
Administrative Review 
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Presenter Notes
Presentation Notes
Hello and welcome to thinking Thursdays! Today’s topic is Administrative review preparation. 



Welcome to Thinking Thursdays!

• Participants are muted

• Enter your questions into the 

Q&A, not the Chat

• CACFP staff will answer 

questions as we go

• Certificate will be emailed

• Thank you for your attendance!

Presenter Notes
Presentation Notes
Welcome to Thinking Thursdays! To begin, let me introduce myself. My name is Melissa Lonsberry. I am a Consultant for the CACFP. There are also several other CACFP Staff members here on the call. We are happy you are here to learn with us today.Some quick housekeeping: All participants are muted for this presentation. If you look down at the bottom of this zoom presentation you will see a chat box and a Q&A box. Please enter any questions in the Q&A and not in the chat box. The chat is for chatting. It is hard for staff to see questions and, therefore, your question may get lost in the chat box as people interact. Entering your question in the Q&A helps us moderate your questions and answer them easier during the presentation and at the end. Other participant’s can see your question and the answer, so we all learn together. Questions will be answered either by my CACFP staff co-hosts along the way or live at the end of the session if we have time. If we run out of time, we can follow up with you by email after the session. This session is being recorded and will be posted on our website under Trainings, along with the power point slides and notes for you to reference later. Training Certificates will be sent to participants via email after the presentation. 



WHO IS HERE 
TODAY?

• Childcare center

• Family childcare home

• At-risk afterschool care center

• Adult day care center

• Sponsoring organization

• Emergency shelter

• School food authority

Presenter Notes
Presentation Notes
Poll SlideBefore we discuss feeding infants in the CACFP, We want to know who has joined us today. Let us know who you work for by selecting one of the options on our poll.Do you work for a: (launch poll)a childcare center, a family childcare home, an at-risk afterschool care center, An adult day services centera sponsoring organization,an emergency shelter, a school food authority Display the results and briefly discuss “It looks like we have …… in our audience today. Thank you for joining us today. Remember to type any questions in the Q&A box. 



Today’s 
Agenda

•Before the Review

•During the Review

•After the Review

•Resources

Presenter Notes
Presentation Notes
Most of you have probably been part of a review.  If so, this presentation will be a refresher for you. If you are newer and have not been part of a CACFP Administrative Review, this presentation will give you an idea of what to expect and how to get ready for a CACFP Administrative Review. Under normal circumstances, MDE as a state agency is required to conduct on site administrative reviews to all program institutions and sponsors of centers every three years. Each year, we are to review 33 1/3 percent of our participating sponsors. With the public health emergency, in person reviews were paused under a State agency USDA Monitoring Waiver, however. MDE is out doing in person reviews again. Today’s agenda will cover things to consider before the review, during the review and after the review. Let’s get started!



Things to Consider –
Before Review

• Staffing Responsibilities

• Staff Training

• Organizing your CACFP 

Paperwork

Presenter Notes
Presentation Notes
Imagine, it is the week before your CACFP review.  As you get ready for work on Monday morning, you plan in your mind what files are needed for the review.  You cleared your schedule, you know that a week will be more than enough time to organize the files for the review on the following Monday.  Then, just before you walk out the door to work, the phone rings – the unexpected illness of a family member requires that you leave town right away.  You will be gone.  Your co-workers know where some of the CACFP materials are – but not all of them.  If this happens to you - How prepared would you and your staff be for the review? It is important that you and your staff are always be ready for a review. Things to consider BEFORE the review may include: What systems do you have in place for staff in order to handle any unexpected events, such as an illness of a family? What about staff turnover? Do you have some kind of training plan in place?;   Are your CACFP records organized, so you are ready at anytime for a review? What if the review is unannounced? Is there always someone at your center that will know where all the CACFP paperwork is?  Are you familiar with the records MDE will review?Is you paperwork organized so that another person can efficiently find what is needed for your review?



Before a Review: Staffing Responsibilities

Who is 
responsible for 

each part of 
the review?

Start with who 
is listed on 

your program’s 
NexSys 

Application!

Presenter Notes
Presentation Notes
Let’s start with Staffing responsibilites:Who is responsible for what portion of the CACFP Requirements?These are most likely the people listed on the Sponsor Contacts page in your NexSys on-line application.  Each year sponsors list the staff members that are responsible for CACFP program duties in their on-line contract.  Who is responsible for doing the application and consolidating the claims? Who plans the menus? Oversees center attendance and meal counts? Who has access to enrollment and household income eligibility records? It is also a good idea ensure staff knows who does what and who is the designated back up, in case of emergencies or absences. , Having a defined division of responsibility is a best practice to help ensure things go well each and every day. 



