
Bright from the Start: Georgia Department of Early Care and Learning

Child and Adult Care Food Program (CACFP) 
Compliance Review Checklist for Institutions
A Snapshot of Records to Be Made Available to the Program Consultant During A CAFP Review

Please Note: This document serves only as a guide to assist centers/institutions with their recordkeeping practices.  

Use this document as your institution’s inventory of CACFP records.  All required records must be updated regularly, complete and accurate.  Consultants may select any record month to review.  
Not all areas/documents to be reviewed are included on this list. 
	CACFP CENTER RECORDS/DOCUMENTATION FOR REVIEW

	RECORDKEEPING
	Yes

	Records made available immediately upon request 
	 FORMCHECKBOX 


	Records well organized and separated (or easily accessible) by month
	 FORMCHECKBOX 


	Records maintained for 3 years plus the current year
	 FORMCHECKBOX 


	Current/updated Management Plan
	 FORMCHECKBOX 


	LICENSING
	Yes

	Licensing capacity is not exceeded 
	 FORMCHECKBOX 


	Licensing credentials or approval 
	 FORMCHECKBOX 


	CIVIL RIGHTS
	Yes

	Visible “AND JUSTICE FOR ALL” poster
	 FORMCHECKBOX 


	Equal access regardless of race, color, national origin, sex, age, or disability 
	 FORMCHECKBOX 


	Required civil rights training of frontline staff (must be conducted annually)
	 FORMCHECKBOX 


	Agenda and sign-in sheet for Civil Rights training conducted to frontline staff
	 FORMCHECKBOX 


	Completed Ethnic and Racial Data Collection Form (must be collected/completed annually)
	 FORMCHECKBOX 


	PARTICIPANT  INFORMATION
	Yes

	Current WIC information distributed to parents households as required (issued annually along with the current eligibility guidelines) – excluding adult care centers, Outside-school-hours centers, and At-Risk Centers
	 FORMCHECKBOX 


	Completed Household letter issued annually with IES forms
	 FORMCHECKBOX 


	PARTICIPANT ELIGIBILITY
	Yes

	Income eligibility statements (IES) maintained, complete (all required sections completed, accurate and updated annually from the date/signature of determining official 
	 FORMCHECKBOX 


	Roster maintained, accurate and updated annually (roster format issued by Bright from the Start is used, unless an alternate form has been approved by BftS)

· Participants must be placed in the correct income eligibility category
	 FORMCHECKBOX 


	Annually updated enrollment forms/information 

· Child is considered enrolled if:

(a) the child was present for at least one meal during the claim month; AND
(b) a current IES (parental agreement or other document) with a parent signature that indicates the child is enrolled for the purposes of child care. 
	 FORMCHECKBOX 


	Daily attendance records maintained and accurate

· Roster must reconcile to daily attendance
	 FORMCHECKBOX 


	Sign-in and sign-out sheets maintained and accurate
	 FORMCHECKBOX 


	Adherence to regulatory age limits for participation      
	 FORMCHECKBOX 


	Free and reduced price policy statement established (pricing programs only)
	 FORMCHECKBOX 


	CLAIM FOR REIMBURSEMENT VERIFICATION – MENUS AND MEAL COUNTS
	Yes

	Daily Menu and Food Service Records maintained, accurate  

· contains all required and creditable meal components accurate (participant/infant)

· reflects a variety of healthy food and beverages including fresh fruits and vegetables
	 FORMCHECKBOX 


	Monthly Record of Meals and Snacks Served maintained and accurate
	 FORMCHECKBOX 


	Evidence of serving only creditable meal components and adequate serving quantities
	 FORMCHECKBOX 


	Milk receipts/invoices maintained 

· reconciles to Daily Menu and Food Service Record to verify appropriate quantities were served

· verify appropriate milk type is being served
	 FORMCHECKBOX 


	Point of service count forms maintained and accurate
	 FORMCHECKBOX 


	Documentation to verify meals were claimed for only eligible enrolled participants who were present and served a meal at the service                                                                                
	 FORMCHECKBOX 


