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Non-Discrimination Statement
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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 an 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 atHow to file 
a program discrimination complaintHow 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/oascr/how-to-file-a-program-discrimination-complaint
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint


Welcome In!
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● Participants are muted
● Enter your questions into 

the Q&A
● CACFP staff will answer 

questions in the Q&A

IMPORTANT a QR code will be up for 5 minutes at the 
conclusion of this training, if you do not scan the QR code to 
complete the questionnaire you will not receive a certificate



A Reviewer is Coming . . . 
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You get an email that your CACFP review is in two weeks. 
What’s your reaction?

A. We’re ready.
B. Time to check KidKare.
C. Where are those receipts?
D. PANIC!



Plan to Succeed!
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● Maintaining accurate and organized 
records is vital for successful 
participation

● Without good recordkeeping, meals can 
end up disallowable!

● It doesn’t exist if it is not recorded
● Resources:

Document Checklist for Compliance 
Monitoring Reviews
Required Records for the Management 
of CACFP
Required Records for KidKare

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=review&prgs=CACFP
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=review&prgs=CACFP
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=required%20records%20for%20
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=required%20records%20for%20
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=required%20records%20kidkare


The Greatest Hits
Most common findings in FY26
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Where FY26 Findings Clustered
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Free, Reduced, Paid Meal Application Form
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● Must have one for each 
participant

● Must be completed annually
● Forms are updated every July
● Head Start programs may use 

this form or the Head Start 
Enrollment Form

● At-Risk Afterschool Meals and 
Emergency Shelter programs do 
not require this form

F/RP Meal Application

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=head%20start
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=head%20start
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=meal%20application


F/RP Meal Applications - Common Errors
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Ensure the Name, DOB, 
and Age are completely 
filled out

If using SNAP to qualify, 
the CID number is 
required do not put their 
SNAP card number

Double check Expected 
Days of Participation, 
Hours, and Meals are 
completely filled out



F/RP Meal Applications - Common Errors

10

Most common missing 
items: 
● Dates of signature
● Last 4 of SSN
● Total Income
● Eligibility 

Determination
● Determining Official 

Signature and/or 
Date

Any of these errors makes the form incomplete and the child must be listed as above/paid 



Head Start Annual Enrollment Form
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● Must have one for each 
participant

● Must be completed annually
● Head Start programs may use 

this form or the F/RP Meal 
Application

Common Missing Items:
● Days, hours, and meals of 

expected participation
● Determining Officials signature 

and date



Training Requirements
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Training Form

● All staff must be trained annually and at 
least 2x per program year.

● New staff must be trained prior to 
starting any responsibilities for the 
CACFP

● First training must be over Civil Rights 
and Recordkeeping.

● Must have signatures and titles for all 
staff trained.

● Include a brief description and source 
material for training. 

Louisiana Fit Kids - Recorded Trainings

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Facility%20and%20Staff%20Training%20Form&prgs=CACFP
https://www.louisianafitkids.com/Home/TrainingSlides?codeId=1
https://www.louisianafitkids.com/Home/TrainingSlides?codeId=1
https://www.louisianafitkids.com/Home/TrainingSlides?codeId=1


Monitoring Requirements
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Facility Monitoring Forms

Each facility must be monitored at least 3 
times per program year

2 out of the 3 monitorings must be 
unannounced, at least 1 must have a meal 
observation

No more than 6 months may pass between 
monitoring reviews

Completed in accordance with schedule/plan 
in online application

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=monitoring%20form&prgs=CACFP


Monitoring Requirements - 5 Day Reconciliation
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Often missed
Use 5 consecutive days in current month or 
previous month if monitoring at beginning of 
month

Use this to review 
edit checks and point 
of service count 
practices to see if 
improvements are 
required

Can use KidKare 
reports for this 
information



Monitoring Requirements - Meal Observation
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At least 1 unannounced visit must 
contain a meal observation. 

Fill out completely, use KK daily menu 
or written menu worksheets to 
complete

Best Practice Tips:
● Observe a meal at each 

monitoring session
● Indicate any menu items that 

require a CN label and check to 
see if they are on hand



Monitoring Requirements - Common Errors
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G is often missed
KidKare report Race and Ethnicity 
Report for Each Child in Attendance

Don’t worry about being perfect; if 
you notice missing CN labels, milk not 
being handed out as the same time as 
the meal, or point of service meal 
counts lacking, note it here.

Make sure to sign and date it!



