
Enjoy the music until we begin
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If anyone is watching with you, create a 
sign-in sheet and keep it with your 

records, or if they are registered put 
name(s) in the chat 

In order to receive credit for this course,
you must be REGISTERED in the Training Calendar 

AND attend the FULL. Registration ends at 9pm
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Child and Adult 
Care Food 
Program 
(CACFP)

Adult Day Training 
Manual Workshop
FY2023-2024
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Child Nutrition Contact Information
Your Child Nutrition Program Specialist:
►Training Manual: Page AD-5
►Includes email, cell phone, and counties in their territory

• They conduct your review 
• Approve forms
• Will come out for technical assistance
• Questions regarding the CN Manual, USDA guidance, 
and day-to-day food program activities

►Call State Office with questions 405-521-3327
• Claims
• Application & Agreement (UEI/Duns)
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FEDERAL FISCAL YEAR

OCTOBER 1 – SEPTEMBER 30

Records Must be Available For:

Current Year 2024

FY2023, FY2022, & FY2021
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Online Application & Agreement
•Update as changes occur
•Renewal applications: The month the application 
is originally submitted is the month claims can be 
paid. We cannot backdate
•Example: If you submit your application in Nov 
2023, we can pay you from November forward

•New Applications: Once the online application is 
approved, you cannot start claiming until your 
Program Specialist comes out to conduct an 
approval visit. They have 30 days to come out once 
your application online is approved

5 Adult Day Care FY2024



https://cnp.sde.ok.gov/CACFP

•Application &
Agreement

•Training Calendar

•Access to Claims

•USDA Website

•Rates/Eligibility 
Scale

•Resource Library
•USDA Memos
•Training Manual

•Interactive Forms 
under Worksheets

•Food Buying Guide/ 
Crediting Handbook

•Slides & Handouts
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Bottom of the 
Business Maintenance Page
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Your Fiscal Year: You can 
change this information



Uploading Items in the System

Adult Day Care FY202411

•In the Application Checklist, the organization can 
now view and upload documents to OSDE. 

•Uploading these documents in the system will make 
the approval process go faster
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Basic Responsibilities

•Eligibility 
Documentation

•Financial Management 
& Program Integrity

•Record Keeping

•Training

•Civil Rights Training

•Contracting with 
Outside vendor/any 
part of CACFP

•Procurement

•Meal Patterns

•Any Other Required 
Records
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State Auditor Documents

When having a review, we will need 
copies of ALL paperwork, for any 

month reviewed including documents 
from the day of the meal observation.

YES! A COPY OF EVERYTHING
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FINANCIAL 
MANAGEMENT
AND 
PROGRAM 
INTEGRITY

Starts on Page AD-13
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Integrity

•All Administrative Reviews conducted for 
2023-2024 will be unannounced
•A copy of the Notification letter is in the 
Training Manual (Page AD-49)

•Reviews are conducted every 2 to 3 years

ALL CACFP RECORDS 
MUST BE READILY

AVAILABLE FOR REVIEW AT THE 
INSTITUTION AT ALL TIMES
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In Good Standing Information
•Your organization must be in Good Standing 
with the State of Oklahoma
•You can check your status online
•This information is checked annually by OSDE 
office 

•Notify our office if any changes such as 
going from a sole proprietor to LLC. It MUST
be updated in our office or payments will be 
delayed

•Not required for public institutions, schools, 
tribes, or military
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Background Checks for 
Nonprofit Organizations 

•Nonprofit organizations that do not have a DHS 
license will need to have a background check from 
our office
• Such as Nonprofit institutions only participating in At-
Risk

• All Sponsors or Multisited nonprofit institutions such as 
a Community Action organization’s office staff in 
charge of CACFP

•ALL new employees need a background check

•Any person participating in CACFP is subject for a 
background check at any time
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Budget in the Application
Institutions must submit a budget in the application & 
agreement
• The budget entered is PROJECTED for the year

• This must be updated as needed throughout the year to 
reflect what is going on at the center

• Budget Revision Justification Form to change budget

• Schools only participating in At-Risk and/or on regular CACFP 
will not have to fill out a budget

CACFP Application Walkthrough is offered throughout 
August & September. Check your email to register through 
Zoom. Starting in October, they will be listed in the Training 
Calendar.

Adult Day Care FY202419
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Approving the Budget

•All expenses approved by CNP will be listed 
in the last column

•Documentation may be required to 
approve/validate certain expenses

•Travel, equipment, advertising, training, 
etc.

•Even if labor is NOT being charged off to 
CACFP, it still must be listed in the 
Institution section of the budget
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All Institutions Must Be VCA
Per 7CFR 226.6(b)(1)(xviii)

►Financially Viable
•Financial management
•Adequate financial resources to operate on 
a daily basis, pay bills during interruptions

►Capable
•Administrative capability
•Staffing is adequate
•Ability to manage operation compliance
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All Institutions Must Be (Cont)

►Accountable
•Program Accountability
• Institution Oversight

Costs are for program authorized expenses
Operations - Training and monitoring
Record-keeping

 VCA will continually be monitored as long 
as you are participating in CACFP
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Financial Viability & VCA

•Definition: When the Institution as a whole 
(not just CACFP) DOES NOT need Child 
Nutrition funds in order to operate to keep 
the institution’s doors open 

•Facilities/Sponsors that were SD in the 
previous fiscal year will be required to fill 
out a VCA document before their online 
application can be approved
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Financial Reports:
During the Review

The report needed is based on one full year to 
show the ENTIRE entity is Financially Viable         
(This list is not all-inclusive):

• Year-to-Date Report, Profit/Loss, etc.

