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CACFP ADMINISTRATIVE 

REVIEW TIPS

HOW READY ARE YOU FOR A 

REVIEW?

 

Introduction:  Imagine, it is the week 
before your CACFP review.  As you 
get ready for work on  Monday 
morning,  you plan in your mind 
what files are  needed for the 
review.  You have cleared your 
schedule, you know that a week will 
be more than enough time to have 
finalize organizing the files for the 
review on the following Monday.  
Then, just before you walk out the 
door to work, the phone rings – the 
unexpected illness of a family 
member requires that you leave 
town right away.  You will be gone.  
Your co-workers know where some 
of the CACFP materials are – but 
not all of them.  Houston! We have a 
problem! 
 
In this presentation, there will be 
three areas that will be discussed 
about the review process.  These 
are: 1) being prepared for a review; 
2) best practice for writing a 
procedure; 3) responding to 
corrective actions 
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CACFP Administrative Tips

Preparing for a Review:

 Unexpected absence of the 

CACFP contact person

 ODE comes unannounced to 

review your operation

 

How prepared are you for a review?  
Do you spend weeks getting files 
and information ready for a review?  
Is your program ready to be 
reviewed anytime??  How 
comfortable would you feel if:   1) 
you were absent or there was an 
unexpected absence of the CACFP 
person during the review dates; or 
2) ODE comes unannounced to 
review your program. 
*Your CACFP should be operated in 
such a way that a reviewer could 
come any time and find records and 
documents in order and procedures 
being done according the CACFP 
requirements.  Ideally, it should not 
make a difference if you or your 
CACFP contact person was not 
available during a review and/or if 
ODE came on an unannounced 
review. 
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Preparing for a review

PRINCIPLES:

 Several people should know 

where files are kept

 CACFP files should be easily 

retrieved

 Records should be “review 

ready” at all times

 

Who are the people in your office 
who know where all the CACFP 
records are kept? Do you have a list 
of those people? Is this list available 
to office personnel? 
How are the CACFP records kept 
(in individual participant files; files by 
month; files by year)?  How easily 
can they be retrieved? 
If a reviewer came unexpectedly to 
your office when you or your CACFP 
contact person was away, would the 
staff members at your office be able 
to obtain all the files the reviewer 
will need to see?  Do you go over 
meal count records, menus and 
attendance records with a fine tooth 
comb only during your review year?  
Or do you monitor that monthly no 
matter when you will be reviewed? 
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Records

 Child Enrollment Forms (if 

applicable)

 Infant Feeding Benefit and 

Acknowledgement Forms (if 

applicable)

 Monthly attendance records

 Monthly meal count records

 

Usually, ODE will send a letter 
confirming review dates with you.  In 
this letter, ODE details what records 
you will need to have available for 
review.  However, do you have a list 
of records that ODE routinely 
reviews?  If ODE should come to 
your office unannounced would you 
know what records to begin pulling 
before the reviewer asked for them?  
The next few slides review the 
records that ODE requires to be 
available during a review. 
 
How does your office keep child 
enrollment forms and infant benefit 
acknowledgement forms if they 
apply to your program?  In individual 
participant files?  All forms are kept 
in one file? By site?  How quickly 
can your retrieve your records? 
 
How do you ensure that all 
attendance records and meal count 
records are on file and complete? 
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Records 

 Monthly Menus with recipes and 
CN labels to support 
combination foods

 Medical statements for food 
substitution

 Monthly receipts for CACFP 
allowable food and nonfood 
purchases, labor costs and 
vendor invoices

 

Are there recipes and CN labels to 
support your menus?  USDA is 
requiring that CN labels that are 
used to verify creditable meal 
components of a commercially 
prepared combination food be 
removed from the actual food 
package – i.e. no Xeroxed copies.  
Who has the copies of your working 
menu? 
 
