
Record Keeping Basics
Child and Adult Care Food Program (CACFP)

Michigan Department of Education (MDE)

January 25, 2024

We will start shortly after 2 pm!



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!



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

• Childcare center

• Family childcare home

• Family Childcare Sponsor

• At-risk afterschool care center

• Adult day care center

• Sponsoring organization

• Emergency shelter

• School food authority



Webinar
Purpose

• To provide an overview on the 
common types of records in the 
CACFP

• Review recordkeeping strategies 
to demonstrate compliance 

• Discuss record retention 
requirements

• Provide resources available for 
further learning



New Name:
Office of Nutrition Services 
(ONS)

Formally Office of Health and Nutrition 
Services

www.Michigan.gov/mde/services/food

Includes:

• CACFP

• School Nutrition

• Summer Food Service Program

• Food Distribution

• Procurement and Contracts

• And more! 

http://www.michigan.gov/mde/services/food


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


Coming Soon: New Program Analyst Staff! Yay!

MDE CACFP will have two new analysts soon!

New analysts and their territories will be announced once trained!

Thank you for your patience!



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! 

• Reimbursement can be recouped by MDE 
for inadequate or no required records to 
support your monthly claim

• Documentation supports meals claimed

• If you claim it – you must document it!

• ICN Recordkeeping Grab and Go Lesson

https://theicn.org/cacfp?msclkid=ab0a4f61a54c11ec8c1e08f715cb4b72


The Five Questions of 
Good Recordkeeping

How were the 
federal funds used?

When were they 
used?

Who received the 
services?

Were the program 
regulations 

implemented 
correctly?

Did everyone 
receive proper 

treatment?

Your documentation 
answers these key 

questions for 
MDE/USDA!



CACFP Record Retention 
Requirements

• Three years PLUS the current Fiscal Year 
(FY) or School Year (SY) 

OR 

• Longer if there are any outstanding audit 
findings or fiscal action required

• MDE requires 1 year of original records to 
be maintained on-site for immediate 
review

• Other FY/SY files can be maintained 
offsite IF they can be easily obtained 
within a reasonable time frame (45 
minutes or less)

• Reference your Permanent Agreement for 
additional information



Four* Basic Record Categories 
Be a CACFP Recordkeeping Genius!

This Phot by Unknown Author is licensed under CC BY-NC-ND



Category 1: Participant Records

Enrollment Records*

• For Child and Adult Care 
enrolled participants

Record Includes:

• Participant’s full name
• Typical days in care

• Typical times in care

• Typical meals received in 
care

• Family contact information

Household Income Eligibility 
Forms (HIES)

• Determines participant’s 
claiming status – your 
reimbursement rate

• Categorized annually

• Assistance Programs
• Foster Child

• Head Start

Daily Attendance Records

• Daily record of all enrolled 
participants in attendance 
each day

• Separate from enrollment 
documentation 

• Attendance is not the 
same as daily meal count 
records



Participant Records: 
At Risk Programs

Enrollment Forms

• Not required as program participation is 
not restricted

Program Attendance

• Daily attendance rosters

• Sign in sheets

Resource: At-risk Afterschool Meals Guide (Designed)

https://fns-prod.azureedge.us/sites/default/files/resource-files/atriskguide2017.pdf


Participant Records: 
Emergency Shelters

The shelter must maintain a list of 
eligible children that includes child’s 
name, date of birth and period of 
residency.

Resources: CACFP in Emergency 
Shelters

https://www.fns.usda.gov/cacfp/emergency-shelters
https://www.fns.usda.gov/cacfp/emergency-shelters


Category 2: 
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)

• Child and Adult Care: Attendance must include participant’s full 
name

• At-risk afterschool: Can be by headcount or name

• Emergency Shelter: Do not have to use full name, can be by 
headcount

• Best Practice: Indicate reimbursement category without overt 
identification

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

• Resource: Samples at Instructions and Forms



Meal Service Record: Infant 
Formula/Food Sign Off Statement 

• Enrolled infants must be offered formula and 
food as developmentally appropriate

• Informs parents/caretakers formula offered

• Parent/caretaker can make informed decision 
and provide input on feeding preferences 

Training Resource: 

• Bright Track (misponsortraining.com)

• Under the Training button on website

• Use code “1234” for free access

https://misponsortraining.com/


Meal Service Record: Special Diet Statement
• Sponsors must make reasonable substitutions 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