• Revenue/Expenditure Report

• Report from Quickbooks or any other accounting software 
used

• Documentation from your Accountant

• Any documentation or report used to close out your books at 
the end of the fiscal year

• The document can be an annual report, monthly, quarterly, 
or any other timeline you receive these reports
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Food Purchasing Form

This form IS REQUIRED if the receipt or 
invoice is NOT itemized: (The entire, original 
receipt from the register must be attached)

If it cannot be determined what an item is on a 
receipt or invoice, it must be listed in the non-
reimbursable section

Any item that does not count towards a 
reimbursable meal, must be put in the non-
reimbursable section of the form
Examples: Donuts, chicken nuggets w/out a CN label, 
pudding, cookies, etc.
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Food Purchasing Form (cont) 
It is not required IF:

• the invoice/receipt is detailed and shows 
quantity, weight, size, and price on the receipt

Examples:
• Receipts from a food or milk vendor, grocery 
pickup, and grocery delivery 

•Each receipt still needs to indicate how much was 
spent on food & milk, CACFP related supplies, etc. 
for the monthly Expenditure/Reimbursement 
Worksheet

• This can be handwritten at the bottom of the receipt
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Allowable Food Cost

Adult Day Care FY202428

If a food item is not reimbursable on its own, 
but it is an ingredient in a reimbursable 
meal it is an ALLOWABLE expense

• Examples: pepperoni for pizza, Velveeta 
cheese for macaroni & cheese, noncreditable
deli meat for sandwiches, condiments, etc.

• These items can be put in the Food & Milk 
column on the Food Purchasing form and/or 
the Expenditure Worksheet



Receipts and Invoices
• A copy of the entire, original receipt from the register 
must be attached to the Food Purchasing form even if 
you make a copy of the receipt
• If the bottom is cut off, it will be disallowed

• Any receipt that has been altered will be disallowed

• Any receipt/invoice that does not have the date of 
purchase will be disallowed

• A receipt from grocery pick up or delivery that is not the 
final receipt after food is received will be disallowed
• It cannot be a receipt from when the order was submitted 
or still in process

• Receipts/invoices will be validated with bank/credit 
card statements
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Expenditure/Reimbursement
Worksheet

This is a summary of all allowable CACFP 
expenditures for the month. All receipts or 
invoices are to be available to validate 
items listed

‒Food Purchases
‒Nonfood/CACFP Related Purchases
‒Labor

ONLY items or services solely used for 
CACFP purposes can be charged off to 

the program30 Adult Day Care FY2024



Allowable Expenditures

•All allowable expenses charged off to CACFP, 
MUST be put in the Budget section of the 
online application and approved by OSDE

•Items that are used for the entire center not 
just CACFP, i.e. paper towels, must pro-rate 
the cost

•A list of some allowable and unallowable
CACFP items can be found in the Training 
Manual
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Nonprofit Food Service Account

The Institution must spend MORE on the 
CACFP program than the entity is being 
reimbursed. You cannot MAKE MONEY on 
this program. You must be in a NONPROFIT 
STATUS with CACFP funds

•Example: CACFP reimbursement is around 
$1,000 monthly. The Institution should be 
spending MORE than $1,000 a month on 
food, labor, etc.
• It is allowable to have a small amount of funds 
carried forward also referred to as a 3-month 
operating balance
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Expenditure/Reimbursement
Worksheet - Labor

Administrative & Operating Labor 
• Must be approved in the center’s budget in order to charge 

off to CACFP
• The center cannot charge off more than approved in the 

budget 

• The center cannot charge off more than the employee is 
paid (verified with paystubs)

• Labor paid with cash, Venmo, or Cashapp, etc. is not 
allowable unless it is shown taxes have been paid

• Labor reported must be W-2 to charge off to CACFP. If it 
is 1099, OSDE must have a copy of the contract with 
the employee and proper procurement procedures 
must be followed in order to charge off to CACFP
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Finance Documentation:
During the Review

•Bank and/or credit cards statements of all accounts 
used to make any purchases for the CACFP 
program

•All CACFP labor payments and receipts are 
validated by these statements

•This includes ALL bank and/or credit card 
statements of accounts where CACFP funds are 
deposited or are transferred to 

•Financial statements cannot be altered, 
information omitted, or blacked out

•OSDE must have ALL pages of the statement(s)
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Financial Documentation:
End of the Year Report

•An End of the Year Report is used to 
validate each institution has a Nonprofit 
Food Service Account for CACFP

•This report must reflect one full year of 
ALL CACFP expenditures and ALL
CACFP revenue

36 Adult Day Care FY2024
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Financial Documentation:
End of the Year Report (cont)

•The End of Year Report should be based 
on and submitted after YOUR fiscal year. 
This will speed up your approval process
•Example: If your FY is January-December, 
send your documentation to OSDE in 
January/February 

•Use this report as a baseline for the 
budget section of your renewal application
•Use the actual numbers sent in and add 10-
20% to each line item in the next fiscal year
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Financial Documentation:
End of the Year Report (cont)

•The institution can send in:
•End of Year Report

• Located in the Training Manual and the Resource Library 

•OCAS Expenditure & Revenue report for program 
769 for 12 months

•Any report you can generate CACFP revenue & 
expenditures for 12 months

•Multisited: Sponsor End of the Year Report
• Located in the Training Manual and the Resource Library 

38 Adult Day Care FY2024 AD-19



Adult Day Care FY202439



Organizational Chart
• All institutions must have an 
organizational chart on file with 
OSDE.