CACFP Staff Training

• MDE Online Training

• Michigan Department of Education 
Brighton Bright Track Training

• Child and Adult Care Food Program 
Videos

• Online Training Modules (michigan.gov)

• MDE Guidance Memorandums

• Internal Agency Procedures 

Presenter Notes
Presentation Notes
LINKS Needed for Chat: Next, lets talk about staff training. Do you have some kind of training plan in place?  Are you experiencing staff turnover within key CACFP areas of responsibility?  What systems does your program have in place to ensure that new staff members are trained on the CACFP requirements? Do you cross-train staff so they can provide back-up for each other?  Unfortunately, the MDE CACFP staff are not available to re-train new staff, so it is the responsibility of your program to complete this training annually and as new people come onboard.  Let’s discuss what we suggest a training plan may look like.Each CACFP program can create their own center/facility-specific Training Plan.   A Training Plan can help guide your agency when there is a change in staff or can be used to cross-train staff. Here are some suggestions on what you can include in yours:On-line training: Currently the MDE has on-line training modules and webcasts posted on-line that can be used to train new staff or used as a refresher for staff.  Some of the topics include:   CACFP Civil Rights Requirements, CACFP Program Requirements for new or returning sponsors, CACFP Meal Pattern Requirements, CACFP Infant Meal Pattern Requirements	  The Guidance Memorandums found under Resources on the CACFP webpage provide all the CACFP requirements in much more detail and can be used as a reference.  A best practice would be to always print and keep the most current versions of these on file at your center and train your staff on the contents of the memo to the level of their responsibility.3)	Internal Agency Procedures – These procedures would be specific to how your agency completes the CACFP requirements, for example: A meal count procedure would include…What form do you use? Who is responsible for taking the meal counts? When do you take meal counts? Who tally’s the meal counts? Who double-checks the totals when compiling monthly claim?, etc.  Can give other examples for Menus, Production Records, etc.

https://misponsortraining.com/
https://www.youtube.com/playlist?list=PLQNv-MrTjyhJkfQ1ZaAlBu4pjv1YCJsfI
https://www.michigan.gov/mde/Services/food/sntp/training/online-training-modules


Before 
Review –
Organize 
Your CACFP  
Paperwork

Presenter Notes
Presentation Notes
Is this how you feel when you think about all the CACFP Paperwork you need to keep?  If MDE should come to your office unannounced, would you know what records to begin pulling before the analyst asked for them?  In this section we will discuss what paperwork the MDE will look at and how you can Organize your CACFP Paperwork.



CACFP On-site Review Basic Information

• CACFP onsite reviews are scheduled every three years but 
could occur more frequently

• Sponsor will be contacted by assigned MDE Analyst to 
schedule the review

• Unannounced reviews are possible! Have records on-site!

• Record Retention: Three years plus the current FY

• Twelve months of records should be on site with others readily 
accessible within one hour

Presenter Notes
Presentation Notes
As I mentioned previously, CACFP onsite reviews are scheduled every three years but could occur more frequently if warranted. USDA staff could also drop by unannounced. Your agency will be contacted by your assigned MDE Analyst to schedule the administrative review; however, be aware that unannounced reviews are possible.  Unannounced reviews do not excuse a sponsor from being prepared for a review as all CACFP paperwork for the past twelve months must be onsite at your agency at all times. Records prior to that within the record retention requirement must be available within a reasonable timeframe. Unannounced or announced, you should have your records available for review. Remember you are required to keep all CACFP paperwork for 3 years plus the current fiscal year. If there is an outstanding audit resulting in reimbursement recoupment, records must be retained until all monies have been recouped. 



Before Review – Program Record 
Organization Best Practices

• Organize records by Fiscal Year (FY)
• October 1 through September 30

• Sponsor contact information up to date on 
NexSys application

• GEMS/MARS scheduling letters are sent to 
responsible individual(s) for announced reviews

Presenter Notes
Presentation Notes
The typical way paperwork is organized is by Federal Fiscal Year, which is October 1st through September 30th.  If you are a school food authority, you may organize your records by academic year (July through June). Be able to explain how you organize a year's worth of records.  It is important to ensure the responsible person is listed and knows to check and read email from MDE. Your analyst may also reach out to you initially via phone or email to schedule a review, but the review is formally set up in the GEM/MARS system.It is important to ensure the responsible person is listed and knows to check and read email from MDE. Your analyst may also reach out to you initially via phone or email to schedule a review, but the review is formally set up in GEM/MARS.



Review Scheduling 
Letter
• GEMS/MARS generated Email

• Sent to NexSys Sponsor Contact

• Detailed list of what is required 

Annual documentation

Monthly claim documentation

Menu/meal pattern compliance

Site monitoring*

Other items

Presenter Notes
Presentation Notes
The scheduling letter helps you prepare for the review. The review scheduling letter is generated out of GEMS/MARS when MDE schedules your announced review.  Your MDE analyst’s name, contact information and arrival time will all be included in the letter. Unannounced reviews will not receive this notification. Best practice: Always be prepared for a drop in review!



Before the Review: Getting Ready

Review prior CACFP 
reviews findings

1
Ensure any non-
compliant issues 
have been corrected

2
Contact your analyst 
with any questions

3

Presenter Notes
Presentation Notes
If your agency has been reviewed in the past, a good place to prepare is to review previous administrative review forms and any findings noted. You want to make sure any areas of non-compliant have been fully and permanently corrected. You do not want a repeat finding!Remember, when preparing for the review please call your analyst if you have any questions. They are there to assist you. 



CACFP 
Records 
Binder

Household Income Eligibility Statements (HIES)

Participant Enrollment Forms

CACFP Staff Training Documentation

Civil Rights Documentation

Infant Formula/Food Sign Off Forms

Procurement Log

CACFP Cost Documentation

Supporting Documentation for Monthly Claims

Sponsoring Organization Records*

Presenter Notes
Presentation Notes
There is more than one way to organize your CACFP paperwork and it will differ if you are a sponsoring organization, a smaller center, or a larger program. In this section we will discuss how you could use a 3-ring binder, which may be the best option for small to mid-size agencies, to organize your records.  You may also want to use several binders to organize all your CACFP records. This slide here shows what the cover page of your binder may look like.  It will list the major sections of what should be included in your binder.  You will label each of your divider pages tabs to match the sections listed here.Next, we are going to review what should be included in each of the sections.  You may have already received a copy of a supporting documents handout when you first joined the CACFP as part of your pre-visit with a MDE consultant.So sit back, and visualize a clean, new binder just ready to hold all your compliant records.



