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REQUIRED RECORDS

The agency must maintain the following records for a period of three years after the year to which they pertain.

Enrollment Documents: Every client for whom meals are claimed must be “enrolled” for care in the center. Elderly or disabled volunteer assistants are not eligible for meals under the Child and Adult Care Food Program (CACFP). Adult care centers can claim clients who come to the center for “assessment” days – these are trial days or days when a potential client is assessed for placement. Because the centers must obtain a signed permission for care, we consider a client to be enrolled for these days.  

Participation/Meal Category Eligibility: Forms must be collected for every client enrolled and attending during each study month, unless the client is categorically eligible for free meals, and you are using the alternative documentation method of certification. There are two types of claim methods – Fixed Percentages and Actual Counts. We have provided sample forms, but do not require their use. If the agency chooses to create their own form, it must contain all of the required information including the Nondiscrimination Statement and the Privacy Act Statement.

Alternative Documentation: In lieu of the Participation/Meal Category Eligibility forms for clients who are categorically eligible for free meals, based on their participation in Medicaid/Medi-Cal, Supplemental Security Income, Food Stamp, or Food Distribution on Indian Reservations benefits, you may develop a roster with the client’s name, age, residence, impairment, and identification or case number. The roster must be signed and dated, and certify that the information on the roster is true and correct.

Racial/Ethnic Data Collection: The sample “CACFP Participation/Categorical Eligibility Application” and “CACFP Participation/Income Eligibility Application” forms also provide agencies with a method for collecting racial/ethnic information. The client is not required to complete this information. However, the agency is required to collect the racial/ethnic information. If the client declines to provide it, the agency must use another method of validation or do a visual assessment and record the information. We provide an Annual Civil Rights Self- Evaluation form in the “New Year” technical assistance packet for agencies to document the cumulative totals of racial/ethnic attendance.

Eligibility Roster: This form is used to document the one-month enrollment eligibility study. It contains the name, eligibility, and meal category of each client who was enrolled and attended the center during the study month. We recommend that the rosters be in the same order as the attendance sheets for the month. We also recommend that you sort your CACFP Participation/Categorical Eligibility Applications in the same order. We have provided sample forms, but do not require their use. Under the Fixed Method, a one-month enrollment eligibility study is required every October, and may be conducted during any month you feel it is to your benefit. Under the Actual Count method, the one-month study must be updated every month in which meals are reported. 

For-profit agencies must maintain a monthly roster that shows that at least 25 percent of clients enrolled and attending during the month are receiving the care under Title XIX Medicaid/
Medi-Cal or Title XX Social Security Act. Adult day health care centers may substitute their Department of Aging Medi-Cal billing records for this required documentation except for months in which they report eligibility on the CACFP claim.

Roster for Alternative Documentation: See Alternative Documentation above.

Attendance Sheets: Each agency creates its own attendance forms. The attendance must be recorded daily on a daily, weekly, or monthly attendance form. These often have other information on them, such as transportation, meal service, time in/out, etc. An agency can also use its attendance form to document a client’s meal intake (how much the client ate), or if the client was served a meal. However, we do not require this. If meal service information is on the attendance sheets, the agency can use it as its meal count but we still suggest that the agency also complete a monthly meal count summary sheet to facilitate claim preparation.

Menus: Agencies are required to develop and display their planned menus. They can either post the menus in hard copy, write it on a chalk or white board, or print it on a calendar, but it is necessary for them to plan their menus and notify the clients of the menu components. The agency must maintain on file a record of all daily menus for meals served and claimed in the CACFP.

Meal Pattern Compliance Records: All meals/snacks that are prepared by the agency must be documented with menu production records. If the agency does not complete these records, food purchasing and inventory records must be matched to the menus to ensure meal pattern compliance. Both component and quantity requirements must be met, and the surest way to document this is by using a menu production record.

All meals/snacks that are received from a vendor must be documented with delivery/transport records and vendor invoices. We recommend that agencies have their vendors itemize the delivery/transport records identifying each component and quantity. We require temperatures of components be taken at the time of delivery to ensure food safety. We can provide agencies with a sample form, but do not require its use.

Meal Count Summary: Each participating site must maintain a daily record of the number of meals served to eligible adults by type of meal (meal counts). If the agency is using the Actual Count claim method, the meal count must be recorded by the client. We provide two sample meal count summary sheets, but we do not require their use. The meal count must be taken at the point of service. 

Claim Forms: There are two claim forms – one for Actual Count and one for Fixed Percentages. 

1. The Actual Count form must have the number of meals, by type, served broken out by Free, Reduced-Price, and Base Rate. In addition, the agency must report the Enrollment/Meal Category Eligibility each month.

2.
The Fixed Percentage form requires that the agency report the total number of eligible meals by meal type. Enrollment/Meal Category Eligibility is reported on the first claim of each fiscal year, and NOT again during the federal fiscal year unless the agency wants to change its fixed percentages.

Permanent Records: An agency must maintain the following documents on file throughout its participation in the CACFP and for three years after cancellation/termination of its CACFP Agreement:

(
Copies of your approved CACFP Application for Participation, signed Agreement to Participate, Management Plans, Site Information sheets, and approved renewal documents.

(
Current license/approval to operate (Alzheimer Pilot Projects) – for all sites approved to participate in the CACFP.

Other Food Program Documents the Agency Must Maintain:
(
Individual plans of care – for all clients under age sixty. 

(
Documentation of annual staff training on the CACFP.

(
Documentation of site monitoring – sites must be monitored three times each program year, with not more than six months between monitoring evaluations. If areas of noncompliance are found, the agency is required to ensure corrective actions are taken. They must document those actions and their follow-up activities.

(
Documentation of CACFP funds used for allowable food service program cost. (See USDA Food and Nutrition Service Instruction 796-2, Rev. 3.)

· Copy of the CACFP Public Service Announcement and a listing of the media agencies to which the announcement was sent.

(
Sample “Letter to Households” used to disseminate the CACFP Participation/Categorical Eligibility Application forms.

(
Procurement documentation of original food service vending agreements, contracts, contract renewals, and invoices. 

(
Program Guidance Materials:  

Application for Participation Administrative Information

Participation/Eligibility Determination Guidance
Procurement of Vended Meals -- Documentation Necessary for the Purchase of Meals

Food Buying Guide for Nutrition Programs  

Management Bulletins issued by the Nutrition Services Division 

(See http://www.cde.ca.gov/ls/nu/)


