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Arizona Department of Education (ADE)

This training was developed by the Arizona Department of 
Education (ADE) Health and Nutrition Services Division (HNS).

Intended Audience

This training is intended for all organizations operating the 
Child and Adult Care Food Program (CACFP) receiving a Fiscal 
Year 2021 CACFP Review. All regulations are specific to 
operating the CACFP under the direction of ADE. This training 
does not apply to Family Day Care Home (FDCH) Sponsors.

Training Hours

This training counts toward Empower Program training 
requirements. It is listed on the Arizona Early Childhood Workforce 
Registry. If you want this training to appear on your Registry 
transcript, please provide your ID in the completion survey.
Length: 15 Minutes 2



Objectives

At the end of this training, attendees will:

• understand the State Agency monitoring requirements 

for entities operating the Child and Adult Care Food 

Program;

• increase awareness of the review process; 

• identify documents to be submitted during the review; 

and

• understand potential review outcomes and what to 

expect after the review.
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Monitoring Requirements of the State Agency
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Arizona Department of Education (ADE) must conduct Compliance 
Reviews of all organizations operating the Child and Adult Care 
Food Program (CACFP) at least once during each three-year 
review cycle. A CACFP Review is ADE’s assessment of your 
operation of the program. 



• Ensure organizations are administering the Child Nutrition 
Programs as intended by the United States Department of 
Agriculture (USDA)

• Determine if an organization is meeting all program 
requirements

• Provide technical assistance

• Secure any needed corrective action (if applicable)

• Assess fiscal action (if applicable)

Purpose of the CACFP Review
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Areas of the CACFP Review
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The CACFP Review will focus on the accountability requirements 
in the areas of:

• Enrollment

• Meal Counting

• Menu and Supporting Documentation

• Safety and Sanitation 

• Administrative and Operational Costs

• Monitoring and Training

• Procurement

ADE 
Monitoring 
Requirements



• Review the forms and letters from your last CACFP Review to verify all 
previous findings have been permanently corrected. This will help you 
avoid repeat findings.

• Consider program areas where you may need additional information 
or knowledge and complete applicable training.

• CACFP Training Webpage

• Make sure all program documents are organized and readily available.

• Organizing and Storing CACFP Records

• Complete the CACFP Menu Self-Assessment.

• CACFP Menu Self-Assessment

• Evaluate whether your organization’s staff members demonstrate 
compliance within all areas; including but not limited to point of 
service meal counts, food preparation, and menu development.

Preparing for a CACFP Review

9

ADE 
Monitoring 
Requirements

https://www.azed.gov/hns/cacfp/cacfptraining
https://www.azed.gov/sites/default/files/2020/09/CACFPOrganizingandStoringRecords.pdf
https://www.azed.gov/sites/default/files/2020/09/CACFP%20Menu%20Self%20Assessment.pdf
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Fiscal Year 2021 CACFP Reviews will be conducted virtually 
between December 2020 and September 2021. Organizations 
receiving a CACFP review can expect the following of the 
review process: 

• Entrance Interview (Phone)

• Off-Site Electronic Record Review (ADE Secure File 
Transfer System)

• Unannounced Virtual Meal Observation (ADE Secure File 
Transfer System)

• Exit Interview (Phone)

Review of CACFP FY21
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Organizations receiving a CACFP Review in Fiscal Year 2021 
will be notified via email by their assigned CACFP Specialist.

The initial email from a CACFP Specialist will share key 
deadlines and dates for each phase of the review, which will be 
conducted by phone or secure email.

This email will contain all information you need to know about 
your review, including what documents to submit and when, 
and instructions on scheduling the entrance interview. 

Notification of the Review
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Site Selection
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Number of Sites
Minimum Number of Sites

to Review for CACFP

1 to 10 1

11 to 20 2

21 to 30 3

31 to 40 4 

Every CACFP Review includes site-level assessment. Single-site 
organizations receive a site assessment during every review. 
Multi-site organizations receive site assessment(s) for 10% of 
their approved sites. The sites selected for review will be 
identified in the notification of review. 