Items you will need:

14

Presenter Notes
Presentation Notes
You will need: a 3-ring binder, divider pages with tabs, a 3-hole puncher and your CACFP records.  We have seen records stored in envelopes, shoe boxes and tubs. Binders are a better way to easily organized your most current records to easily access for a review. 



Household Income Eligibility Statements 
(HIES) – Option One

• Use Three Separate Tabs
• Free “Category A” Income Statements
• Reduced “Category B” Income Statements
• Paid “Category C” Income Statements

• Alphabetize Participant’s HIES within each 
reimbursement category tab

• Children of same family can be on one form 

• Establish a system to capture different last names for 
a family unit

Free
R

educed
P

aid
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Presenter Notes
Presentation Notes
Your next tab would be “Household Size-Income Statements” or “HIES” There are couple of options: You can create 3 separate tabs, one for Free, one for Reduced and one for Paid and then alphabetize (by last name) the participant’s HIESPlease note that only one form is required per family, but as a best practice for family’s w/ children w/ different last names having a photo copy of the original form filed alphabetically for the additional names is very helpful for everyone.  



HIES – Option Two

• Use one tab for all HIES

• Alphabetize HIES

• Children of same family can be on one form

• Establish a system to capture different last 

names for a family unit

H
ousehold Incom

e E
ligibility 

S
tatem

ents
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H
ousehold Incom

e E
ligibility 

S
tatem

ents

Presenter Notes
Presentation Notes
you can create 1 tab for all “Household Size-Income Statements” or “HSIS” and simply alphabetize all the HSIS to match the same order as the children are listed on your Household Size-Income Record. Like the previous method, only one form is required per family, but as a best practice for family’s w/ children w/ different last names having a photocopy of the original form filed alphabetically for the additional names is very helpful for everyone.  While option 2 is great, it is faster for your analyst to review if HIES forms are alphabetized by reimbursement category. The faster we can review your records, the sooner we can be on our way (wink)



CACFP Participant Enrollment 
Forms

• Remember to have parent/guardian 

update annually

• Keep in alphabetical order

P
articipant E

nrollm
ent 

Form
s
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Presenter Notes
Presentation Notes
The next tab is “CACFP Enrollment Forms” – File in alphabetical order and remember to have parents/guardians update annually, usually at the same time you are requesting new HSIS’s, in September or OctoberDiscuss sign in/out sheets (signed/initialed by parents) and annual DCF enrollment form vs. collecting CACFP enrollment forms.



HIES & Enrollment Forms Best Practice

• Match up Participant’s HIES and Enrollment 

form 

• Alphabetize together categorized by 

Reimbursement Category

• Fastest option for analyst at review

H
IE

S
 &

 P
articipant 

E
nrollm

ent Form
s

Presenter Notes
Presentation Notes
HIES & Enrollment Forms Best PracticeMatch up Participant’s HIES and Enrollment form Alphabetize together categorized by Reimbursement CategoryFastest option for analyst at review



CACFP Staff 
Training 
Documentation 

Dated training agenda

Specific topics covered

Participant list by first and last name

Facilitator/Instructor name by first 
and last name

Presenter Notes
Presentation Notes
CACFP Staff Training Documentation:Dated training agendaSpecific topics coveredParticipant list by first and last nameFacilitator/Instructor name by first and last name



Civil Rights Documentation
• Ethnicity and Racial Beneficiary Form

• Completed annually

• Sponsoring Organization will complete one 

for each facility

• Civil Rights Training Documentation

• Completed annually

• Training date

• Topics covered (resource used)

• Attendance by first and last name

C
ivil R

ights
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Presenter Notes
Presentation Notes
For this tab you will file copies of the Ethnicity and Racial Beneficiary Data Collection Form which can be found on our website under Instructions and Forms, Annual Administrative Forms. Ethnicity and Racial Form (michigan.gov)The Ethnicity and Racial Beneficiary Data Collection Form must be completed annually by agencies.  Sponsoring agencies will complete a separate one for each facility on the CACFP.  Annually, all agencies are responsible for training members of their staff who interact with program participants, and those persons who supervise them on civil rights.  Documentation must be on file stating:staff who received trainingtopics covereddate training was completedRefer to GM website listed on the slide to access the Civil Rights Requirements Power Point presentation handout that may be used to complete the required civil rights training with the agency’s staff.The staff you must train are those who interact with program applicants and people who supervise them.Keep a copy of the resource used, agenda and attendance sign in sheet with your food program records.

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/Annual-Forms/Ethnicity-and-Racial-Form-FY20.pdf?rev=730ef808f6de4dcfad87bad2c5039c2f&hash=D0EE028877D2799BAD9291EABB7F95BA


Infant Formula/Food Signoff Statements

• Will have 1 for each infant you have enrolled until their first 
birthday 

• Informs parents which infant formula and other foods for 
infants are provided by your center

• File in alphabetical order

• Instructions & Forms, Infant Menu Information link

Infant Food/Form
ula 

S
ignoff S

tatem
ents
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Presenter Notes
Presentation Notes
If infants are enrolled at your agency then you will file all the completed Infant Formula/Food Signoff Statements under this tab in alphabetical order.  Remember you should have one on file for each enrolled infant at your center up to their first birthday.This is the form centers use to inform parents that an infant formula and other foods developmentally appropriate for infants are provided at your center. The forms do not need to be updated by the parents unless something changes with the infant’s feeding preferences, etc.



