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Welcome to Thinking Thursdays!

• Participants are muted
• Enter your questions 
into the Q&A, not the 
Chat

• CACFP staff will answer 
questions in the Q&A



Glad you 
could join 
us!
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• Thinking Thursdays presentations are posted on the 
CACFP Training page. 

• Visit michigan.gov/mde/services/food/cacfp, click on 
Training then scroll toward the bottom and click on 
the Thinking Thursdays link.

• NEW way to receive certificates which we will go 
over at the end of this webinar​.

• Upcoming Thinking Thursdays: Feb. 19, 2026 At-
Risk Afterschool Meals Program



Learning Objectives 

Participants will be able to: 

 Understand key CACFP record keeping requirements
 Analyze recordkeeping strategies that demonstrate 

compliance
 Understand procedures needed to meet annual and 

monthly CACFP requirements



Let Us Know Who You Are! 
I work for a…

• Independent childcare center

• Sponsored childcare center

• Family childcare home

• Family childcare sponsor

• At-risk afterschool care center

• Adult day care center

• Sponsoring organization

• Emergency shelter

• School food authority



Pre-Test

1. True/False: Meal attendance can be taken after 
meal service.

2. True/False: Grain-based desserts are allowed as 
long as they are whole grain.

3. True/False: Meal attendance is different than 
daily attendance.

4. True/False: Training is only required for new staff.
5. Does separate accounting and financial tracking 

for the NFSA require a separate bank account?



MDE CACFP Website

www.Michigan.gov/cacfp 

Six Navigation Buttons

• About Us

• Contact Us
• Instructions & Forms

• How to Apply

• Resources
• Training

http://www.michigan.gov/cacfp


Getting to Know 
Us!

• Please contact us with all 
questions!

• Contact us at 
https://www.michigan.gov/mde/s
ervices/food/cacfp/topics/contact
-us

• Know your analyst(s) – you will 
have an analyst for each program 
you are in
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Types of 
Programs 
Offered through 
CACFP
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• Meals and Snacks for Preschoolers 
(breakfast, lunch, PM snack)

• At-Risk Afterschool Meals (snack and 
supper) Program

• Adult Day Care



Differences Between National School Lunch Program (NSLP)/School 
Breakfast Program (SBP) and Child and Adult Care Food Program 

(CACFP)

NSLP
• GSRP: breakfast and lunch
• Afterschool Snack Program
• Head Start, Strong 

Beginnings
• Tuition-based childcare in 

schools
• Can now include 3 year olds

CACFP
• Strong Beginnings 
• Head Start
• Tuition-based childcare
• GSRP: PM snack
• At-Risk Afterschool Meals 

Program (snack and supper)



Important 
Dates to 
Remember 

• Fiscal Year for CACFP: Oct. 1 – Sept. 30

• Coordinated Application Recertification: 
depending on claim month needed, depending 
on claim month needed

• Claim Deadline Dates: Claim deadlines are by 
the 10th of the following month. The final claim 
submission date is 60 calendar days from the 
last day of the month.  

• Resource: Administrative Memo No.1 School 
Year 2025-2026



Important 
Items to 
Remember 

• Federal Household Income Guidelines: effective July 1 
through June 30 every year

• Household Income Eligibility Statement (HIES): 
good for 365 days

• Education and Nutrition Benefits Application: 
Distribute at beginning of each school year, but not 
before July 1.

• Reimbursement Rates Release Dates: released by the 
USDA once a year, in July

• CACFP Record Retention Requirements: 3 years plus 
the current fiscal year

• It is important to remember the CACFP is a 
supplemental program, and programs must be 
financially viable to participate without the 
reimbursement. 



Recordkeeping 
Basics

Success in Child Nutrition Programs is in
YOUR Documentation…



Plan to Succeed!
• Maintaining accurate and organized 

records is vital for successful
participation

• Without good recordkeeping, meals
and snacks are disallowable!

• Documentation supports meals
claimed

• If you claim it – you must document 
it!