Will the reviewer find your receipts 
clearly document allowable 
expenses charged to CACFP? Do 
the receipts also identify non-
allowable CACFP expenses which 
were not charged to CACFP?  Do 
your labor time sheets clearly 
document the hours spent by staff 
on CACFP duties, if you are 
claiming those administrative costs. 
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Records

 Training documentation

 Site Monitoring documentation 

 Civil Rights procedure and 

documentation

 Racial Ethnic documentation

 

Have you followed your planned 
schedule for site monitoring?  What 
method do you use to ensure that 
site monitoring is followed and no 
more than 6 months have lapsed 
between site monitoring visits? 
Have you documented follow-up on 
problems noted during site 
monitoring?  
 
What about Civil Rights training?  
When a reviewer speaks with a staff 
member, the staff member is often 
nervous.  How do you think the staff 
member will be feeling when an 
angry parent comes demanding to 
file a discrimination complaint?  
Does your staff know the Civil 
Rights procedure cold?  Will they 
remain calm and remember how to 
follow your CR procedure in the face 
of an angry parent? 
 



This list of records is not exhaustive.  
Refer to Big Red for records 
required for the OMAR, For-Profit 
eligibility, Pricing, and infants to 
name a few. 
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CACFP Administrative Tips

Food for Thought

How easily can your co-workers 

access all of required records?

For all your sites are you confident that 

a reviewer dropping in unannounced 

would see CACFP procedures being 

done correctly?

 

You should be ready for an ODE 
review at all times.  What steps do 
you need to take to ensure that your 
program is review-ready? 
 
Food for Thought: 

 
How easily can your co-workers 
access all of required records? 
 
For all your sites are you confident 
that a reviewer dropping in 
unannounced would see CACFP 
procedures being done correctly? 
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CACFP Administrative Tips

What is a Procedure

 Have a goal/objective

 Answer “how”, “who”, “when”

 

If you have a review finding, then 
you will be asked to complete 
corrective actions as part of the 
review process.  Often a request for 
the development and writing of a 
procedure is part of the corrective 
action.  Sponsors send ODE 
procedures written in a variety of 
ways.  This next section is a 
discussion regarding one way of 
writing a procedure.  Clearly written, 
detailed procedures save time for 
both Sponsors and ODE.  A clearly 
written procedure will be less likely 



to receive a response of inadequate 
action from ODE.  What will be 
reviewed in the next few slides is 
one way of writing a procedure.  
Many of you have written 
procedures that are acceptable to 
ODE as a response to your 
corrective action.  However, some of 
you may have also written 
procedures that were not 
considered an adequate response. 
 
A procedure is a set of instructions 
for performing a task.  ODE often 
asks for a procedure or system.   
Your procedure should have a goal 
or objective.  The task can be 
physical such as “how to do family 
style meal service” or it can be 
mental such as “how to reconcile 
meal counts”.  Procedures tell 
“how”.  Specifically:  1)how to do 
something 2)how the parts of a task 
relate to one another 3)how 
something was done 4) how 
something will be done.  Procedures 
also identify who will be doing the 
procedure and when the procedure 
will be done. 
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State the Goal

 State the goal

 This procedure tells you how 

to do point-of-service meal 

counts

 Conducting Point-of-Service 

Meal Counts

 

When writing a procedure, the first 
step is to state the goal or objective 
as briefly as possible.  No matter 
how simple a procedure there 
should always be a concisely stated 
goal or objective.  Often a simple 
heading will be all that is needed, 
such as this goal.  
 
On this slide there are 2 sample 
statements of the goal. The first 

and: “This procedure tells you 
how to do point-of-service 
meal counts.”  The second one 



is a simple heading: 
“Conducting Point-of-Service 
Meal Counts.” 
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Create a “Read Me” Section

 Supplies needed

Attendance record

Point-of-Service Meal Count 

record

Pencil

 

If knowledge or supplies are needed 
state that in the “Read Me” section 
which goes before the procedure 
 
For this example the supplies 
needed are: 

Attendance record 
Point-of-Service Meal 
Count record 
Pencil 
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terminology

 “Point-of-Service Meal Counts 

must be taken at the ‘point-of-

service’.  For Family Style Meal 

Service the ‘point-of-service’ is 

when the participant is seated at 

the table with the complete 

reimbursable meal set on the 

table.”