Informal Procurement Log

• Log to be completed annually

• List items that support a typical weekly CACFP menu

• Compare three vendors

• Provide rationale for purchasing decision(s)

• Helps to determine best use of federal funds

• Instructions & Forms, Annual Administrative Forms, 
Procurement & Pricing Programs link

Inform
al 

P
rocurem

ent 
Log
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Presenter Notes
Presentation Notes
To be completed annuallyList items that support a typical weekly menuCompare three vendors (or more) May need to use more than one log if applicable. Provide rationale for purchasing decision(s) made – you can split purchases between vendors if better prices exist Helps to determine best use of federal funds each year – you may not be aware of new options or vendors!Instructions & Forms, Annual Administrative Forms, Procurement & Pricing Programs link



CACFP Cost Documentation 
Labor Costs*

• Administrative and Food Service

• Time and Attendance Log
• Pay roll stubs
• Simple calculation, if applicable

Receipts/Invoices
• Separate food, non-food supplies, and non-CACFP 

expenses on receipts/invoices
• Highlight or mark cost type on receipts
• Write totals for each category on receipts/invoices
• MDE Summary of Costs Form

Labor C
ost 

D
ocum

entation
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Food/N
on-Food C

ost 
D

ocum
entation

Presenter Notes
Presentation Notes
Tab(s): Cost DocumentationAn agency is required to have a strong accounting process in place. Expenditures directly funded w/CACFP reimbursement should be easily identifiable. Some points to remember …If you do not have financial software, such as Quick books to keep track of all your food expenses and you are keeping a manual Journal Ledger, then you will need to keep monthly copies of your ledger under this tab.  This Journal Ledger should clearly show how you are effectively tracking your actual food program costs specific to the CACFP (food, non-food, etc). *Note: there is wide variety between sponsors for which costs you need documentation for. Many sponsors, for example, don’t need labor documentation, or if they do it’s just for one or two employees. Please contact your analyst telling them to contact the analyst to find out exactly what cost documentation they will need. Under this tab you should file receipts and invoices that are used to document the expenses you have entered in your monthly Journal Ledger or Quick Books.  When food, non-food  and other items are purchased on the same receipt or invoice, they are required to be tracked separately.  It is recommended to highlight or mark the different expenses on the receipts in order to easily identify which costs are counted toward food and non-food program costs.  Make sure you also write totals for each category on the receipts or invoices. MDE has a Summary of Costs form to help you organize your food, nonfood and non program costs for each month. This would be a good face page for each month in your binder.You may need to use divider pages that have folders to hold the receipts, or you can file receipts separate from the binder.

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/2022-Updated-Forms/Summary-of-Costs-REV.pdf?rev=318ab7ae29d242a6b0ee6eb4cfd18166&hash=4C515C6C7D033B49F5C7358DAFD378F8


Supporting Documentation for Monthly 
Reimbursement

• Claim Status Report

• Date point of service meal count sheets

• Sign in/out records (attendance)

• Infant meal records (if applicable)

• Date menus (including substitutions)

• Vended meals delivery tickets

O
ctober

N
ovem

ber
D

ecem
ber
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Presenter Notes
Presentation Notes
Behind this tab “Monthly Claims for Reimbursement Documentation” you will file all the supporting documentation used to compile your monthly claims: Separate each month’s records behind its own tab. The claim status report is the screen that appears after you have submitted your claim on-line.  It is a statement that includes the date the claim was successfully submitted. The Claim Status report contains summary of claim information - # of meals, enrollment data, ADA, etc.)You and print off after you submit your on-line claim to hand to your finance person and then file it with your monthly information.  Next your monthly meal count sheets,.  Reminder:  Point of Service meal counts must be recorded on the meal count form the meal/snack during the meal service.  If they are not recorded at the “point of service” the meal/snack cannot be claimed for reimbursement.  You should also make it a habit to review that meal counts are being properly recorded on a daily basis. Having another staff member check your work so to speak is a best practice to ensure program integrity. Your center/program attendance or sign in/out records  do not need to be filed in the CACFP binder, but they are required to keep on file to compile your monthly claims.   If you are claiming infants, file your infant meal records here along with copies of your daily, dated menus for each approved meal service, along with any menu substitutions noted.Daily, dated production records (for schools only) (for each approved meal service reflecting the total quantity of each food item used in the preparation of the meal.  Remember production records must show that each meal service provides, at a minimum, the serving sizes required by the CACFP Meal Pattern for each child and adult to be served. NOTE: Menus and production records (schools only) also applies to centers that purchase meals from a school, health care facility, or food service vendor.Vended Meals Delivery Tickets (should specifically list items that made up the meals so that meal pattern compliance can be verified)



Sponsoring Records
(for sponsoring organizations only)

• Site Monitoring documentation

• Dated training agendas and sign-in sheets

• Documentation of 2 required edit checks

S
ponsoring R

ecords
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Presenter Notes
Presentation Notes
This tab “Sponsoring Records” will be specific to Sponsoring Organizations.  This is where you would file:-any pre-operational visits, site reviews that you have completed, -dated training agendas and sign-in sheets and-documentation of the 2 required edit checks when completing your monthly claims, or you can keep this with under the Monthly Claims for Reimbursement Documentation tab



Tips for Larger Agencies

26

Instead of using a binder, use a 
portable file storage system

Create and label a file folder for 
each section

Presenter Notes
Presentation Notes
For larger and sponsoring agencies that will have a difficult time keeping all of their CACFP paperwork for one Fiscal Year in one binder,  a recommendation would be to use a portable file storage system with file folders instead.  You would label your file folders using the same sections used for the 3-ring binder.You may still want to use a 3-ring binder to file your HSIR and HSIS’s, since this will probably be your largest section.  This system will make it easier to access and refer to your HSIR & statements.



