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Child and Adult Care Food Program (CACFP)

Recordkeeping Requirements for sponsors of At-Risk Programs

This is an outline of the basic recordkeeping requirements for sponsors of at-risk centers participating in the Child and Adult Care Food Program (CACFP).  Please note that all records pertinent to the CACFP must be maintained for three years after the close of the Fiscal Year to which they pertain.  Approved CACFP organizations receive detailed training within three months of approval.

Eligibility Classifications

The CACFP has three reimbursement categories: free, reduced-price and paid.  All participants in at-risk after school programs are automatically categorized as “free” as long as the at-risk facility operates in an area eligible for more than 50% free and reduced-price school lunch meals.  All facilities must submit separate supporting documentation.  

Attendance Records
Daily attendance records must be maintained for all program participants at each facility.  The total attendance for each month for each participant is consolidated and reported on the claim for reimbursement submitted to this office.

Meal Count Records
Daily meal count records, by type of meal, separate from attendance records, must by taken and recorded at the time of meal service.  Only those meals served that meet USDA meal pattern requirements may be counted for reimbursement.  At-risk facilities are approved to claim one after school snack or supper, per participant, per day.
Menu Records
Daily dated menus that show the food components served at each meal claimed for CACFP reimbursement must be maintained to document compliance with USDA meal pattern requirements.

Food Service Operating Cost Records

On a Federal Fiscal Year basis (October 1 through September 30), a center must be able to document sufficient food service operating costs, to equal or exceed CACFP reimbursement received for the Fiscal Year.  Operating costs include food, labor, and nonfood supplies, and administrative costs.  If you receive other Federal, State or local funding to support your food service operation, you must first utilize all CACFP funding to support your food service.  Other funding sources may then be used to supplement costs not covered by CACFP reimbursement.  

Training Documentation
Training must be conducted once each program year for all “key CACFP staff” and personnel.  At minimum, training must cover CACFP requirements including meal patterns, meal counts, claims submission and review procedures, recordkeeping requirements, and reimbursement system.  Documentation of training, including dates, trainer(s), attendees and topics, must be maintained on file with CACFP records.
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