Communicating with Your Reviewer
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As the review may cause questions and/or concerns, ADE sees the 
review as a customer service opportunity to assist in program 
operations and regulations. Reviewers are not only there to review 
program operations, but to help the organization have a 
successful review and to provide technical assistance. 

If clarification regarding the review is needed, ADE encourages 
organizations to reach out to their assigned CACFP Reviewer at 
any time. 

The CACFP  
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The entrance interview is a 30-minute phone conversation with the 
CACFP Specialist conducting your review.

Certain questions on the ADE review form can only be answered by 
speaking directly with an Institution Representative. Answers 
collected will be used to complete the Review Form.

Topics of Discussion:

• Meal Service

• Civil Rights

• Safety and Sanitation

• Procurement

• Recordkeeping

• Infant Feeding (if applicable)

Phase 1: Entrance Interview
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ADE will evaluate CACFP records from a selected month. All 
requested records must be submitted to ADE by the stated deadline 
through the ADE Secure File Transfer System, called BDS. The 
absence of records will result in findings and if applicable, the 
disallowance of meals.

COVID-19 FY21 Desk Review Checklist

• You will receive an email invitation to join BDS and will be 
prompted to create a username and password for this system.

• You will receive an email from ADE in this secure file transfer 
system, which will contain a checklist of all documents that must 
be submitted.

• You will submit all requested documents in PDF format through 
this ADE secure file transfer system.

Phase 2: Off-Site Electronic Record Review
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https://www.azed.gov/sites/default/files/2020/12/Desk%20Review%20Checklist.pdf


The COVID-19 FY21 Desk Review Checklist 
contains a list of all documents that must 
be submitted through the ADE secure file 
transfer system.

The checklist provided to you by your 
assigned CACFP Specialist may have 
“N/A” selected next to certain documents. 
This means that a certain document does 
not pertain to your operations, and it does 
not need to be submitted. For example, if 
you do not have infants in your care, Infant 
Meal Count Sheets will have an “N/A”.

COVID-19 FY21 Desk Review Checklist
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https://www.azed.gov/sites/default/files/2020/12/Desk%20Review%20Checklist.pdf
https://www.azed.gov/sites/default/files/2020/12/Desk%20Review%20Checklist.pdf
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The virtual meal observation will not be announced in advance. The 
organization will be contacted before 8am on an unannounced day 
during the month of the review and asked to submit documents, 
including photos and videos of the meal service, by close of business 
on the same day.

Purpose: The unannounced virtual meal observation is conducted 
instead of the on-site meal observation due to COVID-19 social 
distancing recommendations. The purpose is to observe meal 
compliance (components, creditable foods, portions, etc.) during the 
desk review.

Note: Photo releases are not necessary. These photos and videos will 
only be used internally by ADE and will not be publicly released or 
shared.

The CACFP 
Review 
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Phase 3: Unannounced Virtual Meal Observation
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Phase 3: Unannounced Virtual Meal Observation
Documents required for participants 1 year of age and older:

1. A photo of the posted menu for that day (must contain the date)     
Perform an internet search specific to your camera or phone model to learn how to post a date on photos 

2. Photos and/or videos of the lunch meal service for that day. The 
requirements are as follows:

• Photos must include a time stamp (to verify the date)

• Photos must represent at least 1 classroom for each age group*
being served.

