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Personnel 

Activity Reports

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

include operational and 
administrative labor used for the 

Child and Adult Care Food Program
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Labor
OPERATIONAL:

• Shopping for food

• Preparing/serving food

• Supervision during meal 
service

• Taking daily meal counts

• Clean-up after meal service

ADMINISTRATIVE:

• Processing HEA/Enrollment 
Forms

• Training

• Monitoring

• Claim consolidation/ submission

• Securing vendor contract           
(if applicable)

Documentation sources: personnel activity report, payroll records/time sheets
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More on Labor

Labor costs are based upon HOURLY or SALARY 
rates that are reasonable for the services 
provided

All labor (operational/administrative) must be 
allocated based on actual time spent on the 
CACFP program

Attention 
Please!!



5

Personnel Activity Report
(ISBE 67-54)

• Located on the CACFP website 
under “Forms and Documents”

• Record labor time spent on CACFP 
for the month (Administrative & 
Operational)

➢ By hand

OR

➢ Type in the grey shaded areas 
(formula incorporated in the form) 
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More 
Personnel 

Activity 
Report  

Examples
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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

• Cash Disbursement Journal, Food Donation log and 
Monthly Milk Purchase Estimate form

• 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


