Child Nutrition Programs
Documentation Checklist


Child Nutrition Program Name:      Child and Adult Care Food Program 

Free Reduced Price (FRP) Meal Applications or Enrollment Information Forms (expected days,  hours, and meal 

participation)
· The Institution (if required to collect F/RP Meal Applications) must provide current F/RP Meal Applications for enrolled participants, indicating Free, Reduced, and Above eligibility categories.  It is very important that these forms be filled out completely and correctly to avoid  loss ofreimbursement for Free or Reduced meals. Categories must be accurately determined, Drop/Transfer/Re-enter dates must be clearly marked when applicable and all essential information must be present including appropriate signatures and last four digits of the Social Security Numbers and applicable SNAP, FITAP, FDPIR, or SSI/Medicaid numbers, 
· Head Start, Shelter and At-Risk Agencies are not required to collect FRP Meal Applications, but must provide documentation of the enrollment (Enrolment Forms)  and/or other documentation that identifies expected days,hours, and meal participation for each participant enrolled in the Institution.  This includes any non-eating infants/others if applicable.    

Meal Count Records
· The Institution must provide a Meal Count/Attendance Record for the claim/test period under review. All sheets must show the number of meals by type (i.e., Breakfast, Lunch, Snack) served to each child.  The claim category for each child (i.e., Free, Reduced or Above) should also be indicated.  Include Drop/Transfer/Re-enter dates if applicable. Non-Claimed Infant Attendance Records must be provided if applicable. Non-Claimed Infants are part of the institution’s enrollment.
Be Reminded:  The Institution’s Enrollment documention or F/RP Applications, and Meal Count/Attendance Record identifying your participants should  be organized and listed in the same order, as these three records will be compared for consistency and accuracy by the reviewer. 


Daily Attendance Records
·  Make available upon request daily sign-in/sign-out records (written or electronice) showing the time children arrive and depart. 


Application Materials 

· The Institution must have on file a copy of the current Approved Application/Agreement and supporting documents submitted to the Louisiana Department of Education CACFP.

Menus/Menu Worksheets

·  The Institution must provide cycle menus and menu worksheets for the review month. Menus must meet USDA component and portion-size requirements. If infants are claimed, Infant menus and menu worksheets must also be provided. A copy of the menu worksheets for the test month must be provided for the reviewer to review.  USDA Menu Component and Pattern requirements found in 7 CFR Part 226.6, including USDA Memo Code: CACFP 21-2011 dated May 11, 2011 concerning Nutrition Requirements for Fluid Milk and Fluid Milk Substitutions in the Child and Adult Care Program.  Available on the CNP Website: hhtp//cnp.doe.state.la.us) 

Special Diets

· The Institution must provide a written statement signed by a recognized medical authority for all participants who receive meal components that are different from the regular meal components listed on the meal pattern due to medical reasons.

Training and Monitoring Records

· The Institution must provide Training and Monitoring Records for the Program Year in accordance with the dates and topics on the Approved Application.  (a minimum of two trainings and three Monitorings per program year). 

Financial Records

  Bank Statement 
  Deposit Receipt for CACFP Reimbursement

  Disbursement Journal
  Program Purchase Receipts, Invoices, Delivery Receipts, Etc.
  Cost of Food Used Worksheet (Not required for Shelter and At-Risk Agencies) 
  Labor Expenses (payroll records and time sheets)
  Payment types; Cancelled Checks, Debit Receipts, Etc…
  Inventory (Not required for Shelter and At-Risk Agencies) 
· The Institution must provide a copy of the bank statement(s), deposit of the CACFP reimbursement for the review month, Cost of Food Used Worksheet, Monthly Disbursement Journals, all receipts and payment type information documenting expenditures from the CACFP account.  
· Copies of all milk receipts for the test month and Inventory sheets for the test month & the previous month must be provided to the reviewer.  
· Purchases/Delivery Receipts should be sorted by month Purchased/Received during the claim month.   Include documentation of administrative costs, food costs, and the cost of non-food supplies.  

· Procurement records relating to contracted goods and services must also be on file (if applicable).  
· The food service labor cost must be documented if any portion of the CACFP reimbursement is used to pay for the food service labor cost.  Records that document food service labor costs are payroll records and the daily time sheets, which must be provided if CACFP funds are used for payment.


Policies and Procedures 
The Institution must show that policies and procedures are provided and available for guardians and employees that include the following:
   Copy of Nondiscrimination Policy
   Copy of Procedures for Handling Civil Rights Complaints for Parents/Guardians and Employees
   Copy of Critical Program Functions
   Copy of Policy on Outside Employment
   Copy of Compensation Plan
   Justice for All Poster (posted in a prominent place)

Licensing
· The Institution must provide a current license for review to validate operation and capacity designations. 