• Photos for each age group* must show:

• Photo of the meal (pre-plated if appropriate)

• Photo of an entire table during the meal service

• 2-3 photos or a video of the actual meal service

3. Receipts documenting that the items for meals in the photos were 
purchased recently
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Phase 3: Unannounced Virtual Meal Observation
Documents required for participants under the age of 1 (infants):

1. A photo of the front packaging of all iron-fortified infant 
formula, iron-fortified infant cereal, and infant foods purchased 
by the center

2. Photos and/or videos of the lunch meal service for that day. 
The requirements are as follows:

• Photos must include a time stamp (to verify the date)

• Photos must show:

• A photo of 2 or more (if in care) infants’ lunch meals 

• 2-3 photos or a video of the actual meal service

3. Receipts documenting that the items for meals in the photos 
were purchased recently



Phase 4: Exit Interview
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The exit interview is a 30-minute phone conversation with the 
CACFP Specialist conducting your review. Your CACFP Specialist 
will go over each section of the completed FY21 Review Form 
with you, highlighting areas of strength and areas that need 
improvement. You will have the opportunity to ask program 
questions and seek clarification.

After the exit interview, your CACFP Specialist will email you the 
final FY21 review form to be signed and returned. Please also 
keep a copy for your records.

The CACFP 
Review 
Process
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CACFP Review Letter
Once the review is complete, the CACFP Specialist writes a Review 
Letter. The Review Letter summarizes the review. 

Review Letter Types:

• Corrective Action Letter

• This letter is sent if the review resulted in findings. ADE is 
requesting Corrective Action to fix the program findings.

• Corrective Action and Fiscal Action Letter

• This letter is sent if the review resulted in findings and 
fiscal action. ADE is requesting both Corrective Action to 
fix the program findings and Fiscal Action requesting a 
return of funds.

• Review Close-Out

• This letter is sent after all Corrective Action and/or Fiscal 
Action is accepted and if the review resulted in no findings.



After the 
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Fiscal Action

Meal pattern compliance, participant enrollment, and accurate meal 
counting and claiming are considered critical areas of the review. 
Findings in these critical areas could result in ADE taking 
reimbursement back; otherwise known as, fiscal action. 

Reimbursement will only be taken back at the time of the CACFP 
Review if fiscal action was assessed and the total sum exceeds 
$600. If fiscal action is assessed and the total sum is less than 
$600, reimbursement will not be taken back at this time.



After the 
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Corrective Action

A written response must be provided by the due date indicated in 
the CACFP Review Letter. The response should address all 
required corrective action items listed in the report. 

• Please note that failure to complete corrective action by the 
given deadline may result in serious deficiency or termination.

• It is best practice to submit corrective action prior to the deadline 
in case any revisions are required.



Congratulations!

You have completed the What to Expect: CACFP 
Review online training.

ADHS Empower Program

This training counts toward Empower Program training 
requirements.

Arizona Early Childhood Workforce Registry

This training is listed on the Arizona Early Childhood 
Workforce Registry. If you want this training to appear on 
your registry transcript, please provide your Workforce 
Registry ID when completing the survey.
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Congratulations!

Requesting a training certificate
Please click on the link below to complete a brief survey about 
this training. Once the survey is complete, you will be able to 
print your certificate of completion from Survey Monkey.

https://www.surveymonkey.com/r/CACFPOnlineTraining

The information below is for your reference when completing the 
survey:

• Training Title: What to Expect: CACFP Review (0.25 Hour)
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https://www.surveymonkey.com/r/CACFPOnlineTraining


In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions 
participating in or administering USDA programs are prohibited from discriminating based on 
race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights 
activity in any program or activity conducted or funded by USDA. 

Persons with disabilities who require alternative means of communication for program 
information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact 
the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of 
hearing or have speech disabilities may contact USDA through the Federal Relay Service at 
(800) 877-8339. Additionally, program information may be made available in languages other 
than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination 
Complaint Form, (AD-3027) found online at: How to File a Complaint, and at any USDA office, or 
write a letter addressed to USDA and provide in the letter all of the information requested in the 
form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form 
or letter to USDA by:

1. mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

2. fax: (202) 690-7442; or
3. email: program.intake@usda.gov.

This institution is an equal opportunity provider.

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov
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