• Resource: Supporting Documents

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/FY-2026-updates-and-forms/Summary-of-Documents---Oct-2025_FINAL.pdf?rev=5351d12eb2a9482d83590674d4cc78b9&hash=DFACADA5D87DF9474F6B6AA41024B552


Four* Basic Record Categories

• Category 1:Fiscal Management Records
• Category 2: Participant Records
• Category 3: Meal Service Records
• Category 4: Staff Training Records



Category 3: Fiscal Management Records

• Non-profit Food Service Account (NFSA): a dedicated account used by 
institutions participating in USDA child nutrition programs to manage funds 
exclusively for food service operations. 

• These funds must be used solely for the benefit of program participants—
children or adults in care settings. The NFSA is considered a restricted account

.
• Should contain all financial activity related to the operations of the food service 

program.



Category 3: Fiscal Management Records

Annual
• Vended meal contracts and/or FSMC
• Single Audit – must have annually, when 

applicable

Monthly
• Detailed General Ledgers/financial tracking 

for food service activity only
• Balance sheet/tracking of NFSA fund balance
• Meal prices
• Documentation of meal revenue: paid meal 

revenue for (reduced and paid meals), non-
program adult meals, etc.

Documentation of Costs
• Salaries/labor costs, Administrative costs
• Benefits
• Purchased services
• Materials and supplies
• Indirect costs
• Food costs



Category 2: Participant
Records –
Enrollment Form

• Record Includes:
• Participant’s full name
• Typical days in care
• Typical times in care
• Typical meals received in care
• Family contact information

• Resource: Participant Enrollment Form

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/Participant-Enrollment-Form--7-2025.pdf?rev=5b8119d3f5554143a00fe625408a8e3f&hash=F15EE3E148C1830F5FFB5EBE90F2B151


Category 2: Participant Records –
Income Eligibility Forms

Household Income Eligibility Forms (HIES) Education and Nutrition Benefits Application 

*These are the only 2 allowable income forms in CACFP*

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/2025-Forms/Household-Income-Eligibility-Statement.pdf?rev=010032065b634cbcbbb76ed09214495d&hash=A5B4B67078F4A531E29B081D28C6D09E
https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/2025-Forms/Household-Income-Eligibility-Statement.pdf?rev=010032065b634cbcbbb76ed09214495d&hash=A5B4B67078F4A531E29B081D28C6D09E
https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/2025-Forms/Household-Income-Eligibility-Statement.pdf?rev=010032065b634cbcbbb76ed09214495d&hash=A5B4B67078F4A531E29B081D28C6D09E
https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/2025-Forms/Household-Income-Eligibility-Statement.pdf?rev=010032065b634cbcbbb76ed09214495d&hash=A5B4B67078F4A531E29B081D28C6D09E
https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/2025-Forms/Household-Income-Eligibility-Statement.pdf?rev=010032065b634cbcbbb76ed09214495d&hash=A5B4B67078F4A531E29B081D28C6D09E
https://www.michigan.gov/mde/services/food/sntp/topics/free-and-reduced-price-school-meals-application


Category 2: Participant Records (cont.)

Daily Attendance Records – School Day
• Daily record of all enrolled 

participants in attendance each 
day

• Separate from enrollment 
documentation

• Attendance is not the same as 
daily meal count records

At-Risk Afterschool Meals Program
• Enrollment Forms

• Not required as program
participation is not restricted

• Program Attendance
• Daily attendance rosters
• Sign in sheets

• Resource: At-risk Afterschool Meals Guide

https://fns-prod.azureedge.us/sites/default/files/resource-files/CACFP-AfterSchoolGuide-2017.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/CACFP-AfterSchoolGuide-2017.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/CACFP-AfterSchoolGuide-2017.pdf


