
 

Procedures
• Review the organization's monitoring

procedures.

• Provide each monitor with the sponsoring
organization's written monitoring procedures.

• Ensure Sponsoring Organization monitors
have annually documented training on
monitoring requirements.

• Use monitor tracking log to schedule and
document monitoring visits, including
determining previous problems and
resolutions.

 

 

• Thoroughly document what was observed
on site reviews and in required records.

• Ensure all questions and sections on the
monitoring form are completed.

• Review the results of the monitoring review
with the facility owner/director or provider
and have them sign the form.

• Sign the form prior to the leaving the
facility.

This institution is an equal opportunity provider.

Monitoring Requirements for 
Sponsoring Organizations in 
the Child and Adult Care Food 
Program (CACFP)

• At least two of the three reviews must be unannounced.
• At least one unannounced review must include observation of a meal service.
• At least one review must be made during each new facility's first four weeks of CACFP

operations.
• Not more than six months may elapse between reviews.
• Monitors must vary the timing and meal observed of unannounced reviews so they are

unpredictable.
Preparing for Monitoring Visits What is Required?

Number of Times a Sponsoring Organization Must Review Each Facility Each Year 



 

 

• Enrollment 
Records

• Attendance 
Records per 
participant-
completed daily

• Meal Benefit 
Income Records

• Infant Meals and 
Records-if in care

• Medical Statement 
forms for 
substitutions

• Parent written 
requests-if 
applicable

 

 
 

 

•

•

Are enrollment information and attendance 
records current and accurate?
Compare daily enrollment and attendance to 
meal counts for all meal types for the 
selected five-day operating period.

•

•

Update tracking log to report instances of
noncompliance, document technical
assistance or corrective action and follow up
reviews.

Verify meal counts when the facility submits
their claim to the sponsoring organization to
ensure the number of meals observed match
the number of meals claimed by the facility.

If needed, a follow up date must be recorded
on the original monitoring form and tracking
log, and the follow-up visit must be
conducted and documented with resolutions
noted.

Post Visit Requirements 

•

Five Day ReconciliationOn-Site Responsibilities

• Civil Rights Requirements
• Attendance at Training
• Licensing/Current Health/Safety Inspections

 Records that must be reviewed include: 
Meal Service Records Participant Records

Provide adequate supervisory and operational personnel to effectively monitor each facility; 
and conduct all required facility reviews according to program regulations 7 CFR 226.16.

• Remain on site during entire State Agency 
approved meal service time.

• Monitor meal service and verify start and end
times are within the approved meal service 
times.

• Verify all reimbursable meals observed are
recorded accurately on meal count records.

Program Records 

• Meal Pattern
• Meal Counts
• Daily Detailed

Menus and Menu
Records

• Meal Serving
Times and Type of
Meal Service

• Product Nutrition
Fact Labels with
Ingredient List

• CN Labels and
Product
Formulation
Statements (PFS)

• Standardized
Recipes

Meal Observation
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