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We will start shortly after 2 pm!

Presenter
Presentation Notes
Welcome participants to the Thinking Thursdays Webinar – Recordkeeping Basics, the Child and Adult Care Food Program (CACFP), Michigan Department of Education (MDE). We will start shortly after two pm to allow people to log into Zoom. 

We appreciate your being here!



Welcome to our 
Zoom Webinar!

Zoom Webinar Housekeeping:
• Enter questions into the Q&A, not the chat 

box
• CACFP webinar panelists will respond to 

questions in the Q&A so all participants can 
see the response. 

• Additional questions will be answered at the 
end of the webinar as time permits

• Thank you for your cooperation!

Presenter
Presentation Notes
Welcome to our third Thinking Thursdays Zoom webinar. I am Melissa Lonsberry, MS RDN, Consultant for CACFP. I also have several other CACFP Staff members here on the call. CACFP staff, please type your name and position in the chat! 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 the 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. This helps us moderate your questions and answer them easier during the presentation and at the end. 

Otherwise, your question may get lost in the chat box as people interact. Questions will be answered either by my 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. 

Picture: Some CACFP Staff walking after an Admin Review pre COVID 





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

Presenter
Presentation Notes
Poll Slide
Before we get started, I 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 :

a childcare center, 
a family childcare home, 
an at-risk afterschool care center, 
a 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. 



Presentation 
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

Presenter
Presentation Notes
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




Back to “Normal” July 1, 2022

USDA Waivers End June 30, 2022
• Meal Pattern Flexibility

• WGR once per day
• Ounce equivalents for Grains

• Non-congregate meals

• Parent/guardian pickup
• Mealtime flexibility

• Area Eligibility for At-Risk Afterschool Programs 

• Tier 1 Reimbursement for Family Day Care Homes

Presenter
Presentation Notes
Okay, before we get started, the USDA waivers for Meal Pattern Flexibility, Non-congregate meals, Parent guardian pick up, meal time flexibility, area eligibility requirements for at risk afterschool programs and Tier 1 reimbursement all end on June 30, 2022. Let’s discuss what that means next.





What does this mean 
on July 1, 2022?

Presenter
Presentation Notes
The USDA has not extended the waivers listed. What does this mean? 
All meal pattern requirements are in effect, all meals should be served in a congregate setting and no multiple meal distribution is to occur. Area eligibility requirements will be in effect July 1, 2022 and tiering of family day care homes will resume.  

If any updates occur between now and July 1, 2022, MDE CACFP will notify you, but please make sure your staff is aware of this change. We appreciate all the hard work during the past two years and we are here to assist you with any questions.




Transitional Standards for Milk, Whole Grains, and Sodium 
Final Rule

• Rule primarily targets School Nutrition 
Programs, but….

• Allows CACFP sponsors to serve 
flavored milk to participants aged 6 
and over

• Flavored milk must be skim or 1%
• Children aged 1 through 5 must be 

served ONLY unflavored milk
• Effective July 1, 2022, for School Year 

(SY) 2022-2023 and SY 2023-2024

Presenter
Presentation Notes
Fact sheet source (accessed April 11, 2022): bbbsm-fact-sheet.pdf (azureedge.us)

This Final Rule primarily targets School Nutrition Programs, but it allows CACFP sponsors to serve flavored milk to participants aged 6 and over after the meal pattern flexibility waiver ends on June 30, 2022. Remember, the flavored milk must be skim or 1% milk for only CACFP participants age 6 and over. 
Children aged 1 through 5 must be served ONLY unflavored milk
Children age 12 months to 24 months (toddlers) are to be served whole, unflavored milk and children age 2 through five years are to be served unfavored 1% or skim.
This is effective July 1, 2022, for School Year (SY) 2022-2023 and SY 2023-2024.




Recordkeeping Basics

Success in Child Nutrition Programs is in the Documentation…

Presenter
Presentation Notes
Onward to Recordkeeping Basics! Success in Child Nutrition Programs is in the 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

Presenter
Presentation Notes
Handout Source link: Child and Adult Care Food Programs (CACFP) – Institute of Child Nutrition (theicn.org)

We want you to plan to succeed in the CACFP and we are here to assist you to do so! This training is based on a new Institute of Child Nutrition (ICN) handout from the education and training resources for CACFP Professionals. 

Maintaining accurate and organized records is vital for successful participation. Without good recordkeeping, all meals and snacks are disallowable. Why? No documentation to show all program requirements were met! Documentation supports meals claimed.
If you claim it – you must document it!


