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Agenda
A.M. Session

9:00 – 12:00 Record Keeping Requirements
12:00 – 1:00 Lunch Break

P.M. Concurrent Sessions

1:00 – 1:45 Building Menus
1:00 – 1:45 Sponsoring Organization

Responsibilities
1:45 – 2:30 Snacks and Suppers in At-Risk

Areas
1:45 – 2:30 Infant Menus
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Objective

Required records for Child and Adult Care 
Food Program 
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CACFP Website

www.michigan.gov/cacfp

http://www.michigan.gov/cacfp
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Child and Adult Care 
Food Program

• United States Department of Agriculture (USDA) 
federally-funded child nutrition program

• Meal reimbursement program
• Children while in care
• Administered by Michigan Department of 

Education (MDE) 
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Meal Reimbursement Rates

July 1, 2008 – June 30, 2009

Category   Breakfast    Lunch/Supper     Snack

A      $1.40             $2.57              $ .71
B     $1.10             $2.17              $ .35
C      $  .25             $ .24               $ .06

An additional $ .2075 cash-in-lieu of commodities is 
paid for each lunch and supper.
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Annual Requirements

• Submit application
• Staff training
• Procurement documentation
• Income eligibility statements 
• Enrollment 
• Media release
• Civil rights
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Submit Annual Application

• Child Nutrition Application Program (CNAP)
• www.michigan.gov/meis
• Due October 1 each year
• Submit attachments

http://www.michigan.gov/meis
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Staff Training

• Train key staff on CACFP requirements at 
least once per year

• Train new staff on CACFP requirements 
before assuming CACFP duties

• Document all training (date, location, 
CACFP topics covered, names of staff)

• Annual Staff Training Checklist, page 8  
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Procurement Documentation

• Small Method of Procurement – annual 
CACFP purchases under $100,000
–Annual Procurement Form, page 10   

• Large Method of Procurement – annual 
CACFP purchases over $100,000
– Invitation To Bid
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Income Eligibility Statements 
(IES)

• “Dear Parent/Guardian” letter, page 11 
• IES for each child claimed in Category 

A/B, page 12
• Form valid twelve months
• Income Eligibility Guidelines, page 13
• IES Simplified, page 14
• Not required for Head Start, Even Start, 

Category C, Emergency Shelter, 
Afterschool At-Risk Snack/Suppers
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Household Income Eligibility 
Statement
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Income Eligibility Guidelines
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Income Eligibility Statements 
Simplified
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Enrollment Information

• Child’s name 
• Child’s normal days and hours in care 
• Meals child receives while in care 
• Parent or guardian signature
• Date form was completed
• Child Enrollment Form, page 15  
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Child Enrollment Form
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Media Release

Public announcement of participation in 
the CACFP by MDE
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Civil Rights

• Collect and compile ethnic/race data
• Include USDA nondiscrimination statement
• Display “And Justice for All” poster
• Train staff
• Civil Rights E-Learning Course
• Civil Rights Handout, pages 16-17
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Ethnicity and Racial 
Beneficiary Data Form



20 20

Nondiscrimination Statement

In accordance with Federal law and U.S. 
Department of Agriculture (USDA) policy, 
this institution is prohibited from 
discriminating on the basis of race, color, 
national origin, sex, age, or disability.  To 
file a complaint of discrimination, write 
USDA, Director, Office of Civil Rights, 
1400 Independence Avenue, SW, 
Washington, D.C. 20250-9410 or call    
(800) 795-3272 or (202) 720-6382 (TTY).     
USDA is an equal opportunity provider and 
employer.
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And Justice For All poster
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Civil Rights Training Topics

• Collection and use of data
• Effective public notification systems
• Complaint procedures
• Compliance review techniques
• Resolution of non-compliance 
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Civil Rights Training Topics 
(continued)

• Reasonable accommodation of persons 
with disabilities

• Requirements for language assistance
• Customer service
• Conflict resolution
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Annual Requirements –
Sponsoring Organizations Only

• Site monitoring
• Parent notification of benefits of CACFP 

(not required for at-risk or emergency 
shelters)
–Parent Information Sheet, page 21  
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Annual Requirements

• Submit application
• Staff training
• Procurement documentation
• Income eligibility statements 
• Enrollment 
• Media release
• Civil rights
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Monthly Requirements

• Maintain documentation of records to 
support claim

• Submit claim for reimbursement and 
amendments, if applicable
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Maintain Records to 
Support Claim