Category 3:
Meal Service Records

Daily Meal Count Documentation
• Shows number of meals served to enrolled participants 

by meal type
• Must be taken at Point of Service (POS)
• Schools and centers: attendance must include 

participant’s full name
• At-risk Afterschool: can be by headcount or name
• Best Practice: indicate reimbursement category 

without overt identification
• Include program adults served meals
RESOURCE: Instructions and Forms

https://www.michigan.gov/mde/services/food/cacfp/topics/forms-and-instructions


Meal Service 
Records 
Continued: Menus

• Menus must be dated
• Menus must list specific foods served
• Record any changes made
• Menus illustrates meal pattern

requirements were followed and all
required components were served

• Must post menus



Meal Service Records: Special Dietary Needs
• Sponsors must make reasonable accommodations to

meals and/or snacks for disabilities that restricts diet
• Sponsors are not required to accommodate special 

dietary requests for preferences
• Decisions are made on a case-by-case basis
• Maintain written documentation for all special diet 

requests in annual records
• MDE Forms: Special Diet Statement and Dietary 

Preference Request Form
• Training Resource: Special Dietary Needs 1 & 2

modules (for all CNPs) Online Training Modules

https://www.michigan.gov/mde/services/food/sntp/dietary-needs/topics/forms-and-instructions
https://www.michigan.gov/mde/services/food/sntp/dietary-needs/topics/forms-and-instructions
https://www.michigan.gov/mde/services/food/sntp/dietary-needs/topics/forms-and-instructions
https://www.michigan.gov/mde/services/food/sntp/dietary-needs/topics/forms-and-instructions
https://www.michigan.gov/mde/services/food/sntp/dietary-needs/topics/forms-and-instructions
https://www.michigan.gov/mde/Services/food/sntp/training/online-training-modules
https://www.michigan.gov/mde/Services/food/sntp/training/online-training-modules
https://www.michigan.gov/mde/Services/food/sntp/training/online-training-modules


Meal Service Records: Infant 
Formula/Food Sign Off Statement

• Must offer meals to all enrolled infants
• Participation must be open to all
• Lists facility’s infant formula and foods provided
• Parent can accept or decline
• Specifies what a parent can provide towards a reimbursable meal
• Starts a conversation on infant feeding preferences

Training Resource: CACFP: Feeding Infants

https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles/CACFPFeedingInfants/index.html#/#/


Meal Service Records: 
Product Documentation

• Documentation supporting meal pattern compliance
• Must have child nutrition (CN) labels, product 

formulation statements (PFS), standardized recipes
• Whole Grain (WG)/Whole Grain Rich/Enriched Grains

• Bread, pasta, cold & hot cereals, rice, muffins
• Snack foods: Crackers, chips, pretzels, etc.

• Milk Type
• 2 years and older: unflavored, 1% or fat free
• 1-2 year olds: unflavored whole milk

• If vended meals, be sure they are sending creditable 
foods!

• Resource: CNP: Product Labels

https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles-2022/ProductLabelsforChildNutritionPrograms/index.html#/#/###############################################################################


Meal Service Records: Creditable Foods

• Added sugar requirement started October 1, 2025:
• Breakfast cereals: must contain no more than 6 grams of added sugars per dry ounce 
• Yogurt: must contain no more than 12 grams of added sugars per 6 ounces

• Whole grains (WG)
• CACFP: MUST serve whole grains 1x/day
• NSLP: at least 80% of weekly servings must be WG

• No grain-based desserts (GBD)
• GBDs are not allowed in either program!
• GBDs are not creditable even if they are whole grain/whole grain-rich
• Common GBD errors: cereal/breakfast bars (oatmeal rounds, Nutri Grain bars), 

granola bars, confetti pancakes

• Resources: Thinking Thursdays: Added Sugars, Whole Grains

https://www.michigan.gov/mde/services/food/cacfp/forms-content/thinking-thursdays


Category 4:
Staff Training Records

• Annual CACFP and Civil Rights Training Documentation must include:
• Date(s) and location(s)
• Topics/Areas covered
• Names of personnel in attendance/sign-in sheet
• Seasoned staff must be trained annually
• New staff: Before starting responsibilities and annually thereafter Sponsoring Organizations Only:
• Annual Sponsor Monitor Training

Resource: Annual CACFP Staff Training Checklist

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/Annual-Forms/Annual-Staff-Training-Checklist-FY-2025.pdf?rev=81d4e28645e044adbbb4d7d165bd8a6d&hash=FEE565F682E4197B375F719762CBF986


Recordkeeping
For Sponsoring
Organizations

Record Category 5*



Sponsor of Centers Records

• Permanent Agreement for unaffiliated sites
• Parent Information Sheet: Building for the Future 

with CACFP flyer
• Site monitoring forms
• Site monitoring tracking tool
• Household contact procedure
• Procurement Written Code of Conduct
.