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


The Five Questions 
of Good 
Recordkeeping

• How were the funds used?

• When were they used?
• Who received the services?

• Were the program 
regulations implemented 
correctly?

• Did everyone receive proper 
treatment?

Presenter
Presentation Notes
The CACFP has been around for over 50 years now. It was created to assist with access to healthy meals so that our children could learn and grow. Later, the program added in at risk afterschool programming and adult day care. So, when you think about it, the CACFP helps provide access to better, more nutritious meals across the lifespan. 

Maintaining accurate and organized records is vital to running a successful nonprofit food service program with federal funds from the USDA. Your records document your compliance with program regulations. Plain and simple! Documentation shows that the funds received from serving allowable meals and snacks were used to improve the meals served to eligible participants in your program’s care. Records also show that program regulations have been implemented and followed by your staff/program. Lastly, documentation shows that equal access to the programs benefits is provided to all participants and that procurement was free and open to competition. 

Handout link: https://www.cacfp.org/program-history/



Record Retention Requirements
• 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 to be 
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 
 

Presenter
Presentation Notes
To start, lets go over Record Retention requirements.
You are required to keep all CACFP Records for three years PLUS the current FY or even longer if there are any unresolved audit findings. This requirement is also in effect if your center leaves the program voluntarily or through disciplinary action as the result of findings of non-compliance during an administrative review and the serious deficiency process. 

MDE requires one year of original records be maintained on-site for immediate review by MDE or federal staff with photo id during normal operation hours
Other FY files can be maintained offsite IF can be easily obtained within a reasonable time frame (45 minutes) upon request by MDE or USDA staff. This also includes paperless forms of documentation such as electronic records.

If requested, you are required to also provide state and/or federal officials access to paperless CACFP documentation. 

Reference your Permanent Agreement within your MEGS+ program application for additional information. This is a part of your application and you re-certify it each year to continue to participate.. 




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

Four Basic 
Record 
Categories 
Be a CACFP Recordkeeping 
Genius!

Presenter
Presentation Notes
Now let’s discuss the Four Basic Categories of CACFP Recordkeeping covered in the ICN Handout mentioned earlier so you and your program can be a Recordkeeping Genius. 

https://askleo.com/why-are-there-duplicate-files-on-my-computer/
https://creativecommons.org/licenses/by-nc-nd/3.0/


Category One: Participant Records

Enrollment Records

• Participant’s full name
• Typical days and times in 

care
• Typical meals in care

Income Eligibility Forms

• Determines participant’s 
claiming status – Free, 
Reduced, or Paid

• Categorized annually 
based on family income 
and family size

• Foster children 
automatically claimed Free

• Head Start programs 
automatically eligible for 
Free rate

Daily Attendance Records

• Daily overview of all 
enrolled participants in 
attendance

• Separate from enrollment 
documentation and daily 
meal count records

Presenter
Presentation Notes
The Number One Category of records are Participant Records.
These include the three records seen on the screen:

First, are Enrollment records. MDE has an Enrollment Form template available on our website under Forms and Instructions, or you can use your own. Whichever you use, it should capture the following information for child or adult care: The participant’s full name, the typical days and times in care and the typical meals received while in care. 

Next are Income Eligibility Forms. Also known as Household Income Eligibility or HIES for child and adult care programs. This record/form is used to determines a participant’s claiming status – Free, Reduced or Paid, based on the participants/family income. The participants category determination therefore determines the reimbursement rate your program receives for the participant’s meals and snacks.  The participant’s category is determined annually and is based on family income and family size, foster care status or participation in Federal programs such as Head Start or Great Start to Readiness preschool programs. Head Start participants are automatically Eligible for the Free rate. 

Next are your daily attendance records. Your daily attendance records are basically your “ins” and “outs” and record the actual days and times the participant was in your care. This is separate from you enrollment records and your meal attendance records which we will discuss on the next slide.




Category Two: 
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
• Emergency Shelter: Do not have to use full 

name, can be by headcount

• Best Practice: Indicate reimbursement category 
without overt identification

• MDE has sample forms for use on website 

Presenter
Presentation Notes
Next we are covering Category two of CACFP Records , which are Meal Service Records. The first meal service record we’ll review are Daily Meal Counts, also known as meal attendance or point of service meal counts. 

Daily meal counts document the number of meals served to enrolled participants by meal type, such as 
Breakfast, AM or PM Snack, Lunch  and Supper

Remember, your daily meal counts MUST be taken at Point of Service (POS)! Meal attendance cannot be done ahead of time OR at the end of the week! Meal count records cannot be completed using center or program attendance records or by memory later on. This would be recreating records and that is a no no! 