• The chart needs to show the 
hierarchy of the organization

• The entire organization needs to 
be listed not just CACFP

• Names are not required only 
position titles

• We only need a new one if the 
organizational chart has been 
changed by either positions 
added or restructured.
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For Profit Entities & Audit

For Profit entities that expend more than 
$750,000 total federal funds will receive a 
program specific audit every year the 
organization is not being reviewed by OSDE

•This is ALL federal funds received such as 
CACFP funds, Title funds, cash-in-lieu etc.
• DHS subsidy payments are NOT included 

•OSDE contracts with DWG, Inc to conduct these 
audits
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Claim Validation
•A process determining high risk claim is a state auditor 
requirement

•Claim data will be analyzed and high-risk claims will be 
validated

•Criteria are as follows (but are not limited to):
• Claiming meals every day of the month
• Claiming all meal types
• Claiming the same number of meals for every meal (block 

claiming)
• Claiming uncommon meal types, such as At-Risk breakfast or 

lunch
• Multiple revisions of claims

Adult Day Care FY202442
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Claim Validation (cont)
•Institutions selected have three business days 
to submit the required documentation
•The documentation requested is much like what is 
requested for an Administrative Review (AR)

• Being selected for a claim validation does not 
imply you are doing anything wrong. It simply 
means that you did one or more of the things on 
the criteria list

• This process is conducted three times per year
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ELIGIBILITY

Starts on Page AD-33
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Family-Size & Income Application 
(FSIA)

• MUST NOT complete the parent/guardian 
application for the family

• The centers MUST distribute and obtain a 
NEW APPLICATIONS EVERY FISCAL YEAR

•All applications distributed MUST be on the 
current year form 

• Applications in other languages
• USDA has applications in 50 languages
• The web address for these applications can be found in 
the manual or the Resource Library
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Application Approval

Two types of approval:

‒Income

‒Categorical
• SNAP, TANF, and FDPIR 

•Medicaid or SSI
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ADULT 
DAY 

CARE

EXAMPLE
AD-43



FSIA Income Eligibility Approval

Part 1a: Name(s) of all enrolled adults in top section 
of the application

Part 1b: Name(s) of ALL other household 
members

Part 3: List only those in the household with an 
income. Include the income and how often they get 
paid

Part 4: Signature of the parent/guardian & dated

►Last 4 digits of social security number or check 
the box indicating there is none
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Income Application Approval

Part 3 of the Income Application:
•If it is not complete, the application MUST 

NOT be approved for benefits

•Incomplete applications are considered a 

“not eligible” application

•All FSIA must be approved at face 
value
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Zero Income Reported?

•For any person without income, the NO INCOME: 
$0 needs to be written in the income section
• if it is not filled out (blank), has N/A, or an X to mark 
it out the income section, this means they did not 
want to fill it out. It DOES NOT indicate the zero 
income

50 Adult Day Care FY2024
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Definitions

►DETERMINING HOUSEHOLD SIZE
• Page AD-37

►DETERMINING HOUSEHOLD INCOME 
• Pages AD-38-40

►INCOME EXCLUSIONS 
• Page AD-40

►MILITARY EXEMPTIONS
• Page AD-38-40
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Income Conversion

• If members of the household with income 
are paid in different intervals, the income 
must be converted to annual before it can 
be approved

ANNUAL:
•Weekly x 52

•Every 2 weeks x 26
•Twice/Month x 24
•Monthly x 12

52 CACFP Training Manual FY2024
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FSIA  Categorical Eligible

•Full name of enrolled child(ren)
•Case number (must be Oklahoma 
number):

‒SNAP = A, B, C, D, H, J, or T plus 6 or 9 
digits  

‒TANF = C or H plus 6 or 9 digits
‒FDPIR = Usually a SS# but it can be 
something else (Depends on the tribe)

‒SSI or Medicaid
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FSIA  Categorical Approval

•ONE SNAP, TANF, or FDPIR number per 
household will qualify all enrolled participant

•Signature of an adult/guardian household 
member and dated

•If FSIA contains a valid case number AND
income then DISREGARD the income, go by 
the case number only, and approve the 
application as FREE
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Information Listed on the FSIA

•If required information is missing, non-
readable, questionable, or inconsistent:
•Contact household

•Document conversation

•Return FSIA if signature is missing

•Must resolve inconsistencies before approving

• The center MUST document any changes 
or updates on the FSIA  
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FSIA Approval

Each household application must 
contain approval signature from the 

determining official designated by the 
Center/Sponsor and the date to be 

valid
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CACFP Rosters 
All children and participants will be on the roster 
based on the how they were determined:

►Free 
• Participants approved as Free on the application 

►Reduced
• Participants approved as Reduced on an FSIA

►Not Eligible 
• Participants not approved for Free/Reduced 
based on the FSIA  
OR

• If it is not filled out (blank), has N/A, an X to mark 
it out, or has no application on file
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CACFP Rosters (Cont.)
‒List ALL participants enrolled at the 
center on a roster
‒Even if an enrolled adult is not participating in the 
CACFP program. They must be on a roster and 
can be marked as “NP” for Not Participating and 
have a Participant Meal Waiver form on file

The total number of Free, Reduced, and 
Not Eligible from the rosters is reported on 
the claim under Participation Data
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RECORD KEEPING

Starts on Page AD-49
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Records
•All forms MUST be maintained DAILY, by 
month, at each site for any institution 
participating in the CACFP

•All records must be kept on site at the location 
approved in the institution’s application

•Someone at the institution MUST have access to 
records at all times

•Records must be produced within one-hour of 
the program specialist arrival

Adult Day Care FY202461
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Record Keeping Forms

•Daily Attendance Record (Pg. AD-53) 

•Arrival and Departure Times (Pg. AD-55 )
‒May be required by the Program Specialist
‒Institution must ensure no more than two 
main meals & a snack OR two snacks and a 
main meal per participant are claimed per 
day 

NOTE: OSDE is allowed to review DHS Time-
in/Time-Out forms or any other documents at 
any time.
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Record Keeping Forms (Cont)

•Meal Count Worksheet (Pg. AD-59)
-Meal counts MUST be taken at the Point of 
Service

•Daily Record of Meals Served – DROMS 
(Pg. AD-57) 

‒DROMS is highly recommended if institution is 
approved for more than three meal services

‒DROMS may be used for both attendance and the 
meal count worksheet
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DROMS Example

64 Adult Day Care FY2024

Meals indicated as NOT being claimed need to be 
listed on the Meal Count worksheet under 
NONCLAIMABLE Meals served column 
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Meal Counts

A meal is counted for reimbursement at 
the Point of Service

•Point of Service is at the time a reimbursable 
meal is given to the enrolled participant 
•Attendance records CANNOT be used for the 
meal count

Just because a child is in attendance, does not 
mean they received a reimbursable meal
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Donated Products

