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HNS# 08-2014 
 

 

MEMORANDUM 
 

TO: Child and Adult Care Food Program Day Care Home Sponsors  

 

FROM: Mary Szafranski, Associate Superintendent 

  Arizona Department of Education, Health and Nutrition Services 

 

Melissa Conner, Director  

Child & Adult Care Food Program and Summer Food Service Program    

 

DATE: April 15, 2014 

 

SUBJECT: Claims Processing 

 
 
The purpose of this memorandum is to provide guidance to day care home sponsors on the Arizona 

Department of Education’s (ADE) expectations for how claims are processed. The decision is based on 

the following regulations: 

 

 7 CFR 226.18(c) states that reimbursement may not be claimed for more than two meals and one 

snack, or one meal and two snacks.  

 7 CFR 226.16(c) states that each sponsoring organization shall accept final administrative and 

financial responsibility for food service operations in all child care facilities under its 

jurisdiction. 

 226.18(e): Each day care home must maintain on file documentation of each child’s enrollment 

and must maintain daily records of the number of children in attendance and the number of meals 

by type, served to enrolled children. 

 CN #004-09/USDA 03-2009 states that while sponsors may keep duplicate records, maintaining 

records on site at the FDCH ensures that records are available for review when a monitor or 

auditor arrives at the home. Records that are kept at the provider’s home also afford the Arizona 

Department of Education an audit trail and the ability to confirm the accuracy of the records at 

both locations. In addition, maintaining records at the FDCH instills an internal control whereby 

the provider is assured that reimbursements are accurate and that no errors have occurred in the 

payment process. 
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Because the regulations identify that providers can only claim a certain set of meals and providers must 

maintain documentation that supports the claim, providers are responsible for being able to distinguish 

between claimed and unclaimed meals. Additionally, it is required that sponsors reconcile meal counts 

recorded by the provider during a five day reconciliation. Based on comparison of children in care, 

based on sign in/out sheets, to meals recorded, the sponsor must determine if an over claim exists.   

 

In an effort to apply the Program rules consistently, regardless of the method(s) used, sponsors must: 

 

 Require providers to submit meal data that clearly identifies which meals are being claimed for 

reimbursement.  

 Conduct accurate on site five day reconciliations, validating that each child in care is claimed for 

no more than two meals and a snack or two snacks and one meal. 

 Conduct routine checks of the CACFP claiming system to ensure claim accuracy. 

 Have a backup system in place for when the current method is not available. 

 

The ADE continues to encourage sponsors to work with their vendor to determine if any modifications 

could be made to the existing system that will allow providers to keep track of all the meals served for 

tax purposes while also meeting the requirements of the federal regulations. Please remember to inquire 

if such enhancements are an allowable cost to CACFP. 

 

Please have necessary system adjustments completed by July 1, 2014.   

 

If you have any questions regarding this guidance, please contact your Child Nutrition Program 

Specialist.  Your specialist is identified at the top of your Sponsor Application in the CNP Web 

Common Logon System. 
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