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This project has been funded at least in part with Federal funds from the U.S. Department of Agriculture,
Food and Nutrition Service, through an agreement with the Institute of Child Nutrition at the
University of Mississippi. The content of this publication does not necessarily reflect the view or policies
of the U.S. Department of Agriculture, nor does mention of trade names, commercial products, or
organizations imply endorsement by the U.S. Government.

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating
in or administering USDA programs are prohibited from discriminating based on race, color, national
origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or
activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information
(e.g., Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State
or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech
disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally,
program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint
Form, (AD-3027) found online at https://www.usda.gov/sites/default/files/documents/usda-program-
discrimination-complaint-form.pdf and at any USDA office, or write a letter addressed to USDA and
provide in the letter all of the information requested in the form. To request a copy of the complaint
form, call (866) 632-9992. Submit your completed form or letter 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;

2. Fax: (202) 690-7442; or

3. Email: program.intake@usda.gov

The USDA is an equal opportunity provider, employer, and lender.
The University of Mississippi is an EEO/AA/Title VI/Title IX/Section 504/ADA/ADEA Employer.

Except as provided below, you may freely use the text and information contained in this document
for non-profit or educational use with no cost to the participant for the training providing the following
credit is included. These materials may not be incorporated into other websites or textbooks and may
not be sold.

Suggested Reference Citation:
Institute of Child Nutrition. (2021). CACFP iTrain simple lesson plan: Record keeping basics for CACFP.
University, MS: Author.

The photographs and images in this document may be owned by third parties and used by the
University of Mississippi under a licensing agreement. The University cannot, therefore, grant
permission to use these images. Please contact helpdesk@theicn.org for more information.
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Lesson-at-a-Glance
Danielle Barrett, EAD, RD
ICN ET Specialist Time Topic Activity Materials
Lutina Cochran, MS, PDS Introduction
Assistant Director of Education 5 » Introduction and » PowerPoint slide deck
minutes Overview » Computer
L. Janae OwenS, MS, CHES » Pen or Penc”s

ICN ET Specialist
Objective: Identify four common categories of records in the CACFP.

15 » Efficient Record Keeping [» Four Categories of the  [» Answer Key: Four Types
minutes  |» Types of Records CACFP Records of CACFP Records
» Meal Service Records
» Participants Records
» Fiscal Management

Conclusion
10 » Lesson Summary » Speed Action Planning | » Worksheet: Speed
minutes | » Training Evaluation » Training Evaluation Action Planning
(Optional) » Optional: Training
Evaluation & Training
Certificate

Total Time: 30 minutes
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Preparation Checklist

Instructions: Use the Preparation Checklist to prepare for the training session. Keep track of your
progress by checking off tasks as they are completed.

D

(=)
=

e
Lesson Tasks

Gather Materials

» Training Script

» Computer and Projector Screen

» Worksheets and Handouts:
« Four Types of CACFP Records answer key

» Pens or pencils (one per participant)

OO O)0).

» Optional: Training Certificate/Evaluation/Feedback Form (one per participant)

Prepare for Lesson

Before the training day:

] » Review the training script and research any relevant State or local requirements.

« The content reflects the Federal regulations and/or national best practices
or standards. However, it's essential to include any additional State or local
requirements when presenting this training.

» Make enough copies of the handouts for each participant.

» Test the PowerPoint on the computer and projector screen.

» Optional: Develop and print a session certificate/evaluation/feedback form (one
per participant).

OO O

On the training day:

» Place pens or pencils on tables (one per participant).

» Distribute materials to each participant.

On the instructor’s table:

» Training Script

» Instructor’s copy of handouts and/or worksheets

] | ||

» Optional: Session Evaluation/Feedback Forms

Institute of Child Nutrition | Page 3


https://fns-prod.azureedge.net/sites/default/files/cacfp/Independent%20Child%20Care%20Centers%20Handbook.pdf
https://fns-prod.azureedge.net/sites/default/files/cacfp/Independent%20Child%20Care%20Centers%20Handbook.pdf
https://www.fns.usda.gov/part-226%E2%80%94child-and-adult-care-food-program
https://www.fns.usda.gov/part-226%E2%80%94child-and-adult-care-food-program
http://www.theicn.org
https://www.fns.usda.gov/tn

Record Keeping Basics for CACFP CACFP iTrain Simple Lesson Plan CACFP iTrain Simple Lesson Plan Record Keeping Basics for CACFP
Training Script

Instructor’s Note: Each section below has an accompanying slide(s). Review and share the content
for each PowerPoint slide.

Introduction

Welcome!

Complete the following tasks:
» Distribute handouts to the participants.
» Welcome the participants to the training.
» Introduce yourself to the participants, and allow them to introduce themselves by sharing their
name and one thing they would like to get from this training.

Review Current Knowledge
Ask posing question: When you hear record keeping basics, what comes to mind?

Share core content: Maintaining accurate and organized records is vital to receiving reimbursement
in the Child and Adult Care Food Program (CACFP). These records accurately reflect all costs and
documents that funds are used to support the non-profit food service. Failure to maintain required
records may result in denial of CACFP reimbursement.

Overview

Share core content: This training will explore the basic record keeping and record retention
requirements for centers operating the CACFP. This training will discuss the general requirements.
Add refer to your state agency for specific requirements.

Objective: Identify four common categories of records in the CACFP.

Efficient Record Keeping

Ask posing question: What does efficient record keeping mean to you?

Share core content: Centers must maintain an efficient recordkeeping system that documents all
payments received and all allowable costs in support of the center’s nonprofit food service under the
CACFP.

An orderly system for collecting and filing records is essential and will save time each month when the
claim for reimbursement is completed.

