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Speaker

Today's webinar will be facilitated by Ashley
Kennedy. Ashley is a trainer, and Health and
Nutrition Services (HNS) Specialist at the Arizona
Department of Education (ADE). She joined HNS
in March of 2022. 

Currently, Ashley conducts webinars and in-
person trainings for nutrition professionals
operating Child Nutrition Programs. She also
helps lead upLIFT, an ADE nutrition initiative that
provides professional development for school
nutrition professionals to enhance their desired
menus and serve nutritious meals. 



This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for institutions operating the Child and Adult Care
Food Program (CACFP) in Arizona under the direction of ADE. Attendees are encouraged to contact their
assigned HNS specialist for ongoing support and assistance with regulatory questions.  

Disclaimer 



Intended Audience
This training is intended for institutions operating the
Child and Adult Care Food Program (CACFP). 

Objectives
At the end of this training, attendees should be able to: 

understand the annual renewal application
requirements for operating the CACFP in Arizona;
assess compliance with program updates and
requirements; 
acknowledge common findings and resources
available to help prepare for an Administrative
Review; and,
explain how to access HNS trainings and resources.

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.

Training Title: Staying on Track with
the Essentials of CACFP for Program
Year 2027

Hours of Instruction: 1.0 Hour -
Administration

Information to include when documenting this
training for Continuing Education and Training
Credit:This training is required for all organizations renewing

participation in the CACFP in Program Year 2027. 



INTRODUCTION

Questions can be asked in the Q&A at any
time during the webinar.

Questions will not be answered live but will
instead be addressed in a follow-up
communication to ensure all operators have
access to the responses. 

The chat function has been disabled for this
webinar. Please input questions in the Q&A.

Questions

Use the Q&A to
ask a question.  



Agenda
Section 1:  Renewal Application Requirements

Section 2: Program Updates and Reminders

Section 3: Administrative Reviews



Section 1 
Renewal
Application
Requirements



Management Plan and Budget in CNP Management Plans
and Budgets

Site and Sponsor Applications in CNPWeb

Permanent Agreement

Free and Reduced-Price Policy Statement

Single Audit Qualifying Questionnaire

Participation in the CACFP must be renewed by all
operators each program year. ADE released HNS 09-2026:
CACFP Renewal for Program Year 2027 to provide formal
guidance on renewal requirements and program updates. 

Renewal Guidance

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

HNS 09-2026 CACFP RENEWAL FOR
PROGRAM YEAR 2027

Additional Requirements:

Renewal Requirements for PY27:

HNS 09-2026:
Child and Adult Care Food Program Renewal for

Program Year 2027

https://www.azed.gov/sites/default/files/2026-08/Memorandum%20HNS%2009-%202026%20CACFP%20Renewal%20for%20Program%20Year%202027.pdf
https://www.azed.gov/sites/default/files/2026-08/Memorandum%20HNS%2009-%202026%20CACFP%20Renewal%20for%20Program%20Year%202027.pdf
http://link.hns.azed.gov/ls/click?upn=u001.0jZG60asxkoJfq9lqV-2FjI4OxpfTlqk8LJnk03jKhIWZYqZ2fQS1zV62LXmHgTQQxHR-2F-2BbxGZsn44wpJZ72Taj-2FlEJfY1l3-2BtIWcSjwaddGjzfeV3MKL40znUXVPimGp8ubBLuTUQSjarTL6SBrriYsjqbPBn1g3jdJyN0F13CSvqb7bht1sAvaG1YCIskx23h01l_B-2B4UjKkqW7JI24Ledq3pZxEf-2FaRnEdarEgAc-2BTU2ZL8HOmLT6yD1jRfT8ssDsXhadcyfzw01r198n6VBoV4ZJnpKo359jd1Ton5gcRykK9ysOxAIrfkwGWFfvxm-2FECxcZuCAp703v73L8K0-2FbDGNDAQ3czfWMXZAz8e16W30LL1lOhsPzmj5bpdAdkvvZDRHrdH5sfDSmHiaIAeGlAcWRjyszEi636hj3SdmN7hvHgMutPrju8oIZ-2BaGpH9qpR6NbIbb47e7BrrhLfJx5aBBRaJ-2FSDtcKjY1qiHQZCjCDnxcI1PBrigySyfDCrrHrBMxg-2BA22EKHX6w7qZoFGnqJ6tXMC3K6oFyh19x4yBXc3pK8UfFC3VizUBBDQNf8HLJSKtw4gHXlDdk9gRPYisYCr9dltTyQOHURfZfR-2Fqru9QpvNNJeTCa1i6zsg-2FuPRkZMr9qY1jYbLADL-2FUXrLi4Sru1Cz6ZhgJIn1A-2FjuYeHRv-2BqCDjjJRK3io51jdfWRVc3kAbDvWlceo-2BnCDmlRcq27bYLiRMDrQKc9nk4asHhS8hR-2FjSIQU6el2bV-2BEKAss9G7NYJL9YsnXe9FyQKsYGzexzwPZlrUKM9Mjfztu-2FbgPEQErkbrW8mwxUrCXWjY71Fc8Mv0ZqGs6Le2ZHpNGI5a7avu1yTO3D8kotAb-2Bw-2Bi9nS2JC2sC5F0SHfJoLL0T9ylKPQ9cC-2FbdepgAMDCGH7CzKh9m59KlME9Szf33T9okUPuvfiI9r7BjHb2BtO4j5MbMOVapiymdj7Es95crAv6PAe309LT5lSfWHJfAk-2B2MITmIz2iyGw1EciHYDGWlNJ69UGJK7a-2FknlF5o1kvK-2B3NwJ-2BpZt-2BHddxTQZ02QsGRPgKOnEpTvnHMJGiJhfgqhPD9zXiK-2FzO8e53uL8p5DtlzjZOLtoNDwlylWl5tZlb5tz2AmGnU5YGpO5I66c9KULeXb86Yb7NcenjTRmzgZowBjJCxDWJ-2FjEIA9IsBUxIWeuLBFxoA1K8F2pSLrMP-2BRALAVvyqXBE1ou0svfIPxVaqCjkA8WBwNTTNoaSXc5sULfWkPxzRa6ucIfTsH5P-2BUgEo-2B1SvXLnF6QIOC1XGKtkQ-3D-3D
http://link.hns.azed.gov/ls/click?upn=u001.0jZG60asxkoJfq9lqV-2FjI4OxpfTlqk8LJnk03jKhIWZYqZ2fQS1zV62LXmHgTQQxHR-2F-2BbxGZsn44wpJZ72Taj-2FlEJfY1l3-2BtIWcSjwaddGjzfeV3MKL40znUXVPimGp8ubBLuTUQSjarTL6SBrriYsjqbPBn1g3jdJyN0F13CSvqb7bht1sAvaG1YCIskx23h01l_B-2B4UjKkqW7JI24Ledq3pZxEf-2FaRnEdarEgAc-2BTU2ZL8HOmLT6yD1jRfT8ssDsXhadcyfzw01r198n6VBoV4ZJnpKo359jd1Ton5gcRykK9ysOxAIrfkwGWFfvxm-2FECxcZuCAp703v73L8K0-2FbDGNDAQ3czfWMXZAz8e16W30LL1lOhsPzmj5bpdAdkvvZDRHrdH5sfDSmHiaIAeGlAcWRjyszEi636hj3SdmN7hvHgMutPrju8oIZ-2BaGpH9qpR6NbIbb47e7BrrhLfJx5aBBRaJ-2FSDtcKjY1qiHQZCjCDnxcI1PBrigySyfDCrrHrBMxg-2BA22EKHX6w7qZoFGnqJ6tXMC3K6oFyh19x4yBXc3pK8UfFC3VizUBBDQNf8HLJSKtw4gHXlDdk9gRPYisYCr9dltTyQOHURfZfR-2Fqru9QpvNNJeTCa1i6zsg-2FuPRkZMr9qY1jYbLADL-2FUXrLi4Sru1Cz6ZhgJIn1A-2FjuYeHRv-2BqCDjjJRK3io51jdfWRVc3kAbDvWlceo-2BnCDmlRcq27bYLiRMDrQKc9nk4asHhS8hR-2FjSIQU6el2bV-2BEKAss9G7NYJL9YsnXe9FyQKsYGzexzwPZlrUKM9Mjfztu-2FbgPEQErkbrW8mwxUrCXWjY71Fc8Mv0ZqGs6Le2ZHpNGI5a7avu1yTO3D8kotAb-2Bw-2Bi9nS2JC2sC5F0SHfJoLL0T9ylKPQ9cC-2FbdepgAMDCGH7CzKh9m59KlME9Szf33T9okUPuvfiI9r7BjHb2BtO4j5MbMOVapiymdj7Es95crAv6PAe309LT5lSfWHJfAk-2B2MITmIz2iyGw1EciHYDGWlNJ69UGJK7a-2FknlF5o1kvK-2B3NwJ-2BpZt-2BHddxTQZ02QsGRPgKOnEpTvnHMJGiJhfgqhPD9zXiK-2FzO8e53uL8p5DtlzjZOLtoNDwlylWl5tZlb5tz2AmGnU5YGpO5I66c9KULeXb86Yb7NcenjTRmzgZowBjJCxDWJ-2FjEIA9IsBUxIWeuLBFxoA1K8F2pSLrMP-2BRALAVvyqXBE1ou0svfIPxVaqCjkA8WBwNTTNoaSXc5sULfWkPxzRa6ucIfTsH5P-2BUgEo-2B1SvXLnF6QIOC1XGKtkQ-3D-3D
https://www.azed.gov/sites/default/files/2026-08/Memorandum%20HNS%2009-%202026%20CACFP%20Renewal%20for%20Program%20Year%202027.pdf
https://www.azed.gov/sites/default/files/2026-08/Memorandum%20HNS%2009-%202026%20CACFP%20Renewal%20for%20Program%20Year%202027.pdf
https://www.azed.gov/sites/default/files/2026-08/Memorandum%20HNS%2009-%202026%20CACFP%20Renewal%20for%20Program%20Year%202027.pdf


Step-by-Step Instruction: How to Complete Renewal
Applications Quick Guide provides detailed instruction on
accessing and completing the Management Plan, Budget, and
CNPWeb applications.

Step-by-Step Instruction: How to Submit CNPWeb Applications
for the CACFP provides step-by-step instructions on completing
and submitting CNPWeb Site and Sponsor applications. 

Renewal Resources

CACFP Renewal Resources Webpage: Contains all necessary
forms and resources to successfully complete a Renewal
Application annually, including all of the resources listed below:

Renewal Preparation Checklist provides an overview of the
minimum required documentation.

HNS 09-2026: CACFP Renewal for Program Year 2027

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

https://www.azed.gov/sites/default/files/2021/09/Step%20by%20Step%20Instruction_How%20to%20Complete%20the%20Renewal%20Application.pdf
https://www.azed.gov/sites/default/files/2021/09/Step%20by%20Step%20Instruction_How%20to%20Complete%20the%20Renewal%20Application.pdf
https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/sites/default/files/2022/04/How%20to%20Submit%20a%20CNPWeb%20Application%20for%20CACFP.pdf
https://www.azed.gov/sites/default/files/2022/04/How%20to%20Submit%20a%20CNPWeb%20Application%20for%20CACFP.pdf
https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/hns/cacfp/renewalresources/
https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/sites/default/files/2026-08/Memorandum%20HNS%2009-%202026%20CACFP%20Renewal%20for%20Program%20Year%202027.pdf


Renewal Guidance
MANAGEMENT PLAN AND BUDGET

Management Plan: 
Collects all aspects of the sponsor and sites including
contact information, organizational information,
administrative capability information, financial viability
information, and stores documentation. 

Budget: 
Collects facility information including administrative and
operational costs and projected expenses.

Each program year, operators are first required to submit
a management plan and budget via CNP Management
Plan and Budget. 

RESOURCE REMINDER:

Renewal Application Checklist
Step-by-Step Instruction: How to
Complete Renewal Applications

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/sites/default/files/2021/09/Step%20by%20Step%20Instruction_How%20to%20Complete%20the%20Renewal%20Application.pdf
https://www.azed.gov/sites/default/files/2021/09/Step%20by%20Step%20Instruction_How%20to%20Complete%20the%20Renewal%20Application.pdf


Renewal Guidance
MANAGEMENT PLAN AND BUDGET: REMINDERS

Management Plan: 
Reference last year's approved Management
Plan.
Review each page for accuracy.
Error messages indicate sections that must
be completed. 
Information from the previously approved
Management Plan may roll over and will
need to be reviewed and updated as
necessary. 

Budget: 
Reference last year's approved Budget.
All program funds must be attributed to
program expenses. Additional Funds
required will display if you show a profit. 
Must show unrestricted funds (donations,
grants, or any other funding source).
Administrative expenses cannot exceed 15%.
If a line item exceeds 10% of the approved
budget in a claim, you will be asked to
submit a revised budget.

MID-YEAR UPDATES
If any significant changes occur during the program year, operators must notify their specialist and update their application.

SECTION 1 RENEWAL APPLICATION REQUIREMENTS



SECTION 1 RENEWAL APPLICATION REQUIREMENTS

Operators must upload training certificates to the Sponsor Information page in the
Management Plan to demonstrate training requirements have been satisfied.

Renewal Guidance
TRAINING REQUIREMENTS

1 CACFP Training
Complete 10 Training Hours 
Complete at least one Nutrition and at least
one Administration training
Every person on the Permanent Agreement
must complete at least one training

2 Civil Rights Compliance for Child Nutrition
Program Operators
In addition to the CACFP training, all institutions
are required to complete the annual civil rights
training. Completion of the civil rights training
does not count toward the 10 hours of CACFP
training. 

3 Staying on Track with the Essentials of CACFP for
Program Year 2027
Mandatory for all renewing CACFP organizations.

Live webinar attendees will access their certificate in
APLD. Attendees viewing the recording will access
the survey link and certificate of completion at the
end of the webinar slides.



