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CACFP Daily, Monthly, and Annual CACFP Record Keeping Requirements
For FAMILY DAY CARE HOME PROVIDERS (LICENSED AND LLEP)

[bookmark: _GoBack]Daily Requirements
· Document Daily Attendance Record.
· Complete the Meal Participation Record at the ‘point of service’ or as directed by your Sponsor
· Menus must list the components, dates served, and substitutions (this includes infant menus also).

Monthly Requirements
· Make sure the Applications for Free and Reduced-Price meals are current for each claimed participant. 
· Make sure that each participant claimed for meals has an up-to-date enrollment form on file. 
· Gather all records required to be submitted with your monthly claim.
· Submit the Claim for reimbursement to your Sponsor as outlined in your Sponsor/Provider Agreement.
· Keep copies of all CACFP records.  

Annual Requirements
· Make sure all information on the Sponsor/Provider Agreement is current and accurate.  
· Receive required annual CACFP training (6 hours). 
· Receive Civil Rights training 
· Make sure each participant has a valid Enrollment form, signed by the parent/guardian. 
· Make sure the…and Justice for All and Building for the Future is displayed in a prominent place for the public to view.
· Complete the Application for Free and Reduced Price Meals and submit income verification documents for Tier I by income or to claim provider’s own children.  
