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Child and Adult Care 
Food Program

Federally funded nutrition assistance program 
through the United States Department of 
Agriculture (USDA) which began in 1968

One of 15 nutrition assistance programs operated 
by USDA 



Administration Flow Chart

Ohio Department of Education
Office of Integrated Student Supports

Midwest Regional Office

Chicago

United States Department of Agriculture
Food and Nutrition Service



Key Terms

Institution/Sponsor:                               
Independent or sponsoring organization

Independent center/Single site:                            
A center with an agreement to participate in the 
food program

Sponsoring organization/Multi-site:                
An institution that administers the food program in 
2 or more affiliated centers or 1 or more 
unaffiliated centers  



Claims Reimbursement and 
Reporting System

Online application, claim, 
compliance, and report 
system for all food 
program sponsors



Responsibilities of Sponsor

Serve meals/snacks that 
meet program requirements

Keep required records

Comply with all program 
regulations and maintain 

program integrity



Financially Viable

The organization must have the 
fiscal resources to establish and 
maintain program operations 
without food program money



Accountable

The organization must have 
an effective financial 
system with internal 
controls to ensure all funds 
are spent appropriately and 
claims are accurate



Administratively Capable

The organization 
must be able to 
effectively provide 
program benefits to 
all participants



Session Goals
How to organize documentation 

to support monthly claim



Session Goals
Learn how to maintain a system of 

recordkeeping and how to operate a 
nonprofit food service program



Record Requirements

Maintaining CACFP records is required for three years 
plus the current year or until all audit or review findings are 
finalized.

Records should be kept in a locked drawer/file  labeled for 
the CACFP.



Record Requirements

Organize Program Records By

Month Year Permanent



Monthly Recordkeeping

Meal 
Counts

Master 
List

Daily 
Attendance 

Records

Receipts for 
Food and 
Nonfood

Daily Dated 
Menus with 

Substitutions

Time Logs 
for Labor



Menus
Dated

Specific Food Items

Serving Sizes

Substitutions Noted

USDA Non-Discrimination Statement







Infant Feeding Record

Individual 

Record Offered Component

Keep On File







Menus

All menu templates 
can be found in the 
Download Forms 
section of CRRS

InfantAdult

Children

5-Day
7-Day

All Meal 
Types

Infant 
Feeding 
Record



Total Attendance

For each 
classroom, add 

together the 
total attendance 
each day to get 
the classroom’s 

total monthly 
attendance

Add the total 
monthly 

attendance of 
each classroom 
together to get 

the total 
attendance for 

the site





CACFP Enrollment Forms



Enrollment Forms
• Child care centers
• Adult care centers
• Head Start centers

Required

• ASAR
• Youth Development
• Emergency Shelters

Not 
Required



Enrollment Forms
Enrollment Forms are only 
valid for 12 months and 
must be completed 
annually by parent

Ohio Department of Jobs 
and Family Services Child 
Enrollment/Health 
Information Form cannot 
be used for the CACFP 
enrollment form



Reminders

• Distribute enrollment forms 
at same time as income 
forms 

• If center creates a form, it 
must be approved by the 
state agency

Enrollment 
Forms



Reminders

• List one participant per form
• Parent/guardian must 

complete form to include 
days and hours normally in 
care and meals normally 
received while in care

• If child’s schedule changes 
frequently, check the box on 
the form

Enrollment 
Forms





MEAL COUNTS



Types of Meals and Snacks

• Breakfast
• Lunch
• Supper

Meals

• AM Snack
• PM Snack
• Evening Snack

Snacks



Claiming Meals and Snacks

All meal types 
must be approved All meal changes 

must be pre-
approved



Claiming Meals and Snacks
• Child Care
• Adult Care
• Head Start
• Youth Development

Two meals and 
one snack or 

two snacks and 
one meal

• After School At Risk One meal 
and/or one 

snack

• Emergency Shelter
• Homeless ShelterThree meals



Second Meals?
The goal is to provide one meal/snack per 

child/participant per meal type.

Serving second meals should not occur often

Second meals or snacks must be served as a 
complete unit

Second meals cannot be claimed when 
serving family style meals or infants.