All records should be readily available upon request for review or audit by the State agency and
representatives of the U.S. Department of Agriculture. Records must be maintained for a minimum of
three years prior plus the current year or until any audits or investigations of that year’s records have
been closed 7 CFR 226.10(d).
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Types of Records

Share core content: The CACFP requires five basic types of records.
» Meal service records
» Participant records
» Fiscal management records
» Training records
» State agency records

This training will only discuss the four types of records: meal service records, participant records,
fiscal management records, and training records.

It's important to note, each State agency may require additional records. Always refer to your State
agency or sponsoring organization for additional record keeping requirements.
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Fiscal Management

Share core content: All sources of income to the Program must be documented. All copies of submitted
claims for reimbursement must be maintained, as well as receipts for all Program payments received
from the SA. In addition, you must keep accurate records of your operating and administrative costs
to document the nonprofit status of your food service.

Fiscal management records include at a minimum copies of invoices, food costs, labor costs, supplies,
payroll records, services, claims for reimbursement submitted to the SA, Program payments received,
and other documents required by the State agency.

Meal Service Records

Share core content: The first record type is meal service records. These records support the claim for
reimbursement.

The first type is meal count records. You need to track the total count of the daily meals served to
show the number of meals served to enrolled children.

Other meal service records include menus showing that the meal pattern requirements were met. The
menus must contain a list of the food items served for each meal type to ensure that the requirements
of the CACFP meal patterns are met.

In order to claim the meal, the child must be enrolled and in attendance for the meal service.

Training

Share core content: Centers are required to provide annual training on Program requirements.
Records of annual or more frequent (various times throughout the year) training sessions for frontline
and key staff must be maintained. These are the individuals who work directly with the CACFP.

At a minimum, these records must include dates, locations, CACFP topics discussed, and names of
personnel in attendance. The required content of the training is established by the State agency 7
CFR 226.15(e)(12); 226.17(b)(10).

Contact your State agency for more information on the required records.

Participants Records

Share core content: Accurate records on the children enrolled in the center are required. You need
to keep daily attendance records for all enrolled children must be maintained separately from the
meal count records.

A method to capture attendance and participation separately is required. The child may be in
attendance but did not participate in the meal service.

Enrollment records are required for each child. They must be updated annually, signed by the
parent or legal guardian, and include the child’s normal days and hours in care, as well as the meals
the child normally receives.

Centers claiming free and reduced-price reimbursement must annually obtain and keep on file
approved income eligibility statements (IES) for children determined to meet the free and reduced-
price eligibility guidelines. IES forms are valid for 12 months from the date the parent or guardian
signed the form or the date on which the center official signs the form to certify the eligibility of the
participant.

Activity: Four Categories of the CACFP Record Keeping
Time: 10 minutes

» Purpose: The purpose of this activity is to test the participants’ understanding of the categories
of required records for the CACFP.

» Materials Needed: Instructions for activity, index cards with each record category listed

» Instructions: Divide participants into groups of four. Each group will be assigned one of the four
record keeping categories discussed in the lesson. Each group will need to identify a minimum of
three records in their assigned category. Once the participants have finished, allow each group to
share their responses with the larger group. Allow time for discussion.

Ask posing questions: What is the record retention requirement?

Optional Discussion Activity: If time allows, ask participants to discuss their method of organizing
records with their peers.

Feedback: Although the participants’ responses may vary, some ideal responses may include the
following.

Conclusion
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Lesson Conclusion

Share core content: This lesson focused on the various records required by the CACFP. These records
fall into 4 basic categories. The minimum requirements for each category, including record retention,
were discussed. Applying this information will help you be successful and continue participation in
the CACFP.

Ask posing question: What questions do you have about the record keeping basics in the CACFP?
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Activity: Speed Action Planning
Time: 5 minutes

» Purpose: This purpose of this activity is to establish future steps for applying the information in
their workplace.

» Materials Needed: Speed Action Planning worksheet, Planner or Cell Phone Calendar App, and
Pencil/Pen

» Instructions: Distribute the Speed Action Planning worksheet. Inform participants that it is
important to develop a plan for using the training’s information. Ask them to take 1-2 minutes to
answer the following three g uestions to establish an action plan.

« What did you learn in this training?
+ How will you apply this information in your current or future role?
« When will you apply this information?

Once the participants have finished, encourage them to save this goal to a planner, calendar app,
or other sources to ensure they follow through with their plan. Following this activity, dismiss the
participants from the training.

Thank You!

Complete the following tasks:
» Conclude the training.
» Refer participants to the Institute of Child Nutrition for additional information at helpdesk@
theicn.org or 800-321-3054.
» Distribute any certificates or evaluations.
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Answer Key: Four Types of CACFP Records
Each group has assigned categories. List the types of records required within each category.

1. Meal service records include daily records of meal counts, menus that meet the meal pattern
requirements, and enrollee attendance.

2. Participants records include accurate daily attendance record, enrollment records for each child,
income eligibility statements,

3. Fiscal management includes at minimum copies of invoices, food costs, labor costs, supplies,
claims for reimbursement submitted to the State agency, Program payments, and other documents
required by the State agency.

4. Training records at minimum include dates, location, topics presented, and names of participants.

Mention that the fifth requirement is State agency records. It includes any additional records the
State agency requires the center to keep.

What is the record retention requirement? Records must be maintained for a minimum of three years

plus the current year after the end of the fiscal year to which they pertain, or until any audits or
investigations of that year’s records have been closed 7 CFR 226.10(d).
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Speed Action Planning
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Instructions: Today’s training featured key information on record keeping requirements for CACFP.
Answer the following three questions to establish a plan for using the information.

1. What did you learn in this training?

2. How will you apply this information in your current or future roles?

3. When will you apply this information (e.g., one week, one month, six months, etc.)?
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