I I I I I I

PM Snack: 3 - 4 PM I I I I I I I I I I

SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!
CONDUCTING THE REVIEW: PARTICIPANT 1 

Lastly, let’s compare! 

Compare total meal counts to daily attendance to ensure that meal counts for each approved meal type
did not exceed the number of children or adult participants in attendance on any day.

Participant 1 was in attendance for all meals they were claimed.



Your Turn!

Participant #2 June 2026

9:07
8:53
8:50

9:00
8:47

Parent Signature
Parent Signature
Parent Signature
Parent Signature
Parent Signature

5:09

4:58

5:06
5:05

4:12

Parent Signature
Parent Signature
Parent Signature
Parent Signature
Parent Signature

Based on the approved meal times and sign in and out sheet, what meals/snacks was Participant 2 in
attendance for?

Meals Served & Approved Meal Times:
Breakfast: 7-7:30 AM; Lunch: 11 AM-12 PM; PM Snack: 3-4 PM

A

B

Breakfast, Lunch, and PM Snack, Monday - Friday.

Lunch and PM Snack, Monday - Friday.



Your Turn!

Participant #2 June 2026

9:07
8:53
8:50

9:00
8:47

Parent Signature
Parent Signature
Parent Signature
Parent Signature
Parent Signature

5:09

4:58

5:06
5:05

4:12

Parent Signature
Parent Signature
Parent Signature
Parent Signature
Parent Signature

A

B

Breakfast, Lunch, and PM Snack, Monday - Friday.

Lunch and PM Snack, Monday - Friday.

Based on the approved meal times and sign in and out sheet, what meals/snacks was Participant 2 in
attendance for?

Participant 2 is signed in after breakfast but before lunch and is signed out after PM Snack
each day.



Your Turn!
Based on the point of service meal count sheet, what meals/snacks was Participant 2 served/claimed?

True or False. Participant 2 was served Lunch and PM Snack, Monday - Friday.

A

B

True.

False.



Your Turn!
Based on the point of service meal count sheet, what meals/snacks was Participant 2 served/claimed?

True or False. Participant 2 was served Lunch and PM Snack, Monday - Friday.

A

B

True.

False.

Based on the point of service meal count sheet, Participant 2 was served Lunch and PM Snack
each day.



Your Turn!
Compare total meal counts to daily attendance. Was Participant 2 in attendance for all meals they
were claimed?

A

B

Yes.

No.

Approved Meal
Service Time

Day 1
(6/1)

Day 2
(6/2)

Day 3
(6/3)

Day 4
(6/4)

Day 5
(6/5)

Claimed Signed In Claimed Signed In Claimed Signed In Claimed Signed In Claimed Signed In

Breakfast: 7 - 7:30 AM

Lunch: 11 AM - 12 PM I I I I I I I I I I

PM Snack: 3 - 4 PM I I I I I I I I I I



Your Turn!
Compare total meal counts to daily attendance. Was Participant 2 in attendance for all meals they
were claimed?

A

B

Yes.

No.

Approved Meal
Service Time

Day 1
(6/1)

Day 2
(6/2)

Day 3
(6/3)

Day 4
(6/4)

Day 5
(6/5)

Claimed Signed In Claimed Signed In Claimed Signed In Claimed Signed In Claimed Signed In

Breakfast: 7 - 7:30 AM

Lunch: 11 AM - 12 PM I I I I I I I I I I

PM Snack: 3 - 4 PM I I I I I I I I I I



SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!

CONDUCTING THE REVIEW 
based on 10% of enrolled participants

3 Compare total enrollment to daily attendance, at sites here
enrollment forms are required, to ensure that the number of
children or adult participants in attendance did not exceed
the number who were enrolled.

Documentation needed:
Sign in and out sheets for selected participants.
Enrollment forms for selected participants.

Center Specifics:
17 Enrolled Participants
Open Monday-Friday
3 Classrooms
Meals Served & Approved Meal Times:

Breakfast: 7-7:30 AM
Lunch: 11 AM-12 PM
PM Snack: 3-4 PM

Scenario: Monitoring Visit at A+ Preschool 
5-Day Reconciliation: June 1-5
Reconciliation based on 10% of enrolled participants. 17 enrolled participants ⟶ 1.7, rounds up to 2.



Participant 1 and 2 have current Enrollment Forms on file.

SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!
CONDUCTING THE REVIEW 

Dated within the last 12 calendar months.

Signed and dated by a legal parent or guardian.



SECTION 3 THE 5-DAY RECONCILIATION

Let’s Practice!

1 Determine the source of the error and if there is a valid
reason for the discrepancy.

2 If necessary, take additional steps, such as:
Reconciling the records of individual children or adult
participants, by name; or
Expanding the reconciliation beyond five days; or
Initiating a household contact; or
Conducting an additional unannounced visit.

3 Address the need for appropriate corrective action to
resolve the difference.

4 Determine if any disallowance of meals or establishment of
an overclaim is necessary.

Scenario:
Monitoring Visit at A+ Preschool

In our current scenario, we did not
find any discrepancies. 

The meal counts and attendance
for Participant 1 and 2 were

consistent. 

Additionally, each participant had
current enrollment forms on file.

But what if that wasn’t the case?

COMPLETING THE RECONCILIATION



The monitor is completing the reconciliation. They found that a participant was not signed in during
the approved meal time for lunch but was claimed (or marked on the POS meal count as having been
served lunch).  

What action(s) should the monitor take?

A

B

No action is necessary. It was a negligible mistake.

Disallow the lunch.

Consider this...

C Disallow all meals served to that participant.



The monitor is completing the reconciliation. They found that a participant was not signed in during
the approved meal time for lunch but was claimed (or marked on the POS meal count as having been
served lunch).  

What action(s) should the monitor take?

A

B

No action is necessary. It was a negligible mistake.

Disallow the lunch. 

Consider this...

C Disallow all meals served to that participant.

The monitor must disallow the lunch. They should also use their discretion to determine if
this is a one-time human error or if there seems to be a bigger issue. If the latter, the monitor
should assess corrective action and expand the reconciliation beyond five days.



SECTION 3 THE 5-DAY RECONCILIATION

5-Day Reconciliation
DOCUMENTING THE RECONCILIATION | HNS’
MONITORING FORM

Monitoring Visit Form

At-Risk Monitoring Form

Monitors must document the process and completion of
the 5-day reconciliation on the monitoring visit form. 

Operators are encouraged to utilize ADE HNS’
Monitoring Visit Forms, as the questions satisfy all
monitoring visit requirements, including the 5-day
reconciliation. 

To assist monitors, ADE HNS’ monitoring visit form has simplified
5-day reconciliation instructions embedded on the form.

https://cms.azed.gov/home/GetDocumentFile?id=5d49a1571dcb2516ac6d1110
https://cms.azed.gov/home/GetDocumentFile?id=5dd2c76503e2b30098119b84


If you are attending the live webinar, you will
receive an email once attendance has been
completed. Once you have received this
email, your training certificate will be
available in APLD. 

If you are watching the recorded webinar,
you can access the survey link and certificate
of completion at the end of the webinar
slides.

Thank you!
PLEASE PUT QUESTIONS IN THE Q&A



Congratulations
You have completed the training: Understanding
CACFP Monitoring Requirements and the Five-Day
Reconciliation

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. 

Training Title: Understanding CACFP Monitoring
Requirements and the Five-Day Reconciliation

Length: 1.0 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