(please note that Family Day care homes are a little different, so check with your sponsor if you are unsure)

MDE has samples of meal count forms for your use, or you can use your own form or system. It is always a best practice to run your system by your program analyst to make sure it captures the required information and record rention requirements. Also, remember meal count documentation in Child and Adult Care must be dated, if you are an adult or child care program, you must include participant’s full name. At risk afterschool programs can take POS meal count by full name or by head count. Emergency shelters do not have to record the participants full name for safety purposes. All programs must indicate what meals the participant was served. 

Meal counts documentation is cross checked with the daily attendance and the income eligibility form to ensure the meal was correctly claimed based on attendance and meal reimbursement category.  

As a best practice: Indicate the reimbursement category of your participants without overt identification to preserve confidentially. Some organize meal counts sheet by listing the part pants alphabetically by reimbursement category or list each category on a different meal attendance sheet.  helps you compile your monthly claim records and helps your CACFP review team verify your claim data during an administrative review. 

MDE has forms for meal attendance by name or by headcount on our website under Forms and Instructions. 




Meal Service Records: 
Menus

• Must be dated
• Must list specific foods served that day for each meal/snack
• Record any changes made to planned menu
• Menus illustrates meal pattern requirements were followed and 

all required components were served

Presenter
Presentation Notes
Another type of Meal Service Record are menus. 

MDE CACFP requires dated menus that list the specific foods served to participants for each claimed meal. For example, you would list the specific type of cereal such as Cheerios instead of Cold Cereal.  

Menus are checked against your food cost documentation to ensure compliance with the meal pattern. On the screen are two examples of menus, one for infants and one for childcare. MDE has menu templates for infants, children and adults. You can use your own menu template, but make sure it captures all the information necessary to show meal pattern compliance.  Remember to record any changes to your planned menus. MDE has a menu substitution log template for your use, or you can simply record your changes on your posted menu(s). Make sure you retain a copy of the menu(s) that captures any changes you made.



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 

• Check out our YouTube Infant video 
under Training Infant Meal Pattern & Record 
Keeping V2 - YouTube

Presenter
Presentation Notes
Another meal service record includes the Infant Formula and Food Sign off statement form. 

Enrolled infants must be offered formula and food as developmentally appropriate. Not offering formula and food to enrolled infants when you are feeding older children in your care is age discrimination and is denying them equal access to participate in a federal program. This is a big no no and a civil rights violation.
 
This form informs the parents/caretakers the type of infant formula offered at your site. Parent/caretaker can then make an informed decision on whether they will accept that formula or provide their own formula and/or breast milk. They can also provide input on their feeding preferences and foods they would like introduced first or the infant is currently eating.  Keep this form in your annual records. 
Infant Meal Pattern & Record Keeping V2 - YouTube

https://www.youtube.com/watch?v=lIYrpmHHwM8&list=PLQNv-MrTjyhJkfQ1ZaAlBu4pjv1YCJsfI&index=7


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 Diet Form (michigan.gov)

Presenter
Presentation Notes
Another type of meal service form is a Special Diet Request or Statement. 

Sponsors of federally funded Child Nutrition Program must make reasonable substitutions to meals and/or snacks for disabilities that restricts the participant’s diet

Decisions are made on a case-by-case basis for participants who are considered to have a disability that restricts their diet
Sponsors are not required to accommodate special dietary requests that are not a disability. This includes requests related to religious or moral convictions or personal preference. 
If these requests are accommodated, sponsors must ensure that all USDA meal pattern and nutrient requirements are met. 

MDE’s Special Diet Statement can be used for both disability and parental preference requests
Maintain with your annual records
Special Diet Form (michigan.gov)

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


Category Three: Fiscal Management Records

Document all income and expenses to the “food program”
• Operating costs

• Food and supply costs
• Labor costs
• Administrative costs
• Maintain records of all claims made to and received 

from MDE
• Expense and other Financial Records

• Documentation of nonprofit food service status
• For Profit: DHHS 1381 Documentation or 25 % F/RP each 

month 
• Dated, itemized receipts and invoices for all food and 

non-food purchases
• Personnel expenses: Payroll records, time/attendance of 

staff with CACFP responsibilities

Presenter
Presentation Notes
Now let’s move on to Category Three: Fiscal Management Records
Document all income and expenses to the “food program”. This includes your operating costs such as:
Food and supply cost
Labor costs
Administrative costs
Copies of or access to copies of all claims made to and received from MDE
Fiscal records also include documentation of your expenses. Expense Records include:
you must retain documentation of nonprofit food service status
If you are a For Profit, this includes documentation such as DHHS 1381 adoption subsidy/Documentation to ensure at lease 25 % of your enrollment or capacity qualifies for F/RP each month in order to claim. 
It  also includes dated, itemized receipts and invoices for all food and non-food purchases
Personnel expenses: Payroll records, time/attendance