Electronic records

• Have a back-up to your back up and then 
back up again!

• MDE must be able to access records on-site

• Be able to have 12 months of records on site

• Be able to provide access to prior records in 
a timely manner

• Again - back them up!

Presenter Notes
Presentation Notes
Electronic RecordsHave a back up to your back up and back up againMDE must be able to access records on-siteBe able to have 12 months of records on side Be able to provide access to prior records in a time mannerBack them up!If in any instance life happens and records are destroyed, contact MDE asap to let us know.



Additional Items Needed for a CACFP Review
• CACFP Guidance Memorandum Binder*

• Sample enrollment packet given to parent/guardian of newly enrolled child/infant

• Parental Notification Flier - (CACFP Building Future Flyer)

• WIC Information – Facts about WIC *NEW POSTER AVAILABLE*

• Parent Handbook/Policy Book

• “…And Justice for All” poster prominently displayed

• Child Nutrition (CN) Labels and Product Formulation Statements (if applicable)

• Standardized Recipes

• Product Labels of items typically served

28

Presenter Notes
Presentation Notes
LinksWIC Poster: FactsAboutWIC_09_20_16.pdf (michigan.gov) CACFP Building Future Flyer (michigan.gov)In addition to all the items we just reviewed, there are some other items you will need to have prepared for the CACFP Review:-A copy of the most current CACFP Guidance Memorandums* or do you know where to find the Guidance Memos? (Resources button) on the MDE webpage? As a sponsor, it is your responsibility to be up to date on program policy – new memos are emailed to those listed the responsible people listed in Sponsor Contacts, so keep it up to date. -A sample enrollment packet that you give to parents/guardians of newly enrolled infants and children.  -The WIC Poster can either be included in your enrollment packet or you can choose to post in a location visible to parents/guardians.  Be sure to update your WIC Poster each year.  -A copy of your agency’s parent handbook and/or policy book that you provide parents/guardians when they enroll children at your center – do you have the most current form of the USDA nondiscrimination statement included?-Make sure the “---And Justice for All” poster is posted in a visible location to the public-Any Child Nutrition (CN) labels for combination foods you are serving at meals, standardized recipes you use and product labels for food items typically served to verify meal pattern compliance (sugar limits, whole grain, milk type, etc)

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Year/2020/02/11/Build4Future_EditableContact_Nov2019.pdf?rev=cff3d3b8dda74332bc86a5f26d5258ca&hash=C31498F2DBED411007CE065B1BD78E62
https://www.michigan.gov/mdhhs/-/media/Project/Websites/mdhhs/Folder1/Folder48/FactsAboutWIC_09_20_16.pdf?rev=d7c9606d86b74dd2a2b161f59072a9cf&hash=DE7411F3D62CDA1FA64C972331C12AFF


Additional 
Items 
Needed -
Continued

Current Vendor Contract Agreement and 
delivery/transportation Tickets (if applicable)

Special Dietary Needs Medical Statements 
(if applicable)

A workspace for the analyst

A list of questions/concerns you have

29

Presenter Notes
Presentation Notes
Here are some additional items that are needed for a review…..Current Vendor Contract Agreement and delivery/transportation Tickets (if applicable)Special Dietary Needs Medical Statements (if applicable)A workspace for the consultant who will conduct the review, preferably with a deskA list of questions/concerns you may have about the CACFP



REVIEW TIME!
B R E AT H E !  

This Photo by Unknown Author is licensed under CC BY-NC

Presenter Notes
Presentation Notes
Now that you have your files in order, it is time for your review. The MDE analyst is in your office and ready to get started! Let’s talk about what typically happens in a review next. Remember to breathe! MDE Analysts are resources, so feel free to ask questions and ask for any clarification. 

https://www.pngall.com/files-png/download/23307
https://creativecommons.org/licenses/by-nc/3.0/


During the Review:

Is someone available for the duration of the 
review?

• should be the authorized 
representative/director or main person in 
charge of the CACFP 

• MDE will review the process with contact 
person

• Contact must be available for questions the 
day of the review

31

Presenter Notes
Presentation Notes
DURING THE REVIEW:Once MDE or the USDA has arrived, there should be someone to act as the main point of contact for their time at your site. The authorized representative/director should be the main person in charge of the CACFP at your center and should be available on the day of the CACFP review.  MDE will typically sit down in the space you have designated for them to work in and go over the on-site review process shortly after they arrive.  Having a designated contact person who is trained in all things CACFP makes the administrative review process goes smoothly.  To play devil’s advocate, what happens if, as mentioned before, something unexpectedly comes up and this person is not available the day of the review?  What if it review is unannounced?  Will staff be able to locate files and answer questions? Make sure your line of command knows how to handle and administrative review. 



