Michigan Department of Education
Office of Nutrition Services
Child and Adult Care Food Program

Supporting Documents

General Information

CACFP Website: https://www.michigan.gov/cacfp

All documentation must be kept for 3 years plus the current fiscal year.

NexSys information is current July to June — The new application comes out in April every year
and is due by the end of June to avoid lost claims.

The Child and Adult Care Food Program'’s fiscal year runs October 1 through September 30.

Annual Documents

[

[

Annual Staff training documentation for Civil Rights and CACFP (with documentation to include
date, names of staff present, topics covered and location of the training, as well as a sign in
sheet).

Household Income Eligibility Statements (HIES), as applicable to your program (separate by
eligibility Free(A), Reduced(B), Paid(C), and filed in alphabetical order. The Dear Parent/Guardian
Letter must go out with the HIES form to families, OR schools can use Education and Nutrition
Benefits form.

Participant enroliment documentation, as applicable to your program

Procurement Documentation: Informal Procurement Log(s); formal procurement documentation
and/or invitation to bid/approved food service contract(s), as applicable to your program

Civil Rights — Completed “Ethnicity/Racial Beneficiary Data Form” for each site for current year
Cost allocation plan - multistate sponsors only

Any vended meal contracts and/or Food Service Management Company (FSMC) if applicable to
your program

Most recent Single Audit - when applicable (receipt of federal funds at $100,000 or over)

Monthly Documents

[

Dated menus for participants ages 1 year and over (including: substitutions, standardized recipes,
delivery receipts and/or production records, if applicable)
Dated infant menu records indicating infant’s name and birth dates and specific meals/snacks
served to each infant
Meal attendance records — Point of Service documentation
Record of adults (program staff) served meals / Meals served but not claimed
Daily program attendance records and monthly attendance consolidation
Detailed General Ledgers/financial tracking for food service activity only
Balance sheet/tracking of Nonprofit Food Service Account (NFSA) fund balance
Meal prices
Documentation of meal revenue: Paid meal revenue for (reduced and paid meals), non-program
adult meals, etc.
Documentation of Program costs:
o Salaries/labor costs for program staff
o Benefits
o Administrative costs
o Purchased services
o Materials and supplies (this is your non-food items and supplies)
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o Indirect costs, if applicable

o Food costs

o Disbursements/payments (unaffiliated sites and Family Day Care Homes only)

= Disbursement of reimbursements to sites

[J For Profit Center: Department of Health & Human Services (DHHS) 1381 report including
payments received for care provided (documentation that 25% of the center’s enroliment or
capacity were Title XX beneficiaries) OR documentation to support free or reduced-price
eligibility. (For Adult Day Services: Title XIX beneficiaries)
MIND claim month Status Report and Summary Page
Claim amendment documentation (if applicable)
Proof of residency (emergency shelters only)
Proof of living independently (adult day services only)
Proof of Medicaid Waiver/MiChoice Waiver participation (adult day services only)
Program Income, if applicable (catering, meals sold to staff, etc.)

N I B O B

Other Required Records

[1 Non-Discrimination Statement on enroliment information, website, brochures, etc.

71 Product Documentation such as product formulation statements (PFS), child nutrition (CN) labels,
food labels etc. to support the use of creditable yogurt, whole grains, cereal, milk, and any other
combination foods that must meet nutritional standards.

[J Request for Special Dietary Needs form(s)

71 Formula/Food Sign-Off Statement for all infants under 12 months enrolled in care.

[ License posted in a public area / alternative approval documentation

[J  WIC Poster or information posted in a public area (licensed childcare sites/facilities only)

[ “And Justice for All” poster posted in a public area

[J Proof of tax-exempt status (Non-profit organizations only)

[J Board of directors list, last three meeting dates and meeting minutes (if applicable)

Sponsoring Organizations Only

O Administrative procedures:
o Copy of household contact procedure
o Copy of edit check procedure
71 Site monitoring documents including tracking tool/schedule, follow up, and corrective action —
Sponsoring Organizations only
[J Building for the Future with CACFP flyer (participant/parent information sheet)
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