Procurement 
Documentation

• Informal Procurement Log

• Formal Procurement 
Documentation 

• Written Code of Conduct

• MDE Procurement and 
Contracts Resources 
(michigan.gov)

• Check out our CACFP training 
video!

• Child and Adult Care Food 
Program Videos – YouTube

Presenter
Presentation Notes
Procurement Documentation is also a type of fical management record. Proper procurement shows that you are making the best use of federal funds . Most CACFP sponsors fall under the Informal Procurement threshold of $250,000 and can complete the informal procurement log each year to show they have compared prices and terms between at least three vendors. Recently the Office of Health and Nutrition Services’ Procurement and Contract unit has released an updated Informal Procurement Log that can be reached from our Forms page. There is also a  Check out our quick You Tube Procurement video for a quick refresher on procurement. As always, contact your analyst for questions related to your procurement. We are here to help you do it right!

Child and Adult Care Food Program Videos - YouTube

https://www.michigan.gov/mde/services/food/procurement-and-contracts/resources
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

Presenter
Presentation Notes
Now on to Category 4: Staff Training Records. CACFP Staff (new and seasoned – no pun intended) are to be trained on the CACFP and their CACFP responsibilities before starting their duties and annually thereafter. This also holds true for Civil Rights. 

Annual CACFP and Civil Rights Training documentation must include:
Date(s) and location(s) of the training(s)
Topics/Areas covered that pertain to the running of CACFP;
Names of personnel in attendance/sign-in sheet;
Remember, seasoned staff must be trained annually! New staff: Must be trained before starting CACFP responsibilities and then annually thereafter.
Sponsoring Organizations Only:
Annual Sponsor Monitor Training. Staff with site monitoring responsibilities must be trained annually on the CACFP. New sponsor monitors must be trained prior to monitoring and annually thereafter. 

MDE has an Annual Staff Training Checklist you can use for a quick reference for planning and documenting your trainings. 



Category 5*

Recordkeeping 
For Sponsoring 

Organizations

Presenter
Presentation Notes
* This category applies to Sponsoring Organizations, which are those organizations that have oversight responsibility over sponsored facilities. If you are not a sponsor, you can listen and learn, too, and chill for a slide or two. 



Sponsor of 
Centers Records

• Permanent Agreement for 
unaffiliated sites

• Parent Information Sheet
• Monitoring forms
• Monitoring tracking tool
• Household contact 

procedure

Presenter
Presentation Notes
To start, Sponsors of Centers must have a permanent agreement for facilities that are legally distinct from them. 
They must also distribute the parent information sheet to participants and their families. This information sheet gives basic information to the family on the CACFP and how a family may contact the Sponsoring Organization and the MDE CACFP office should they have any questions/concerns regarding their sponsor or the food program. 

Sponsors are required to monitor their sites on a schedule which depends on the length of time the facility is serving meals. To keep track of the monitoring visits, MDE has a tracking tool available upon request. You may also devise and use a system of your own to ensure all sites are monitored within the correct timeframes.

Sponsor must also have a Household Contact procedure in place. This procedure is used when there are “red flags” regarding program attendance and meal counts from a site. A sponsoring org can contact parents/participants to determine if the child was in care on dates/times meals were claimed. (MDE also has a household contact procedure in place to verify meal counts. 



Other Records as 
applicable to your 

program

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

• Depreciation calculation 
documentation, if applicable

• Employee compensation plan

Presenter
Presentation Notes
Due to time, we cannot dig deep into other records shown on this slide. These three are typically for larger sponsors of centers/homes. If you think they apply to you, please contact your analyst to discuss.
Documentation of program income (catering, meals sold to staff, etc)
Depreciation calculation documentation, if applicable
Employee compensation plan, if applicable.





Program Related Documents 

These may be required depending on your program!

Presenter
Presentation Notes
These are not covered on the ICN handout but are important records for compliance purposes depending on your unique program.



For Profit Centers

Required to retain documentation that 25% of the 
center’s enrollment or capacity were Title XIX or XX 
beneficiaries or qualify for free or reduced-price 
meals for the claim month.