Renewal Guidance
CNPWEB SITE AND SPONSOR APPLICATIONS

Organizations are required to submit a final CNPWeb site
and sponsor application through ADEConnect after the
Management Plan & Budget applications are approved.

Site Application: 
This application will ask for contact information and
information about the program at the site/center level. 

Sponsor Application:
This application will ask for contact information and
information about the program at the organization level.

RESOURCE REMINDER:

Renewal Application Checklist
Step-by-Step Instruction: How to Submit
CNPWeb Applications for the CACFP

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

https://www.azed.gov/sites/default/files/2021/08/CACFP%20Renewal%20Preparation%20Checklist.pdf
https://www.azed.gov/sites/default/files/2022/04/How%20to%20Submit%20a%20CNPWeb%20Application%20for%20CACFP.pdf
https://www.azed.gov/sites/default/files/2022/04/How%20to%20Submit%20a%20CNPWeb%20Application%20for%20CACFP.pdf


SECTION 1 RENEWAL APPLICATION REQUIREMENTS

SELECT "VIEW APPLICATIONS"
After logging in to ADEConnect,
select "View Applications."Management Plans and Budgets are

available in the CNP Management Plans and
Budgets (CNP MP & B) system, which is a
web-based application in ADEConnect. 

To access the system, login to ADEConnect,
select "View Applications," and then select
"CNP Management Plans and Budgets."

Accessing
Applications
ACCESSING THE SYSTEM

LOGIN TO ADECONNECT
Open a web browser, navigate to
adeconnect.azed.gov, and input your
username and password for
ADEConnect. 

If CNP Management Plans and Budgets is not a listed
application in ADEConnect, you will need to request
access from your Entity Administrator. 

SELECT "CNP MANAGEMENT
PLANS AND BUDGETS"
Select "CNP Management Plans and
Budgets" from the list of applications. 

https://adeconnect.azed.gov/
https://adeconnect.azed.gov/


SECTION 1 RENEWAL APPLICATION REQUIREMENTS

After successfully logging in to the CNP MP & B
system, a welcome screen will load. To proceed,
select "Sponsor Dashboard."

Once "Dashboard" is selected, a new screen
with all current and prior PY Management
Plans and Budgets will load. 

To access your Management Plan, select
CNP Management Plan - Program Year
2027.

To access your Budget, select CNP Budget
- Program Year 2027.

The CNP MP & B

PY27 Management Plans and Budgets
will not be available until late August. 



SECTION 1 RENEWAL APPLICATION REQUIREMENTS

Organizations are required to submit a final CNPWeb
sponsor application through ADEConnect after the
Management Plan & Budget applications are approved. 

Site Application: This application will ask for contact
information and information about the program at
the site/center level. 
Sponsor Application: This application will ask for
contact information and information about the
program at the organization level, including annual
income and expenses which must match the figures
reported on the approved budget.

To access the CNPWeb, login to ADEConnect, select
"View Applications," and then select "CNPWeb."

CNPWeb
Applications

LOGIN TO ADECONNECT
Open a web browser, navigate to
adeconnect.azed.gov, and input your
username and password for
ADEConnect. 

SELECT "VIEW APPLICATIONS"
After logging in to ADEConnect,
select "View Applications."

SELECT "CNPWEB"
Select "CNPWeb" from the list of
applications. 

https://adeconnect.azed.gov/
https://adeconnect.azed.gov/


SECTION 1 RENEWAL APPLICATION REQUIREMENTS

In March, the CNPWeb received upgrades to work with
modern web browsers, such as Chrome and Edge. 

The claims and applications pages may look slightly
different but all fields and actions needed remain the
same.

UPGRADED FOR COMPATIBILITY WITH
GOOGLE CHROME AND MICROSOFT EDGE

CNPWeb
Application

UP
GR
AD
ED
!

Before...

After...



Renewal Guidance
ADDITIONAL REQUIREMENTS: PERMANENT AGREEMENT

All operators must review their CACFP Permanent Agreement to
ensure the Designated Official and all Authorized Signers are current. 

If all names listed on the CACFP Permanent Agreement are
appropriate, no action is needed. 

If any changes are needed, a new Permanent Agreement must be
initiated, which is done by completing the CACFP Initiation Form
using Adobe Sign. 

Any questions related to the submission or updating of the Permanent
Agreement should be directed to the assigned HNS Specialist. 

CACFP Initiation Form

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

https://www.azed.gov/sites/default/files/2022/05/CACFP%20Initiation%20Form%20For%20Electronic%20Permanent%20Agreement.pdf
https://www.azed.gov/sites/default/files/2022/05/CACFP%20Initiation%20Form%20For%20Electronic%20Permanent%20Agreement.pdf


Similarly, operators must review their Free and Reduced-Price (FRP)
Policy Statement for substantive changes. 

The policy statement must be updated and resubmitted if...

...there are any changes to the process or staff/position responsible
for eligibility determinations; or,
...the operator does not have an approved policy statement on file
with ADE. 

If applicable, changes must be submitted for approval to your
assigned HNS Specialist no later than October 15. 

Renewal Guidance
ADDITIONAL REQUIREMENTS: FREE AND REDUCED-PRICE
POLICY STATEMENT

Free and Reduced Price Policy
Statement Template

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

https://www.azed.gov/sites/default/files/2020/05/1B.%20Non-Pricing_F-PR%20Policy%20Statement.pdf?id=5ed01bd203e2b40690683350
https://www.azed.gov/sites/default/files/2020/05/1B.%20Non-Pricing_F-PR%20Policy%20Statement.pdf?id=5ed01bd203e2b40690683350


5. General Information

Type of Sponsoring Authority Response will vary.

Do you currently receive USDA
Foods:

No

Pricing Policy:
Non-Pricing unless approved to operate
a pricing program.

Computer Generated Meal Counts: Response will vary.

Annually, CACFP operators are surveyed for interest in either receiving
entitlement funds allocated toward USDA Foods or Cash in Lieu of
Commodities. Based on the results of the CIL survey, operators will
continue to receive cash-in-lieu of commodities. 

CIL is an additional ~$0.30 added to the reimbursement amount
for each lunch and supper meal claimed. This is actual funding
that is added to the monthly reimbursements with no additional
requirements. 

This funding is added to the monthly reimbursements when the
sponsor correctly completes section ‘5. General Information’ of the
sponsor application indicating “no” to the ‘Do you currently receive
USDA Foods’ question.  

Renewal Guidance
ADDITIONAL REQUIREMENTS: CASH IN LIEU OF
COMMODITIES

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

CNPWeb
Sponsor Application



Annually, all CACFP operators must complete a Single Audit Qualifier
Questionnaire (SAQQ) to determine if an operator has expended
$1,000,000 or more in Federal awards in a fiscal year (FY). 

Any entity found to have expended more than $1,000,000 is required to
hire an independent Certified Public Accountant to conduct a single
audit to review both the compliance and financial component of Federal
programs within 12 months after the FY’s close.

All operators must ensure the SAQQ for FY 2025 has been submitted.
Operators still needing to complete the SAQQ must do so now. The
PY27 application will not be approved until this is completed. 

Link to FY25 Single Audit Qualifier Questionnaire

Renewal Guidance
ADDITIONAL REQUIREMENTS: SINGLE AUDIT
QUALIFYING QUESTIONNAIRE

HNS Communication
Program Alert

Single Audit Qualifier
Questionnaire due by May 29, 2026

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

https://www.azed.gov/hns/fy25-single-audit-qualifier-questionnaire
https://cdn.mc-weblink.sg-mktg._QuMNruzJ2Ug==
https://cdn.mc-weblink.sg-mktg._QuMNruzJ2Ug==


RENEWAL SUBMISSION TIMELINE

LAST WEEK OF AUGUST

PY27 Management Plan & Budget
Available in ADEConnect.

NOW
Review and update CACFP Permanent Agreement if applicable.
Review and update Free and Reduced-Price Policy Statement if
applicable.
Confirm submission of CIL Survey.
Confirm submission of SAQQ.

OCTOBER 31
Management Plan & Budget

Submission Deadline to Claim
October.

DECEMBER 30
Last day to submit an October

claim without a One-Time
Exception.

PY27 Management Plan, Budget,
and CNPWeb Applications must be

approved before claims
submission.

SECTION 1 RENEWAL APPLICATION REQUIREMENTS



True

False

Quiz Time

A

B

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

True or False. I should submit my complete Management Plan and
Budget on or before October 1.



Quiz Time

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

True. ADE highly recommends you
submit a complete Management Plan
and Budget by October 1. 

If a Management Plan and Budget are
not submitted to ADE by October 31, the
operator cannot receive reimbursement
for Octobers operations.

Applications will be reviewed in the
order in which they are received. 

True or False. I should submit my complete Management Plan and
Budget on or before October 1.

A

B

True

False



True

False

Quiz Time
True or False. Renewal applications must be approved by October 31 in order
to be eligible to submit a claim for reimbursement for October operations. 

A

B

SECTION 1 RENEWAL APPLICATION REQUIREMENTS



True

FalseB

Quiz Time

SECTION 1 RENEWAL APPLICATION REQUIREMENTS

A

Applications will be reviewed in
the order in which they are
received.

True or False. Renewal applications must be approved by October 31 in order
to be eligible to submit a claim for reimbursement for October operations. 

The Management Plan and Budget
must be submitted by October 31 to be
eligible to claim October.

PY27 Management Plan, Budget, and
CNPWeb Applications must be
approved and claims must be
submitted prior to the 60-day claiming
deadline, which is December 30 for
October. 



Section 2 
Program
Updates and
Reminders



SECTION 2 PROGRAM UPDATES AND REMINDERS

CACFP 04-2026: EXPANDING FLUID MILK OPTIONS IN CNPS

This memo explains that effective June 8, 2026, schools and child
and adult care providers participating in Child Nutrition Programs
(CNP) may offer whole and reduced-fat milk to participants two
years and older. 

Impact on CACFP:

Fluid milk served to children age 1 must be unflavored whole
milk; 
Fluid milk served to children ages 2 through 5 may be
unflavored whole, reduced-fat, low-fat, or fat-free milk; and
Fluid milk served to children age 6 and older and adult
participants may be unflavored or flavored, whole, reduced-fat,
low-fat, or fat-free milk.

Notable USDA Memorandums

The CACFP Meal Pattern
Chart has been updated to
reflect this update.

https://www.azed.gov/sites/default/files/2026/06/Memorandum%20SP%2008-2026%20CACFP%2004-2026.pdf
https://www.azed.gov/sites/default/files/2020/09/CACFP%20Meal%20Pattern%20Charts.pdf
https://www.azed.gov/sites/default/files/2020/09/CACFP%20Meal%20Pattern%20Charts.pdf


CRD 01-2026: MODIFYING THE FNS INSTRUCTION
113-1: CIVIL RIGHTS COMPLIANCE AND
ENFORCEMENT

!

Notable USDA Memorandums

SECTION 2 PROGRAM UPDATES AND REMINDERS

This memo announces updates to USDA Food and
Nutrition Administration - FNA (formerly Food and
Nutrition Services - FNS) civil rights guidance by modifying
Instruction 113-1 to ensure alignment with current federal
laws and nondiscrimination requirements across all
nutrition programs. 

Impact on CACFP:

Non-discrimination statement: USDA has
issued a new Long, English Statement, which
should be used in place of the previous
statement.

And Justice For All Poster: USDA has not yet
released an updated poster. However,
Sponsors should continue to ensure the
most current version is prominently
displayed. USDA is still developing guidance and plans to

issue a new guidance tool. Once available, it will
be shared by ADE-HNS.

More detailed information
coming up next!

https://cdn.mc-weblink.sg-mktg.com/weblink/MTc4MDYwMzIxNXxqUmdvS2FTdzI5alN3UkM1V2oxdlM2NmlPWkxZY0xNV1Fud1ZfbllxUzUzaWYwRXhzOW9pZEJtY2NoaHVNVFFtSERudVpFVHNtVHdxOHJOTkJTYkRfZTYzT3o5ZUk5V3hXakx1X2tkRGtjSWZNRWRwZ1UtSDNwNGhDcEM2UnlGdTFNTWVDOHY3eGtpTmNHQnBoTHZwOWNYVGozSEtWMGc3TDRTU1NxajhRaVFpb3pDNHhwTnlQV2dNLW5JUXVaRkRDOGdiY2ZmZ0IxZHllSEVJT1BUVU9ZVU1uT0FDcnlDQUhNUlhjbm9LQnktMVE3X2xxLUhNcWxZVGY3U3IwMGpMY0JFRTlxTHBfbUZUMGc4R2ZITFdhaklQSXdEbTN4aXBfLWNDQlUyT1ZUZ1kzazFUMHdJb3kxdlo0a3lRdDhNem1xQlV6Ykhrc1pZPXzBGSy6v_KZLz1SDrwEsQJ2dnhzfE-bejpgGJAPG2KqXg==
https://www.azed.gov/sites/default/files/2026/03/Memorandum%20CRD%2001-2026.pdf
https://www.azed.gov/sites/default/files/2026/03/Memorandum%20CRD%2001-2026.pdf
https://www.azed.gov/sites/default/files/2026/03/Memorandum%20CRD%2001-2026.pdf


On July 7, 2025, USDA released Guidance on the Interpretation of
Discrimination Based on “Sex” in USDA Child Nutrition Programs to
rescind the Bostock Policy Update and change the protected classes.
As a result, the long, non-discrimination statement has changed. 

ADE HNS’ Civil Rights Webpage
USDA FNA’s Civil Rights Webpage

Civil Rights Compliance
UPDATES TO LONG, NON-DISCRIMINATION STATEMENT

PROGRAM UPDATES AND REMINDERSSECTION 2

All information materials and sources, including websites, used by FNA, State
agencies, local agencies, or other subrecipients to inform the public about FNA
programs must contain a nondiscrimination statement. It is not required that
the nondiscrimination statement be included on every page of the program
information website. 