	Frequent edit checks to ensure an accurate claim for reimbursement was submitted prior to submitting the claim for reimbursement
	 FORMCHECKBOX 


	AFTER SCHOOL AT RISK PROGRAM
	Yes

	Daily Menu and Food Service Records maintained and accurate
	 FORMCHECKBOX 


	Updated and current roster/daily attendance roster
	 FORMCHECKBOX 


	Daily attendance records maintained and accurate
	 FORMCHECKBOX 


	Sign-in and sign-out sheets maintained and accurate
	 FORMCHECKBOX 


	Evidence of enrichment or educational activities
	 FORMCHECKBOX 


	REVIEW OF MEAL SERVICE
	Yes

	Daily Menu and Food Service Records maintained, up-to-date and accurate (participant/infant)
	 FORMCHECKBOX 


	Monthly Record of Meals and Snacks Served maintained and accurate
	 FORMCHECKBOX 


	Posted menu maintained and accurate to date
	 FORMCHECKBOX 


	Approved meal times followed according to management plan submitted to the State
	 FORMCHECKBOX 


	Evidence of creditable meal components and serving quantities
	 FORMCHECKBOX 


	Evidence of appropriate Infant formula and infant meals (formula/cereal provided by institution)
	 FORMCHECKBOX 


	Infant affidavit or documentation of parental preference maintained
	 FORMCHECKBOX 


	Daily meal count/Point of Service Meal Count executed
	 FORMCHECKBOX 


	Adherence to fluid milk requirements 
	 FORMCHECKBOX 


	Meals served meet the meal pattern requirements – creditable and served in appropriate quantities 
	 FORMCHECKBOX 


	Documentation to show parental preference (infants), allergies or Dr. restrictions
	 FORMCHECKBOX 


	FACILITIES/FOOD HANDLING/SANITATION AND FOOD STORAGE 
	Yes

	Generally accepted health and sanitation practices

· disposable items discarded after each use
· food service equipment free of dirt, dust, food, grease deposits, odor
· functional thermometer in refrigerator and freezer
· refrigerator kept at 40 degrees or below; freezer at 0 degrees or below
· proper thawing practices
· food and supplies stored at 6 inches above the floor
· food kept separately from cleaning items and other toxic materials
· refrigerated uncooked items labeled and dated (removed from original labeled package)
· Covered trash containers
· Free from obvious fire, health and/or safety hazards
· Dishes sanitized correctly
· Free of rodent or insect infestation

	 FORMCHECKBOX 


	ADULT CENTERS 
	Yes

	Adequate records maintained
	 FORMCHECKBOX 


	Individual plans maintained
	 FORMCHECKBOX 


	Eligibility documentation maintained, current and accurate
	 FORMCHECKBOX 


	Adherence to participant participation requirements
	 FORMCHECKBOX 



	CACFP INSTITUTION RECORDS/DOCUMENTATION FOR REVIEW

	CACFP TRAINING FOR STAFF 
	Yes

	Required Program Contact CACFP training
	 FORMCHECKBOX 


	Required Administrative staff training
	 FORMCHECKBOX 


	CIVIL RIGHTS DATA
	Yes

	Visible “AND JUSTICE FOR ALL” poster
	 FORMCHECKBOX 


	Equal access regardless of race, color, national origin, sex, age, or disability 
	 FORMCHECKBOX 


	Required civil rights training of frontline staff (must be conducted annually)
	 FORMCHECKBOX 


	Agenda and sign-in sheet for Civil Rights training conducted to frontline staff
	 FORMCHECKBOX 


	Ethnic and Racial Data Collection Form (must be collected/completed annually)
	 FORMCHECKBOX 


	Nondiscrimination statement and the procedure for filing a complaint                                         
	 FORMCHECKBOX 


	Language translated materials (as needed) 
	 FORMCHECKBOX 



	ADMINISTRATIVE AND ORGANIZATIONAL
	Yes

	Media release on file (for new institutions or new facilities only)              
	 FORMCHECKBOX 