 

Explain any “must know” information 
or definitions.  For example:  “Point-
of-Service Meal Counts must be 
taken at the ‘point-of-service’.  For 
Family Style Meal Service the ‘point-
of-service’ is when the participant is 
seated at the table with the 
complete reimbursable meal set on 
the table.” 
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should be done

 The point-of-service meal count 

must be taken before the 

participant leaves the table 

 The point-of-service meal count 

may not be taken after the 

participant leaves the table

 

Identify “when” the procedure 
should be done.  This slide shows a 
positive way of stating when the 
point-of-service meal count must be 
taken, or a negative way of stating 
when it may not be taken. Both 
clearly state when the procedure will 
be done. 
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procedure

 The person(s) performing the 

point-of-service meal counts will 

be: 

 Head teacher for the classroom

 Assistant teacher

 

Identify who will perform the 
procedure?  In this example The 
person performing the point-of-
service meal counts will be the 

Head teacher for the 
classroom.  What happens if the 

Head Teacher is absent? There 
should be a back-up person to 
perform the procedure.  That 
person, in this case, would be the 
assistant teacher.  
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procedure
 Point-of-Service Meal Counts

1. Ensure all children intending to eat are seated at the 
table

2. Ensure all components of the meal are placed on the 
table

3. Use the point-of-service meal count record to mark the 
meal for each child seated at the table

a. Before marking the point-of-service meal count 
record determine if a child is receiving a food 
substitution that results in a missing meal 
component.

b. If a child is receiving a food substitution that results 
in a missing meal component, ONLY mark that 
meal if there is a Medical Statement for food 
substitution on file.

c. Mark sibling meals in the “sibling” column of the 
meal count record

4. Use the attendance record to double-check that child 
marked as receiving a meal is also marked as “present”

5. Total the number of children marked as receiving a 
meal at the bottom of the point-of-service meal count 
for each day for the meal being served

6. Double check the total count for the meal and initial the 
record  

List your procedure in simple steps.  
On the screen there is a sample 
procedure on how to do point-of-
service meal counts for family style 
meal service.  Notice that there are 
six steps to the procedure.  The 
third step has additional 
subsections.   
 
Most procedures that you will be 
asked to submit to ODE will require 
a double check.  #6 includes a 
double-check in the procedure. 
 
The goal in writing a procedure is 
that a staff person could read the 
procedure and know how to perform 



the task. 
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Considerations

 Write procedures as numbered 

lists

 Limit the length to 10 steps

 Limit each step to one task

 State who performs the steps

 

In summary, when writing 
procedures write them as  
numbered lists  
limit the length to 10 steps 
limit each step to one task 
state who performs the steps. 
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Corrective Actions

Definition of a Corrective Action

 A Corrective Action is a change 

implemented to address a 

weakness identified in a 

management system

 

When you are being reviewed and 
you are not in compliance with one 
or more CACFP requirements, then 
ODE will issue and require you to 
submit a corrective action plan. 
 
 A corrective action is a change that 
will be implemented to address a 
weakness identified in a 
management system.  The 
corrective action that a Sponsor 
develops must permanently and 
completely correct the problem. 
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Sample Corrective Action

 Develop, implement and submit 
procedures to establish a double-check 
system to ensure that participants receiving 
four meals per day are only reimbursed for 
2 meals and one snack.  Address the 
following:

1. How meals that should not be counted 
for reimbursement will be identified

2. How meal count records will be 
reviewed to identify those participants 
receiving four meals per day.

3. Identify the title/position of the person 
performing the double-check of meal 
counts and ensuring that participants 
are reimbursed for only two meals and 
one snack per day.

 

On this slide is a sample corrective 
action given by ODE.  In the 
sample, the corrective action is 
requiring a complete procedure 
detailing “how” you will ensure that 
the sponsor will be reimbursed for 
only 2 meals and 1 snack per 
participant per day.  “How” meal 
counts records will be reviewed.  
“Who” will be performing the tasks?  
 
