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MAINTAINING PRODUCT LABELS OR OTHER ACCEPTABLE
DOCUMENTATION FOR CERTAIN FOODS

Family day care home providers must maintain documentation as specified by their sponsor.

Foods That Require Product Labels / Documentation

A product label or other acceptable documentation must be on file for the
following food items to show they meet specific CACFP requirements:

Breakfast Cereal and Yogurt Meet CACFP added sugar limits
Whole Grain-Rich (WGR) Foods Meet CACFP WGR criteria

Tofu Contain a certain amount of protein
Processed Food Items (commercially Item is creditable and contributes to

purchased items like combination foods the CACFP meal pattern
and processed meats/meat alternates)

Product labels or other acceptable documentation must be kept for each type and
brand of item served. This includes items regularly served and items only served
once. For example, if one type and brand of whole grain-rich bread is regularly
served a product label for this bread must be on file. However, if this bread is not
available during a shopping trip and a substitute is purchased and served, the
product label for the substitute must also be kept on file.

Product Labels or Other Acceptable Documentation to Keep on File
The parts of a product label / documentation that must be kept on file are detailed
in these handouts:

e CACFP Training Spotlight: Documentation for Cereal and Yogurt Added Sugar Limits
e CACEFP Training Spotlight: Documentation for Whole Grain-Rich (WGR) Foods

e CACFP Training Spotlight: Crediting Documentation for Processed Food Items

Taking pictures or making copies of labels?

Photograph or photocopy all required parts of the label that must be kept.
Labels that are photographed or photocopied must be visible and legible (not
blurry, cut off, or too dark to read).



https://dpi.wi.gov/sites/default/files/imce/community-nutrition/pdf/cacfp_training_spotlight_product_labels.pdf
https://dpi.wi.gov/sites/default/files/imce/community-nutrition/pdf/cacfp_training_spotlight_documentation_for_whole_grains.pdf
https://dpi.wi.gov/sites/default/files/imce/community-nutrition/pdf/cacfp_training_spotlight_crediting_processed_foods.pdf
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Organize Product Labels and Other Documentation 0

Product labels and other documentation must be organized so they are easy to locate.
Implement a filing system that works best for your agency and be consistent.

Identify staff responsible for saving labels and other acceptable documentation.

o Often this is the person preparing the meals. However, others can be involved in
the process, such as the program director, to help and maintain oversight to
ensure all labels are being saved.

9 Establish a filing system for how and where labels and other acceptable
documentation are maintained.

e Establish a frequency of checking saved labels and documentation. This may be
after every shopping trip or every time a food package is about to be thrown
out. Compare items with labels and documentation already on file and save
those not on file.

 File by product type in separate file folders or in a binder (if using a binder, place
product labels in page protectors or three-hole punch).

* Label the filing system to easily identify documents.

* Product labels and other documentation may also be stored electronically. See
Electronic Storage of CACFP Records and Data.

» Keep labels for three Federal Fiscal Years (FFY) plus the current FFY.

» Keep labels for items currently served in one file. Labels for items no longer served can
be moved to another file until they can be discarded after the required time frame.

Best Practices for Organizing Labels and Other Documentation
Below are two best practices for filing product labels and other documentation.

0 Save a copy of the product label / documentation of each item served
each month with that month’s claim support documentation, i.e., with
each month’s menus, production records, meal counts, etc.

0 If your agency has cycle menus, maintain product labels / documentationina
master binder by the week of the cycle. For example:

e Whole grain-rich waffles are served week 1 Monday and week 3
Thursday. File a copy of the waffle’s product label behind the week 1
and week 3 tabs.

e Yogurtis served week 2 Wednesday and week 5 Monday. File a copy
of the yogurt’s product label behind the week 2 and week 5 tabs.

When this best practice is implemented, the same brand/item must be purchased
consistently. If a substitute item is purchased, keep a copy of that item’s product
label/documentation with that specific month’s claim support records.
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https://dpi.wi.gov/sites/default/files/imce/community-nutrition/pdf/electronic_storage_of_cacfp_records_and_data.pdf
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Sponsoring Organizations 0

A Sponsoring Organization (SO) operates two or more sites on the CACFP. Agency staff
responsible for overseeing the CACFP at its sites are ultimately responsible for ensuring each site
meets CACFP requirements, including maintaining product labels and other documentation.

Below are questions to help a SO determine where to maintain product labels and documentation.

o Are menus and foods served the same or different at all sites?
. Does one person order food for all sites or do site staff order food for their own site?
. Do site staff purchase some or all foods at local stores?

Recommendations for how to keep product labels and documentation on file are in the table
below. Regardless of who purchases food items how and where product labels and documentation
are maintained, agency staff responsible for overseeing the CACFP at all sites are responsible for
ensuring food items served meet CACFP requirements.

Menus and Purchasing / Ordering Foods Where to Keep Product Labels and Documentation

Menus are the same for all sites (thesame  Keep one set of labels in one location, such as
food items are ordered for and prepared administrative office or central kitchen

at all sites or meals for all sites are

prepared in central kitchen)

Menus are different for each site and each  Keep labels at each site

site purchases/orders food for own site OR

OR
Keep labels in one location, such as administrative office or

Menus are the same but each site central kitchen, and each site must send the administrative
purchases/orders different brands/items  office labels for additional items purchased for each site
for their site

Menus are the same for all sites and the Keep labels at each site (a copy of labels for items all sites
same food items are ordered for all sites serve must be given to the site and the site keeps labels of
however, each site purchases someitems  additional items for site)
on their own (staff go to the store to pick
. OR
up bread or other items)
Keep labels in one location, such as administrative office or
central kitchen, and each site must send the administrative

office labels for additional items purchased for each site

alternates), the SO must ensure each site knows how much to serve to each participant. This may mean
each site has a copy of the Child Nutrition (CN) label or Product Formulation Statement (PFS). Or the SO
maintains this documentation at the administrative office and creates an information sheet, that lists the
amount of each item to serve to participants in each age group, that is given to sites.

@ For commercially prepared processed foods (i.e., combination food items and processed meats/meat
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