Civil Rights
• Complete the Ethnicity/Racial 

Beneficiary Data Form annually
• “And Justice for All” Poster Display 

Requirements
• Non-Discrimination Statement on 

enrollment information, website, 
brochures, etc.



At Risk Afterschool Meals 
Program 
• Provides care for children after school or on the 

weekends, holidays, or breaks during the regular school 
year

• Provide organized, regularly scheduled education or 
enrichment activities in a structured and supervised 
environment

• Be in the attendance area of a public school where at 
least 50% or more of children are eligible for free or 
reduced-price meals 

• Resource: At-Risk Afterschool Meals Handbook
• Training Module: At-Risk Afterschool Meals Program

https://www.fns.usda.gov/sites/default/files/resource-files/CACFP-AfterSchoolGuide-2017.pdf
https://www.fns.usda.gov/sites/default/files/resource-files/CACFP-AfterSchoolGuide-2017.pdf
https://www.fns.usda.gov/sites/default/files/resource-files/CACFP-AfterSchoolGuide-2017.pdf
https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles/CACFPAtRiskAfterschoolMeals/index.html#/
https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles/CACFPAtRiskAfterschoolMeals/index.html#/
https://mdoe.state.mi.us/mdedocuments/NutritionTrainingFiles/CACFPAtRiskAfterschoolMeals/index.html#/


Strategies for 
Successful 

Recordkeeping
Be a CACFP Rockstar!



Strategies for Maintaining 
Organized Records

Suggested Methods of Organization:
• By Fiscal Year (FY) - October 1 through September 30
• By School Year (SY) - July 1 through June 30 
• Keep copies of income eligibility and enrollment forms 

separate from the participant’s file by FY or SY

• Keep daily/monthly records filed by claim month within the 
FY/SY filing system

• Dated menus
• Food and supply receipts, invoices
• Meal counts
• Center attendance

• Claim data should be kept within claim month 
documentation



Strategies for Maintaining Organized 
Records, continued

Recordkeeping System is your choice!
• Filing system
• Binders
• Labeled storage boxes
• Electronic systems (with a backup to your backup 

recommended)
• Do what works for you - but be consistent
• Train staff on required records, record retention and where 

records are
• An effective system is essential for submitting accurate claims 

AND being prepared for your next administrative review
• Notify MDE ASAP if any records are destroyed!



Consolidating Meal Attendance
The meal attendance total is the point of service meal counts 
taken at meal service and added up for a total amount for 
each meal type

• It is NEVER okay to recreate meal attendance
Required documentation to submit a claim:

• Original documentation of meal attendance
• Sheets, electronic records, etc. 

Optional Documents: 
• MDE Meal Attendance Summary Record (on paper, 

electronic systems, etc.)

Edit Checks/Second Set of Eyes
• What edit checks does your organization have in place?
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Record Retention Reminder
• Keep all CACFP Records for three years PLUS the current 

Fiscal Year (FY) or School Year (SY)
• OR even longer if there are any outstanding audit 

findings or fiscal action required

• MDE requires 1 year of original records maintained on-site for 
immediate review by MDE or federal staff with photo ID during 
normal operation hours

• Other FY/SY files can be maintained offsite IF they can be 
easily obtained within a reasonable time frame (1 hour or 
less)

• Reference your Permanent Agreement for additional 
information



What is the 
impact of poor 
recordkeeping 
practices?

• Findings resulting in actions that 
affect claim(s) 

• Mandated to repay prior 
reimbursements

• Required Corrective Action
• Additional Oversight by MDE 
• Protect your claim! Document!



One Application for all CNP

NEW Application Released March-May - depending on if you are participating in
SFSP

Application runs on School Year (SY) calendar: July 1 through June 30

CACFP must have an approved application by June 30 to have a July claim

Coordinated NexSys Application



What Are 
Some 
Common 
Findings?