The corrective action that ODE 
writes does not include everything 
you should be putting in your 
procedure.  The bullet points we 
provide are key points that should 
definitely be included in the 
procedure.  In the procedure on this 
slide there are 3 key points that 
should be included as part of the 
procedure.  However, the procedure 
that you develop should have more 
detail.  For example:  How often will 
the meal count records be reviewed, 
who will do the initial review, etc. 
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Sponsor’s Response

I have put in place a system to double-

check meal counts prior to the end of 

each month and before turning in 

reimbursements for the month.  The 

Assistant Director will place meals 

on the spread sheet that can be 

claimed and I will check and total the 

claimed meals before submitting the 

reimbursement.

 

In this slide there is a sample 
response to the corrective action to 
ensure that the sponsor will not be 
reimbursed for more than 2 meals 
and 1 snack per participant per day.  
What is missing from this corrective 
action?  The corrective action 
requested how non-reimbursable 
meals will be identified.  It also 
requested how participants 
receiving more than 2 meals and 1 
snack will be identified.  Finally, it 
asked for the title/position of the 
person(s) doing the double-check.  
The sponsor responded to the last 
part of this corrective action. 
The procedure as written does not 
give the ODE reviewer a clear visual 
picture of how the sponsor will 



permanently correct the problem of 
being reimbursed for more than 2 
meals and 1 snack per participant 
per day.  The corrective action must 
be implemented and permanently 
correct the finding. 
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CACFP- Meal Count

Position Responsible: Cook/Director/Teacher

Objective: To submit an accurate monthly CACFP meal/snack count to ODE 
for reimbursement.

Restaurant Style Meal Service: the minimum portion for all meal components 
will be served at one time.  The point-of-service meal count must be taken 
when with student has a complete reimbursable meal in front of them.

1. At the time of meal service, the Teacher will place a mark under the 
appropriate meal column for each student who has a complete 
reimbursable meal/snack in hand. 

2. When a meal/snack is not reimbursable due to no medical statement for food 
substitution on file or parental preference the initials MED or PP will be 
documented on the Sign In/Out sheet. This will indicate the meal will NOT 
be reimbursed by CACFP; therefore uncountable. 

3. At the end of the day the meal count record and menu will be turned in to the 
Director for tally. The menu will be evaluated to determine that a creditable 
meal was served.  The total number of reimbursable meals will be recorded 
at the bottom of the meal count record for the day. 

4.The Director will highlight in “green” the name of any child receiving more than 
2 meals and 1 snack during the day.  Also any meal over the 2 meals and 1 
snack will be highlighted in “green”.  “Green” highlighted meals will not be 
counted for reimbursement.

5.At the end of the week the Assistant Director will double-check meal counts to 
ensure accuracy.

 

This is a sample response written 
for the corrective action regarding 
ensuring that no more than 2 meals 
and 1 snack are claimed for each 
participant each day and meal 
counts. 
 
Notice that this procedure includes 
the position responsible, the 
objective, and the definition of 
Restaurant Style Meal Service.  #5 
has a double-check procedure, 
which is usually required by ODE. 
 
This procedure is written well 
enough that a staff person could 
implement and permanently correct 
the finding that the sponsor was 
reimbursed for more than 2 meals 
and 1 snack per participant per day. 
 
A well-written corrective action can 
visualize how this procedure is 
done.  Will your corrective action 
allow the Child Nutrition Specialist 
be able to “see” what you will be 
implementing.  Additionally, a third 
party who had not been on site 
would be able to visualize what you 
are implementing. 
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 ODE may arrive unannounced to 
conduct a review – are you ready?

 Clearly written procedures ensure 
that staff are implementing CACFP 
requirements

 When there are review findings a 
corrective action plan will be 
required.  Writing clear procedures is 
essential to permanently 
implementing and correcting the 
finding.

 

In summary: 
 
ODE may arrive unannounced to 
conduct a review – are you ready? 
 
Clearly written procedures ensure 
that staff are implementing CACFP 
requirements 
 
When there is review findings a 
corrective action plan will be 
required.  Writing clear procedures 
is essential to permanently 
implementing and correcting the 
finding. 
 
 
 

 


