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Cash Disbursement 
Journal

Food Donation Log

Monthly Milk 
Purchase Estimate 

Form
Child and Adult Care Food Program (CACFP)
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Sponsors must maintain a system 
that documents all costs               

and foods donated for the                            
Child and Adult Care Food Program

ISBE will examine if adequate 
amounts of milk were purchased to 

meet the minimum meal pattern 
requirements

Resources will be provided to help 
ensure compliance
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Cash Disbursement Journal (ISBE 67-24)

• Use to record monthly food program expenses 

– Food costs

– Allowable non-food costs

– Overhead costs

– Administrative supplies

– Unallowable costs

• You will need your itemized invoice/receipt

• Record the number of gallons of milk purchased

• Review receipt and invoice and itemize as food, 
non-food, administrative supplies or unallowable



4

Gather all of your monthly 
receipts/invoices and itemize:

- food
- non-food
- overhead

- administrative supplies
- unallowable
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BEE WAREHOUSE

Invoice 
Example

7/10/20xx

Happy Kids Child Care Center

→ NF
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Receipt 
Example

Food ($154.56)

Milk (8 gallons)
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Receipts/Invoices 
need to be 
itemized
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Record all monthly 
receipts/invoices onto the Cash 

Disbursement Journal
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Cash 
Disbursement 

Form Summary
• Don’t forget to 

maintain all 
receipts/invoices

• Must be actual costs

• Not used to record 
labor
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Food Donations (ISBE 68-77)

• Any food donations used 
for meals claimed must be 
tracked
– Date

– Food items

– Quantity

– Printed name

– Signature

• Families cannot be 
required to donate food

• Cannot use WIC or SNAP/ 
TANF funds
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Monthly Milk Purchase 
Estimate Form

(ISBE 68-50)
Use this each month to determine how much 
milk to purchase for the number of meals and 
snacks served. 

ISBE Reviews:  We add up the number of meals claimed 
for breakfast, lunch, supper and snacks to determine if 
you purchased enough milk 



14

There are several forms on 
our website that will help 

you with the financial 
management of your 

program
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• Financial Management Overview for CACFP

• Allowable and Non-allowable Costs

• Personnel Activity Reports

• Monthly Profit and Loss Summary and Annual 
Financial Report
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Nutrition Department
Illinois State Board of Education

www.isbe.net/nutrition

cnp@isbe.net

800-545-7892