At the minimum, the nondiscrimination statement, or a link to it, must be
included on the home page of the program information. If the material is too
small to permit the full statement to be included, the material will at a
minimum include the statement, in print size no smaller than the text, that
“This institution is an equal opportunity provider.”

Guidance on the Interpretation of Discrimination Based on
“Sex” in USDA Child Nutrition Programs

https://www.azed.gov/hns/civilrights
https://www.fns.usda.gov/civil-rights


SECTION 2 PROGRAM UPDATES AND REMINDERS

In accordance with the recent guidance from the USDA
regarding Civil Rights (FNS-113), please use the new
nondiscrimination statement for the long, English version,
found here: Nondiscrimination Statements (NDS).

As we wait for additional guidance from USDA, please
continue to use the old versions for the short and Spanish
nondiscrimination statements.

Long, English Statement – Use new version
Long, Spanish Statement – Continue to use old version
until we receive further guidance
Short, English and Spanish Statements – Continue to use
old versions until we receive further guidance

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, religion, sex, disability, age,
marital status, family/parental status, income derived from a public
assistance program, political beliefs, or reprisal or retaliation for prior
civil rights activity, in any program or activity conducted or funded by
USDA (not all bases apply to all programs). Remedies and complaint
filing deadlines vary by program or incident.

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 State or
local Agency that administers the program or contact USDA through
the Telecommunications Relay Service at 711 (voice and TTY).
Additionally, program information may be made available in
languages other than English.

To file a program discrimination complaint, complete the USDA
Program Discrimination Complaint Form, AD-3027, found online at
How to File a Program Discrimination 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, Mail Stop 9410, Washington, D.C. 20250-9410; (2) fax: (202) 690-
7442; or (3) email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.

LONG, ENGLISH VERSION:

Civil Rights Compliance
NON-DISCRIMINATION STATEMENTS

https://www.fns.usda.gov/civil-rights/nds
https://www.usda.gov/about-usda/general-information/staff-offices/office-assistant-secretary-civil-rights/how-file-usda-discrimination-complaint/how-file-program-discrimination-complaint
mailto:program.intake@usda.gov


Required Signage

SECTION 2 PROGRAM UPDATES AND REMINDERS

In accordance with the recent guidance from the USDA
regarding Civil Rights (FNS-113), HNS will not issue findings
related to the display or updating of the “And Justice for All”
poster during monitoring visits at this time.

Sponsors should continue to ensure the poster is
prominently displayed in a public area at the sponsor’s office
that is visible to program recipients, their families, personnel,
and visitors. Once USDA releases updated posters or
additional direction, this will be a required posting.

This guidance is subject to change at any time. Please stay
informed through HNS communications to monitor any
updates to the requirements for the "Justice for All" posters.

AND JUSTICE FOR ALL



SECTION 2 PROGRAM UPDATES AND REMINDERS

Participating CACFP facilities must have the following
prominently displayed:

Building for the Future: with current CACFP official
contact information.

WIC Outreach Flyer (English) (Spanish): current income
guidelines updated June 2026. At-Risk, Emergency
Shelters, and Adult Centers are exempt.

Current Menus: updated and available for parents and/or
guardians to review.

ADDITIONAL REQUIREMENTS
Required Signage

https://www.azed.gov/sites/default/files/2021/02/Build4Future%20FDCH.pdf
https://www.azdhs.gov/documents/prevention/azwic/wic-income-eng.pdf
https://www.azdhs.gov/documents/prevention/azwic/agencies/outreach/wic-outreach-local-agency-flyer.pdf
https://www.azdhs.gov/documents/prevention/azwic/agencies/outreach/wic-outreach-local-agency-flyer-spn.pdf


Beginning October 1, 2025, CACFP operators must offer
yogurt that contains no more than 12 grams of added
sugars per 6 ounces, or 2 grams of added sugars per
ounce. 

To tell if a yogurt meets the added sugars limit...

Download USDA’s chart that shows common serving
sizes of yogurt and the maximum amount of added
sugars they can contain: fns.usda.gov/tn/meal-
pattern-training-worksheets-cacfp

Use the information on the yogurt’s Nutrition Facts
label, and follow the steps outlined in this resource.

Added Sugar Limit
to Yogurt

SECTION 2 PROGRAM UPDATES AND REMINDERS

REMINDER

http://fns.usda.gov/tn/meal-pattern-training-worksheets-cacfp
http://fns.usda.gov/tn/meal-pattern-training-worksheets-cacfp


Beginning October 1, 2025, CACFP operators must offer
breakfast cereals that contains no more than 6 grams of
added sugars per dry ounce. 

To tell if a cereal meets the added sugars limit...

Download USDA’s chart that shows common serving
sizes of cereal and the maximum amount of added
sugars they can contain: fns.usda.gov/tn/meal-
pattern-training-worksheets-cacfp

Use the information on the cereal’s Nutrition Facts
label, and follow the steps outlined in this resource.

Added Sugar Limit
to Cereals

SECTION 2 PROGRAM UPDATES AND REMINDERS

REMINDER

http://fns.usda.gov/tn/meal-pattern-training-worksheets-cacfp
http://fns.usda.gov/tn/meal-pattern-training-worksheets-cacfp


1

PROGRAM UPDATES AND REMINDERSSECTION 2

Recordkeeping: 7 CFR 226.10 (d), 7 CFR 226.15 (e), 7 CFR 226.16 (e); ARS §35-214, 35-215

Recordkeeping Requirements
REMINDER OF REQUIREMENTS

Institutions must establish procedures to collect and maintain all records
listed in the CACFP regulations and required by the State Agency. 

Failure to maintain records will be grounds for the denial of
reimbursement for meals served during the period covered by the
records in question and for the denial of reimbursement for costs
associated with such records​.

Distinct Areas of Records:

Eligibility, Enrollment, and Attendance

2 Meal Service

3 Meal Counts



Recordkeeping Requirements
Reminders: All children must be signed in and out by an approved
guardian each time they arrive and leave day care. This includes signing
out and back in when students leave and return from school. 

Sign-in sheets should not be pre-filled. 
Exact times and full signatures are required.

As a best practice, place a clock near the sign-in/out sheets so
times are exact and duplicated each day (e.g. 6:30 am-6:00 pm
every day or an arrow down the rows for the entire month of
times).

Each participant should have their own sign in and out sheet. 

PROGRAM UPDATES AND REMINDERSSECTION 2

REMINDER OF REQUIREMENTS: ATTENDANCE

Example of a Sign In and Out Sheet



Recordkeeping Requirements
Meal counts must be collected at the point of service (during the meal
service).

Reminders:

Meal Counts are not the same as daily attendance rosters. 

Reimbursement is based on actual meal counts for each type of
meal each month. If meal counts are incorrect, reimbursement will
be incorrect.

CACFP Sponsoring Organizations are responsible for training and
monitoring staff to ensure the process of collecting point of service
meal counts is understood and completed correctly.

PROGRAM UPDATES AND REMINDERSSECTION 2

REMINDER OF REQUIREMENTS: MEAL COUNTS

For a more thorough overview of meal
counting and claiming, please reference the
following trainings available on the Training

for the CACFP Webpage:

Nutrition Essentials - Meal Service and
Food Safety: Overview of Collecting Meal
Counts at the Point of Service
Administration Essentials - Meal Count
Summary: Overview of Point of Service
Meal Counts and Consolidating Counts to
the Meal Count Summary for Monthly
Claiming

https://www.azed.gov/hns/cacfp/cacfptraining
https://www.azed.gov/hns/cacfp/cacfptraining
https://player.vimeo.com/video/824106113?h=244394b160&app_id=122963
https://player.vimeo.com/video/824106113?h=244394b160&app_id=122963


1

PROGRAM UPDATES AND REMINDERSSECTION 2

Recordkeeping Requirements
How to Collect Point of Service Meal Counts:

Identify participants who are offered a reimbursable meal during
the approved meal service time.

2 Write a checkmark next to the participants names.

A participant can be claimed for a maximum of two meals and one snack, two
snacks and one meal, or three snacks per day. For participants that consumed
more meals/snacks than can be claimed, clearly indicate which meals/snacks will
be claimed for reimbursement.

REMINDER OF REQUIREMENTS: MEAL COUNTS



Quiz Time

2 meals and 1 snack

1 meal and 2 snacks 

3 snacks

Any of the above

A

B

C

D

PROGRAM UPDATES AND REMINDERSSECTION 2

Which of the following number of meals and snacks can
you claim per child per day?



Quiz Time
Which of the following number of meals and snacks can
you claim per child per day?

2 meals and 1 snack

1 meal and 2 snacks

3 snacks

Any of the above

A

B

C

D

You can claim 2 meals and 1 snack, 2
snacks and 1 meal, or 3 snacks per
participant per day. 

The only exception are emergency
shelters, which can claim up to 3
meals per child per day.

PROGRAM UPDATES AND REMINDERSSECTION 2



PROGRAM UPDATES AND REMINDERSSECTION 2

Recordkeeping: 7 CFR 226.10 (d), 7 CFR 226.15 (e), 7 CFR 226.16 (e); ARS §35-214, 35-215

Recordkeeping Requirements
REMINDER OF REQUIREMENTS: COST REPORTING

Organizations are responsible for accounting for costs accurately and for
maintaining records to demonstrate that costs reported on the monthly
claim have been paid and are allowable to the program. ​

Documentation of the nonprofit food service is required to ensure all
Program reimbursement funds are used solely for the conduct of the
food service operation or to improve the food service operations,
principally for the benefit of the enrolled participants.​

Distinct Areas of Records:
1 Eligibility, Enrollment, and Attendance

2 Meal Service

3 Meal Counts

4 Cost Reporting



Who are you claiming? What are you claiming? How many meals are you claiming? How was reimbursement spent?

Eligibility: 
Meal Benefit Income Eligibility
Forms
Claiming Rosters
Title XX Documentation

Enrollment:
Emergency Information and
Immunization Records

Attendance:
Sign in and Out Sheets (must be
completed/signed by a
parent/guardian)

Menus with notes of any
substitutions​
Menu Modification Forms for
meal substitutions​
CN Labels or Product
Formulation Statements (if
applicable)​
Ingredients and nutrition facts
for low sugar cereals/yogurts​
Documentation for the whole
grain-rich items listed on the
menus
Recipes (best practice)​
Menu Production Worksheets (if
applicable)

Meal Counts​
Point of Service (POS) Meal
Counts Sheets​
Infant POS Meal Count Sheets​
Meal Count Summary Sheet ​

OR​

Equivalent computer-generated
Meal Count Sheets (ADE-
Approved Electronic System)

Receipts and invoices
Time Distribution Reports

PROGRAM UPDATES AND REMINDERSSECTION 2

Recordkeeping: 7 CFR 226.10 (d), 7 CFR 226.15 (e), 7 CFR 226.16 (e); ARS §35-214, 35-215

Recordkeeping Requirements
REMINDER OF REQUIREMENTS: DISCTINCT AREAS OF RECORDS

Please note, required records vary for Head Start, Emergency Shelters, and At-Risk Only operators.



Reimbursement is provided for each meal or snack served to
an enrolled participant at an eligible institution.

To obtain this reimbursement, center personnel must
accurately count, record, and claim the number of
creditable meals served to program participants by
eligibility category (paid, reduced-price, and free) at the
point of service. 

The number of meals or snacks claimed for reimbursement
must have adequate documentation on file to support the
claim. 

Claim data is obtained directly from monthly recordkeeping
documents that will be reviewed during an audit and review.
All reported figures must be supported by proper
documentation.

PROGRAM UPDATES AND REMINDERSSECTION 2

Recordkeeping & Claiming

Monthly Claims in CNPWeb:

Sponsor Claim: Must be submitted first. 
Report monthly income and monthly
expenses.

Site Claim: 
Report number of participants and the
number of meals served. 



PROGRAM UPDATES AND REMINDERSSECTION 2

Recordkeeping & Claiming

For a thorough overview of Submitting a
Claim for the Child and Adult Care Food
Program, please review the Step by Step

Instruction: How to Submit a Claim in
CNPWeb for the Child and Adult Care

Food Program.

Claims are submitted monthly in the CNPWeb.​

Sponsor Claims must be submitted before Site Claims. ​

Claim data is obtained directly from monthly recordkeeping
documents that will be reviewed during an audit and review.​

All reported funds must have supporting documentation, such
as receipts, invoices, etc. ​

Claims must be submitted after the entire month of operation
has been completed. Claims cannot be submitted in advance.​

Claims must be in Submitted status in order to receive
reimbursement. Claims left in Pending status are not valid and
will not be processed for payment. 

CLAIMING REMINDERS



True

False

Quiz Time
True or False. Reimbursement is based on program expenses reported in the
Sponsor Claim. 

A

B

PROGRAM UPDATES AND REMINDERSSECTION 2



True

False

Quiz Time
True or False. Reimbursement is based on program expenses reported in the
Sponsor Claim. 

A

B

PROGRAM UPDATES AND REMINDERSSECTION 2

Federal reimbursement is provided for
each meal or snack that meets program
requirements and is served to an
enrolled participant at an eligible
institution. 

Program expenses do not impact
reimbursement but instead
communicate how Federal funds were
used.



PROGRAM UPDATES AND REMINDERSSECTION 2

Document Checklist & Monthly Accountability Checklist
To assess compliance, ADE HNS highly encourages operators utilize
the Document Checklist and Monthly Accountability Checklist. These
checklists can be used as an internal edit-check to verify that all
required documents are being appropriately completed and
maintained.

ADE HNS’ Online Training Library
Completing the entire series of the online, self-paced essentials
trainings will provide a thorough overview of the requirements to
operate the CACFP.

ADE HNS highly encourages all operators to review, at a
minimum, the Administration Essentials Part 5: Recordkeeping
Requirements and Cost Reporting for the CACFP.