•Donated food and milk can 
not be served as part of a 
reimbursable meal

•Donated items can be served 
only as an EXTRA
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(This list is not all-inclusive)

•No Records 

•Family-Size & Income Application Errors

•Roster Errors

•Claiming more participants than in attendance 

•Meal Counts not properly maintained/incorrect 
numbers

•Records/Documentation does not support the 
claim

67

Administrative Errors That Can 
Cause an Overclaim
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Administrative Errors That Can 
Cause an Overclaim (Cont)

•Food items indicated as being served on the Menu as 
Served form but receipts do not support or show 
enough of the food item was purchased and inventory 
was not being maintained 
─Example: Milk

•Sharing receipts with another center

• Claiming program adult meals (only participant meals 
can be claimed at a daycare center)

•For Profit Centers: Claiming meals when 25% F/R or 
Title XIX (DHS subsidy) requirements are not met
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Starts on Page AD-61

69

OTHER REQUIRED 
RECORDS
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CACFP Forms

•Entities must use record keeping forms found 
in the CURRENT CACFP manual or the 
Resource Library

•Old CACFP forms cannot be used

•An organization can create a form, you must 
get prior approval from your program 
specialist before using 

•If it is not approved, it could result in an 
overclaim
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Inventory

Inventory is REQUIRED for food and milk 
‒Inventory is a list of ALL unopened items on 
hand at the end of the month

‒This is for both food and milk

‒Inventory is to be completed every month

‒Food & milk receipts should reflect what was 
purchased

‒Inventory is not required if you receive 
vended meals
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Sections:
• Meat/Meat Alternate
• Grain/Bread
• Fruit
• Vegetable
• Milk

(Optional to list)
• Condiments
• Extra Foods
• CACFP-related 

Supplies
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Additional Review 
Documentation/Information

•Board meeting minutes for Nonprofit entities

•Food Safety – Fridge & Freezer Temperatures

•Proof of Past Years records
• (Past 3 years plus current year records)

•Title XIX documentation (DHS Subsidy)

•Contracts or Agreements if outsourcing food or 
services (contract approved by OSDE)

•Individual Care of Plan and Group Plan
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Claims

•After 60 days a claim cannot be paid

•Payment Notices should be kept on file

•Any claims needing a revision need the 
Claim Revision form and send it to our 
office

•Monthly Record Keeping Checklist helps 
ensure all monthly records are completed
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TRAINING 
& CIVIL RIGHTS

Training starts on Pg. AD-83

Civil Rights starts on Pg. AD-89
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Institution Training
•A CACFP trainer must be designated at each 
institution

•Trainer must conduct annual training and document 
date, agenda, topics, and signatures of attendees

•Must keep sign in sheet of trainings

• It is not required for all staff to be trained on all 
topics except for Civil Rights

•Trainings MUST be completed by September 30 
each fiscal year and prior to beginning of operations
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Training Topics & Methods

Adult Day Care FY202478

METHODS:
•Conference Style

•Meeting Style

•One-on-one
• Self-Paced Curriculum*

*These methods must 
include documentation of 
post-training test and 
benchmarks, e-mail 
confirmation, questions 
and answers, and sign in 
records

TOPICS MUST INCLUDE:

•CACFP Meal Patterns
•Reimbursement 
System

•Accurate meal counts
•Claims submissions
•Claim review process
•Record Keeping
•Civil Rights 



State Agency Trainings

Training is REQUIRED for:
• NEW centers coming on the program
• Centers who are seriously deficient (SD) during the 
Administrative Review

• Training must be completed within 60 days of the exit 
conference

• ALL centers wanting to renew their application and 
agreement

• Adding a new program, or going multisited

• Responsible Primary Individual (RPI) is to attend 
training or am RPI consent form must be 
submitted
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State Agency Trainings (cont)
TRAINING CALENDAR

• A list of all live trainings available

• To receive credit for any class on zoom or in-person, 
you must be registered in the Training Calendar

• Name when logging into zoom must match registration

80 Adult Day Care FY2024

OSDE CONNECT
•Self-paced trainings

•Receive a certificate when completed

•Instructions and direct links to the 
courses available are in Resource 
Library under Trainings & Workshops 
section
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Additional Trainings (cont.)

TEAM NUTRITION 
•Webinars are on the 3rd Thursday of every month

•https://www.fns.usda.gov/tn/webinars-and-training

INSTITUTE OF CHILD NUTRITION (ICN)

•https://www.theicn.org

COOKING FOR KIDS

•https://cookingforkids.ok.gov/training
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Civil Rights Training

►All Staff must be trained on 
Civil Rights every year

• Self-paced training for FY2024 is 
available on OSDE Connect after the 
zoom training.
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Civil Rights

•Nondiscrimination 
statement included on all 
materials being distributed 
out of institution 

•And Justice for All must 
be posted – not required 
to be in kitchen

•Procedure for filing 
complaints (Resource 
Library & Manual)

Civil Rights Complaints—
Must be based on area of 
discrimination:

‒Race
‒Color
‒National Origin
‒Sex
‒Age
‒Disability
‒Gender Identity
‒Sexual Orientation
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Nondiscrimination Statement

84 Adult Day Care FY2024

In accordance with federal civil rights law and U.S. Department 
of Agriculture (USDA) civil rights regulations and policies, this 
institution is prohibited from discriminating on the basis of race, 
color, national origin, sex (including gender identity and sexual 
orientation), disability, age, or reprisal or retaliation for prior 
civil rights activity. Program information may be made available 
in languages other than English. Persons with disabilities who 
require alternative means of communication to obtain program 
information (e.g., Braille, large print, audiotape, American Sign 
Language), should contact the responsible state or local 
agency that administers the program or USDA’s TARGET 
Center at (202) 720-2600 (voice and TTY) or contact USDA 
through the Federal Relay Service at (800) 877-8339.