	Adherence to the contracting with individuals policy
	 FORMCHECKBOX 


	Following the Management plan as it was submitted to BftS
	 FORMCHECKBOX 


	Adherence to Governing board requirements and maintaining board minutes
	 FORMCHECKBOX 


	CLAIM FOR REIMBURSEMENT
	Yes

	Submitting an accurate claim for reimbursement  
	 FORMCHECKBOX 


	Obtaining and reviewing all Daily Menu and Food Service Records prior to filing the claim for reimbursement and disallowing meals that are not creditable
	 FORMCHECKBOX 


	Comparing the number of days meals are claimed against the number of serving days in the month, ensuring meals are not claimed on holidays.
	 FORMCHECKBOX 


	Performing all edit checks prior to submission of the claim for reimbursement
	 FORMCHECKBOX 


	FISCAL RECORDKEEPING AND INTEGRITY
	Yes

	Maintaining and following current CACFP budget/budget line items as approved by BftS (must be updated annually)
	 FORMCHECKBOX 


	Tracking of CACFP funds separately from other organizational funds  (a separate CACFP account is recommended)                                                                
	 FORMCHECKBOX 


	Financial management system in place (co-mingled account or separate account)
	 FORMCHECKBOX 


	Monthly Record of Operating Costs and Monthly Record of Administrative Costs form maintained and accurate     
	 FORMCHECKBOX 


	Documentation to support operational and administrative costs maintained and accurate (e.g. bank statements, canceled checks, bank ledgers, bank transfers)
	 FORMCHECKBOX 


	Receipts and supporting documentation for all operating and administrative costs charged to the CACFP maintained and accurate          


	 FORMCHECKBOX 


	Reimbursement claim for administrative costs (lesser of actual costs or 15% of total reimbursement) accurate
	 FORMCHECKBOX 


	Charging only allowable costs to the CACFP
	 FORMCHECKBOX 


	Evidence of prorating shared costs (e.g., space, utilities, etc.)    
	 FORMCHECKBOX 


	Labor cost documentation maintained and accurate

· time distribution report

· payroll(compensation, taxes, benefits

· compensation plan

· contract/professional services performed, etc.

· allocation methodologies
	 FORMCHECKBOX 


	Reporting program income from all other funding sources as required
	 FORMCHECKBOX 


	PROCUREMENT
	Yes

	Adherence to procurement rules compliance 

Bid documentation maintained and accurate (for purchases $150,000 or more) 

Request for proposal documentation maintained (RFP) (for purchases $150,000 or more) 

Small purchase documentation maintained and accurate (three quotes acquired)
	 FORMCHECKBOX 


	CACFP INSTITUTION REVIEW CONT. - SPONSORING ORGANIZATIONS ONLY

	MONITORING
	Yes

	Pre-approval visits conducted to all new centers
	 FORMCHECKBOX 


	Monitoring requirements met for previous year or current fiscal year

· at least two monitoring visits unannounced conducted

· at least one unannounced review include observation of meal service conducted

· reviews conducted within the proper timeframe
	 FORMCHECKBOX 


	Monitoring documentation maintained and accurate

· review reports

· deficiencies addressed 

· evidence of technical assistance

· evidence sponsored facilities were adequately monitored
	 FORMCHECKBOX 


	Meeting FTE requirements as stated in the Sponsor’s Management Plan - Sponsoring organizations of centers are required to have one (1) FTE for every 25-150 centers.  The FTE requirement should be documented in the Management Plan and employees whose labor costs are charged to the CACFP should be listed in the applicable budget.
	 FORMCHECKBOX 


	Evidence of accurately averaging reviews for all centers
	 FORMCHECKBOX 


	Follow-up reviews conducted when required
	 FORMCHECKBOX 


	5 day meal count reconciliation documentation and supporting daily/monthly food service records and attendance records
	 FORMCHECKBOX 


	ADMINISTRATIVE
	Yes

	Ensure sponsored centers only claim approved meals
	 FORMCHECKBOX 


	Ensure the number of meals claimed do not exceed the number of enrolled participants multiplied by the total operating days
	 FORMCHECKBOX 