Recordkeeping Requirements
RESOURCES

https://www.azed.gov/sites/default/files/2025/09/CACFP%20Recordkeeping%20Checklists.pdf


PROGRAM UPDATES AND REMINDERSSECTION 2

Staff Training
INSTITUTION RESPONSIBILITY
All institutions participating in the CACFP must train all staff on
both CACFP and Civil Rights topics.​

ALL STAFF

Before participating in CACFP

Annually (October 1 - September 30)

NEW STAFF

Before performing CACFP duties



Staff Training
REQUIRED CACFP TRAINING TOPICS
USDA identifies the specific topics institutions
must cover during staff trainings. 

CACFP Meal Pattern Requirements
Point of Service Meal Count Procedures
Review Procedures
Recordkeeping Requirements
Claims Submission
Reimbursement System 

The Annual Staff CACFP Training Presentation Template is available on
the CACFP Forms and Resources Webpage - Training Staff.

PROGRAM UPDATES AND REMINDERSSECTION 2

ADE recommends utilizing the Annual Staff Training
Presentation Template developed by ADE-HNS  as it will
ensure all required topics are addressed. 

https://www.azed.gov/hns/cacfp/programforms/


Staff Training
REQUIRED CIVIL RIGHTS TOPICS
Under civil rights, institutions must cover:​

Program availability ​
Non-discrimination statement​
Collection and use of data​
Effective public notification systems​
Complaint procedures​
Compliance review techniques​
Resolution of noncompliance​
Requirements for reasonable accommodations for
persons with disabilities​
Requirements for language assistance​
Conflict resolution​
Customer service​

The Civil Rights Compliance for Child Nutrition Operators is available
on the CACFP Forms and Resources Webpage - Training Staff.

ADE recommends utilizing the Civil Rights training developed
by ADE-HNS as it will ensure all required topics are addressed. 

PROGRAM UPDATES AND REMINDERSSECTION 2

https://www.azed.gov/hns/cacfp/programforms/


Staff Training
DOCUMENTATION REQUIREMENTS

TRAIN STAFF

CACFP Topics

Civil Rights Topics

DOCUMENT TRAINING

Agenda and Attendance

Online Certificates

PROGRAM UPDATES AND REMINDERSSECTION 2

In addition to providing staff training on both CACFP and Civil
Rights topics, appropriate documentation to support the training
offerings must be maintained. 

Resource: Agenda and Sign-In Sheet Template 
Report the date and location of the in-person training and the

name of the trainer. Staff simply sign into the training.​

https://www.azed.gov/sites/default/files/2019/08/3B.%20CACFP%20Training%20Agenda%20and%20Sign-in%20Sheet.pdf?id=5d684d681dcb250aa813ca54


PROGRAM UPDATES AND REMINDERSSECTION 2

1 CACFP Training
Complete 10 Training Hours 
Complete at least one Nutrition and at least one Administration training
Every person on the Permanent Agreement must complete at least one training

2 Civil Rights Compliance for Child Nutrition Program Operators
In addition to the CACFP training, all institutions are required to complete the annual
civil rights training. Completion of the civil rights training does not count toward the
10 hours of CACFP training. 

All institutions are required to attend state agency training before participating in
the CACFP and every year thereafter while participating in the CACFP. 

The following training is required every program year (October 1 – September 30)​:

Please note, there are some instances in which ADE HNS will require the completion of a
specific training. In the event a training is mandatory, the requirement will be announced
formally in an HNS memorandum. 

Training Requirements



Training Curriculum for Arizona Child Nutrition Professionals
Operating the Child and Adult Care Food Program

Because the training offered by HNS is vast in quantity,
diverse in content, and consistently updated, ADE
maintains specialized curricula based on job duties to help
directors with their training plans. 

Each curriculum includes a list of recommended trainings
offered by HNS, USDA’s Team Nutrition, and the Institute of
Child Nutrition (ICN) for specific roles, the format of each
training, the training hours each training provides, and
where to access the training or registration.

The Curriculum will be published at the start of PY26. Its
availability will be announced to all operators via HNS
Communications. 

Training Resources
TRAINING CURRICULUM

PROGRAM UPDATES AND REMINDERSSECTION 2



Training Resources
CACFP TRAINING LIBRARY & TRAINING PLAN
Identifying Training Opportunities:
Monthly, HNS releases an Events Forecast highlighting
current training opportunities available to operators to
complete for training credit. Furthermore, operators
may access trainings on the CACFP Training Library.

Planning and Tracking Training Completion:
To assist in planning and tracking your training hours,
ADE created a Training Plan resource. This Training Plan
is an optional resource for institutions to plan and track
progress toward the 10-hour annual CACFP training
requirement. All training certificates must be kept as
verification of training completion.​

CACFP Training Library
Training Plan

PROGRAM UPDATES AND REMINDERSSECTION 2

https://www.azed.gov/hns/cacfp/cacfptraining
https://www.azed.gov/sites/default/files/2020/09/CACFPAnnualTrainingPlan.pdf


New CACFP Director: 
August 18 - Phoenix | Stay tuned for the next offering!
Intended for new directors interested in a hands-on learning experience
surrounding how to operate the CACFP.

Preparing for your Administrative Review: 
September 8 - Phoenix | Click to Register.
Intended for operators who will be receiving an Administrative Review in PY27,
this workshop will help attendees prepare for the review process.

Infant Feeding: 
September 17 - Phoenix | Click to Register.
Intended for infant room teachers and directors overseeing infant rooms
interested in learning more about infant feeding requirements in the CACFP in
a workshop setting. 

CACFP Financial Management: 
September 22 - Phoenix | Click to Register.
Intended for staff interested in receiving an overview of financial management
requirements for CACFP participation and key principles related to budgeting,
allowable costs, and maintaining compliance with federal program guidelines. 

Event information, including dates,
times, locations, and the link to register
in APLD for additional offerings
throughout the PY will be released via
HNS Communications as the
workshops grow nearer.

SECTION 2 PROGRAM UPDATES AND REMINDERS

In-Person Workshops

CACFP Fall Workshop Schedule

https://azed.geniussis.com/Registration.aspx?aid=11545
https://azed.geniussis.com/Registration.aspx?aid=11546
https://azed.geniussis.com/Registration.aspx?aid=11549
https://www.azed.gov/sites/default/files/2026-08/CACFP%20Workshop%20Schedule.pdf


YesA

B

Quiz Time
Can any staff complete training and contribute to the 10-hour requirement?

No



YesA

B

Quiz Time
Can any staff complete training and contribute to the 10-hour requirement?

No

Yes! Any member of an organization's staff can complete a training listed on ADE's menu of
training options and the training hours count toward the 10-hour requirement.​



YesA

B

Quiz Time
Can the Designated Official and Authorized Signers complete all 10 hours?​

No



YesA

B

Quiz Time
Can the Designated Official and Authorized Signers complete all 10 hours?​

No

Yes! The Designated Official and Authorized Signers must complete at least one training
each. There is no limit to how many trainings they can complete toward the total training
requirement.​

Please note, Designated Officials and Authorized Signers must complete at least one CACFP
training every program year, even if they are not directly involved in the CACFP. The logic
being the individuals listed on your permanent agreement are ultimately responsible for
your CACFP operations and should have some sort of knowledge of the program. 



Monitoring Requirements
QUICK REFRESHER

PROGRAM UPDATES AND REMINDERSSECTION 2

Multi-site institutions operating the CACFP are required to comply with monitoring requirements.

SITE A & SITE B

MULTI-SITE INSTITUTION:

More than one site under the same PA.

A multi-site institution is one that has two or
more sites under a single ADE Permanent
Agreement (PA) and all sites are part of the
same legal entity. 

If you have more than one site but each is on
a separate ADE Permanent Agreement, you
are considered a single-site institution, not a
multi-site institution because the sites are
separate legal entities. 

SITE A

SINGLE-SITE INSTITUTION:

More than one site under separate PAs.

SITE B



PROGRAM UPDATES AND REMINDERSSECTION 2

Multi-site operations must uphold/maintain the following:

Monitoring Policy

Monitoring Schedule

5-Day Reconciliation Process

Recordkeeping Policy outlining the location(s) where
records are stored for each site

Monitoring Requirements
QUICK REFRESHER | REQUIREMENTS FOR MULTI-SITE
INSTITUTIONS



Organizations with multiple sites are required to conduct internal
monitoring annually.​

Monitoring Requirements

Must complete three monitoring visits per program year
(October 1 - September 30) at each site. 

If a site participates under both At-Risk and the Summer Food
Service Program (SFSP), only three total visits are required (ex.,
two visits at the At-Risk site and one visit at the SFSP site).

Two of the three visits must be unannounced (at least one
must include a meal observation; however, best practice is to
review meal service at all visits).

If a serious deficiency is identified, the next visit must be
unannounced.

Monitoring Visit Form

REQUIREMENTS FOR MULTI-SITE INSTITUTIONS

Each monitoring visit must include a 5-Day Reconciliation. 
A designated table has been incorporated into the Monitoring
Visit Form to minimize the chance of oversight.

SECTION 1 STAYING ON TRACK WITH THE CACFP

https://cms.azed.gov/home/GetDocumentFile?id=5d49a1571dcb2516ac6d1110


7 CFR 226.16(d)(4)

7 CFR 226.6(m)(4)

SECTION 1 STAYING ON TRACK WITH THE CACFP

Monitoring Requirements
5-DAY RECONCILIATION

Are enrollment and attendance records current
and accurate?

Are meal counts consistent with attendance
for all meals?

Does attendance ever exceed enrollment?

Reviews and monitoring visits must include a comparison of three
critical elements – enrollment, attendance, and meal counts – for a
five-day period. The process of making this comparison is known as
the 5-Day Reconciliation. 

Instructions on completing the 5-Day Reconciliation are embedded on
the Monitoring Visit Form and outlined in the CFR. For a more thorough
overview, monitors are encouraged to complete the following training:
Understanding CACFP Monitoring Requirements and the Five-Day
Reconciliation (Recording) (Slides) (Q&A)

https://www.ecfr.gov/current/title-7/part-226/subpart-E#p-226.16(d)(4)
https://www.ecfr.gov/current/title-7/part-226/section-226.6#p-226.6(m)(4)
https://vimeo.com/1117529902?share=copy#t=0
https://www.azed.gov/sites/default/files/2025/09/Understanding%20CACFP%20Monitoring%20Requirements%20and%20the%20Five-Day%20Reconciliation_0.pdf
https://www.azed.gov/sites/default/files/2025/09/Understanding%20CACFP%20Monitoring%20Requirements%20and%20the%20Five-Day%20Reconciliation%20QA.pdf


Yes

No

A

B

Quiz Time
A third and final monitoring visit for the previous Program Year took place in September. We
are planning to conduct visits for the current Program Year in April, June, and August. Is this
permissible?



Quiz Time

No, this would not be permissible. No more than six months should pass
between visits. A total of seven months will have passed from
September of last year to April of this year. To stay within six months of
the September visit, an initial visit during this program year must have
taken place in March. 

A third and final monitoring visit for the previous Program Year took place in September. We
are planning to conduct visits for the current Program Year in April, June, and August. Is this
permissible?

For more information and assistance, ADE HNS recommends Multi-Site
Institutions complete the following Administration Virtual Trainings: 

Monitoring Requirements for Multi-Site Sponsors
Understanding CACFP Monitoring Requirements and the Five-Day
Reconciliation (Recording) (Slides) (Q&A)

Yes

No

A

B

https://share.articulate.com/On06EJ06MfWPT1lX7XFkE
https://vimeo.com/1117529902?share=copy#t=0
https://www.azed.gov/sites/default/files/2025/09/Understanding%20CACFP%20Monitoring%20Requirements%20and%20the%20Five-Day%20Reconciliation_0.pdf
https://www.azed.gov/sites/default/files/2025/09/Understanding%20CACFP%20Monitoring%20Requirements%20and%20the%20Five-Day%20Reconciliation%20QA.pdf


PROGRAM UPDATES AND REMINDERSSECTION 2

Monitoring Requirements

Sample Unannounced Review Policy

Monitoring Visit Schedule Template

Template Monitoring Visit Form

Template At-Risk Monitoring Form

CACFP 10-2018: Conducting Five-Day Reconciliation in the Child
and Adult Care Food Program, with Questions and Answers

A Quick Guide to CACFP Five-Day Reconciliation

Understanding CACFP Monitoring Requirements and the Five-
Day Reconciliation (Recording) (Slides) (Q&A)

QUICK REFRESHER | RESOURCES

https://cms.azed.gov/home/GetDocumentFile?id=5bbf76531dcb250b5897eccb
https://www.azed.gov/sites/default/files/2018/08/Proposed%20Monitoring%20Schedule.xlsx
https://cms.azed.gov/home/GetDocumentFile?id=5d49a1571dcb2516ac6d1110
https://cms.azed.gov/home/GetDocumentFile?id=5dd2c76503e2b30098119b84
https://fns-prod.azureedge.us/cacfp/conducting-five-day-reconciliation
https://www.fns.usda.gov/cacfp/streamline-resource-center/five-day-reconciliation
https://vimeo.com/1117529902?share=copy#t=0
https://www.azed.gov/sites/default/files/2025/09/Understanding%20CACFP%20Monitoring%20Requirements%20and%20the%20Five-Day%20Reconciliation_0.pdf
https://www.azed.gov/sites/default/files/2025/09/Understanding%20CACFP%20Monitoring%20Requirements%20and%20the%20Five-Day%20Reconciliation%20QA.pdf


SECTION 2 PROGRAM UPDATES AND REMINDERS

HNS encourages sponsors to use HelpDesk, ADE’s
ticketing system, when in need of any assistance from
HNS. 

Streamlines communications:

Connecting with HNS
ADE HELPDESK

Resource: How to Connect with HNS
using the HelpDesk

HelpDesk is part of the ADEConnect. Those who do not
have an ADEConnect account, will be prompted to
create one. 

Connects requester with content area expert.