AD-90



Statement Continued (2)
To file a program discrimination complaint, a Complainant should 
complete a Form AD-3027, USDA Program Discrimination Complaint 
Form which can be obtained online 
at: https://www.usda.gov/sites/default/files/documents/USDA-
OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf, 
from any USDA office, by calling (866) 632-9992, or by writing a letter 
addressed to USDA. The letter must contain the complainant’s name, 
address, telephone number, and a written description of the alleged 
discriminatory action in sufficient detail to inform the Assistant Secretary 
for Civil Rights (ASCR) about the nature and date of an alleged civil 
rights violation. The completed AD-3027 form or letter must be 
submitted to USDA by: mail: U.S. Department of Agriculture, Office of 
the Assistant Secretary for Civil Rights, 1400 Independence Avenue, 
SW, Washington, D.C. 20250-9410; or fax: (833) 256-1665 or (202) 
690-7442; or email: program.intake@usda.gov This institution is an equal 
opportunity provider.
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Civil Rights Reporting
• It is no longer allowed to report a participant’s 
race by visual observation

•A participant can be identified as multi-racial
• The institution can now select “2 or more races” or “not 

reported” in they CACFP system

• It is suggested the family self-reports 
•A CACFP enrollment form with race/ethnicity is 
available in the Resource Library and the uploaded 
Manual (Center & General forms)

• It is not required for parents/guardian to fill out the 
ethnic/race section of the application

•The facility can create their own form to capture this 
data
Adult Day Care FY202487



PROCUREMENT

Starts on Page AD-95
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Purchasing & Procurement Plan

•All purchasing transactions must be conducted 
in a manner providing full and open 
competition

•All CACFP Institutions must have written 
procedures for procurement transactions
• A Procurement Plan Prototype is in the manual and 
in the Resource Library

•Fill out the prototype but do not mark anything 
out. It meets USDA regulations. Even though 
you man not use all methods right now, you 
may in the future
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Procurement Plan/Procedures

Must Include:
•Methods of Procurement 
•Code of Conduct
•Minority firms, women’s business 
enterprises, and labor surplus area firms 
statement

•Chart of Procedures 

Nonkickback affidavits on all contracts 
over $25,000
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Methods of Procurement

►Informal methods
•Micro-purchasing
•Small purchase procedures

►Formal methods
•Invitation for Bid/Sealed Bids
•Request for Proposal (RFP)

91 Adult Day Care FY2024
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Micro-Purchasing
•Aggregate/total per transaction does not 
exceed $10,000.00

•Distributed CACFP items among multiple
qualified suppliers (3 or more)    

•No quotes required

Considers the price to be reasonable based on 
research, experience, purchase history, or other 
information and documents it files accordingly (2 
CFR 200.320(a)(1)(ii))
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Small Purchase Procedures

•Allowable for purchases under $250,000
per bid, solicitation, or store.

•Obtain quotes or CHECKING PRICES (by 
email, telephone, oral, in-person, catalogs, 
websites)  

•Contact at least two sources or check prices 
from at least two stores

•Document price quotes and why you 
purchased from a certain supplier?
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Micropurchasing vs Small Purchase

Micropurchasing
• Centers who buy everything 
for CACFP from multiple 
stores such as Walmart, 
Crest, Restaurant Depot, 
Amazon, Staples, Reasors, 
Braum’s, Hiland, etc.

• Not checking prices

• Buying from multiple (at 
least 3) sources/places

Small Purchase
• Checking prices from at 
least 2 sources

• The institution does not 
have to go with the 
lowest vendor/store 
with the lowest prices. 
However, justification 
would be required

• Suggested when using 
a food/milk vendor
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Formal Procurement 

•Required for purchases OVER $250,000 
per bid or solicitation

•Specifications (aka a grocery list) must 
be submitted to minimum of 2 vendors.

•An advertisement must be placed in a 
newspaper
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2 Types of Formal Procurement

Invitation for Bid/Sealed Bid:
•The institution will award the bid to the vendor 
with the lowest price with No Exceptions

Request for Proposal (RFP)
•Contract is awarded to who has the highest 
points based on a weighted evaluation

•Price alone is not the sole basis for award, 
but remains the primary consideration when 
awarding a contract
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Procurement Method

•It is required to maintain documentation to 
show how items were procured using  
small purchase and formal procurement 
procedures

•Procurement documentation is required to 
be kept for 3 years plus current year
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CONTRACTING 
FOR OTHER 
SERVICES AND 
FOOD SERVICE

Starts on Page AD-131
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Contracting for Services

►Institution retains final administrative and financial 
responsibility

►No contracting for critical management functions

►Services that can be contracted:
•Accounting services, data services, building 
maintenance, security, records storage, equipment rental, 
etc.

►OSDE must approve contract, written by the 
Center/Sponsor, before going out to bid 

►A copy of the contract must be submitted to the 
State Agency each year
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Contracting for Food Service
•An agreement or contract between a facility and food service 

provider is required and a copy must be submitted to OSDE 
each year

•All institutions MUST use the OSDE agreement 
found in the Resource Library
•Agreement to Furnish Food (with schools)
•Agreement to Furnish Food (with entity other than a 
school)
•Contracts under $250,000

•CACFP RFP (FSMC) 
•Contracts over $250,000
•Formal procurement process must be used
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Contracting for Food Service 
Process

•Vendor documents the meals delivered using 
the Contract Meal Delivery Receipt (CMDR) 
form

•The CACFP institution maintains CMDR form –
This is the center’s Menu as Served record

•School/Vendor bills the CACFP institution

• The CACFP institution claims reimbursement 
for meals served
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Claiming Contract Meals

Meals are claimed based on meals 
served/consumed NOT on how many 

meals were delivered/ordered

Example: Licensed for 25. The vendor sends 
you 25 meals for breakfast, however, only 18 
kids were in attendance and received a meal 

•The institution will be billed for 25 breakfast, 
but they can only claim 18 meals
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Starts on Page A-137
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Meal Patterns

Breakfast, Lunch/Supper, and 
Snacks
•Must follow the meal patterns for each 
meal service

•Five food components in CACFP Meal 
Patterns

•Must offer the minimum serving size for a 
reimbursable meal

105 Adult Day Care FY2024
AD-138-141



Breakfast

Three Components

•Milk

•Vegetable, fruit or both

•Grain
--Meat can be served in place of a 
grain up to three times per week
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Lunch/Supper
Five Components

•Milk
•Vegetable
•Fruit
•Grain
•Meat/Meat Alternate

--A vegetable may be served in place of a fruit at 
lunch

--All five components must be served for a 
reimbursable meal to be claimed
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Snacks

Only TWO out of the five 
components must be served.