	System of notifying the facility when there is a reduction in the claim for reimbursement that was submitted by the facility
	 FORMCHECKBOX 


	Documented technical assistance provided to the facility to ensure errors on the claim do not reoccur              
	 FORMCHECKBOX 


	Conduct household contacts to verify accurate enrollment and attendance in the participation of a meal service 
	 FORMCHECKBOX 


	Accurately conducting 5 day meal count reconciliation  in comparison  to attendance records (not applicable to outside school hours, At Risk, emergency shelters, and adult centers)
	 FORMCHECKBOX 


	Ensuring proper calculation of the center’s reimbursement and the sponsor , withhold sponsor fee and correctly pay each sponsored center (Administrative sponsors only)                                                                                                        
	 FORMCHECKBOX 


	Distribute reimbursement funds to individual facilities within 5 days of receipt from the State agency as required
	 FORMCHECKBOX 


	Signed center/sponsor agreement maintained and contains all required information (Administrative sponsors only)                                                                                                        
	 FORMCHECKBOX 


	Disseminate USDA BftS materials to each sponsored facility as required
	

	Seriously Deficient process established (Administrative  Sponsors only) – refer to CACFP Policy 31-Procedures for Administrative Sponsors Terminating a Sponsored Center's Child and Adult Care Food Program Agreement                                                                                                   
	 FORMCHECKBOX 


	Building for the Future Flyer (or other notice) distributed to households notifying the households of their center’s participation
	 FORMCHECKBOX 


	TRAINING
	Yes

	Training new centers                                               
	 FORMCHECKBOX 


	Annual training provided to staff sponsored centers 
	 FORMCHECKBOX 


	Documentation maintained of training session dates, locations, topics/agenda, and names of training attendees 
	 FORMCHECKBOX 


	REVIEW CLOSURE/EXIT CONFERENCE
	

	Corrective Action
	Yes

	· Acceptable corrective action (if findings identified)

Corrective action responses must include the following information:

· List WHAT processes and procedures will be implemented to correct the findings?

· HOW will the institution ensure the processes and/or procedures are followed consistently in order to prevent future findings?  What specific action steps will the institution implement? How will the institution’s staff be informed of the new processes and procedures?
· WHO is the person(s) responsible for implementing and complying with the processes and/or procedures? (List all persons involved in correcting the finding and preventing it from reoccurring in the future)
· WHEN will processes and/or procedures be implemented? (Provide an implementation date/timeline)
· WHERE will the corrective action documentation be retained?
Additional supporting documentation must be submitted with the corrective action response.  This might include copies of IES statements, enrollment forms, rosters, staff training documentation, monitoring reports, attendance and meal records, receipts, etc.)

EXAMPLE:
Finding: Inadequate milk receipts to justify quantities served. 

Milk purchases did not support the number of breakfast and lunch meals served and claimed. The center purchased 194.2 gallons, when 211.1 gallons were needed. 

Acceptable Corrective Action Response:
WHAT & HOW: The Milk Calculation worksheet provided by Bright from the Start will be used to determine how much milk is needed and should be purchased monthly. Based on the milk calculation worksheet, sufficient amount of milk will be purchased and the Cook will be provided with training on the amount of milk to be served. We will ensure that the required amount of milk is served for breakfast, lunch, and supper meals and when desired, pm snacks. Before a claim is submitted, the food receipts will be audited and in the event the sufficient quantities of milk were not purchased, the appropriate amount of meals will be subtracted from the claim total. 

WHO: Director and Cook
WHEN: June 30, 2012 

Poor Corrective Acton Response:

We will ensure enough milk is purchased.


	 FORMCHECKBOX 


	Verification of Payment of Funds Due to Unallowable Program Costs
	Yes

	Documentation to verify payments must include a cancelled check, bank stamped deposit slip, bank statement and/or entry in account records.  CACFP funds may not be used to pay back funds to the food service account.
	 FORMCHECKBOX 
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