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Overview 

 

 Monthly Documents Checklist 

 

 Annual Documents Checklist 

 

 Handout 

 

 * Statement 



Monthly Documents Checklist 



Monthly Documents Checklist 

 Menu and Meal Service Documentation 

 Menus 

 

 Physicians Statements for Food Substitutions (67-48)* 

 

 Infant Formula/Food Waiver Notifications* 



Physician Statement for Food Substitution (67-48) 



Infant Formula/Food Waiver Notification 



Monthly Documents Checklist 

 Enrollment and Eligibility Documentation 

 Enrollment Forms (67-98)* 
 At-risk, license-exempt outside school hours and emergency shelter 

programs are exempt from using this form 

 

 Household Eligibility Applications and Instructions (69-88)* 
 Head Start, Even Start, at-risk and emergency shelter programs are exempt 

from using this form 

 

 Electronic Direct Certification printouts from IWAS* 
 Head Start, Even Start, at-risk, license-exempt outside school hours and 

emergency shelter programs are exempt from using this form 

 

 Intake documentation (applicable only to emergency shelters)* 



Enrollment Form (67-98) 



Household Eligibility Application (69-88) 



Electronic Direct Certification System 



Monthly Documents Checklist 

 Enrollment and Eligibility Documentation 

 Enrollment Forms (67-98)* 

 At-risk, license-exempt outside school hours and emergency shelter programs are 
exempt from using this form 

 

 Household Eligibility Applications and Instructions (69-88)* 

 Head Start, Even Start, at-risk, license-exempt outside school hours and 
emergency shelter programs are exempt from using this form 

 

 Electronic Direct Certification printouts from IWAS* 

 Head Start, Even Start, at-risk, license-exempt outside school hours and 
emergency shelter programs are exempt from using this form 

 

 Intake documentation (applicable only to 
emergency shelters)* 



Monthly Documents Checklist 

 Enrollment and Eligibility Documentation 

 Master Lists 

 Master List (67-95)* (applicable to child care center and outside 

school hours programs) 

 Master List for Emergency Shelter (67-92)* 

 Master List for Head Start and Even Start (65-10)* 

 

 Attendance 

 



Master List (67-95) 



Monthly Documents Checklist 

 Enrollment and Eligibility Documentation 

 Master Lists 

 Master List (67-95)* (applicable to child care center and outside 

school hours programs) 

 Master List for Emergency Shelter (67-92)* 

 Master List for Head Start and Even Start (65-10)* 

 

Attendance 
 



Monthly Documents Checklist 

 Meal Count Documentation 

 Meal Participation Records 

 Meal Participation Record (68-75D) 

 Meal Participation Record (68-75) 

 Meal Participation Record (69-04) 

 At-risk Meal Count Form (69-14) 

 

 Meal Participation Record for Adults (68-31) 

 

 Total Meal Recap (67-22) 



Meal Participation Record (68-75D) 



At-risk Meal Count Form (69-14) 



Meal Participation Record for Adults (68-31) 

 Program Adult Meals 

 Nonprogram Adult Meals 



Monthly Documents Checklist 

 Meal Count Documentation 

 Meal Participation Records 

 Meal Participation Record (68-75D) 

 Meal Participation Record (68-75) 

 Meal Participation Record (69-04) 

 At-risk Meal Count Form (69-14) 

 

 Meal Participation Record for Adults (68-31) 

 

Total Meal Recap (67-22) 



Total Meal Recap (67-22) 



Monthly Documents Checklist 

 Training Documentation 

 Training Form (67-25)* 



Training Form (67-25) 



Monthly Documents Checklist 

 Financial Documentation 

 Itemized invoices/receipts  

 Itemized revenue documentation 

 Delivery tickets (applicable only to contracted meals) 

 Food Donations (68-77) 

 Cash Disbursements (67-24) 



Food Donations (68-77) 



Cash Disbursements (67-24) 



Monthly Documents Checklist 

 Financial Documentation 

 Personnel Activity Reports (67-54) 

 Monthly Profit or Loss Summary (67-93) 