During the Review Continued:

Areas of CACFP operation that will be evaluated:

• Records and recordkeeping process

• Food storage/preparation area

• Food product documentation

• Program attendance

• Menu planning process

• Meal service

• Meal attendance

• Claim consolidation process

• Site Monitoring (sponsoring organizations)

32

Presenter Notes
Presentation Notes
The CACFP review will evaluate many aspects of your CACFP operation including:Records and recordkeeping processFood storage/preparation areaFood product documentationProgram attendanceMenu planning processMeal serviceMeal attendanceClaim consolidation processSite Monitoring (sponsoring organizations)



During the Review

• MDE will review your records for compliance for a claim 
month (more as necessary)

• MDE will observe a meal service

• Review menu and product information for meal pattern 
compliance

• Cost documentation/milk purchases

• Observe And Justice for All poster is prominently displayed

• WIC Poster

This Photo by Unknown Author is licensed under CC BY

Presenter Notes
Presentation Notes
MDE will review your record for compliance: Typically, annual requirements are looked at first. Are annual requirements completed? Next, MDE will review monthly claim documentation for a specific claim month. Can claim numbers be reconciled from the claim month documentation? Additional months may be requested as necessary, if any red flags are seen.MDE will observe a meal service (this could be any of the meals you are approved to claim on your application) Remember it is important to have your mealtimes up to date on your application, so MDE knows what times are best to arrive to observe a meal.MDE will review the claim month’s menu and product information for meal pattern compliance MDE will review the claim month’s cost documentation. Do receipts and invoices match up to the menu. Was enough milk purchased?Observe And Justice for All poster is prominently displayedMDE will be available to answer your questions

https://www.mynextmove.org/profile/summary/43-3031.00
https://creativecommons.org/licenses/by/3.0/


After the Review:

Exit Conference

• Recommendations and guidance

• Findings/Corrective Action Plan

• Fiscal Action, if applicable

• GEMS/MARS technical assistance
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Presenter Notes
Presentation Notes
Once the review is complete, MDE will have an exit conference with you before they depart.  MDE will briefly discuss any recommendations they have based on their observations. You will have an opportunity to clarify any outstanding questions MDE may have. Technical assistance can also be provided on any systems questions related to the CACFP. If there are findings noted in the review, they will be discussed with you, along with any corrective action required to ensure your program’s compliance.The following slides will review more about the findings and correction action process



GEMS/MARS

• The administrative review form is completed by the 
MDE on GEMS/MARS

• Your program must have access to GEMS/MARS to 
review the report and any findings

• Your corrective action plan will be entered and 
uploaded into GEMS/MARS for analyst review

Presenter Notes
Presentation Notes
The administrative review form is completed by the MDECACFP analyst on GEMS/MARS on site. The analyst will most likely finish the review report offsite to be send electronically to you through GEMS/MARS.Your program must have access to GEMS/MARS to review the report and any findingsYour corrective action plan will be entered and uploaded into GEMS/MARS for analyst review



After the Review: Finding/Corrective Action
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A Finding is an issue 
of non-compliance 
identified during the 

CACFP review

A Corrective Action 
Plan is a written 

response stating how 
a finding will be 

corrected

Presenter Notes
Presentation Notes
Now we are going to be discussing what happens after your MDE analyst has finished reviewing your agency. You are not quite done yet.If the MDE analyst identifies any issues that are not in compliance with the CACFP requirements, it will be cited as a finding on the Corrective Action Summary form and you will be required to submit a corrective action plan.A Corrective Action Plan is a response to a finding.  We are going to review an example of what a finding might be and what a corrective action plan may look like.



Responding to Findings on Corrective 
Action Summary Form

C O R R E C T I V E  A C T I O N  M U ST  

P E R M A N E N T LY  A N D  C O M P L E T E LY  

C O R R E C T  T H E  P R O B L E M ( S )
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Presenter Notes
Presentation Notes
Some things to consider when you are responding to findings noted on the Corrective Action Summary Form are:Corrective action must permanently and completely correct the problem(s)



After the Review
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Corrective Action Plan (CAP)

• Written responses to address finding(s)

• Step by step policies and/or procedures that will be   implemented to address 

finding so agency complies with edit checks

• Who completes each step

• When each step will be completed

• Date of implementation

• Where documentation will be kept

• How staff will be trained or informed of new policies / procedures 

• Additional supporting documentation showing your agency has completed a 

requirement or is now in compliance

Presenter Notes
Presentation Notes
After your agency receives a review and an exit review is conducted, what comes next?If you have any review findings you need to respond with a corrective action plan.  A corrective action plan is documentation of corrective actions taken to fully and permanently correct each finding.  Corrective Action Plans may consist of written responses.  A well written response will include a step by step policy or procedures that are put into place so the agency now completes a CACFP requirement correctly.  This may include an edit check system so more than one staff member is responsible for recordkeeping accuracy.  The policy and/or procedures should include who completes each step, when each step will be completed, the implementation date of the corrective action, where documentation will be kept and how staff will be trained or informed of new policies/procedures.Your Corrective Action plan may also include additional supporting documentation showing that an agency is now in compliance with a requirement, for example, submitting receipts showing the separation of food and nonfood purchases, Training documentation, etc.