Transparency on request status.

https://www.azed.gov/sites/default/files/2024/07/HelpDesk%20to%20Connect%20with%20HNS.pdf
https://www.azed.gov/sites/default/files/2024/07/HelpDesk%20to%20Connect%20with%20HNS.pdf


Section 3 
Administrative 
Reviews 



Online Course: 
What to Expect: Child and Adult Care
Food Program Administrative Review:
available to help CACFP operators learn
more about the review process.

In-Person Workshop: 
CACFP Administrative Review: highlights
the most common findings during an AR
and helps participants review their
documentation through the lens of a
reviewer. 

Click here to register for the offering
on September 8 in Phoenix!

ADE must conduct compliance reviews of all
sponsoring organizations operating the CACFP at
least once during each three-year review cycle.

The objectives of the compliance reviews are to: 
Determine whether program requirements are
met;
Provide technical assistance;
Secure any needed corrective action; and,
Calculate fiscal action and, when applicable,
recover improperly paid funds.

CACFP Administrative
Reviews

SECTION 3 ADMNISTRATIVE REVIEWS

AVAILABLE TRAINING

https://www.azed.gov/sites/default/files/2022/01/What%20to%20Expect_CACFP%20Administrative%20Review.pdf
https://www.azed.gov/sites/default/files/2022/01/What%20to%20Expect_CACFP%20Administrative%20Review.pdf
https://azed.geniussis.com/Registration.aspx?aid=11545


Based on PY26 review outcomes, ADE HNS has identified
common findings in the following areas:

Menu Modifications and Supporting Documentation
Reporting Enrollment and Participant Eligibility
Cost Reporting and Budgeting
Infant Feeding
Household Contacts

The following slides will provide a brief overview of the
findings. As always, operators are responsible for ensuring
sustained compliance will all program requirements.

SECTION 3 ADMNISTRATIVE REVIEWS

PY26 Common Findings



Finding Reminders Resource(s)

Sufficient documentation to
support accommodations for
special dietary needs has not been
maintained.

Specifically, for milk that does
not meet nutrient
requirements (oat milk, almond
milk, etc.)

A “menu modification” is when
someone asks you to avoid a food
or beverage listed on your menu
and offer something else instead.
Processing these requests requires
knowledge of the CACFP meal
pattern, civil rights compliance and
what documentation is needed for
each request.

The Participant Menu Modification
Form must be on file for every
CACFP participant receiving a
menu modification.

Form: Participant Menu
Modification Form

Training: How to Navigate
Menu Modifications

CACFP 01-2025: Nutrition
Requirements for Fluid Milk
and Fluid Milk Substitutions in
the Child and Adult Care Food
Program, Questions and
Answers - See Page 6: Nutrition
Requirements for Fluid Milk
Substitutes Table

PY26 Common Findings

SECTION 3 ADMNISTRATIVE REVIEWS

MENU MODIFICATIONS & SUPPORTING DOCUMENTATION

Resource(s)

Form: Participant Menu
Modification Form

Training: How to Navigate
Menu Modifications

CACFP 01-2025: Nutrition
Requirements for Fluid Milk
and Fluid Milk Substitutions in
the Child and Adult Care Food
Program, Questions and
Answers - See Page 6: Nutrition
Requirements for Fluid Milk
Substitutes Table

Nutrition Requirements for Fluid Milk Substitutes*

Fluid milk substitutes must be nutritionally equivalent to milk
and meet the nutritional standards for fortification of

calcium, protein, vitamin A, vitamin D, and other nutrients to
levels found in cow’s milk.

Parents, guardians, adult participants, or a person on behalf
of the adult participant, must provide a written request for
the fluid milk substitute that is nutritionally equivalent to

milk. A medical statement is not required.

A medical statement is required if the milk substitute
requested does not meet the nutritional standards of cow’s

milk as described below. 

Nutrient Per Cup (8 fl oz)

Calcium 276 mg

Protein 8 g

Vitamin A
150 mcg retinol activity
equivalents (RAE)

Vitamin D 2.5 mcg

Magnesium 24 mg

Phosphorous 222 mg

Potassium 349 mg

Riboflavin 0.44 mg

Vitamin B-12 1.1 mcg

* Fluid milk substitutes served to children 1 through 5 years
old must be unflavored.

https://www.azed.gov/sites/default/files/2019/03/05.%20CACFP%20Participant%20Menu%20Modification%20Form.pdf
https://www.azed.gov/sites/default/files/2019/03/05.%20CACFP%20Participant%20Menu%20Modification%20Form.pdf
https://www.azed.gov/sites/default/files/2020/01/How%20to%20Navigate%20Menu%20Modifications_CACFP_Online_Training.pdf
https://www.azed.gov/sites/default/files/2020/01/How%20to%20Navigate%20Menu%20Modifications_CACFP_Online_Training.pdf
https://www.azed.gov/sites/default/files/2020/01/How%20to%20Navigate%20Menu%20Modifications_CACFP_Online_Training.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.azed.gov/sites/default/files/2019/03/05.%20CACFP%20Participant%20Menu%20Modification%20Form.pdf
https://www.azed.gov/sites/default/files/2019/03/05.%20CACFP%20Participant%20Menu%20Modification%20Form.pdf
https://www.azed.gov/sites/default/files/2020/01/How%20to%20Navigate%20Menu%20Modifications_CACFP_Online_Training.pdf
https://www.azed.gov/sites/default/files/2020/01/How%20to%20Navigate%20Menu%20Modifications_CACFP_Online_Training.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf
https://www.usda.gov/sites/default/files/guidance-documents/FNS.cacfp01-2025.pdf


SECTION 3 ADMNISTRATIVE REVIEWS

WHOLE GRAIN-RICH

PY26 Common Findings
REPEAT

COMMON
FINDING!

Finding Reminders Resource(s)

Grain items inappropriately
labeled as whole grain-rich
on program menus.

At least one grain item per
day must be whole grain-rich
and must be labeled as such
on the menu. All other grain
items must be enriched. 

Only label grain items on
the menu as whole grain-
rich if they meet the
definition as whole grain-
rich. Ensure at least one
grain daily meets WGR
criteria.

Online Training: Introduction to the CACFP
Meal Pattern and Creditable Foods

USDA Training Worksheets:
Adding Whole Grains to Your CACFP Menu
How to Spot Whole Grain-Rich Foods for the
CACFP
Identifying Whole Grain-Rich Foods For the
CACFP - HNS Reviewer Recommended!
Is My Recipe Whole Grain-Rich in the
CACFP?
Using the WIC Food Lists to Identify Grains
for the CACFP

CACFP Halftime: Thirty on Thursdays
Training Webinar Series

Using the WIC Food List to Identify
Creditable Foods in the CACFP
Adding Whole Grains to Your CACFP Menu
Identifying Whole Grain-Rich Foods for the
CACFP Using the Ingredient List, Part 1

Foods that meet the whole grain-rich criteria are
foods containing at least 50% whole grains and
the remaining grains in the food are creditable.
There are six methods to identify these grains: 

1.Food is labeled whole wheat and meets FDA’s
Standard of Identity​

2.Food is found on any State Agency’s WIC-
Approved whole grain food list​

3.FDA Statement​
4.Rule of Three​
5.Food meets the whole grain-rich criteria

under the NSLP​
6.Manufacturer Documentation of Standardized

Recipe​

As long as it meets any one of these six methods,
it is considered whole grain-rich and may be
labeled on the menu as such. ​

REFRESHER: WGR DEFINED

https://share.articulate.com/sZKWs03psRDd9qRdTGpT0
https://share.articulate.com/sZKWs03psRDd9qRdTGpT0
https://share.articulate.com/sZKWs03psRDd9qRdTGpT0
https://www.fna.usda.gov/tn/adding-whole-grains-your-cacfp-menu
https://www.fna.usda.gov/tn/how-spot-whole-grain-rich-foods-cacfp
https://www.fna.usda.gov/tn/how-spot-whole-grain-rich-foods-cacfp
https://www.fna.usda.gov/tn/identifying-whole-grain-rich-foods-cacfp
https://www.fna.usda.gov/tn/identifying-whole-grain-rich-foods-cacfp
https://www.fna.usda.gov/tn/my-recipe-whole-grain-rich-cacfp
https://www.fna.usda.gov/tn/my-recipe-whole-grain-rich-cacfp
https://www.fna.usda.gov/tn/using-wic-food-lists-identify-grains-cacfp
https://www.fna.usda.gov/tn/using-wic-food-lists-identify-grains-cacfp
https://www.fna.usda.gov/node/11008
https://www.fna.usda.gov/node/11008
https://www.fna.usda.gov/node/3062
https://www.fna.usda.gov/tn/identifying-whole-grain-rich-foods-cacfp-part-1
https://www.fna.usda.gov/tn/identifying-whole-grain-rich-foods-cacfp-part-1


Finding Reminders Resource(s)

Meal pattern requirements are not
met for infants with established
eating pattern. 

Specifically, a meat/meat
alternate/IFC is not served at
meals and a grain is not served
at snack. 

Infant feeding is based on
developmental readiness, meaning
operators must start offering a
baby solid foods after the parents
have communicated that the child
is developmentally ready and is
eating solid foods at home. This
communication must be properly
documented to support feeding
practices.

On the Infant Point of Service Meal
Count Sheet for infants 6-11
months old, the food items served
to satisfy the required components
(in accordance with
developmental readiness) should
be written. If the infant is not
developmentally ready for what is
being served, write 'Not yet'.

Infant Feeding Essentials
Series: Solid Foods & Infant
Feeding Requirements

Infant Point of Service Meal
Count Sheet

DHS Solid Food Introduction
Form

Feeding Infants in the CACFP
USDA Handbook

In-Person Workshop: Infant
Feeding (Click here to register
for the September 17 offering in
Phoenix)

PY26 Common Findings

SECTION 3 ADMNISTRATIVE REVIEWS

INFANT FEEDING

REPEAT
COMMON
FINDING!

Breakfast, Lunch, and Supper: 
Breastmilk or Formula
Infant Cereal or Meat/Meat Alternate 
Fruit and/or Vegetable

Snacks:
Breastmilk or Formula
Grain
Fruit and/or Vegetable

Common Error: A grain is offered at meal times and not
offered at snack. 

Meal Requirements: For infants (6–11 months) ready
for solid foods, breakfast, lunch, and supper requires
breastmilk or formula plus an iron-fortified infant
cereal or a meat/meat alternate. Other grain items
are not creditable at breakfast.

Snack Requirements: Grains like bread, crackers, or
ready-to-eat cereals are allowed and creditable only
at snack time, alongside breastmilk/formula and a
fruit/vegetable. 

REFRESHER: INFANT MEAL PATTERN
FOR INFANTS READY FOR SOLIDS 

https://www.azed.gov/sites/default/files/2025/08/Infant%20Feeding%20Essentials%20Part%203%20-%20How%20to%20Feed%20Infants%20Solid%20Food.pdf
https://www.azed.gov/sites/default/files/2025/08/Infant%20Feeding%20Essentials%20Part%203%20-%20How%20to%20Feed%20Infants%20Solid%20Food.pdf
https://www.azed.gov/sites/default/files/2019/03/E.%20FY19%20Infant%20Point%20of%20Service%20Meal%20Counts%20FINAL.pdf
https://www.azed.gov/sites/default/files/2019/03/E.%20FY19%20Infant%20Point%20of%20Service%20Meal%20Counts%20FINAL.pdf
https://azdhs.gov/documents/licensing/childcare-facilities/providers/forms/infant_feeding_instructions.pdf
https://azdhs.gov/documents/licensing/childcare-facilities/providers/forms/infant_feeding_instructions.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/FI_FullGuide_2021.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/FI_FullGuide_2021.pdf
https://azed.geniussis.com/Registration.aspx?aid=11546
https://azed.geniussis.com/Registration.aspx?aid=11546


Finding Reminders Resource(s)

The claim did not accurately reflect
participant eligibility.  

Specifically, the claiming roster
totals are not transferred
correctly to match the claim.

Exempt: Emergency Shelters and
At-Risk Programs

There are 3 claiming rosters - Free,
Reduced-price, and Paid. 

When eligibility is determined,
write the participant’s first and last
name on the corresponding
claiming roster.

When a participant is signed into
care at least one time during the
month, place a check mark in the
monthly column.

Count the total participants on
every roster signed into care for
the month. When submitting a
monthly claim, totals from each
category are reported.

Online Essentials Training:
Participant Enrollment

Online Training: How to Submit
a Claim in CNPWeb for the
Child and Adult Care Food
Program

Claiming Rosters (PDF) (Excel)

PY26 Common Findings

SECTION 3 ADMNISTRATIVE REVIEWS

REPORTING ENROLLMENT & PARTICIPANT ELIGIBILITY

https://www.azed.gov/sites/default/files/2025/08/Administration%20Essentials%20Part%201%20-%20Participant%20Enrollment.pdf
https://www.azed.gov/sites/default/files/2025/08/How%20to%20Submit%20a%20Claim%20in%20CNPWeb%20for%20the%20Child%20and%20Adult%20Care%20Food%20Program.pdf
https://www.azed.gov/sites/default/files/2025/08/How%20to%20Submit%20a%20Claim%20in%20CNPWeb%20for%20the%20Child%20and%20Adult%20Care%20Food%20Program.pdf
https://www.azed.gov/sites/default/files/2025/08/How%20to%20Submit%20a%20Claim%20in%20CNPWeb%20for%20the%20Child%20and%20Adult%20Care%20Food%20Program.pdf
https://www.azed.gov/sites/default/files/2025/08/How%20to%20Submit%20a%20Claim%20in%20CNPWeb%20for%20the%20Child%20and%20Adult%20Care%20Food%20Program.pdf
https://www.azed.gov/sites/default/files/2019/03/D.%20Claiming%20Rosters.pdf
https://www.azed.gov/sites/default/files/2019/03/D.%20Excel%20Claiming%20Rosters%20Final.xlsx


Let’s Practice...
​Let’s take a look at a claiming roster scenario.