Menus/Menu Worksheets
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Menu Production Worksheets

If not adding information into KidKare 
during meal preparation or immediately 
after the meal service, paper production 
records must be maintained at least 
daily

Fill out all columns

Be specific, don’t just write 2 loaves 
bread, indicate how many ounces of 
bread are in each loaf

Indicate whole grain items 

List how many participants in each age 
group were served

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=menu%20worksheet&prgs=CACFP


Menus/Menu Worksheets - Common KK 
Mistakes
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Copy the information you 
recorded on the paper record

Be specific if you served 2 
boxes of pasta that were 16 oz 
each record 32 oz of pasta, cut 
up 5.5 lbs of apples, record the 
exact amount prepared

Numbers very rarely should 
match



Menus/Menu Worksheets - Best Practices
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Tools and Tips:
● Use a kitchen scale 
● Purchase portion spoons
● Use standardized recipes
● Create a cheat sheet of 

commonly used items 
such as:
○ Pasta box size
○ Bread loaf size
○ Cereal box size 

● Mark cups with required 
serving size to make 
pouring easier



Child Nutrition Labels

20

CN Label Information from 
National CACFP Association

What products can be CN labeled?
Main dish products that contribute 
to the meats/meat alternates 
component of the meal pattern. 

What foods do I need it for?
● Highly Processed 

Meats (hot dogs, 
mixed meat 
meatballs/ patties, 
pepperoni)

● Combination Foods (ck 
nuggets, fish sticks, 
raviolis, premade 
burritos, premade 
pizza, corn dogs etc.)

https://www.cacfp.org/2023/02/21/child-nutrition-cn-labels/
https://www.cacfp.org/2023/02/21/child-nutrition-cn-labels/


Product Formulation Statement
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What to look for on a PFS:
● Is it on company 

letterhead?
● Does it include the product 

name, code number, and 
portion/serving size?

● Does include a signature?
● Does it demonstrate how 

the creditable ingredients 
contribute toward the meal 
pattern requirement?

USDA Resource - Evaluating a PFS

https://fns-prod.azureedge.us/sites/default/files/resource-files/tn-manufacturerPFStipsheet.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/tn-manufacturerPFStipsheet.pdf
https://fns-prod.azureedge.us/sites/default/files/resource-files/tn-manufacturerPFStipsheet.pdf


Commonly Miscredited Foods - Tortilla Chips
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Crediting Corn Chips/Tortilla Chips:
● Whole Grain-Rich: look for whole 

corn, whole ground corn, corn 
with lime/nixtamalized corn (corn 
masa)

● Enriched: look for enriched corn, 
enriched yellow corn, corn + 
nutrient ingredient 
○ example: corn flour (folic 

acid, riboflavin, niacin, and 
thiamine)

INGREDIENTS: ORGANIC WHOLE GROUND 
CORN, ORGANIC VEGETABLE OIL, SEA SALT.

INGREDIENTS: CORN MASA FLOUR, WATER, 
VEGETABLE OIL, SEA SALT.

INGREDIENTS: WHOLE CORN, VEGETABLE 
OIL, WHOLE WHEAT, WHOLE GRAIN BROWN 
RICE FLOUR, WHOLE OAT FLOUR, SUGAR, 
AND SALT.

Crediting Tortilla Chips Cheat Sheet

https://dpi.wi.gov/sites/default/files/imce/community-nutrition/pdf/cacfp_training_spotlight_tortilla_chips.pdf


Commonly Miscredited Foods
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Non-Creditable Tortilla Chips & 
Corn Chips:
● 1st ingredients in corn that is 

not whole, enriched, or treated 
with lime

● 1st ingredient is a non-
creditable grain or flour 
(cassava, almond, tapioca, 
potato flour/starch)

INGREDIENTS: CORN, VEGETABLE OIL, SALT.

INGREDIENTS: GROUND WHITE CORN, 
VEGETABLE OIL, SALT.

INGREDIENTS: POTATO STARCH, CORN 
STARCH, CANE SUGAR, SWEET POTATO 
POWDER, SALT, CALCIUM CHLORIDE, 
POTASSIUM CHLORIDE, SPINACH POWDER, 
TOMATO POWDER, BEETROOT POWDER, 
AVOCADO OIL, SEASONING.



Commonly Miscredited Foods

24

Note: Products purchased from a food distributor with brand names Tostitos, Fritos, 
etc. may be WGR. Prior to purchasing a product, verify it is creditable. Recipes for 
all products are subject to change at any time. 



Commonly Miscredited Foods - Milk
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Substituting Milk:
Must meet the nutrition 
requirements that dairy 
milk provides.

Most common nutrient 
missing from non-dairy 
substitutes is protein.