• Meal count forms not completed properly
• Missing enrollment forms
• Inaccurate monthly meal reconciliation/claim
• Point of Service (POS) not taken properly
• Annual/proper training not completed for all 

staff
• Serving grain-based desserts
• For sponsors – monitoring forms not 

completed/inaccurately completed
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Common 
Findings 
(cont.)

• Menus: missing details, production records not 
matching food actually served

• GSRP/Childcare programs claimed in the 
CACFP:

• Not universally free and must be claimed 
in the correct category the child qualifies 
for

• Must have completed and approved to be 
claimed as Category A/Free or Category B/ 
Reduced 

• **The CEP benefits form used for school 
students does not work for the CACFP! 

40



Post-Test
1. True/False: Meal attendance can be taken 

after meal service.
2. True/False: Grain-based desserts are 

allowed as long as they are whole grain.
3. True/False: Meal attendance is different 

than daily attendance.
4. True/False: Training is only required for new 

staff.
5. Does separate accounting and financial 

tracking for the NFSA require a separate 
bank account?



Today’s training certificate QR code:

• Training Title: Thinking Thursdays 
• Date Completed: 1/15/2026
• Presenter Name: Kristy Hegner
• Professional Development Hours: 1.0

• Once submitted, you will receive your certificate via 
email.

• Form also available at:
https://forms.office.com/g/0AKKTyZJWm

https://forms.office.com/g/0AKKTyZJWm


Thank you for joining!

www.michigan.gov/mde 43

Questions? 
Enter your questions into the Q&A box

Contact Us: 
CACFP General Email: MDE-CACFP@michigan.gov
Fiscal Email: mde-fiscal@michigan.gov

This institution is an equal opportunity provider.
For the full Nondiscrimination statement, see the CACFP website at 
www.michigan.gov/CACFP.

mailto:MDE-CACFP@michigan.gov
mailto:MDE-CACFP@michigan.gov
mailto:MDE-CACFP@michigan.gov
mailto:mde-fiscal@michigan.gov
mailto:mde-fiscal@michigan.gov
mailto:mde-fiscal@michigan.gov
http://www.michigan.gov/CACFP

	CACFP Thinking Thursdays – Prepping for Your Administrative Review � 
	Welcome to Thinking Thursdays!
	Glad you could join us!
	Learning Objectives 
	Let Us Know Who You Are! �I work for a…
	Pre-Test
	MDE CACFP Website
	Getting to Know Us!
	Types of Programs Offered through CACFP�
	Differences Between National School Lunch Program (NSLP)/School Breakfast Program (SBP) and Child and Adult Care Food Program (CACFP)
	Important Dates to Remember �
	Important Items to Remember �
	Recordkeeping Basics
	Plan to Succeed!
	Four* Basic Record Categories�
	Category 3: Fiscal Management Records�
	Category 3: Fiscal Management Records
	Category 2: Participant Records –�Enrollment Form
	Category 2: Participant Records – �Income Eligibility Forms� 
	Category 2: Participant Records (cont.)�
	Category 3:
Meal Service Records
	Meal Service Records Continued: Menus
	Meal Service Records: Special Dietary Needs
	Meal Service Records: Infant Formula/Food Sign Off Statement
	Meal Service Records: Product Documentation
	Meal Service Records: Creditable Foods
	Category 4:
Staff Training Records
	Recordkeeping For Sponsoring Organizations
	Sponsor of Centers Records
	Civil Rights
	At Risk Afterschool Meals Program 
	Strategies for Successful Recordkeeping
	Strategies for Maintaining Organized Records
	Strategies for Maintaining Organized Records, continued
	Consolidating Meal Attendance
	Record Retention Reminder
	What is the impact of poor recordkeeping practices?
	One Application for all CNP��NEW Application Released March-May - depending on if you are participating in SFSP��Application runs on School Year (SY) calendar:  July 1 through June 30��CACFP must have an approved application by June 30 to have a July claim���
	What Are Some Common Findings?
	Common Findings (cont.)
	Post-Test
	Today’s training certificate QR code:
	Thank you for joining!