Six children are listed on the free claiming roster. The
director has placed a checkmark in the July column for
every participant that was in attendance in July.

When submitting the July claim, how many free
participants will you report?

    A. 6
    B. 5
    C. 4
    D. I need more information.​



​Let’s take a look at a claiming roster scenario.

Six children are listed on the free claiming roster. The
director has placed a checkmark in the July column for
every participant that was in attendance in July.

When submitting the July claim, how many free
participants will you report?

    A. 6
    B. 5
    C. 4
    D. I need more information.​

Let’s Practice...

Although there are 6 participants classified as
“Free,” only 4 were in attendance in July.​



Finding Reminders Resource(s)

The facility sections of the Monthly Expense
Worksheet provided were not completed
appropriately.

Specifically, sponsors are rounding approved
administrative and operational percentage in
CNP Budget to the nearest whole or half
percentage.

Sponsors must utilize the exact percentage of
facility expenses attributed to CACFP that was
calculated on approved Management Plan
when determining the portion of facility
expenses to claim as a program expense. Recordkeeping Requirements and Cost

Reporting

How to Submit a Claim in CNPWeb for the
Child and Adult Care Food Program

In-Person Workshop: CACFP Financial
Management (Stay tuned for more offerings!)The sponsor did not submit a budget revision for

expenses that exceeded 10% of the approved
budget. 

Sponsors report monthly program expenses in
the CNPWeb Sponsor Claim. This information
must reflect expenses that were reported on the
approved Budget. If reported expenses appear
unreasonable or organizations are running into
surpluses or deficits, contact your assigned HNS
Specialist to determine if budget revisions are
needed. Supporting documentation for the
reported expenses, like invoices, receipts, bank
statements, time distribution reports, etc. need
to be maintained for a minimum of five years.

PY26 Common Findings

SECTION 3 ADMNISTRATIVE REVIEWS

COST REPORTING & BUDGETING

https://www.azed.gov/sites/default/files/2025/09/Admin%20Essentials%20P5%20-%20Recordkeeping%20Reqs%20and%20Cost%20Reporting.pdf
https://www.azed.gov/sites/default/files/2025/09/Admin%20Essentials%20P5%20-%20Recordkeeping%20Reqs%20and%20Cost%20Reporting.pdf
https://www.azed.gov/sites/default/files/2025/08/How%20to%20Submit%20a%20Claim%20in%20CNPWeb%20for%20the%20Child%20and%20Adult%20Care%20Food%20Program.pdf
https://www.azed.gov/sites/default/files/2025/08/How%20to%20Submit%20a%20Claim%20in%20CNPWeb%20for%20the%20Child%20and%20Adult%20Care%20Food%20Program.pdf


True

False

Quiz Time

A

B

True or False. Once my organization’s Budget and Sponsor
Application are approved with my Renewal Application,
we are set for the year.



True

FalseB

Quiz Time

A

Operators are responsible for periodically
assessing their program expenses in
comparison to their approved Budget by
reviewing their reported expenses in their
CNPWeb Sponsor Claims. 

If expenses are far less or greater than
originally anticipated, Budget revisions
may be needed to support sustained
program compliance.

Appropriate YTD Percentages in CNPWeb
Sponsor Claim:

December: ~25%
March: ~50%
June: ~75%
September: ~100%

True or False. Once my organization’s Budget and Sponsor
Application are approved with my Renewal Application,
we are set for the year.



Finding Reminders Resource(s)

Sponsor did not have a system in
place to use household contacts
when necessary. 

Household contact procedures are
essential for verifying the accuracy
of enrollment, attendance, and
meal service information to
maintain program integrity. These
procedures involve sponsoring
organizations and state agencies
contacting families through various
methods to detect potential
discrepancies or fraud, with follow-
up actions ranging from corrective
measures to possible denial of
meal reimbursements if
inconsistencies are discovered.

Operators are responsible for
having Household Contact
Procedures in place in the event
they are found to be necessary.

Household Contact Procedures

Parent Survey Telephone
Conversation Record

PY26 Common Findings
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HOUSEHOLD CONTACTS

REPEAT
COMMON
FINDING!

Parent Survey Telephone Conversation Record

Household Contact Procedure

https://www.azed.gov/sites/default/files/2017/06/household-contact-procedure_0.pdf
https://www.azed.gov/sites/default/files/2017/06/household-contact-procedure_0.pdf
https://www.azed.gov/sites/default/files/2017/06/household-contact-procedure_0.pdf
https://www.azed.gov/sites/default/files/2017/06/household-contact-procedure_0.pdf
https://www.azed.gov/sites/default/files/2017/06/household-contact-procedure_0.pdf


If you are attending the live webinar, you will
receive an email once attendance has been
completed. Once you have received this
email, your training certificate will be
available in APLD. 

If you are watching the recorded webinar,
you can access the survey link and certificate
of completion at the end of the webinar
slides.

Thank you!
PLEASE PUT QUESTIONS IN THE Q&A



Congratulations
You have completed the Staying on Track with
the Essentials of CACFP for Program Year 2027
webinar.

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it. 

Training Title: 
Staying on Track with the Essentials
of CACFP for Program Year 2027

Length: 1 Hour - Administration



Click here to access a training certificate.

Certificate
Information to include when documenting training completion:

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it. 

Training Title: Staying on Track with the
Essentials of CACFP for Program Year 2027

Length: 1.0 hour - Administration

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


In accordance with federal civil rights law and USDA civil rights regulations and policies, the
USDA, its agencies, offices, employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and
complaint filing deadlines vary by program or incident.

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
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may
be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination 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, Mail Stop 9410, Washington, D.C. 20250-9410;

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

USDA is an equal opportunity provider, employer, and lender.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov
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	Objectives
	At the end of this training, attendees should be able to:
	understand the annual renewal application requirements for operating the CACFP in Arizona;
	assess compliance with program updates and requirements;
	acknowledge common findings and resources available to help prepare for an Administrative Review; and,
	explain how to access HNS trainings and resources.
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	HNS 09-2026: CACFP Renewal for Program Year 2027
	CACFP Renewal Resources Webpage: Contains all necessary forms and resources to successfully complete a Renewal Application annually, including all of the resources listed below:
	Renewal Preparation Checklist provides an overview of the minimum required documentation.
	Step-by-Step Instruction: How to Complete Renewal Applications Quick Guide provides detailed instruction on accessing and completing the Management Plan, Budget, and CNPWeb applications.
	Step-by-Step Instruction: How to Submit CNPWeb Applications for the CACFP provides step-by-step instructions on completing and submitting CNPWeb Site and Sponsor applications.
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	MANAGEMENT PLAN AND BUDGET
	Each program year, operators are first required to submit a management plan and budget via CNP Management Plan and Budget.
	Management Plan:  Collects all aspects of the sponsor and sites including contact information, organizational information, administrative capability information, financial viability information, and stores documentation.
	Budget:  Collects facility information including administrative and operational costs and projected expenses.

	RESOURCE REMINDER:
	Renewal Application Checklist
	Step-by-Step Instruction: How to Complete Renewal Applications
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	MANAGEMENT PLAN AND BUDGET: REMINDERS
	Management Plan:
	Reference last year's approved Management Plan.
	Review each page for accuracy.
	Error messages indicate sections that must be completed.
	Information from the previously approved Management Plan may roll over and will need to be reviewed and updated as necessary.

	Budget:
	Reference last year's approved Budget.
	All program funds must be attributed to program expenses. Additional Funds required will display if you show a profit.
	Must show unrestricted funds (donations, grants, or any other funding source).
	Administrative expenses cannot exceed 15%.
	If a line item exceeds 10% of the approved budget in a claim, you will be asked to submit a revised budget.


	MID-YEAR UPDATES
	If any significant changes occur during the program year, operators must notify their specialist and update their application.
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	Renewal Guidance
	TRAINING REQUIREMENTS
	Operators must upload training certificates to the Sponsor Information page in the Management Plan to demonstrate training requirements have been satisfied.
	CACFP Training
	Complete 10 Training Hours
	Complete at least one Nutrition and at least one Administration training
	Every person on the Permanent Agreement must complete at least one training

	Civil Rights Compliance for Child Nutrition Program Operators
	In addition to the CACFP training, all institutions are required to complete the annual civil rights training. Completion of the civil rights training does not count toward the 10 hours of CACFP training.

	Staying on Track with the Essentials of CACFP for Program Year 2027
	Mandatory for all renewing CACFP organizations.
	Live webinar attendees will access their certificate in APLD. Attendees viewing the recording will access the survey link and certificate of completion at the end of the webinar slides.
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	Renewal Guidance
	CNPWEB SITE AND SPONSOR APPLICATIONS
	Organizations are required to submit a final CNPWeb site and sponsor application through ADEConnect after the Management Plan & Budget applications are approved.
	Site Application:  This application will ask for contact information and information about the program at the site/center level.
	Sponsor Application: This application will ask for contact information and information about the program at the organization level.

	RESOURCE REMINDER:
	Renewal Application Checklist
	Step-by-Step Instruction: How to Submit CNPWeb Applications for the CACFP
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	Accessing Applications
	ACCESSING THE SYSTEM
	Management Plans and Budgets are available in the CNP Management Plans and Budgets (CNP MP & B) system, which is a web-based application in ADEConnect.
	To access the system, login to ADEConnect, select "View Applications," and then select "CNP Management Plans and Budgets."
	If CNP Management Plans and Budgets is not a listed application in ADEConnect, you will need to request access from your Entity Administrator.

	LOGIN TO ADECONNECT
	Open a web browser, navigate to adeconnect.azed.gov, and input your username and password for ADEConnect.

	SELECT "VIEW APPLICATIONS"
	After logging in to ADEConnect, select "View Applications."

	SELECT "CNP MANAGEMENT PLANS AND BUDGETS"
	Select "CNP Management Plans and Budgets" from the list of applications.
	SECTION 1



	The CNP MP & B
	After successfully logging in to the CNP MP & B system, a welcome screen will load. To proceed, select "Sponsor Dashboard."
	Once "Dashboard" is selected, a new screen with all current and prior PY Management Plans and Budgets will load.
	To access your Management Plan, select CNP Management Plan - Program Year 2027.
	To access your Budget, select CNP Budget - Program Year 2027.
	PY27 Management Plans and Budgets will not be available until late August.
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	CNPWeb Applications
	Organizations are required to submit a final CNPWeb sponsor application through ADEConnect after the Management Plan & Budget applications are approved.
	Site Application: This application will ask for contact information and information about the program at the site/center level.
	Sponsor Application: This application will ask for contact information and information about the program at the organization level, including annual income and expenses which must match the figures reported on the approved budget.
	To access the CNPWeb, login to ADEConnect, select "View Applications," and then select "CNPWeb."
	LOGIN TO ADECONNECT
	Open a web browser, navigate to adeconnect.azed.gov, and input your username and password for ADEConnect.

	SELECT "VIEW APPLICATIONS"
	After logging in to ADEConnect, select "View Applications."

	SELECT "CNPWEB"
	Select "CNPWeb" from the list of applications.
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	UPGRADED!
	Before...
	After...



	CNPWeb Application
	UPGRADED FOR COMPATIBILITY WITH GOOGLE CHROME AND MICROSOFT EDGE
	In March, the CNPWeb received upgrades to work with modern web browsers, such as Chrome and Edge.
	The claims and applications pages may look slightly different but all fields and actions needed remain the same.
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	Renewal Guidance
	ADDITIONAL REQUIREMENTS: PERMANENT AGREEMENT
	All operators must review their CACFP Permanent Agreement to ensure the Designated Official and all Authorized Signers are current.
	If all names listed on the CACFP Permanent Agreement are appropriate, no action is needed.
	If any changes are needed, a new Permanent Agreement must be initiated, which is done by completing the CACFP Initiation Form using Adobe Sign.
	Any questions related to the submission or updating of the Permanent Agreement should be directed to the assigned HNS Specialist.
	CACFP Initiation Form
	SECTION 1

	Free and Reduced Price Policy Statement Template


	Renewal Guidance
	ADDITIONAL REQUIREMENTS: FREE AND REDUCED-PRICE POLICY STATEMENT
	Similarly, operators must review their Free and Reduced-Price (FRP) Policy Statement for substantive changes.
	The policy statement must be updated and resubmitted if...
	...there are any changes to the process or staff/position responsible for eligibility determinations; or,
	...the operator does not have an approved policy statement on file with ADE.
	If applicable, changes must be submitted for approval to your assigned HNS Specialist no later than October 15.
	SECTION 1
	RENEWAL APPLICATION REQUIREMENTS




	Renewal Guidance
	ADDITIONAL REQUIREMENTS: CASH IN LIEU OF COMMODITIES
	Annually, CACFP operators are surveyed for interest in either receiving entitlement funds allocated toward USDA Foods or Cash in Lieu of Commodities. Based on the results of the CIL survey, operators will continue to receive cash-in-lieu of commodities.
	CIL is an additional ~$0.30 added to the reimbursement amount for each lunch and supper meal claimed. This is actual funding that is added to the monthly reimbursements with no additional requirements.
	This funding is added to the monthly reimbursements when the sponsor correctly completes section ‘5. General Information’ of the sponsor application indicating “no” to the ‘Do you currently receive USDA Foods’ question.
	CNPWeb Sponsor Application
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	Renewal Guidance
	ADDITIONAL REQUIREMENTS: SINGLE AUDIT QUALIFYING QUESTIONNAIRE
	Annually, all CACFP operators must complete a Single Audit Qualifier Questionnaire (SAQQ) to determine if an operator has expended $1,000,000 or more in Federal awards in a fiscal year (FY).
	Any entity found to have expended more than $1,000,000 is required to hire an independent Certified Public Accountant to conduct a single audit to review both the compliance and financial component of Federal programs within 12 months after the FY’s close.
	All operators must ensure the SAQQ for FY 2025 has been submitted. Operators still needing to complete the SAQQ must do so now. The PY27 application will not be approved until this is completed.
	Link to FY25 Single Audit Qualifier Questionnaire
	HNS Communication
	Program Alert
	Single Audit Qualifier Questionnaire due by May 29, 2026
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	RENEWAL SUBMISSION TIMELINE
	LAST WEEK OF AUGUST
	PY27 Management Plan & Budget Available in ADEConnect.