•Milk
•Grain
•Meat/Meat Alternate
•Fruit
•Vegetable
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COMPONENTS
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Special Dietary Needs

• For a meal to be reimbursable, children 
must be offered all requirement CACFP 
components and in the correct serving size 

•However, if a participant cannot consume 
any of the required item(s) served on CACFP 
due to a disability, a medical statement or 
doctor’s note is required to be on file or be 
listed in the Individual Care Plan

• If a substitution is listed, ALWAYS serve 
what is stated on the statement
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Medical Statement

•A meal cannot be claimed if it is lacking any 
required components/quantities unless meal is 
supported by medical statement

•Required for participants who are unable to 
consume certain foods

•Must be signed by a recognized medical authority

•Should include recommended alternate foods

•Always serve what the doctor’s note states

114 CACFP Training Manual FY2024
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Fluid Milk

115 Adult Day Care FY2024

• Unflavored fat-free 
(skim) or low-fat (1%)   

• Flavored fat-free (skim) 
milk or (1%) low-fat 
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•Once per day, 6 oz (¾ cup) of yogurt 
may be served in place of 8 oz fluid 
milk
•Yogurt must contain no more than 23 
grams of total sugars per 6 oz

•Credits for only one food component in a 
single meal

•Yogurt must meet the sugar requirements

CACFP Meal Patterns FY2023
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Milk Substitutions 

•An institution may allow parents to request a 
milk substitution

•These milk substitutions are at the option & 
expense of the facility

•Lactose-free is considered milk in CACFP 
Therefore, this can be served without a medical 
statement. It is not considered a milk substitution
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Milk Substitutions Request
•Reason for the request

•Completed form signed by parent

•Nutrient requirements:
Calcium      276 mg Magnesium      24 mg
Protein 8 g  Potassium       349 mg
Vitamin A    500 IU Phosphorus    222 mg
Vitamin D   100 IU Riboflavin        0.44 mg
Vitamin B-12   1.1 mcg

• Soy Milk is the only current available options that meet 
the requirements listed above
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•Make sure you are purchasing enough milk

•Purchase the correct cup size for anyone 6 and 
older
•An 8.5 oz cup must be filled to the very top brim to 
meet requirements

•Use a liquid measuring cup
•Dry measurement is ~ 1 oz short
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Grains Component 

Adult Day Care FY2024120
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Not all sliced bread the same?

121 Adult Day Care FY2024

1 slice = 
26 grams

1 slice = 28 grams



Whole Grains: 
One Meal Service per Day

•At least one meal service per day is required 
to be whole grain-rich 

•All other grains must be made with enriched or 
whole grain meal or flour, bran, or germ

•If a whole grain-rich food is not served: The meal 
or snack containing a grain with the lowest 
reimbursement will be disallowed 
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Determining Whole Grain                         
Rich (WGR) Products

•WIC-Approved Whole Grain Food List

•The first ingredient is listed as “Whole”.

•The first ingredient can be “water” as long as 
the second ingredient is a “whole” grain.

•Proper documentation from a manufacturer or 
a standardized recipe
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WIC-Approved
Whole Grain Options List
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Whole Grains

•Whole Wheat 
•Entire Wheat
•Rye Berries
•Cracked Wheat
•Crushed Wheat
•Whole corn
•Whole Durum 
•Whole Grain Specialty

Adult Day Care FY2024125

•Quinoa
•Brown Rice
•Wild Rice
•Oatmeal
•Oat Groats
•Bulgar
•Sorghum
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Breadsticks

Ingredients: WHOLE-WHEAT FLOUR, 
water, enriched unbleached wheat flour 
(wheat flour, malted barley flour, niacin, iron 
as ferrous sulfate, thiamine mononitrite, 
enzyme, riboflavin, folic acid), graham flour, 
sugar, wheat gluten.
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Is it Whole Grain Rich? 

•First ingredient is a 
whole grain

•Remaining grains in 
the product are 
enriched & whole 
grain
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Homemade Breads/Grains

If you bake your bread/grain items 
from scratch, this is how to make it 
whole grain-rich:

•50% of the grain must be a Whole-grain 
flour

•50% of the grain can be enriched, all-
purpose flour
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Limitations of Sugar in CACFP 
Grains/Bread Items

•Breakfast cereals must contain no more 
than 6 grams of sugar per dry oz
•Includes: Ready-to-eat, instant, & regular 
hot cereal

•Grain-based desserts are not creditable
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Approved Breakfast Cereal

Use WIC Approved Breakfast 
Cereals List 

http://www.womeninfantschildrenoff
ice.com/oklahoma-wic-food-list-
wf35
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These cereals 
ONLY meet the 

sugar 
requirements

This list DOES 
NOT indicate the 

item is whole 
grain-rich



SOME Grain-Based Desserts 

•Brownies

•Cakes

•Cereal/Breakfast bars
•Nutrigrain bar

•Cookies
•Fig bars
•Vanilla Wafers

•Doughnuts

•Granola bars

•Sweet piecrusts

•Sweet rolls
•Cinnamon Roll
•Danish 

•Toaster pastries
•Poptart
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Items in RED on the Grains Chart are 
not allowed to be served in CACFP
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Grain-Based Dessert 
•Some foods are not easily identified as 
grain-based dessert 
i.e., a cookie is labeled “breakfast  round”

•Ask the question: 
─Is this food thought of as a dessert?
─Check out the list provided by USDA in 
the Training Manual