Non-Dairy Milk Substitutes Fact Sheet

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Non-Dairy%20Milk%20Substitutes
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Non-Dairy%20Milk%20Substitutes
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Non-Dairy%20Milk%20Substitutes


Menu/Meal Pattern Resources
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USDA Food Buying Guide CACFP Crediting Handbook
LDOE - Meal Patterns All Ages 

Resource

https://foodbuyingguide.fns.usda.gov/
https://www.fna.usda.gov/tn/cacfp/crediting-handbook
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Meal%20Patterns%20-%20All%20Ages&prgs=CACFP
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Meal%20Patterns%20-%20All%20Ages&prgs=CACFP
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Meal%20Patterns%20-%20All%20Ages&prgs=CACFP
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Meal%20Patterns%20-%20All%20Ages&prgs=CACFP


Point of Service Meal Count Records - KidKare
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KidKare:
● Click the Fork/Knife when the 

participant receives the 
complete meal or snack.

● Can be accessed from 
smartphones, tablets, laptops, 
or desktop computers

If not marking participants as they 
are being served, will need paper 
POS records to back up what is put 
in KidKare.  These paper records 
must be completed during the 
meal service.



Point of Service Meal Count Records - Paper
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KidKare:
Reports → Attendance → Blank 
Attendance + Served Meals 
Worksheet

LDOE Point of Service Weekly Records

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=point%20of%20service


Common Fiscal Findings
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● No Documentation
● Missing Receipts
● No CAFP Disbursement Journal
● Unallowable Expenses
● Not Following Approved Budget
● Cost of Food Used
● Inventory Control Sheet
● Incorrect or unavailable line-item 

account

These findings have the 
potential to cost the 
agency to pay back 
money into the CACFP 
account or back to LDOE



Fiscal Oversight Best Practices
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Put Everything in KidKare!
● KidKare is your complete Disbursement 

Journal
● Anything you spend money on with CACFP 

funds should be put into KidKare
● Report: Center Receipts Journal

If selecting ‘Other’ the 
description should be specific 
such as “Pest Control”, 
“Grease Trap Service”, or 
“Internet”.

Keep a folder for each 
month with:
● Bank Statement
● Invoices/Receipts
● Make a copy of original 

receipts



Milk Audit
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Common Mistakes in KidKare:
● Not entering all receipts
● Not entering beginning balance
● Not entering the correct type of 

milk
● Not selecting the correct type of 

milk on the Daily menu



Milk Audit
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Common Mistakes in KidKare:
● Not entering all receipts
● Not entering beginning balance
● Not entering the correct type of milk
● Not selecting the correct type of 

milk on the Daily menu



Utilizing KidKare
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Required Records for 
KidKare

Daily:
● Attendance
● Meal counts
● Menu/production records

Weekly:
● Review attendance, meal counts, and 

production records before end of business 
Friday

● Review milk audit
● Input receipts/invoices
● Update children, IEF dates, FRP category, etc. 

as needed

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=required%20records%20kidkare&prgs=CACFP
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=required%20records%20kidkare&prgs=CACFP


Utilizing KidKare
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Required Records for 
KidKare

Monthly:
● Calculate claim (can be done more often)
● Review/fix errors as able
● Upload claim to CNP website
● Complete inventory and enter beginning 

balance into KidKare

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=required%20records%20kidkare&prgs=CACFP
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=required%20records%20kidkare&prgs=CACFP


What are the impacts of findings?
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May lead to repayment of money reimbursed or denial of claim

Require corrective action

Increased oversight by LDOE

May lead to termination of participation in CACFP and other 
Child Nutrition Programs

May lead to being placed on the National Disqualified List



What is the National Disqualified List (NDL)
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National Disqualified List (NDL): A federal database managed by USDA, and it 
lists centers and individuals terminated from CACFP due to serious 
noncompliance.

If you or your center is listed on the NDL:
● You lose your CACFP participation – and your reimbursement
● You’re disqualified for at least 7 years, or longer if debts are still owed
● You cannot participate in other child nutrition programs like the Summer 

Food Service Program



How to Avoid Ending Up on the NDL
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Staying compliant requires a proactive mindset!

● Keep accurate financial records
● Track reimbursements and expenses carefully
● Monitor operations regularly
● Follow meal pattern requirements
● Participate in training or ask for technical assistance
● Utilize KidKare’s edit checks routinely



How to Write a Corrective Action Plan?

38

1. Read the finding carefully and make sure you 

understand it

2. Gather additional documentation requested

3. Draft a clear response that follows the 

template sent

4. Submit on time or early



Example CAP #1: Missing Receipts
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The Issue: Missing receipts for food purchases made during the review month.

SD Language: Lacked itemized receipts to support food purchases for test 

month. 

