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ENROLLMENT FORM 
REQUIREMENTS

CHILD AND ADULT CARE FOOD 
PROGRAM (CACFP)

Illinois State Board of Education (ISBE)

Target Audience: Child Care Centers, Head Start and Even Start Programs, Pre-K Programs, Licensed Outside School Hours Programs
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Annual Enrollment Form
❖Requirements

❖Step-by-step instructions for 
completion

This training will 
cover…
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Annual 
Enrollment 

Form 
(ISBE 67-98)
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Enrollment Form Requirements
• Required in:

– Child Care Centers
– Head Start and Even Start Programs
– Pre-K Programs
– Licensed Outside School Hours Programs

• Exempt in:
– At-Risk After School Programs
– Emergency Shelters
– Licensed  Exempt Outside School Hours Programs

• Key information:
– Does not replace the Household Eligibility Application
– Must be “renewed” every year
– Must have parent/ guardian signature and date
– Use the most updated form (i.e. available every July 1st)
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Annual Enrollment Form → Parent Responsibilities

The following must be documented

• Section 1: Full name of enrolled 
child(ren), birth date, age

• Section 2: Days of week in 
attendance

• Section 3: Times child normally 
attends during week

• Section 4: Meals received at facility

• Section 5: OPTIONAL (strongly encouraged by USDA) - ethnic/ racial categories
• Section 6: Signature
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Annual Enrollment Form → Sponsor Responsibilities

• Complete effective date of this enrollment form – date may be retroactive back 

to the first day the child participates as long as it occurs in the same month it was received

• NOTE→Make sure you are using the most current form
7/15/20xx

7/1/20xx
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Key information about 
Enrollment Forms:

– You are not required to make changes 
to the form during the year.

– If changes are made to the form (i.e. 
schedule changes) - initial and date 
those changes. 

– ISBE compares the enrollment forms 
to the meal participation records. 
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Common errors found with Enrollment Forms 
during an ISBE audit

• Incomplete form

– Missing DOB/Age, Days/Hours of 
Attendance, Meals Received, Signature

• Outdated forms

• No form on file

• No effective date
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Incomplete enrollment 
forms mean you 
cannot claim ANY
meals for the 
respective children 
until they are complete 
regardless of eligibility
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Recordkeeping

• All forms must be kept for 3 years plus the current year.

• If audit findings have not been resolved, the forms must be 
kept as long as necessary to resolve the issues raised by the 
audit. 
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Don’t Forget….

Every July 1st the 
Enrollment Form is 
updated annually
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1. Enrollment forms are required                      
(Child Care Centers, Head Start/Even Start Programs, 
Pre-K Programs and Licensed Outside School Hours 
Programs)

2. Double check forms for completeness

3. Sponsor needs date forms                           
(i.e. effective date)
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Nutrition Department
Illinois State Board of Education

www.isbe.net/nutrition

cnp@isbe.net

800-545-7892