─If you are not sure, reach out to your 
program specialist for approval
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Grain-Based Desserts & 
Special Occasions 

►Annual festival, birthday celebrations, end-of-
year bash, or other special events
•Should use discretion when serving non-
reimbursable foods/beverages

►May be served as an additional item only

►The items served must be put in the non 
reimbursable section of the Food-Purchasing 
form
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Meat/Meat Alternates (M/MA) 

•M/MA may be served in place of the 
entire grain component at breakfast 
•a maximum of three times per week

•Serve a variety of Meat/Meat Alternates
•Examples of meat alternate: beans, 
cheese, nut butters, tofu, eggs, and yogurt
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Example of Meat for Grain

Serving M/MA in place of grains: 
•1 oz of m/ma credits as 1 ounce 
equivalent of grain

Menu Example: 
•Cheese Omelet (Credits as the m/ma) 
•Fruit 
•Milk 
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Crediting Meat Alternates

►Nuts & Seeds
•Peanut butter 2T = 
1oz

►Dry beans & peas
•¼ cup = 1 oz
•1/2 cup = 2 oz

Beans can also be 
credited as vegetable 
but not both in the 
same meal

►Eggs
•1 large = 2 oz
•½ large = 1 oz

►Yogurt
•4 oz = 1 oz

►Natural Cheese
•1 oz = 1 oz
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Yogurt

•Soy yogurt is a dairy-free option

•Must contain no more than 23 grams 
of total sugars per 6 oz 

•Do not use the WIC yogurt list
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Yogurt Meets Requirements?
Serving Size

•Number of servings in 
a package

•Unit: ounces, cups, per 
container, etc. 

Sugars or Total Sugars
•Amount per serving
•Means the same thing
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Yogurt and Sugar Guide
Yogurt Sugar Limits

Serving Size
(Ounces) 

Serving Size 
(Grams) 

Sugar Limits

2.25 ounces 64 grams 0-9 grams

3.5 ounces 99 grams 0-13 grams

4 ounces 113 grams 0-15 grams

5.3 ounces 150 grams 0-20 grams

6 ounces 170 grams 0-23 grams

8 ounces 227 grams 0-31 grams
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FRUITS & VEGETABLES
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Vegetable & Fruit Components

•Vegetables & fruits are two separate components 
except at breakfast

•A vegetable can replace the entire fruit component at 
lunch/supper

• Must be 2 different vegetables: NOT mashed potatoes & 
French fries. Example: Mashed potatoes & green beans

•Juice must be 100%, pasteurized, and is limited to ONE 
MEAL SERVICE per day

If juice is served at more than one meal service per 
day, the meal with the lowest reimbursement that juice 
was served will be disallowed

143 Adult Day Care FY2024



Crediting Information
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USDA Food Buying Guide (FBG)

145

VERSIONS:

Online – Interactive

App – IOS or Android

PDF – Resource Library
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Whether Serving 10 OR 1000: 
The Concept is the Same! 

•Is the item served creditable on Child 
Nutrition program?

•How many servings will you get from a 
specific quantity of food?

•What quantity of the raw product will provide 
the amount of ready-to-cook food called for 
in a recipe?

•How much food will you need to buy?
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Sections of the FBG

►The FBG is divided into 7 sections and
an index. The sections are as follows:

• Introduction
• Meats/Meat Alternates
• Vegetables
• Fruits
• Grains
• Milk
• Other Foods
• Appendices A–F
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What Food Items Can Be Served?

Does the label on the package read 
EXACTLY AS STATED in the Food As 
Purchased (AP) column in the FBG?

 If YES, the item can be served

 If it is NOT IN THE FBG, does the food          
item have:
 A Child Nutrition (CN) Label?
 A “valid” Product Formulation Statement?
 If YES, it can be served
X If NO, it cannot be served

148 Adult Day Care FY2024



149 Adult Day Care FY2024



150
Adult Day Care FY2024



Creditable Lunch Meat - FBG
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Creditable Lunch Meat??

152 Adult Day Care FY2024

It is NOT 
allowable



Food-Buying Guide and Deli Meat

• Ham: 
•We have not found a pre-sliced ham in the 
section by the cheese that meets 
requirements

•Some MAY work in the deli section
• A copy of the label of ham served
• The information of the ham used from the FBG 

• Turkey: 
•The only turkey allowed for sandwiches is you 
take a whole turkey, cook it, and slice it
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Sandwich Suggestions

•Beef Bologna

•Homemade Pimento 
Cheese

•Turkey Ham

•Homemade 
Tuna/Chicken/Egg 
Salad

•Grilled Cheese
• Must use creditable cheese
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Fruit & Vegetable Crediting

•1 cup of raw leafy greens
= ½ cup vegetable 

•¼ cup of dried fruit 
= ½ cup of fruit
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CACFP Crediting Handbook
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Product packaging 
states:

•“Imitation cheese” 
•“Cheese product” 
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Fruit Crediting in Handbook

Average size Banana & 
Orange = ½ cup of fruit
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Pre-Made Mixed Dishes
•Examples: pizza, burrito, chicken 
nuggets

•Items that contain 2 or more 
components when purchased

•Can I serve it? It depends if it is in the 
Food Buying Guide
If NO – CN Label or Product Formulation 
Statement is required
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Food Crediting Information
•CN Labels (Child Nutrition Label)

‒CN Labels must be current and the exact 
product you are purchasing

‒The 6-digit CN Label number must be listed 
on the Menu as Served form

•Current Product Formulation Statements

Expiration Date/Valid CN Labels:

https://www.fns.usda.gov/cn/labeling/usdausdc-
authorized-labels-and-manufacturers
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CN Label on the Box
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Child Nutrition/CN Labels
•Original CN Label from the product carton

•Photocopy of CN Label that is on the original 
product packaging

•Photograph of CN Label that is on the original 
packaging

•OSDE can request an invoice or receipt to 
validate the CN label.
• Required if Watermarked

