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ABSTRACT

Explore the new USDA Child and Adult Care Food Program (CACFP)
guidelines for serving sizes. Learn how to identify the correct serving
size for children in your daycare according to the meal pattern
guidelines and how you can use them to maximize your CACFP
reimbursement dollars. Examine the rules and guidelines for
accurately claiming reimbursement on the CACFP.

Meal Patterns
What is the difference between portion size and serving size?
A portion is the amount of food you choose to eat for a meal or snack.
A serving size is a measured amount of food or drink, such as a cup of milk.
•

The CACFP meal pattern gives minimum serving sizes for children that are required, broken down by
age group and component. The terms “serving size” and “portion” are often used interchangeably in our
society, which can lead to more confusion. Packaging of foods also can cause confusion, as things that
are packaged to appear like a single serving often contain multiple servings (think like bottles of soda,
bags of chips, etc.).

•

In the last two or three decades, portion sizes have grown to double of what they used to be for some
items. Being constantly visually bombarded with outrageous portion sizes makes it much harder for the
average person to know what a correct serving size is for them based on sight alone.

•

The plates and bowls we choose for serving can also play a roll in how we perceive serving sizes. If
you use a salad plate instead of a dinner-sized plate, the correct serving sizes will potentially look too
small on the dinner-sized plate because they will not take up as much space on the plate leaving empty
areas. The same can be true with putting cereal in a large bowl versus a smaller bowl.

•

Get out your measuring cups and spoons every now and then to revisit what a correct serving size
looks like. This will help you keep a good visual for each component (and age group within the
component) for the times you measure by sight only.

•

Two important changes to serving sizes on the CACFP are how leafy greens and dried fruits credit:

•

o

Leafy greens now require twice the amount to meet the required serving size. For example, if a
3-5 year old needs ¼ cup of a vegetable at lunch, you would need to serve ½ cup to meet
requirements

o

Dried fruits (such as raisins) now require half the amount to meet required serving sizes. For
example, if a 3-5 year old needs ¼ cup of a fruit at lunch, you would need to serve 1/8 cup of
dried fruit to meet requirements.

Another important change coming October 2019 is that the grains component will be measured in
ounce equivalents instead of the current serving sizes. CCNI will provide more information and training
on this transition throughout the rest of this fiscal year.

Meal Counts
•

Meal counts and menus must be completed by midnight each night to be considered up-to-date.

•

Meal counts cannot be recorded in advance, however menus can. Recording meal counts in advance
can lead to technical assistance, or even a finding.

•

If you keep records online, even if your claiming system is unavailable you must still keep records on
paper. Paper claimers must also keep current even if they run out of CCNI’s forms.

•

If you need to keep records on something other than CCNI’s paper forms. (See example below) Each
child must be recorded per meal for the day, have attendance noted, and each meal written out with all
components.

•

Infants should be recorded on the meal count even though they have their own separate menus.

•

Infants should be fed on demand and are not held to eating within your approved meal times. This
means you should also not be claiming the infant for separate meals and snacks due to the time they
are having their bottle or eating. If you serve all other daycare children breakfast, lunch, and PM snack,
and infant that eats three times per day should be claimed for those same meals. The infant should not
be claimed for AM snack, lunch, and supper.

•

My online claiming system is not working, what should I do?

•

o

Keep track of your records on paper as shown in the example below.

o

Try clearing your cache and cookies. If you do not know how to do this, you can search in your
browser “How to clear cache and cookies for…”, ending the sentence with whichever web
browser you use (Chrome, Safari, Internet Explorer, etc).

o

Try another device. Sometimes if your online system isn’t working well on the device you
normally use, you can try something else. If you normally use your online program on your
computer, try a smart phone or tablet instead.

o

Try another web browser. If you normally use Safari, try Chrome.

o

If you have to try another device or web browser and can’t remember your login and password
information, give the office a call! We can get you that information.

Use the example below when keeping track of menus and meal counts on anything that is not CCNI’s
paper forms.

Record Keeping
•

You must keep your CACFP records for three years and three months. This is for CACFP purposes
only, please consult with your tax preparer for their advice on how long you should keep them for tax
auditing purposes.

•

If you need to take a break from claiming (such as for maternity leave, illness, etc) you must let the
CCNI office know. If you know the start and estimated end date of the break, that information is helpful.
You may not have a determined date to start back up, which is okay, just let CCNI or your monitor know
when you plan to start claiming again.

•

Sometimes breaks are due to unplanned events also, please let CCNI or your monitor know as soon as
possible that you won’t be claiming. If we have not had prior indication from you that you were taking a
break, and your monitor shows up to complete a home visit, you could be considered behind records
and issued a finding.

•

You must give prior notification for closures. If your monitor shows up to complete a home visit and you
indicate you don’t have any records for the prior day(s) because you were closed, you could be
considered behind records.
o

Add your monitor or CCNI’s contact information to your list of parents that you notify when you
need to be closed.

o

What if I forgot to notify of a closure and my monitor comes to do a home visit? Your monitor will
ask to view your records if you are unable to complete a home visit at that time. Your meal
counts and menus will be verified they are up to date, and the monitor can leave without
completing the visit. If you do not allow the monitor to view that your menus and meal counts
are up-to-date, then CCNI cannot reimburse from that day back to the beginning of the current
month.