• MDE’s Special Diet Statement can be used for both 
disability and parental preference requests

• Maintain written documentation for all special diet 
requests in annual records

• Special Dietary Needs Statement Form

Training Resource: Online Training Modules Special 
Dietary Needs 1 & 2 modules (for all CNPs)

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Year/2021/09/14/Special_Diet_Form_2021.pdf?rev=471fb0da11f248f89e2bafcb9dd50db3&hash=91E3027A372A50F76E8D038FD519CC22
https://www.michigan.gov/mde/Services/food/sntp/training/online-training-modules


Meal Service Records: 
Food Label Information

• Documentation supporting meal pattern compliance

• Sugar Limits

• Cereal 

• Yogurt

• Whole Grain (WG)/Whole Grain Rich/Enriched Grains

• Bread, pasta, cold & hot cereals, rice, muffins 

• Snack foods: Crackers, chips, pretzels, etc.

• Milk Type

• Flavored/Unflavored

• Fat percentage



Category 3: Fiscal 
Management Records

Document Operating Costs

• Food/Non-Food Costs: Dated, 
itemized receipts and invoices

• Labor costs: Payroll records, 
time/attendance of staff with CACFP 
responsibilities

• Administrative costs: Staff with 
CACFP responsibilities

• Program Income Documentation: 
• Catering, meals sold

• Maintain records of all claims made 
and reimbursements received



Other Fiscal 
Management 
Records: Non-
Profit Centers

Retain proof of current non-profit status



Other Fiscal Records: 
For-Profit Centers Only

To claim: For Profits are required to show that 

• 25% of the center’s enrollment or capacity were Title XIX or Title 
XX beneficiaries or 

• 25% of the center’s enrollment or capacity qualify for free or 
reduced-price meals for the claim month.

Maintain records to support 25% or more participants eligibility 
requirement each month claimed:

• Department of Health & Human Services (DHHS) 1381 reports 
for Title XX benefits

• Documentation to support free or reduced-price eligibility such 
as Household Income Eligibility Statements (HIES)

• Documentation to support adult participants are eligible for 
Title XIX benefits



CACFP Procurement Documentation

• Annual task requirement

• MDE Informal Procurement Log

• Formal Procurement Documentation 

• Written Code of Conduct*

• MDE Procurement and Contracts 
Resources 

• Check out our CACFP training video!

• Child and Adult Care Food Program 
Videos – YouTube

https://www.michigan.gov/mde/services/food/procurement-and-contracts/resources
https://www.michigan.gov/mde/services/food/procurement-and-contracts/resources
https://www.youtube.com/playlist?list=PLQNv-MrTjyhJkfQ1ZaAlBu4pjv1YCJsfI
https://www.youtube.com/playlist?list=PLQNv-MrTjyhJkfQ1ZaAlBu4pjv1YCJsfI


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

• New sponsor monitor training

Resource: Supporting Documents 

https://www.michigan.gov/mde/-/media/Project/Websites/mde/Food-and-Nutrition-Programs/Child-and-Adult-Care-Food-Program/Annual-Income-Eligibility-Forms/Supporting-Documents.pdf?rev=e1a8fca9341348beaccfbbff7f28fcd1&hash=E65E8B6A3596A4C804934163B352CFE5


Recordkeeping 
For Sponsoring 
Organizations

Record Category 5*



Sponsor of 
Centers Records

• Permanent Agreement for 
unaffiliated sites

• Parent Information Sheet
• Site monitoring forms
• Site monitoring tracking tool
• Household contact 

procedure
• Procurement Written Code 

of Conduct



Other 
Records, as 
applicable 
to your 
program

Documentation of program 
income (catering, meals sold to 
staff, etc.)

Depreciation calculation 
documentation

Employee compensation plan



Program-Related 
Documents 

These may be required depending on your 
program!



Program 
Specific 
Forms

Childcare centers
• Childcare license

At Risk Afterschool
• Screening for Unlicensed Facilities form

Adult Day Services

• Proof of living independently

• Alternative approval documentation from Local 
Area on Aging (Triple A)

Emergency Shelters
• Proof of Residency

• Food Donation Log, if applicable



Strategies for 
Successful 

Recordkeeping
Be a CACFP Rockstar!



