CACFP “at a glance”

	Monthly Membership-Information Needed for Claim

	Enrollment Forms

· One participant per sheet

· Signed yearly by parent/Guardian or Client

· Days and hours normally in care and meals normally received while in care noted.

*Pg. 36 
	Income Applications

· Filled out and signed by parent/Guardian or Client

· May have multiple participants on one sheet

· Must be completed annually

· For office use only section filled out and signed by director

*Pg. 44
	Attendance Records

· Completed Daily

· Name matches Participant’s name on enrollment form

· Totaled Daily

· Used to calculate membership and Total Daily Attendance

*Pg. 46
	Master Roster

· Ongoing

· Names are not removed

· Completed Monthly

· Name matches Participant’s name on enrollment form

· Numbers totaled at the end of the month are reported on the monthly claim.

*Pg. 48

	Meal Counts-Information Needed for Claim

	Menus

· Must meet meal pattern guidelines

· Current month posted

· Food must be creditable

· Copies placed in monthly folder

*Pg. 21
	Menus, Continued

*Infant and Regular Participant must be kept

· Substitutions must be noted before the meal serice
	Total Daily Attendance

· Recorded on 17-9 Daily

· Meals served cannot be greater than the number of participants in attendance


	17-9 Record of Meals Served

· Completed during the meal service

· Number of meals served must be totaled daily and monthly

· Numbers totaled at the end of the month are reported on the monthly claim.

*Pg. 35

	Costs/Documentation of-Information Needed for ACQR

	Food and Non-Food

· Receipts

· Originals Only

· Program related items only

· Purchases related to menu items

· Invoices from Caterers

· TBD

· Delivery Tickets

TBD
	Program Labor

· Personnel Activity Report

· Filled out Daily by employee

· Signed by employee

· Pay Stubs

· Used for full time food service staff only

Personnel Activity Report is not necessary for these individuals
	17-8 Record of Program Expenditures

· Completed Monthly

· Amount of milk purchased is recorded

· Totals from receipts correspond to receipts

· Program Labor recorded

· Non- food items recorded

*Pg. 55
	Procurement

· Completed Yearly

· Six most commonly used items.

· 3 price comparisons

*Pg. 29

	Civil Rights

	Public Notification System

· And Justice for All*Pg. 10

· Posted in Prominent Location 

· News Release *Pg. 9

· Sent to one media source and one grassroots organization

· Filed in News Release Folder

· Not required to pay for service

· Non Discrimination Statement *Pg. 10-11

· Must be in it’s entirety.

· Included in all literature and websites.

· Building for the future

· Posted in Prominent Location
	Data Collection *Pg. 11

· Completed Annually

· Includes Ethnic and Racial Data


	Grievance Procedures *Pg. 12

· Documents kept in accessible location

· Move complaint forward in a timely manner
	 Training *Pg. 16 and 17

· Must include Civil Rights to all people involved.

· Required prior to start of any program duties.

· Performed annually

· Documented and filed in appropriate folder.

	Monitor Reviews

	Only necessary for sponsors with multiple sites. Pg. 58

Completed within first 4 weeks of participation in the program.

Must complete at least 3 per year per site.

No more than a 6 month lapse between reviews.


*Denotes Page number to refer to for further information.To be completed In October*Pg. 67: Procurement, News Release, Income applications, enrollment forms, training, Data Collection forms, renew application, continue using program forms and documents for new fiscal year.

