
Arizona Department of Education 
Community Nutrition Programs 
Multi-Site Recordkeeping Policy 

This institution is an equal opportunity provider. 

Sponsoring Organization Name/Address: Name/Address of Other (If Applicable): 

Sponsor Contact: Sponsor Phone Number: 

Recordkeeping: 7 CFR 226.10 (d), 7 CFR 226.15 (e), 7 CFR 226.16 (e) 
All of our Child and Adult Care Food Program records must be kept for at least five years and must be made immediately available upon 
request. Per ADE requirements effective October 1, 2019, certain records must be maintained on-site during the current month of operation. 
Any records from previous months may be maintained either on-site, at the sponsor office, and/or another location, as indicated below. 

The following chart indicates where specific records are maintained for

Required Records 
Current Month  Previous Months 

Site Sponsor Other 
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Required postings: Building for the Future, And Justice for All, licenses, and 
kitchen permit (if self-prep) 
Enrollment Emergency Forms (Blue Cards) 
Point of Service Meal Count Sheets 
Infant Point of Service Meal Count Sheets (If Applicable) 
Sign-In/Out Sheets 
Child Nutrition Labels for Commercially Prepared Entrées (If Applicable) 
Supporting documentation for all low sugar yogurt served (If Applicable) 
Supporting documentation for all low sugar cereal served (If Applicable) 
Supporting documentation for all Whole Grain products served 
Menu Modification Form (If Applicable) 
Food Handler and Food Protection Manager Certificates per county requirements 
Time Distribution Reports 
Procedure for Complaint of Discrimination 
Household Contact Policy 
Menu 

Th
es

e 
re

co
rd

s m
ay

 b
e 

m
ai

nt
ai

ne
d 

on
-s

ite
, a

t 
th

e 
sp

on
so

r-
le

ve
l, 

an
d/

or
 in

 a
no

th
er

 lo
ca

tio
n 

du
rin

g 
th

e 
cu

rr
en

t m
on

th
 a

nd
 p

re
vi

ou
s 

 

Meal Benefit Forms 
Emergency Shelters: Names, DOB, and dates of enrollment of each participant 
Head Start: Roster of participants that qualify for HS, signed by a HS Official 
Free/Reduced/Paid Claiming Rosters 
DES Billing Records (If Applicable) 
Meal Count Summary Sheet 
Food Cost Reports 
Receipts and invoices to support purchased food 
Expense Worksheet 
Receipts, invoices and leases to support the Expense Worksheet 
Small and Large Purchase Procurement Documentation (If Applicable) 
Monitoring Visit Reports 
ADE approved Permanent Agreement 
Menu Production Records (If Applicable) 
Staff Training Documentation: attendance roster, agenda, and materials 
At-Risk Records (If Applicable) 

Site Sponsor Other 

all sites. 

N/A 

the following sites:        



Special Operating Instructions: 
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