Sample 
Corrective 
Action 
Plan 
(CAP)

Sample Finding:  Meals served do 

not meet CACFP meal pattern 

requirements

• 1st submitted CAP: “The old 

cook left.  We now have a 

new cook and will serve good 

meals.”
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Presenter Notes
Presentation Notes
Here is an example of a poor corrective action plan.  The finding is that meals served do not meet the CACFP meal pattern requirements.  First corrective action submitted simply stated “The old cook left.  We now have a new cook and will serve good meals.”This is not acceptable documentation as it does not address specific steps the agency took to assure the finding has been corrected, who is responsible for each step, where the edit checks are, dates of implementation, where documentation will be kept, and so on.



Sample Corrective Action Plan - Revised
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Revised submitted CAP for sample Finding - Meals served do not meet CACFP meal pattern requirements

• New cook, Angie, hired June 3.  

• Cook trained on the CACFP meal pattern and creating creditable menus by Director on June 4.  

• New cook was given the CACFP Crediting Handbook and will complete the MDE Brighton and MDE 

Meal Pattern Modules by June 30.  

• After cook creates menus and completes production records, the director reviews for compliance.  

Angie creates the next month’s menus by the 15th of every month and the director reviews by the 20th.

• Menus are posted at the entrance and in the kitchen and kept on file as claim support documentation 

in the CACFP binder which is kept in the director’s office.  

• This CAP was implemented June 3.

Included with the written plan is a copy of June’s menus to demonstrate our agency is now in compliance 

with the meal pattern requirements.

Presenter Notes
Presentation Notes
The second corrective action plan submitted is comprehensive and includes all points addressed from two slides ago.New cook, Angie, hired June 3.  Cook trained on the CACFP meal pattern and creating creditable menus by Director on June 4.  New cook was given the CACFP Crediting Handbook and will complete the MDE Brighton and MDE Meal Pattern Modules by June 30.  After cook creates menus and completes production records, the director reviews for compliance.  Angie creates the next month’s menus by the 15th of every month and the director reviews by the 20th.Menus are posted at the entrance and in the kitchen and kept on file as claim support documentation in the CACFP binder which is kept in the director’s office.  This CAP was implemented June 3.Included with the written plan is a copy of June’s menus to demonstrate our agency is now in compliance with the meal pattern requirements.



After the Review Continued

Corrective Action Due Dates

• Be mindful of corrective action 

due date(s)  

• Due date will be discussed 

with you 

• Will be noted on your 

GEMS/MARS Review form
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Presenter Notes
Presentation Notes
On the day of the review your analyst will assign a due date for your agency’s corrective action plans.  This means all corrective action responses must be submitted to your analyst by this date.  Failure to submit corrective action plans on time shows your agency is not capable of administering the CACFP or correcting problems and may result in a declaration of serious deficiency. Remember to have these dates on your calendar!



Are you 
ready for a 
review?
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If MDE arrives unannounced will staff be 
ready?

Is your staff trained?

Are your CACFP records organized and 
readily available?

If there are review findings, are you 
comfortable providing a corrective action 
plan?

Presenter Notes
Presentation Notes
So do you now feel ready for a MDE review? Review slide…In addition to everything we covered today, we have a handout that lists all of the CACFP Required Documentation (Next slide)



Resource:
Supporting 
Documents
Handout

Presenter Notes
Presentation Notes
Supporting Documents (michigan.gov)This Supporting Documents handout provides a list of forms that each sponsor is required to complete and keep on file. Remember that all CACFP documentation must be retained on site for three years plus the current year of operation. Note this list may not be all inclusive. Ask your analyst about any form you are unsure about. This form is has been recently updated to reflect changes, so you may have an older version. If you are a list person, this may be helpful your you to set up your records.



REMEMBER

• CACFP records do NOT go 

on field trips!

• Records must be available at 

your center during normal 

business hours.
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Presenter Notes
Presentation Notes
CACFP records do NOT go on field trips! They do not go on vacation with your mother or spouse. Records must be available at your center during normal business hours for MDE or USDA staff with picture ID.  In certain circumstances MDE or USDA staff could ask for copies of records or remove records to review offsite. In this instance, a list of forms removed will be made (like a file check out process) and items will be returned at no expense to you at a later date. Reviewing records offsite became more common in practice during covid to preserve social distancing. It is also used when a review takes longer than anticipated. 



Administrative Review Resources

For electronic system information:

• Requesting Access to the GEMS/MARS link in MIlogin for 

Third Party 

• Summary of all Child Nutrition Program Systems

• Steps to Child Nutrition Program Systems Access

• Child Nutrition Program Systems Access Flowchart

Presenter Notes
Presentation Notes
For electronic system information:Requesting Access to the GEMS/MARS link in MIlogin for Third Party Summary of all Child Nutrition Program SystemsSteps to Child Nutrition Program Systems AccessChild Nutrition Program Systems Access Flowchart