	OCTOBER 31
	Management Plan & Budget Submission Deadline to Claim October.

	NOW
	Review and update CACFP Permanent Agreement if applicable.
	Review and update Free and Reduced-Price Policy Statement if applicable.
	Confirm submission of CIL Survey.
	Confirm submission of SAQQ.

	DECEMBER 30
	Last day to submit an October claim without a One-Time Exception.
	PY27 Management Plan, Budget, and CNPWeb Applications must be approved before claims submission.
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	Quiz Time
	True or False. I should submit my complete Management Plan and
	Budget on or before October 1.
	True
	False
	SECTION 1


	Quiz Time
	True or False. I should submit my complete Management Plan and Budget on or before October 1.
	True
	False
	True. ADE highly recommends you submit a complete Management Plan and Budget by October 1.
	If a Management Plan and Budget are not submitted to ADE by October 31, the operator cannot receive reimbursement for Octobers operations.
	Applications will be reviewed in the order in which they are received.
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	Quiz Time
	True or False. Renewal applications must be approved by October 31 in order to be eligible to submit a claim for reimbursement for October operations.
	True
	False
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	Quiz Time
	True or False. Renewal applications must be approved by October 31 in order to be eligible to submit a claim for reimbursement for October operations.
	True
	False
	The Management Plan and Budget must be submitted by October 31 to be eligible to claim October.
	PY27 Management Plan, Budget, and CNPWeb Applications must be approved and claims must be submitted prior to the 60-day claiming deadline, which is December 30 for October.
	Applications will be reviewed in the order in which they are received.

	Section 2  Program Updates and Reminders
	SECTION 2
	The CACFP Meal Pattern Chart has been updated to reflect this update.

	Notable USDA Memorandums
	CACFP 04-2026: EXPANDING FLUID MILK OPTIONS IN CNPS
	This memo explains that effective June 8, 2026, schools and child and adult care providers participating in Child Nutrition Programs (CNP) may offer whole and reduced-fat milk to participants two years and older.
	Impact on CACFP:
	Fluid milk served to children age 1 must be unflavored whole milk;
	Fluid milk served to children ages 2 through 5 may be unflavored whole, reduced-fat, low-fat, or fat-free milk; and
	Fluid milk served to children age 6 and older and adult participants may be unflavored or flavored, whole, reduced-fat, low-fat, or fat-free milk.
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	Notable USDA Memorandums
	CRD 01-2026: MODIFYING THE FNS INSTRUCTION 113-1: CIVIL RIGHTS COMPLIANCE AND ENFORCEMENT
	This memo announces updates to USDA Food and Nutrition Administration - FNA (formerly Food and Nutrition Services - FNS) civil rights guidance by modifying Instruction 113-1 to ensure alignment with current federal laws and nondiscrimination requirements across all nutrition programs.
	USDA is still developing guidance and plans to issue a new guidance tool. Once available, it will be shared by ADE-HNS.
	Impact on CACFP:
	Non-discrimination statement: USDA has issued a new Long, English Statement, which should be used in place of the previous statement.
	And Justice For All Poster: USDA has not yet released an updated poster. However, Sponsors should continue to ensure the most current version is prominently displayed.

	More detailed information coming up next!
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	Civil Rights Compliance
	UPDATES TO LONG, NON-DISCRIMINATION STATEMENT
	On July 7, 2025, USDA released Guidance on the Interpretation of Discrimination Based on “Sex” in USDA Child Nutrition Programs to rescind the Bostock Policy Update and change the protected classes. As a result, the long, non-discrimination statement has changed.
	ADE HNS’ Civil Rights Webpage
	USDA FNA’s Civil Rights Webpage
	All information materials and sources, including websites, used by FNA, State agencies, local agencies, or other subrecipients to inform the public about FNA programs must contain a nondiscrimination statement. It is not required that the nondiscrimination statement be included on every page of the program information website.
	At the minimum, the nondiscrimination statement, or a link to it, must be included on the home page of the program information. If the material is too small to permit the full statement to be included, the material will at a minimum include the statement, in print size no smaller than the text, that “This institution is an equal opportunity provider.”
	SECTION 2
	PROGRAM UPDATES AND REMINDERS



	LONG, ENGLISH VERSION:


	Civil Rights Compliance
	NON-DISCRIMINATION STATEMENTS
	In accordance with the recent guidance from the USDA regarding Civil Rights (FNS-113), please use the new nondiscrimination statement for the long, English version, found here: Nondiscrimination Statements (NDS).
	As we wait for additional guidance from USDA, please continue to use the old versions for the short and Spanish nondiscrimination statements.
	Long, English Statement – Use new version
	Long, Spanish Statement – Continue to use old version until we receive further guidance
	Short, English and Spanish Statements – Continue to use old versions until we receive further guidance
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	Required Signage
	AND JUSTICE FOR ALL
	In accordance with the recent guidance from the USDA regarding Civil Rights (FNS-113), HNS will not issue findings related to the display or updating of the “And Justice for All” poster during monitoring visits at this time.
	Sponsors should continue to ensure the poster is prominently displayed in a public area at the sponsor’s office that is visible to program recipients, their families, personnel, and visitors. Once USDA releases updated posters or additional direction, this will be a required posting.
	This guidance is subject to change at any time. Please stay informed through HNS communications to monitor any updates to the requirements for the "Justice for All" posters.
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	Required Signage
	ADDITIONAL REQUIREMENTS
	Participating CACFP facilities must have the following prominently displayed:
	Building for the Future: with current CACFP official contact information.
	WIC Outreach Flyer (English) (Spanish): current income guidelines updated June 2026. At-Risk, Emergency Shelters, and Adult Centers are exempt.
	Current Menus: updated and available for parents and/or guardians to review.
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	Added Sugar Limit to Yogurt
	REMINDER
	Beginning October 1, 2025, CACFP operators must offer yogurt that contains no more than 12 grams of added sugars per 6 ounces, or 2 grams of added sugars per ounce.
	To tell if a yogurt meets the added sugars limit...
	Download USDA’s chart that shows common serving sizes of yogurt and the maximum amount of added sugars they can contain: fns.usda.gov/tn/meal-pattern-training-worksheets-cacfp
	Use the information on the yogurt’s Nutrition Facts label, and follow the steps outlined in this resource.
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	Added Sugar Limit to Cereals
	REMINDER
	Beginning October 1, 2025, CACFP operators must offer breakfast cereals that contains no more than 6 grams of added sugars per dry ounce.
	To tell if a cereal meets the added sugars limit...
	Download USDA’s chart that shows common serving sizes of cereal and the maximum amount of added sugars they can contain: fns.usda.gov/tn/meal-pattern-training-worksheets-cacfp
	Use the information on the cereal’s Nutrition Facts label, and follow the steps outlined in this resource.
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	Recordkeeping Requirements
	REMINDER OF REQUIREMENTS
	Recordkeeping: 7 CFR 226.10 (d), 7 CFR 226.15 (e), 7 CFR 226.16 (e); ARS §35-214, 35-215
	Institutions must establish procedures to collect and maintain all records listed in the CACFP regulations and required by the State Agency.
	Failure to maintain records will be grounds for the denial of reimbursement for meals served during the period covered by the records in question and for the denial of reimbursement for costs associated with such records​.

	Distinct Areas of Records:
	Eligibility, Enrollment, and Attendance
	Meal Service
	Meal Counts
	SECTION 2
	Example of a Sign In and Out Sheet



	Recordkeeping Requirements
	REMINDER OF REQUIREMENTS: ATTENDANCE
	Reminders: All children must be signed in and out by an approved guardian each time they arrive and leave day care. This includes signing out and back in when students leave and return from school.
	Sign-in sheets should not be pre-filled.
	Exact times and full signatures are required.
	As a best practice, place a clock near the sign-in/out sheets so times are exact and duplicated each day (e.g. 6:30 am-6:00 pm every day or an arrow down the rows for the entire month of times).
	Each participant should have their own sign in and out sheet.
	SECTION 2
	For a more thorough overview of meal counting and claiming, please reference the following trainings available on the Training for the CACFP Webpage:
	Nutrition Essentials - Meal Service and Food Safety: Overview of Collecting Meal Counts at the Point of Service
	Administration Essentials - Meal Count Summary: Overview of Point of Service Meal Counts and Consolidating Counts to the Meal Count Summary for Monthly Claiming



	Recordkeeping Requirements
	REMINDER OF REQUIREMENTS: MEAL COUNTS
	Meal counts must be collected at the point of service (during the meal service).
	Reminders:
	Meal Counts are not the same as daily attendance rosters.
	Reimbursement is based on actual meal counts for each type of meal each month. If meal counts are incorrect, reimbursement will be incorrect.

	CACFP Sponsoring Organizations are responsible for training and monitoring staff to ensure the process of collecting point of service meal counts is understood and completed correctly.
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	Recordkeeping Requirements
	REMINDER OF REQUIREMENTS: MEAL COUNTS
	How to Collect Point of Service Meal Counts:
	Identify participants who are offered a reimbursable meal during the approved meal service time.
	Write a checkmark next to the participants names.
	A participant can be claimed for a maximum of two meals and one snack, two snacks and one meal, or three snacks per day. For participants that consumed more meals/snacks than can be claimed, clearly indicate which meals/snacks will be claimed for reimbursement.
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	Quiz Time
	Which of the following number of meals and snacks can you claim per child per day?
	2 meals and 1 snack
	1 meal and 2 snacks
	3 snacks
	Any of the above
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	Quiz Time
	Which of the following number of meals and snacks can you claim per child per day?
	2 meals and 1 snack
	1 meal and 2 snacks
	3 snacks
	Any of the above
	You can claim 2 meals and 1 snack, 2 snacks and 1 meal, or 3 snacks per participant per day.
	The only exception are emergency shelters, which can claim up to 3 meals per child per day.
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	Recordkeeping Requirements
	REMINDER OF REQUIREMENTS: COST REPORTING
	Recordkeeping: 7 CFR 226.10 (d), 7 CFR 226.15 (e), 7 CFR 226.16 (e); ARS §35-214, 35-215
	Organizations are responsible for accounting for costs accurately and for maintaining records to demonstrate that costs reported on the monthly claim have been paid and are allowable to the program. ​
	Documentation of the nonprofit food service is required to ensure all Program reimbursement funds are used solely for the conduct of the food service operation or to improve the food service operations, principally for the benefit of the enrolled participants.​

	Distinct Areas of Records:
	Eligibility, Enrollment, and Attendance
	Cost Reporting
	Meal Service
	Meal Counts



	Recordkeeping Requirements
	REMINDER OF REQUIREMENTS: DISCTINCT AREAS OF RECORDS
	Recordkeeping: 7 CFR 226.10 (d), 7 CFR 226.15 (e), 7 CFR 226.16 (e); ARS §35-214, 35-215
	Who are you claiming?
	What are you claiming?
	How many meals are you claiming?
	How was reimbursement spent?
	Eligibility:
	Meal Benefit Income Eligibility Forms
	Claiming Rosters
	Title XX Documentation

	Enrollment:
	Emergency Information and Immunization Records

	Attendance:
	Sign in and Out Sheets (must be completed/signed by a parent/guardian)
	Menus with notes of any substitutions​
	Menu Modification Forms for meal substitutions​
	CN Labels or Product Formulation Statements (if applicable)​
	Ingredients and nutrition facts for low sugar cereals/yogurts​
	Documentation for the whole grain-rich items listed on the menus
	Recipes (best practice)​
	Menu Production Worksheets (if applicable)
	Meal Counts​
	Point of Service (POS) Meal Counts Sheets​
	Infant POS Meal Count Sheets​
	Meal Count Summary Sheet ​

	OR​
	Equivalent computer-generated Meal Count Sheets (ADE-Approved Electronic System)
	Receipts and invoices
	Time Distribution Reports
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	Recordkeeping & Claiming
	Reimbursement is provided for each meal or snack served to an enrolled participant at an eligible institution.
	To obtain this reimbursement, center personnel must accurately count, record, and claim the number of creditable meals served to program participants by eligibility category (paid, reduced-price, and free) at the point of service.
	The number of meals or snacks claimed for reimbursement must have adequate documentation on file to support the claim.
	Claim data is obtained directly from monthly recordkeeping documents that will be reviewed during an audit and review. All reported figures must be supported by proper documentation.
	Monthly Claims in CNPWeb:
	Sponsor Claim: Must be submitted first.  Report monthly income and monthly expenses.
	Site Claim:  Report number of participants and the number of meals served.
	SECTION 2

	For a thorough overview of Submitting a Claim for the Child and Adult Care Food Program, please review the Step by Step Instruction: How to Submit a Claim in CNPWeb for the Child and Adult Care Food Program.