Child Enrollment Forms
•

Enrollments for children in your care should be completed as soon as the children start in your daycare. All
children in care must have an enrollment or decline form for the CACFP on file in your daycare home and
at CCNI.
o

Check over the enrollment once the parent has completed it to ensure there isn’t any
information missing that could cause a delay

o

Send the enrollment in to CCNI as soon as you have it completed to avoid a delay or reduction
to your reimbursement for the month the child started care

o

Enrollments must be on file with CCNI before or with the claim in order for CCNI to reimburse
for that child’s meals and snacks. If the enrollment was not received before the claim was
submitted to state, unfortunately we cannot reimburse for that child.

o

If a child’s parents do not wish for them to participate in the CACFP while in your care, they
should fill out a decline form. All children must be offered the program, only a parent can choose
to decline the program, a provider can’t choose to decline children from the program.

o

Renewals must be completed each year to maintain the integrity of the program and provide upto-date information about children’s schedules and parent contact information. CCNI currently
does renewals annually in September. Please be sure to complete the renewal forms as soon
as you receive them and renew all children currently in your care. If you do not complete the
renewals when required, you may have a gap in enrollments, which means you could lose
reimbursement.

Claims Review
•

While processing your claims, CCNI staff review the following items: menus, meal counts, enrollments,
variances, formula and special diet statements, household income eligibility and/or area tiering, home
visits completed in the month of the claim. Online claiming systems provide assistance in reviewing
menus and meal counts and give claims processing staff errors to review.
o

Menus are reviewed for missing components, missing menus, incomplete meals, and noncreditable foods.

o

Technical assistance is sent when allowable instead of a reduction. Technical assistance items
are “best practice” issues, meaning that you were serving creditable meals or snacks, but there
are things that you could change to make them better. They are not a derogatory mark against
you.

o

Meal counts are reviewed for attendance, capacity issues, ensuring there is a menu for each
meal or snack claimed, enrollments for children claimed, split shifts documented, etc.

o

Holds procedure – CCNI may call you while inputting your claim to let you know that there is a
document missing, like an enrollment, that is needed before we can send your claim to state. If
you need time to send in the missing document, we can hold your claim for one week while you
send it in, which delays your reimbursement by one week also.
§

CCNI will never hold your claim without your permission, so if we are unable to contact
you or do not hear back from you, we will always err on the side of sending your claim
without the document to avoid withholding your reimbursement.

Formula and Diet Statements
•

All infants whose parents supply formula must have a complete formula statement on file for CCNI to
reimburse for their meals and snacks
o

CCNI puts the formula statement on the enrollments to reduce additional paperwork. Best
practice is to always fill in what type of formula you offer and have the parents complete the
formula statement on the enrollment while enrolling the child.

o

If the parent wishes to supply breast milk, or accepts the formula you supply, a formula
statement isn’t required, but we highly encourage providers to complete the formula statement
with that information as best practice also.

o

Toddler formulas and formulas from foreign countries are not creditable or reimbursable on the
CACFP.

o

Specialty (“exempt”) infant formulas require a Special Diet Statement on file in the daycare
home and at the CCNI office before meals or snacks for infants can be reimbursed. Common
names of specialty formulas in this category are: Nutramigen, Alimentum, NeoSure/NeoCate,
EleCare, EnfaCare, Pregestimil, Gerber Extensive HA, etc.
-

•

A complete list can be found at:
https://www.fda.gov/Food/GuidanceRegulation/GuidanceDocumentsRegulatoryInformati
on/InfantFormula/ucm106456.htm or you can contact the office if you are unsure if the
formula needs a Special Diet Statement.

Special diet statements are required if the special diet request results in a meal or snack that does not
fully meet meal pattern requirements. A copy of the special diet statement must be on file in the
provider’s daycare home and the CCNI office before reimbursement can be paid for meals or snacks
that do not meet meal pattern requirements for a child with a medical need to not meet the
requirements.

Claims submission and Reimbursement Schedule
•

Submit your claim after your last meal or snack for the month is served and recorded. We suggest
online claimers submit immediately and that paper claimers gather all needed items for their claim and
mail it as soon as possible.

•

Reimbursements are paid monthly, for the prior claiming month. CCNI processes claims on a weekly
basis. Claims received by Thursdays at noon are paid out the following Friday (as long as your claim is
not on hold for missing documents). This schedule is printed each month in the newsletter.

•

Two tier system for reimbursement. Tier 1 is the higher reimbursement rates, and Tier 2 the lower. Tier
1 rates can be established by location, provider’s household income, or daycare family’s household
incomes.
o

Providers must always qualify by income to claim and receive reimbursement for their own
children while other daycare children are present at the same meal service.

•

The following documents should be received by CCNI before (or with for paper claims) your claim to
avoid delay or reduction of your reimbursement: Enrollments, Variances, Formula and Diet Statements,
Provider Notes, HIS forms for providers or families

•

Late Claims: there is a 60-day window established by USDA in which claims can be submitted for
reimbursement. CCNI sends reminders if we have not received your claim. The first reminder will come

from your monitor, the second in the form of a letter at approximately 30 days past the first date you
could submit, and a final notice is given approximately one week before the final date.
o

Keep track on CCNI’s paper forms if you normally keep track on paper and enter your
information into an online claiming system each month. If you are unable to get it entered in
time, you can still send CCNI your claim via regular mail and receive reimbursement.

o

Submitting close to the deadline can eliminate CCNI having any time to obtain missing
documents needed. It also can eliminate time for you to submit any secondary verification or
documents for an upward adjustment to receive reimbursement for reductions to your claim.