Point of Service Meal Counts

Mark the 
meal count 

sheets while  
participants 

eat



Total Number Meal Count

Record count by number served

Used when only claiming two meals and 
one snack OR two snacks and one meal





Meal Count by Individual Name

Record count by individual’s name

Required method if claiming more than two meals 
and one snack OR two snacks and one meals per 
person per day

Required method for infants one year or younger

Must code meal count form by person to show 
which specific meals/snacks will/will not be claimed 



Sample: Meal Count for 
Infants under 12 months old 



Sample: Meal Count by Individual

2  0  6  6  4 0  1 0  6  6 5  0  0  0 6  6  0 0  0  0  6 6  6 0

3         0        24        24       21         0



Meal Count Templates

Templates can be 
found in the 

Download Forms 
section of CRRS

Infant

Children

Adult
After 

School At 
Risk

Individual 
Name

Total 
Number 
Count

Tally 
Sheets



Meal Count Recordkeeping
Meal count and attendance records 

are not the same
Meal count records reflect the meals 

and snacks served in one month
Meal count records must be 

consistent with time in/out records

Double check for accuracy



Meal Count Recordkeeping
Record meals as they are being 

served or during the meal
Record staff meals                      
(DO NOT CLAIM)

Meal count records reflect            
only one calendar month

Total meal counts at bottom            
of meal count form



Questions?



Receipts/ Invoices 

Itemized to 
identify food, 
non-food and 
non-allowable

Totals for each 
category



Receipts/ Invoices 
What’s allowable and not allowable?



Allowable Type Items

Food components on menu

Non-food items used exclusively in meal 
prep, service and clean up 

Pro-rated non-food items used in both food 
service and other business areas



Non-Allowable Items
Food items not on the menu or 
not served as part of the meal or 
snack

Non-food items that are not 
reasonably pro-rated to reflect 
multi-purpose use

Non-food items that do not relate 
to the food service



Definite Non-Allowable Items

Toilet Paper
Facial Tissue
Baby Wipes
Diapers
Personal Items
Toys, Books, etc. 



Activity #1: Receipts

• TAX: It is an option of the 
FOR-PROFIT agency to 
include or exclude sales 
tax as a cost.  If included, 
it must be pro-rated to only 
apply to claimable food 
service related items.

Use the 
receipt on 
the next 
screen to 
itemize 

food, non-
food and not 

allowable 
costs



51

Food = $47.76

Non-Food =  $29.94
+$2.02 TAX
$31.96 TOTAL



Food  = $0
Non-Food =

$28.88 @ 25% =    $7.22
$32.24 @ 50% =   $16.12
$11.88 @ 100% = $11.88

Subtotal    $35.22 
TAX: $35.22  x 6.750%  =     $  2.38

NON-FOOD TOTAL $37.60 

52



Itemizing Receipt Tips

Purchase Food and Non-Food 
Items on Separate Receipts.

Don’t Purchase Non-Allowable 
items at the same time as Food 
Program items  



Food/ Non-Food Cost Worksheet
This form is required to document and organize costs 

submitted on the monthly claim. 



Food/ Non-Food Cost Worksheet



Daily Time Log Sheet



Daily Time Log Sheet: 
Totals and Certification 



Post Test: True or False
1. To determine the daily attendance for the 

month, the total meal counts for the month 
are added together.

FALSE
Daily attendance is adding together the 
monthly attendance not meal counts.



Post Test: True or False

2. Enrollment forms are valid for 12 months.

TRUE
Enrollment forms are to be completed 

annually.



Post Test: True or False
3. You can use the Job and Family Services 
enrollment form for the food program’s 
enrollment form.

FALSE
Only Child and Adult Care Food Program 
approved enrollment forms may be used.



Post Test: True or False
4. Meal counts can be recorded while the 
children are napping.

FALSE
Meal counts are to be recorded during the 
meal service/point of service. 



Post Test: True or False
5. All meals and snacks served can be 
claimed for reimbursement per participant  
per day as long as they are recorded.

FALSE
Can only claim up to two meals and one 
snack or two snacks and one meal per 
child per day.



Post Test: True or False

6. Staff meals are recorded for cost purposes 
but are not reimbursed.

TRUE
Staff meals are not reimbursed.  



Claim Submission Due Dates

Ohio final 
submission 
deadline is 45 days 
from the last day of 
the month being 
claimed.

NOTE: Institutions/agencies may request a  
One-time exception that is granted only 

once in a 36-month period.



Recordkeeping Tips
Itemize and record food receipts immediately
Make copies of grocery store receipts - staple the 

original to the copy
Check and recheck calculations prior to entering 

the claim
Keep documents in a locked file cabinet/ drawer 
Ask Questions!



education.ohio.gov
Office of Integrated Student Supports
25 S. Front Street, Mail Stop 303
Columbus, OH 43215

Phone: (614) 466-2945

susan.dawson@education.ohio.gov
kimberlee.clark@education.ohio.gov



@OHEducation



Share your learning 
community with us!
#MyOhioClassroom

Celebrate educators!
#OhioLovesTeachers
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