	Recordkeeping & Claiming
	CLAIMING REMINDERS
	Claims are submitted monthly in the CNPWeb.​
	Sponsor Claims must be submitted before Site Claims. ​
	Claim data is obtained directly from monthly recordkeeping documents that will be reviewed during an audit and review.​
	All reported funds must have supporting documentation, such as receipts, invoices, etc. ​
	Claims must be submitted after the entire month of operation has been completed. Claims cannot be submitted in advance.​
	Claims must be in Submitted status in order to receive reimbursement. Claims left in Pending status are not valid and will not be processed for payment.
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	Quiz Time
	True or False. Reimbursement is based on program expenses reported in the Sponsor Claim.
	True
	False
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	Quiz Time
	True or False. Reimbursement is based on program expenses reported in the Sponsor Claim.
	True
	False
	Federal reimbursement is provided for each meal or snack that meets program requirements and is served to an enrolled participant at an eligible institution.
	Program expenses do not impact reimbursement but instead communicate how Federal funds were used.
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	Recordkeeping Requirements
	RESOURCES
	Document Checklist & Monthly Accountability Checklist
	To assess compliance, ADE HNS highly encourages operators utilize the Document Checklist and Monthly Accountability Checklist. These checklists can be used as an internal edit-check to verify that all required documents are being appropriately completed and maintained.
	ADE HNS’ Online Training Library
	Completing the entire series of the online, self-paced essentials trainings will provide a thorough overview of the requirements to operate the CACFP.
	ADE HNS highly encourages all operators to review, at a minimum, the Administration Essentials Part 5: Recordkeeping Requirements and Cost Reporting for the CACFP.
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	Staff Training
	INSTITUTION RESPONSIBILITY
	All institutions participating in the CACFP must train all staff on both CACFP and Civil Rights topics.​

	ALL STAFF
	Before participating in CACFP
	Annually (October 1 - September 30)

	NEW STAFF
	Before performing CACFP duties
	SECTION 2
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	Staff Training
	REQUIRED CACFP TRAINING TOPICS
	USDA identifies the specific topics institutions must cover during staff trainings.
	CACFP Meal Pattern Requirements
	Point of Service Meal Count Procedures
	Review Procedures
	Recordkeeping Requirements
	Claims Submission
	Reimbursement System
	ADE recommends utilizing the Annual Staff Training Presentation Template developed by ADE-HNS  as it will ensure all required topics are addressed.
	SECTION 2
	PROGRAM UPDATES AND REMINDERS





	Staff Training
	REQUIRED CIVIL RIGHTS TOPICS
	Under civil rights, institutions must cover:​
	Program availability ​
	Non-discrimination statement​
	Collection and use of data​
	Effective public notification systems​
	Complaint procedures​
	Compliance review techniques​
	Resolution of noncompliance​
	Requirements for reasonable accommodations for persons with disabilities​
	Requirements for language assistance​
	Conflict resolution​
	Customer service​
	ADE recommends utilizing the Civil Rights training developed by ADE-HNS as it will ensure all required topics are addressed.
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	PROGRAM UPDATES AND REMINDERS




	Staff Training
	DOCUMENTATION REQUIREMENTS
	In addition to providing staff training on both CACFP and Civil Rights topics, appropriate documentation to support the training offerings must be maintained.

	TRAIN STAFF
	DOCUMENT TRAINING
	CACFP Topics
	Agenda and Attendance
	Civil Rights Topics
	Online Certificates
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	Training Requirements
	All institutions are required to attend state agency training before participating in the CACFP and every year thereafter while participating in the CACFP.
	The following training is required every program year (October 1 – September 30)​:
	CACFP Training
	Complete 10 Training Hours
	Complete at least one Nutrition and at least one Administration training
	Every person on the Permanent Agreement must complete at least one training

	Civil Rights Compliance for Child Nutrition Program Operators
	In addition to the CACFP training, all institutions are required to complete the annual civil rights training. Completion of the civil rights training does not count toward the 10 hours of CACFP training.
	Please note, there are some instances in which ADE HNS will require the completion of a specific training. In the event a training is mandatory, the requirement will be announced formally in an HNS memorandum.
	SECTION 2
	PROGRAM UPDATES AND REMINDERS


	Training Curriculum for Arizona Child Nutrition Professionals Operating the Child and Adult Care Food Program



	Training Resources
	TRAINING CURRICULUM
	Each curriculum includes a list of recommended trainings offered by HNS, USDA’s Team Nutrition, and the Institute of Child Nutrition (ICN) for specific roles, the format of each training, the training hours each training provides, and where to access the training or registration.
	The Curriculum will be published at the start of PY26. Its availability will be announced to all operators via HNS Communications.
	SECTION 2
	CACFP Training Library
	Training Plan



	Training Resources
	CACFP TRAINING LIBRARY & TRAINING PLAN
	Identifying Training Opportunities: Monthly, HNS releases an Events Forecast highlighting current training opportunities available to operators to complete for training credit. Furthermore, operators may access trainings on the CACFP Training Library.
	Planning and Tracking Training Completion: To assist in planning and tracking your training hours, ADE created a Training Plan resource. This Training Plan is an optional resource for institutions to plan and track progress toward the 10-hour annual CACFP training requirement. All training certificates must be kept as verification of training completion.​
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	In-Person Workshops
	New CACFP Director:
	August 18 - Phoenix | Stay tuned for the next offering!
	Intended for new directors interested in a hands-on learning experience surrounding how to operate the CACFP.

	Preparing for your Administrative Review:
	September 8 - Phoenix | Click to Register.
	Intended for operators who will be receiving an Administrative Review in PY27, this workshop will help attendees prepare for the review process.

	Infant Feeding:
	September 17 - Phoenix | Click to Register.
	Intended for infant room teachers and directors overseeing infant rooms interested in learning more about infant feeding requirements in the CACFP in a workshop setting.

	CACFP Financial Management:
	September 22 - Phoenix | Click to Register.
	Intended for staff interested in receiving an overview of financial management requirements for CACFP participation and key principles related to budgeting, allowable costs, and maintaining compliance with federal program guidelines.

	CACFP Fall Workshop Schedule
	Event information, including dates, times, locations, and the link to register in APLD for additional offerings throughout the PY will be released via HNS Communications as the workshops grow nearer.


	Quiz Time
	Yes
	No

	Quiz Time
	Yes
	No
	Yes! Any member of an organization's staff can complete a training listed on ADE's menu of training options and the training hours count toward the 10-hour requirement.​

	Quiz Time
	Yes
	No

	Quiz Time
	Yes
	No
	Yes! The Designated Official and Authorized Signers must complete at least one training each. There is no limit to how many trainings they can complete toward the total training requirement.​
	Please note, Designated Officials and Authorized Signers must complete at least one CACFP training every program year, even if they are not directly involved in the CACFP. The logic being the individuals listed on your permanent agreement are ultimately responsible for your CACFP operations and should have some sort of knowledge of the program.
	SECTION 2
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	Monitoring Requirements
	QUICK REFRESHER
	Multi-site institutions operating the CACFP are required to comply with monitoring requirements.
	A multi-site institution is one that has two or more sites under a single ADE Permanent Agreement (PA) and all sites are part of the same legal entity.
	MULTI-SITE INSTITUTION:
	SITE A & SITE B

	If you have more than one site but each is on a separate ADE Permanent Agreement, you are considered a single-site institution, not a multi-site institution because the sites are separate legal entities.
	SINGLE-SITE INSTITUTION:
	SITE A
	SITE B
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	Monitoring Requirements
	QUICK REFRESHER | REQUIREMENTS FOR MULTI-SITE INSTITUTIONS
	Multi-site operations must uphold/maintain the following:
	Monitoring Schedule
	5-Day Reconciliation Process
	Monitoring Policy
	Recordkeeping Policy outlining the location(s) where records are stored for each site
	SECTION 1
	Monitoring Visit Form



	Monitoring Requirements
	REQUIREMENTS FOR MULTI-SITE INSTITUTIONS
	Organizations with multiple sites are required to conduct internal monitoring annually.​
	Must complete three monitoring visits per program year (October 1 - September 30) at each site.
	If a site participates under both At-Risk and the Summer Food Service Program (SFSP), only three total visits are required (ex., two visits at the At-Risk site and one visit at the SFSP site).
	Two of the three visits must be unannounced (at least one must include a meal observation; however, best practice is to review meal service at all visits).
	If a serious deficiency is identified, the next visit must be unannounced.
	Each monitoring visit must include a 5-Day Reconciliation.
	A designated table has been incorporated into the Monitoring Visit Form to minimize the chance of oversight.


	Monitoring Requirements
	5-DAY RECONCILIATION
	Reviews and monitoring visits must include a comparison of three critical elements – enrollment, attendance, and meal counts – for a five-day period. The process of making this comparison is known as the 5-Day Reconciliation.
	Are enrollment and attendance records current and accurate?
	Are meal counts consistent with attendance for all meals?
	Does attendance ever exceed enrollment?
	Instructions on completing the 5-Day Reconciliation are embedded on the Monitoring Visit Form and outlined in the CFR. For a more thorough overview, monitors are encouraged to complete the following training: Understanding CACFP Monitoring Requirements and the Five-Day Reconciliation (Recording) (Slides) (Q&A)
	7 CFR 226.16(d)(4)
	7 CFR 226.6(m)(4)



	Quiz Time
	Yes
	No

	Quiz Time
	A third and final monitoring visit for the previous Program Year took place in September. We are planning to conduct visits for the current Program Year in April, June, and August. Is this permissible?
	No, this would not be permissible. No more than six months should pass between visits. A total of seven months will have passed from September of last year to April of this year. To stay within six months of the September visit, an initial visit during this program year must have taken place in March.
	Yes
	No
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	Monitoring Requirements
	QUICK REFRESHER | RESOURCES
	Sample Unannounced Review Policy
	Monitoring Visit Schedule Template
	Template Monitoring Visit Form
	Template At-Risk Monitoring Form
	CACFP 10-2018: Conducting Five-Day Reconciliation in the Child and Adult Care Food Program, with Questions and Answers

	A Quick Guide to CACFP Five-Day Reconciliation
	Understanding CACFP Monitoring Requirements and the Five-Day Reconciliation (Recording) (Slides) (Q&A)
	SECTION 2




	Connecting with HNS
	ADE HELPDESK
	HNS encourages sponsors to use HelpDesk, ADE’s ticketing system, when in need of any assistance from HNS.
	Streamlines communications:
	Connects requester with content area expert.
	Transparency on request status.
	HelpDesk is part of the ADEConnect. Those who do not have an ADEConnect account, will be prompted to create one.
	Resource: How to Connect with HNS using the HelpDesk


	Section 3  Administrative  Reviews
	SECTION 3

	CACFP Administrative Reviews
	ADE must conduct compliance reviews of all sponsoring organizations operating the CACFP at least once during each three-year review cycle.
	The objectives of the compliance reviews are to:
	Determine whether program requirements are met;
	Provide technical assistance;
	Secure any needed corrective action; and,
	Calculate fiscal action and, when applicable, recover improperly paid funds.
	AVAILABLE TRAINING
	Online Course:
	What to Expect: Child and Adult Care Food Program Administrative Review: available to help CACFP operators learn more about the review process.

	In-Person Workshop:
	CACFP Administrative Review: highlights the most common findings during an AR and helps participants review their documentation through the lens of a reviewer.
	Click here to register for the offering on September 8 in Phoenix!
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	PY26 Common Findings
	Based on PY26 review outcomes, ADE HNS has identified common findings in the following areas:
	Menu Modifications and Supporting Documentation
	Reporting Enrollment and Participant Eligibility
	Cost Reporting and Budgeting
	Infant Feeding
	Household Contacts
	The following slides will provide a brief overview of the findings. As always, operators are responsible for ensuring sustained compliance will all program requirements.
	SECTION 3
	ADMNISTRATIVE REVIEWS
	Nutrition Requirements for Fluid Milk Substitutes*
	Nutrient
	Per Cup (8 fl oz)




	PY26 Common Findings
	MENU MODIFICATIONS & SUPPORTING DOCUMENTATION
	Finding
	Reminders
	Resource(s)


	PY26 Common Findings
	WHOLE GRAIN-RICH
	Finding
	Reminders
	Resource(s)
	USDA Training Worksheets:
	CACFP Halftime: Thirty on Thursdays Training Webinar Series


	REPEAT COMMON FINDING!
	REFRESHER: WGR DEFINED
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	REPEAT COMMON FINDING!
	REFRESHER: INFANT MEAL PATTERN FOR INFANTS READY FOR SOLIDS


	PY26 Common Findings
	INFANT FEEDING
	Finding
	Reminders
	Resource(s)
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	ADMNISTRATIVE REVIEWS



	PY26 Common Findings
	REPORTING ENROLLMENT & PARTICIPANT ELIGIBILITY
	Finding
	Reminders
	Resource(s)


	Let’s Practice...
	Six children are listed on the free claiming roster. The director has placed a checkmark in the July column for every participant that was in attendance in July.
	When submitting the July claim, how many free participants will you report?
	A. 6
	B. 5
	C. 4
	D. I need more information.​


	Let’s Practice...
	When submitting the July claim, how many free participants will you report?
	A. 6     B. 5     C. 4     D. I need more information.​
	Although there are 6 participants classified as “Free,” only 4 were in attendance in July.​
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	PY26 Common Findings
	COST REPORTING & BUDGETING
	Finding
	Reminders
	Resource(s)


	Quiz Time
	True
	False

	Quiz Time
	Operators are responsible for periodically assessing their program expenses in comparison to their approved Budget by reviewing their reported expenses in their CNPWeb Sponsor Claims.
	If expenses are far less or greater than originally anticipated, Budget revisions may be needed to support sustained program compliance.
	Appropriate YTD Percentages in CNPWeb Sponsor Claim:
	True
	False
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	REPEAT COMMON FINDING!
	Household Contact Procedure
	Parent Survey Telephone Conversation Record


	PY26 Common Findings
	HOUSEHOLD CONTACTS
	Finding
	Reminders
	Resource(s)


	Thank you!
	PLEASE PUT QUESTIONS IN THE Q&A

	Congratulations
	You have completed the Staying on Track with the Essentials of CACFP for Program Year 2027 webinar.
	Training Title:  Staying on Track with the Essentials of CACFP for Program Year 2027
	Length: 1 Hour - Administration


	Certificate
	Click here to access a training certificate.
	Training Title: Staying on Track with the Essentials of CACFP for Program Year 2027
	Length: 1.0 hour - Administration

	In accordance with federal civil rights law and USDA civil rights regulations and policies, the USDA, its agencies, offices, employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, religion, sex, disability, age, marital status, family/parental status, income derived from a public assistance program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by USDA (not all bases apply to all programs). Remedies and complaint filing deadlines vary by program or incident.