MUST BE VISIBLE AND LEGIBLE
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Product Formulation 
Statement (PFS)

•Obtained from the manufacturer of the product

•Be on company’s letterhead

•Provide crediting information based on the Food 
Buying Guide

•Contain a crediting statement

•Be signed and dated by a legally authorized 
representative of the company/manufacturer

•A PFS is NOT a guarantee. Many are not filled 
out correctly by the manufacturer
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Homemade Alternatives for 
Premade Mixed Dishes

Anything homemade does not need a label 
– Only A STANDARDIZED RECIPE

•Pigs in a Blanket

•Bean Burritos with refried beans & cheese

•Chicken tenders with shake & bake or other 
breading (breading will not count)

•Chili

•Pizza using biscuit dough, bagels, or pre-made 
crust

•Pizza sticks – breadsticks with cheese & marinara
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Standardized Recipes
• If you are serving anything with more than 1 component, it 

needs to have a standardized recipe

• If you are using a recipe already created (even a USDA 
recipes), you can make alterations to the recipe if it will make 
the food taste better for the children

• Any changes to a recipe need to be indicated on the recipe

• Be cautious of changing things like meat/meat alternate, 
grain, fruit, or vegetable of any USDA recipe as it will alter the 
serving requirement
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Changes to Recipe Example

Adult Day Care FY2024170

Spaghetti Noodles

Black Pepper 1 tsp
2 tsp



USDA Standardized Recipes

http://www.fns.usda.gov/tn/team-nutrition-recipes-
and-cookbook-toolkit

https://theicn.org/cnrb/?utm_source=website&utm_
medium=a-z_resources&utm_campaign=cnrb
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Menus as Served Records

•List the number of participants eating for each 
age group

•List the total quantities served for each 
component
• Menu column was removed of the form

•List the CN label number or recipe #

•Check the WG box at the meal service(s) when 
a WG was served

•Indicate type of milk served
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Documenting Quantities

Don’t write

• 64 slices of bread

• 35 items

• 7# bananas (if the center 
has no food scale)

• 233 crackers or 1 box

Do write

• 64 (1oz) slices, 64 oz, or 4#

• 35 Egg rolls CN#123456 

• 10 bananas (each average 
banana = ½ cup fruit)

• 1 1/2 (16 oz) boxes or 24oz          
wheat thins

174

Items written on the Menu as Served form should be 
written like a recipe. Anyone should be able to come 
into the kitchen and know how much to prepare. Be 
Specific
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Be Specific: What was Served?
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Issues with Food Forms
• It must be indicated if an items is handmade or 
pre-packaged on questionable items served

•DO NOT only list CEREAL
• Some cereals do not meet requirement such as honey 
nut cheerios, The only cheerios that meet are regular & 
Multigrain. BE SPECIFIC

•DO NOT only list CHEESE
•Not all cheese meets requirement such as Velveeta, 
cheese products, and imitation cheese. BE SPECIFIC

•Additional food items to be specific (not all inclusive)– hot 
dogs, yogurt, lunch meats, sausage, etc.
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Menu as Served Records

►If the center has a softer that is pre-filling out 
with menu items, someone must write in the 
actual quantities that were served in each 
component column

•Example: if you use a Menu as Served form 
from a purchased software program that 
calculates the servings needed for that meal 
service, the amounts of products you 
actually served must be handwritten in 
the columns
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Calculating Servings
Calculating Number of Servings Required

•Determine number of children/participants and 
by age group

•For each component, multiply the number of 
children or participants by the minimum 
quantity required 

•Total the age group quantities for each 
component

•Interactive version available in the Resource 
Library under Interactive Forms section
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MAINTAIN LABELS
Nutrition Facts - Package - Ingredients

181

PFS/CN 
LABELS

BREAKFAST 
CEREALS

LUNCH MEAT 
BASED ON FBG

WHOLE 
GRAINS

YOGURT
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Types of Meal Serves

All food components and the minimum 
quantities must be on the plate when served 
unless doing family style

Family Style
•Allows children to serve themselves 
from common serving bowls & platters of 
food

•Supervising adults may provide                   
assistance as needed
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Family Style Meal Guidelines 
•Place enough food, in the bowls, at each 
table to provide the required portions for each 
child

•Children may take smaller portions

•Actively encourage participants to take the full 
serving 

•If the food is refused, do not force

•Meals are reimbursable as long as all food 
components are offered in the required 
quantities
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•Operators may serve food 
pre-portioned or directly

•Participants may decline one 
or two of the food 
components or items

•Offer vs Serve is NOT 
ALLOWED at snack 

Offer Versus Serve (OvS)

CACFP Meal Patterns FY2023184
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Lunch/Supper Offer vs. Serve

All five (5) components must be offered:
•Milk (Optional for Supper for Adult Day Only)
•Meat/Meat Alternate
•Vegetable
•Fruit
•Grain

•Three (3) food components must be taken
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Breakfast Offer vs. Serve

Four (4) food items must be offered:
•Milk
•Fruit/Vegetable
•Grains
•Meat/Meat Alternate OR an additional item 
from the fruit/vegetable or grains component

•Three (3) food items must be taken
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Original/Blank Documents

Resource 
Library

Worksheets 
& Center 

Forms
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You will not be sent a CERTIFICATE. Your training 
attendance will appear in the Business Maintenance 
page ONLY if you register in the Training Calendar

(Give us up to a week to get it posted)
Adult Day Care FY2024

Register in the Training Calendar:
1.Go to the CACFP Online Application System: 
https://cnp.sde.ok.gov/CACFP/SNPWelcomeM.aspx
2.Log into the system using your assigned username & log-in
3.Go to the mustard yellow column on the left-hand side
4.Click on Training Calendar
5.Look at all the Titles and Dates of the Trainings available
(There are trainings offered all over Oklahoma, click the pages listed 
below to see all locations)
6.Select Details for the Training you would like to attend. Scroll to 
the bottom of the details section and Fill out the information –
Name, Title, and Institution you are under.


