Kentucky Department of Education

Division of School and Community Nutrition

CACFP 

MANAGEMENT PLAN 2012-2013

Facility Name:_____________________________________  FY______________
ADMINISTRATIVE CAPABILITY CHART (FACILITY STAFF)
Complete the following list by writing down who is responsible for each task. Please write the name of the position (for example, cook, director, etc.) and not the person’s name. Each task is required by CACFP regulations. 

	Task 
	Staff Position Responsible

	Who distributes and collects income eligibility applications? 
	

	Who categorizes, signs and dates the applications? 
	

	Who takes attendance daily?
	

	Who takes the daily meal counts at the point of meal service? 
	

	If food is prepared by the sponsor, who completes the daily menu record?
	

	If meals are purchased from a vendor, who checks the delivery and signs the daily delivery invoices? 
	

	Who is responsible for ensuring meals meet

CACFP meal pattern requirements? 
	

	Who maintains written documentation of all expenses of the food service operation, including food, paper goods, equipment and payroll? 
	

	Who prepares the monthly claim form using the income eligibility applications, attendance and meal counts? 
	

	Who reviews the claim for accuracy and completes the edit checks? 
	

	Who provides the annual training for key staff?
	

	Who conducts three or more monitoring visits to each center, each year? 
	

	(For-Profit centers Only) Who checks each month that each center is eligible to claim? 
	


 Describe the Facility policy that restricts other employment by employees that interferes with the program responsibilities or attach policy. 
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