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fmde%2F-%2Fmedia%2FProject%2FWebsites%2Fmde%2FFood-and-Nutrition-Programs%2FChild-Nutrition-Program-System-Help-Documents%2FRequesting-GEMSMARS-Link-in-MILogin-for-Third-Party.pdf%3Frev%3Dd7d447d7d6074f9abd6133ec2b9eb70e%26hash%3D236BA895354DB8D8ABC54F1E4C7D3D6A&data=05%7C01%7CLonsberryM%40michigan.gov%7Cc6ba4a56ea9541c6276708db0ec2fda0%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C638120002865840443%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tFgXbtDJ5etNiKwogAe1jV4bnjWQv6FK0uvdMA%2F5tDE%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fmde%2F-%2Fmedia%2FProject%2FWebsites%2Fmde%2FFood-and-Nutrition-Programs%2FChild-Nutrition-Program-System-Help-Documents%2FSummary-of-CNP-Systems.pdf%3Frev%3Dca70f36d1b544264ad6a1169e1c98569%26hash%3D3FAAF6B2E14B156154F4DF980283E799&data=05%7C01%7CLonsberryM%40michigan.gov%7Cb047197eef47499fff5d08db0eb1a859%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C638119928418986957%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=tuRIBzBtQkWyuo0DAjX6MSFRaNw0W0Cnhvwl%2FnsWzTI%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fmde%2F-%2Fmedia%2FProject%2FWebsites%2Fmde%2FFood-and-Nutrition-Programs%2FChild-Nutrition-Program-System-Help-Documents%2FSteps-for-Access.pdf%3Frev%3D5df90a4f3aaf42e6b51c033525923d92%26hash%3DAED6647B5EB978EF52FC4E343F834C78&data=05%7C01%7CLonsberryM%40michigan.gov%7Cb047197eef47499fff5d08db0eb1a859%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C638119928418986957%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=drIBE%2FWhXKkUklh8ZWHIWpAnhPqt3V9DtGFGKJeB0dM%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.michigan.gov%2Fmde%2F-%2Fmedia%2FProject%2FWebsites%2Fmde%2FFood-and-Nutrition-Programs%2FChild-Nutrition-Program-System-Help-Documents%2FAccessing-CNP-Systems-Flow-Chart.pdf%3Frev%3D4bd7ef9fbd8b4083b1aa272cd615cffa%26hash%3D9E4BD69792965C7B17F49F8492086211&data=05%7C01%7CLonsberryM%40michigan.gov%7Cb047197eef47499fff5d08db0eb1a859%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C638119928418986957%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=9SfMlRCPYAyg2sTyEAA2FQbitREkUDIlZmgigYEYaKY%3D&reserved=0


MDE Webpage Resources

Resources Link

• Memos for Independent Centers and Sponsor of 
Centers

• Family Day Care Home Sponsor Memos

Additional Resources Link 

• CACFP Handbooks | Food and Nutrition Service 
(usda.gov)

Instructions and Forms

• Forms and instructions

Presenter Notes
Presentation Notes
MDE Webpage administrative Review ResourcesMemos for Independent Centers and Sponsor of Centers (under Resources)Family Day Care Home Sponsor Memos Under Additional Resources The additional Resources Link on the Resources pages links to the CACFP Handbooks CACFP Handbooks | Food and Nutrition Service (usda.gov)Instructions and Forms is where you go to find instructions and forms used in the CACFP. If you cannot find a form, or need one in Word, please reach out to your analyst or our office and we will email it to you. 

https://www.michigan.gov/mde/services/food/cacfp/forms-content/memos-for-independent-centers-and-sponsor-of-centers
https://www.michigan.gov/mde/services/food/cacfp/forms-content/memos-for-independent-centers-and-sponsor-of-centers
https://www.michigan.gov/mde/services/food/cacfp/forms-content/family-day-care-home-sponsor-memos
https://www.michigan.gov/mde/services/food/cacfp/forms-content/additional-resources
https://www.fns.usda.gov/cacfp/cacfp-handbooks
https://www.michigan.gov/mde/services/food/cacfp/topics/forms-and-instructions


Thank You!

Any questions? Contact us! 

Michigan Department of Education 
Child and Adult Care Food Program Staff 
P.O. Box 30008, 
Lansing, MI 48909 
Phone: 517-241-5353 Fax: 517-241-5376 
Email: MDE-CACFP@michigan.gov 
Child and Adult Care Food Program Website: 
www.michigan.gov/cacfp

Presenter Notes
Presentation Notes
Thank you for your participation today. If you have any questions on infant feeding, you can contact any of the CACFP staff for assistance at the email or telephone number on the slide. Our contact information is also found on our webpage under Contact Us. Remember: Address any outstanding questions. 



Nondiscrimination Statement
• In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is 

prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or 
reprisal or retaliation for prior civil rights activity.

• Program information may be made available in languages other than English. Persons with disabilities who require alternative means of 
communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state 
or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal 
Relay Service at (800) 877-8339.

• To file a program discrimination complaint, a Complainant should complete a Form
AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: USDA Program Discrimination Complaint Form, from any USDA 
office, by calling
(866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a 
written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature 
and date of an alleged civil rights violation. The completed
AD-3027 form or letter must be submitted to USDA by:

1. mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

2. fax: (833) 256-1665 or (202) 690-7442; or

3. email: program.intake@usda.gov

• This institution is an equal opportunity provider.

• USDA Civil Rights Complaint Link:
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf

This institution is an equal opportunity provider. 48

Presenter Notes
Presentation Notes
Nondiscrimination statement. In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.To file a program discrimination complaint, a Complainant should complete a Form�AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: USDA Program Discrimination Complaint Form, from any USDA office, by calling�(866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed�AD-3027 form or letter must be submitted to USDA by:mail:  U.S. Department of Agriculture�                Office of the Assistant Secretary for Civil Rights�                1400 Independence Avenue, SW�                 Washington, D.C. 20250-9410; orfax:   (833) 256-1665 or (202) 690-7442; oremail:  program.intake@usda.govThis institution is an equal opportunity provider.USDA Civil Rights Complaint Link:�https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf 

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov/
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
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