Records to support 25% or more participants 
eligibility requirement:
• 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

Presenter
Presentation Notes
For profit centers need to retain documentation that 25% of the center’s enrollment or capacity (whichever is smaller) were Title XIX or Title XX beneficiaries or Records to support 25% or more participants are income eligible requirement and qualify for free or reduced-price meals for the claim month .

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




Non-Profit 
Centers

• Retain proof of 
current non-profit 
status

Presenter
Presentation Notes
Non profit centers must retain proof of their current non profit status. You do not pant to let this expire as the wait time to reestablish can be long!



Program 
Specific 
Forms

Child Care
• Childcare license

At Risk Afterschool
• Screening for Unlicensed Facilities

Adult Day Services
• Proof of living independently
• Alternative approval documentation 

Emergency Shelters
• Proof of Residency
• Food Donation Log, if applicable

Presenter
Presentation Notes
Child Care
Childcare license

At Risk Afterschool
Screening for Unlicensed Facilities

Adult Day Services
Proof of living independently
Alternative approval documentation (see the Adult Day Services program fact sheet for more information – listed on Resources slide in this presentation and under About Us on the MDE CACFP webpage Factsheet for Adult Day Care (michigan.gov)

Emergency Shelters
Proof of Residency
Food Donation Log, if applicable. This form may also be used by other programs if food is donated to your program for use. 

Please check with your program analyst if you have any questions related to your documentation for program specific forms..



Strategies for Successful Recordkeeping

Be a CACFP Rockstar!

Presenter
Presentation Notes
Ok, now we will discuss some strategies for successful recordkeeping so you can 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
• Supporting Documents (michigan.gov)

Presenter
Presentation Notes
Link: Supporting Documents (michigan.gov)

This lesson only covers the basics due to the time frame of the webinar. MDE CACFP has a resource Support Documents handout that categorizes CACFP records into annual, monthly and other required records. 

Annual forms are done once per year like annual training, procurement and HIES. Monthly records support your monthly claim for reimbursement. Other records vary depending on program or if you are a multisite sponsor.  

This form is currently being revised and will be reposted soon and attached to an upcoming newsletter. 



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

Presenter
Presentation Notes
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 forms and enrollment documents separate from the participant’s file by FY/SY. Your analyst will also appreciate it if you alphabetize the forms as well! 
Keep daily/monthly records filed by claim month within the FY filing system. This includes for example: 
Menus
Food and supply receipts, invoices 
Labor costs
Meal counts
Center attendance
Documentation that supports your claim data should be kept within the month it was claimed. 
Remember, the simpler you make your record retention system, the easier it is for your analyst or USDA to review your records and the quicker they can be on their way!



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 and record retention 
• 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!

Presenter
Presentation Notes
How you maintain your records is up to you. You can use a filing system, labeled binders and/or files within storage boxes. Electronic systems are also ok, if access to required information is accessible within a reasonable timeframe. We suggest you have a back up to your backup!
Do what works for you but be consistent. 
Train your staff with recordkeeping responsibilities on how you retain required records and record retention guidelines, so someone is always available if you are not.
Notify MDE asap if any records are destroyed – yes, you need to document any data destruction due to fire, water, theft, etc. 
An effective system is essential for submitting accurate claims AND being prepared for your next administrative review! Plan to succeed!




Use 
Summary Sheets

• MDE Summary sheets compile claim data 

• Act as a “face page” to your claim month records
• Summary of Costs for Food, Non-Food, and Other Costs

• Meal Attendance Summary Record 

Presenter
Presentation Notes
MDE has two summary sheets available for use that compile key claim information into a face sheet for the supporting documentation. 
The Summary of Costs is used to record the month’s food, non food and other costs for your food service program. This helps you to keep track of CACFP purchases and exclude costs that are not part of your non profit food service program. 
The Meal Attendance Summary record is similar in that it acts as a face sheet that compiles the meal counts taken at point of service meal attendance onto one sheet by reimbursement category each week. Keeping a running weekly total makes it quicker to tally for your claim once the month ends. 
Another key benefit is that a face sheet helps your assigned program analyst during administrative reviews verify your counts quicker!
Note, you do not have to use our exact sheet. Many of you are excel spreadsheet masters and have devised similar systems. Just print them out and put them on your supporting documentation before you file them away in their month’s file folder! 



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 to be 
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

Presenter
Presentation Notes
Now I am just going to show this sign again as a refresher. Remember, you are required to Keep all CACFP Records for three years PLUS the current FY or until all audit findings have been resolved. 