Root Cause: No organized system for saving receipts for all purchases, no set 

schedule for entering receipts into KidKare, staff purchasing food not 

regularly trained on maintaining original receipts, and/or staff turnover

Corrective Action:

● Mandatory staff training: provide specific date, agenda, sign-in sheet for 

all staff involved in purchasing/recordkeeping on CACFP documentation 

requirements

● Create a Standard Operating Procedure (SOP) for receipt management, 

including oversight



Example CAP #1: Missing Receipts
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Responsible Person: 

Jane Jones, Director

Supporting Documentation Required to Maintain for Future Review:

❏ Located Receipts

❏ Training agenda and signed attendance sheet

❏ KidKare receipts journal

❏ Copy of new SOP

Where Records Will Be Maintained:

List the address of where all your records are stored for CACFP, if there is a 

specific folder/drawer/cabinet indicate here (must be accessible in director’s 

absence)



Example CAP #2: Inaccurate Meal Counts
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The Issue: Meal counts for test month did not match daily attendance record

SD Language: Insufficient edit checks to ensure the accuracy of enrollment, 

eligibility, attendance, and number of meals claimed. 

Root Cause: Meal counts were not recorded at point of service, no edit checks at end 

of month before claim submission

Corrective Action:

● Program director to review all meal counts and compare with parent sign-in 

sheets/other attendance records

● Teachers will utilize KidKare to enter meal counts when children are served

● Staff Retraining: All teaching and kitchen staff were trained on importance of 

POS meal counts, how to use KK correctly, and cross-checking procedures with 

attendance and meal counts



Example CAP #2: Inaccurate Meal Counts

42

Responsible Person: 

Matthew Smith, Program Director

Supporting Documentation Required to Maintain for Future Review:

❏ Training agenda and attendance sheet

❏ Meal counts recorded during each meal service in KK

❏ If SOP was created or updated, maintain a copy on file

Where Records Will Be Maintained:

List the address of where all your records are stored for CACFP, if there is a 

specific folder/drawer/cabinet indicate here (must be accessible in director’s 

absence)



43

Thank 
You!

Louisiana Department of Education
Division of Nutrition Support
Child and Adult Care Food Program
PO Box 94065
Baton Rouge, LA 70804

1201 N Third Street
5th Floor, Suite 160
Baton Rouge, LA 70802

Stephanie Loup, MPH, RD, LDN
Executive Director
225-342-3769

David Thibodeaux
Director of Community Programs
225-342-3997

Community Staff Program Contact 
List

https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Community%20Programs%20Staff%20List&prgs=CACFP
https://cnp.doe.louisiana.gov/Nutrition/Resources?text=Community%20Programs%20Staff%20List&prgs=CACFP

	Slide 1: Review Ready: Navigating Your CACFP Administrative Review 
	Slide 2: Non-Discrimination Statement 
	Slide 3: Welcome In! 
	Slide 4: A Reviewer is Coming . . . 
	Slide 5: Plan to Succeed!
	Slide 6: The Greatest Hits 
	Slide 7: Where FY26 Findings Clustered
	Slide 8: Free, Reduced, Paid Meal Application Form
	Slide 9: F/RP Meal Applications - Common Errors
	Slide 10: F/RP Meal Applications - Common Errors
	Slide 11: Head Start Annual Enrollment Form
	Slide 12: Training Requirements
	Slide 13: Monitoring Requirements
	Slide 14: Monitoring Requirements - 5 Day Reconciliation
	Slide 15: Monitoring Requirements - Meal Observation
	Slide 16: Monitoring Requirements - Common Errors
	Slide 17: Menus/Menu Worksheets
	Slide 18: Menus/Menu Worksheets - Common KK Mistakes
	Slide 19: Menus/Menu Worksheets - Best Practices
	Slide 20: Child Nutrition Labels
	Slide 21: Product Formulation Statement
	Slide 22: Commonly Miscredited Foods - Tortilla Chips 
	Slide 23: Commonly Miscredited Foods
	Slide 24: Commonly Miscredited Foods
	Slide 25: Commonly Miscredited Foods - Milk
	Slide 26: Menu/Meal Pattern Resources
	Slide 27: Point of Service Meal Count Records - KidKare
	Slide 28: Point of Service Meal Count Records - Paper
	Slide 29: Common Fiscal Findings
	Slide 30: Fiscal Oversight Best Practices
	Slide 31: Milk Audit
	Slide 32: Milk Audit
	Slide 33: Utilizing KidKare
	Slide 34: Utilizing KidKare
	Slide 35: What are the impacts of findings?
	Slide 36: What is the National Disqualified List (NDL)
	Slide 37: How to Avoid Ending Up on the NDL
	Slide 38: How to Write a Corrective Action Plan?
	Slide 39: Example CAP #1: Missing Receipts
	Slide 40: Example CAP #1: Missing Receipts
	Slide 41: Example CAP #2: Inaccurate Meal Counts
	Slide 42: Example CAP #2: Inaccurate Meal Counts
	Slide 43: Thank  You!
	Slide 44: Please scan the QR code to get your training certificate.  If you have issues please contact rachel.jeoffroy@la.gov or 225-342-8725