• Menus – 1 year and over
• Menus – infants
• Meal attendance
• Center attendance
• Proof of residency (emergency shelters 

only)
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Maintain Records to 
Support Claim

• Average daily attendance
• Documentation of costs
• Program income
• CH-151 forms or Income Eligibility 

Statements 
• Reimbursement Claim (SM-4213-C) and 

any amendments
• Proof of CACFP reimbursement
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Menus – 1 Year and Over

• Meal Pattern Requirements
• Menu Record
• Substitutions
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Meal Pattern Requirements

• Meal Pattern Requirements, page 22  
• Non-Creditable Foods, page 23 
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Menu Record

• Month, day, and year
• Site/room, if applicable
• One calendar month
• Meal types 
• Food components
• USDA nondiscrimination statement
• Sample Menu Record, page 24  
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Infant Menus

• Infant Menu Record for 
•0 through 3 months
•4 through 7 months
•8 through 11 months

• Infant Meal Pattern Requirements
• Formula/Food Sign-off Statement
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Menu Substitutions

• Menu changes
• Menu Substitution Log, page 25 
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Medical Exception Statements

• Fiscal Year 2007 Operational Memo 
#13, pages 26-28

• Medical Exception Statement for Food 
Substitution, pages 29-30
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Meal Attendance

• Meal Attendance, page 31
• Program Adult Meal Attendance, page 32
• Meal Attendance Summary Record, page 

33 
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Average Daily Attendance

Average Daily Attendance Record, 
page 34
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Documentation of Costs

• Food
• Non-food supplies
• Administrative
• Food service labor
• Indirect
• Depreciation
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Food

• Itemized receipts
• Billings
• Inventory Records
• Food Costs Instructions, page 35 
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Food Costs
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Non-Food supplies

• Itemized receipts
• Billings
• Inventory Records
• Non-Food Costs Instructions, page 36 
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Non-Food Costs
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Summary of Costs
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Allowable and Non-Allowable 
Costs
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Administrative

• Time and Attendance/Time Distribution 
Instructions and form, pages 39-40

• Simple calculation of estimated 
administrative costs

• Payroll records 
• Employee compensation plan 
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Time and Attendance/
Time Distribution
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Food Service Labor

• Time and Attendance/Time Distribution 
form, pages 39-40

• Simple calculation of estimated direct 
labor costs

• Payroll records 
• Employee Compensation Plan, page 41
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Indirect Expenses

Indirect Expenses form with receipts, 
page 42
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Depreciation

Developing a Depreciation Schedule, 
page 43 
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Documentation of Costs 
Summary

• Food
• Non-food Supplies
• Administrative
• Food Service Labor
• Indirect
• Depreciation
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Program Income

• Payments received for meals served 
to children (pricing programs)

• Payments received for meals served 
to non-program adults and children

• Most institutions will have no program 
income
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For-Profit Institution Claims

• CH-151 forms 
–Showing at least 25% of the children 

are eligible for a calendar month
–By site

• Income Eligibility Statements
–Showing at least 25% of the children 

are eligible for a calendar month
–By site
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Submit Claim for 
Reimbursement

• www.michigan.gov/meis
• Instructions for the Center Claim for 

Reimbursement, pages 44-50
• Claim for Reimbursement Form

(SM-4213-C), page 51

http://www.michigan.gov/meis
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Main Menu
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Institution Summary
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Documents Recommended, But 
Not Required

• Claim for Reimbursement Worksheet, 
page 53

• Reimbursement Computation Worksheet, 
page 54 

• Claim Status Report, page 55
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Claim for Reimbursement 
Worksheet
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Reimbursement Computation 
Worksheet for Institutions
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Claim Status Report
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Monthly Requirements –
Sponsoring Organization Only

• Process facility claims using at least three 
edit checks

• Submit consolidated claim to MDE
• Disperse funds to unaffiliated sites within 

five days
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Monthly Requirements 
Summary

• Maintain documentation of records to 
support claim

• Submit claim for reimbursement and 
amendments, if applicable
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Other Required Records

• Correspondence with MDE
• Proof of tax exempt status (non-profit 

organizations only)
• License or alternative approval 

documentation (if applicable)
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Questions?

Contact: Michigan Department of Education, 
Child and Adult Care Food Program

Phone:       517-373-7391
Email:        mde-cnap-cacfp@michigan.gov
Web site:   www.michigan.gov/cacfp

mailto:mde-cnap-cacfp@michigan.gov
http://www.michigan.gov/cacfp
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