MDE requires one year of original records be maintained on-site for immediate review by MDE or federal staff with photo id during normal operation hours
Other FY files can be maintained offsite IF can be easily obtained within a reasonable time frame (45 minutes) upon request by MDE or USDA staff. This also includes paperless forms of documentation such as electronic records. If requested, provide state and/or federal officials access to paperless documentation. 

Reference your Permanent Agreement within your program application for additional information.
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Presenter
Presentation Notes
In May 2022, Michigan Department of Education will be transitioning to a new application system called Nexsys.  This system will be replacing MEGS plus.  We also have some exciting news about our applications! We are combining applications for our Child Nutrition Programs from three applications with different application timelines and due dates into one application.  This will streamline the process for sponsors participating in multiple programs.  This will new application will not impact FDCH sponsors in the initial roll out, but the FDCH application will be housed in the new system later.  *Stay tuned for more details regarding FDCH!  There have been two Coordinated Application Messages released thus far and another will be released next week with more information and key deadlines. Please keep an eye out for those messages. 

If you haven’t completed the steps from the Coordinated Application Messages #1 and #2, you must do that before moving forward. 
Click HERE to see Message #1 instructions. Coordinated-Application-Message-1.pdf (michigan.gov)
Click HERE to see Message #2 instructions. Coordinated Application Message #2 (michigan.gov)

In order to access the new system you will need to request access to the Nexsys system through your MILogin account.  If you do not have a MILogin account, we can help you with completing that. 

CACFP and School Nutrition will be providing in person and virtual training opportunities in the very near future.  CACFP trainings will be available throughout the state, so please stay tuned for more information about this!
If you have any questions on how to request access or on Nexsys, please reach out to your program analyst or CACFP office at MDE-CACFP@michigan.gov (contact information is on the last slide)






















Recordkeeping Resource Links
• Child Nutrition COVID-19 Waivers | Food and Nutrition Service (usda.gov)
• The Institute of Child Nutrition (ICN)
• MDE CACFP Forms and Instructions (michigan.gov)
• Factsheet for Adult Day Care
• Informal Procurement - Checklist 
• Prototype Written Code of Conduct for Procurement
• Child and Adult Care Food Program Videos – YouTube
• Independent Child Care Centers Handbook.pdf (azureedge.us)
• Michigan Department of Education | Bright Track – Michigan Department of Education 

| Bright Track (misponsortraining.com)

Presenter
Presentation Notes
Child Nutrition COVID-19 Waivers | Food and Nutrition Service (usda.gov)
The Institute of Child Nutrition (ICN)
MDE CACFP Forms and Instructions (michigan.gov)
Factsheet for Adult Day Care
Informal Procurement - Checklist 
Prototype Written Code of Conduct for Procurement
Child and Adult Care Food Program Videos – YouTube
Independent Child Care Centers Handbook.pdf (azureedge.us)
Michigan Department of Education | Bright Track – Michigan Department of Education | Bright Track (misponsortraining.com)



https://www.fns.usda.gov/fns-disaster-assistance/fns-responds-covid-19/child-nutrition-covid-19-waivers
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/
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Thursday, May 26, 2022

Topic: The Nexsys 
Coordinated Application

Register at:
https://us06web.zoom.us/webin
ar/register/WN_pcKvw1ZpSl6go
Tx5U3IS2w

Presenter
Presentation Notes
Thursday, May 26, 2022
Topic: The Nexsys Coordinated Application

Register at:
https://us06web.zoom.us/webinar/register/WN_pcKvw1ZpSl6goTx5U3IS2w


https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fus06web.zoom.us%2Fwebinar%2Fregister%2FWN_pcKvw1ZpSl6goTx5U3IS2w&data=05%7C01%7CLonsberryM%40michigan.gov%7C7df49fc78186490e099308da291d1655%7Cd5fb7087377742ad966a892ef47225d1%7C0%7C0%7C637867502147977783%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XttmgnOLmoAkByhSO0HchSODRGsoZZn1lghAmNwBEgU%3D&reserved=0


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.

Presenter
Presentation Notes
Our general contact information is shown on the screen. Please note we have a new unit email address shown in red. Our next webinar will be March 24, 2022 and be on Special Dietary Needs. Registration information will be sent out. Be sure to register. 
Address q&a if time. 

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
My email is also on the screen if you need to reach me: Lonsberrym@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/documents/mde/CACFP_Staff_List_532957_7.pdf
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