MDE CACFP Supporting 
Documents Resource

• Separates forms into Annual, Monthly, 
and Other Required Records

• Annual forms done once per year

• Monthly forms support claim

• Sponsors of Centers require additional 
forms

Resource: Supporting Documents

https://www.michigan.gov/documents/mde/Supporting_Documents_746764_7.pdf


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 
separate from the participant’s file by FY or SY

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

• Menus

• Food and supply receipts, invoices 

• Labor costs

• 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!



Best Practice: 
Use Summary Sheets

• MDE Summary sheets compile claim data into 
a easy to see “face sheet” for your claim 
month

• Summary of Costs for Food, Non-Food, and 
Other Costs

• Meal Attendance Summary Record 

• Can make your own Excel summary sheets!



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 (45 minutes or less)

• Reference your Permanent Agreement for additional 
information



Coordinated 
NexSys 

Application
Annual 

Recertification 
Cycle

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 30th

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

Copy your application forward when initiating the SY 2024-
2025 application to prefill most of your application!



Recordkeeping Resource Links

• The Institute of Child Nutrition (ICN)

• MDE CACFP Forms and Instructions 

• Factsheet for Adult Day Care

• Informal Procurement - Checklist 

• Prototype Written Code of Conduct for Procurement (Sponsors of Centers only)

• Child and Adult Care Food Program Videos – YouTube

• Independent Childcare Centers Handbook

• Michigan Department of Education | Bright Track – Michigan Department of 
Education | Bright Track (misponsortraining.com)

• CACFP Trainings on Website

https://theicn.org/cacfp?msclkid=ab0a4f61a54c11ec8c1e08f715cb4b72
https://www.michigan.gov/mde/services/food/cacfp/topics/forms-and-instructions
https://www.michigan.gov/mde/-/media/Project/Websites/mde/Year/2019/12/18/ADS_Component_Fact_Sheet_FAQ_12016.pdf?rev=fe721497c61a41c5aee241ce905abd1a&hash=44E99E30A3E41653225CAECF5CFDD43C
https://www.michigan.gov/-/media/Project/Websites/mde/2021/09/17/informal-procurement_checklist.pdf?rev=dc4d39db4e454180a894ab2f16279a0a
https://www.michigan.gov/mde/-/media/Project/Websites/mde/2016/07/01/Prototype_-_Written_Code_of_Standards_of_Conduct.pdf?rev=d60703f7b4cb4960bbec0a2e23c8fa3d&hash=473361A35716F125FC6AD2E85DB1D6D6
https://www.youtube.com/playlist?list=PLQNv-MrTjyhJkfQ1ZaAlBu4pjv1YCJsfI
https://fns-prod.azureedge.us/sites/default/files/cacfp/Independent%20Child%20Care%20Centers%20Handbook.pdf
https://misponsortraining.com/
https://misponsortraining.com/
https://www.michigan.gov/mde/services/food/cacfp/topics/trainings/cacfp-trainings


Recordkeeping Quiz # 1

The Four Types of Records for CACFP Centers 
include:

• Training Records

• Fiscal Management Records

• Meal Service Records

• Participant Records

• All of the above



Recordkeeping Quiz # 2

Records must be kept for three 
years plus the current fiscal year 
(October – September)

True or False?



Next CACFP 
Thinking 
Thursdays 
Webinars

Thursday, February 22, 2024

Topic: Sponsoring 
Organization Responsibilities
(Includes site monitoring)

Thursday, March 28, 2024
Topic: Meal Pattern Basics

Registration information will 
be through Zoom link sent via 
email



Go Lions!



CACFP 
Contact 
Information

Michigan Department of Education

Child and Adult Care Food Program

Street: 608 W. Allegan St. Lansing, Michigan 48933
Mailing: P.O. Box 30008, Lansing, MI 48909

Phone: 517-241-5353

Fax: 517-241-5376

NEW Email: MDE-CACFP@michigan.gov

Staff Contact and Territory List CACFP Staff List and Territories 
(michigan.gov)

This institution is an equal opportunity provider.  

For the full Non-Discrimination statement, see the CACFP website at 
www.michigan.gov/CACFP.

https://www.michigan.gov/mde/services/food/cacfp/cacfp-staff-directory-and-territories
https://www.michigan.gov/documents/mde/CACFP_Staff_List_532957_7.pdf
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