 Monthly Milk Purchase Estimate (68-50) 

 Annual Financial Report Spreadsheet 



Personnel Activity Report (67-54) 



Monthly Profit or Loss Summary (67-93) 



Monthly Milk Purchase Estimate (68-50) 



Annual Financial Report Spreadsheet 



Monthly Documents Checklist 

 Claim for Reimbursement Documentation 

 For-profit Eligibility Form (67-91) plus supporting 

documentation (applicable only to for-profit institutions) 

 Edit Checks 1 and 2 (65-09) (applicable only to multi-site 

sponsors) 

 Monthly Claims (available in WINS) 



For-profit Eligibility Form (67-91) 



Edit Checks 1 and 2 (65-09) 



WINS Claim for Reimbursement 



Annual Documents Checklist 



Annual Documents Checklist 

 WINS Documentation applicable to all sponsors 

 Sponsor Questionnaire 

 Permanent Agreement 

 Site Questionnaire 

 Approval Letter 

 Annual Financial Report 

 



Single Site Sponsor WINS Homepage 



Multi-site Sponsor WINS Homepage  



Site Questionnaire and Components  



Annual Documents Checklist 

 WINS Documentation applicable to all sponsors 

 Sponsor Questionnaire 

 Permanent Agreement 

 Site Questionnaire 

Approval Letter 
 Annual Financial Report 

 



Annual Financial Report in WINS 



Annual Documents Checklist 

 Additional WINS Documentation applicable only to multi-

site sponsors 

 Budget 

 Sponsor Review 

 Monitoring Review Schedule 

 Bylaws 

 Organizational Chart 

 Mission Statement 

 Conflict of Interest Employee Policy 

 



Annual Documents Checklist 

 Program Documentation 
 Enrollment Forms (67-98)* 

 At-risk, license-exempt outside school hours and emergency shelter programs are 
exempt from using this form 

 

 Household Eligibility Applications and Instructions (69-88)* 
 Head Start, Even Start, at-risk, license-exempt outside school hours and 

emergency shelter programs are exempt from using this form 

 

 Electronic Direct Certification printouts from IWAS* 
 Head Start, Even Start, at-risk, license-exempt outside school hours and 

emergency shelter programs are exempt from using this form 

 

 Intake documentation (applicable only to emergency shelters)* 

 

 Master List (67-95); Master List for Emergency Shelters (67-92); 
Master List for Head Start or Even Start (65-10)* 

 



Annual Documents Checklist 

 Program Documentation 

 Parent Letter (69-49) 

 Head Start, Even Start, at-risk and emergency shelter programs are 

exempt from using this form 

 

 Income Eligibility Guidelines 

 Head Start, Even Start, at-risk and emergency shelter programs are 

exempt from using this form 

 

 



Parent Letter (69-49) 



Income Eligibility Guidelines 



Annual Documents Checklist 

 Program Documentation 

 Physicians Statement for Food Substitutions (67-48)* 

 Infant Formula/Food Waiver Notification* 

 Ethnic and Racial Data Collection Document 

 Program Announcement (applicable only to new institutions) 

 Monitor Review Form (67-59) and/or At-risk Monitor Forms 

(67-77) (applicable only to multi-site sponsors) 

 Preapproval Visit Form (67-60) (applicable only to multi-site 

sponsors) 

 

 



Ethnic and Racial Data Collection Document 



Program Announcement 



Annual Documents Checklist 

 Program Documentation 

 Physicians Statement for Food Substitutions (67-48)* 

 Infant Formula/Food Waiver Notification* 

 Ethnic and Racial Data Collection Document 

 Program Announcement (applicable only to new institutions) 

 Monitor Review Form (67-59) and/or At-risk 

Monitor Forms (67-77) (applicable only to multi-

site sponsors) 

 Preapproval Visit Form (67-60) (applicable only to 

multi-site sponsors) 
 

 



Monitor Review Form (67-59) 



At-risk Monitor Form (67-77) 



Preapproval Visit Form (67-60) 



Annual Documents Checklist 

 Training Documentation 

 Training Form (67-25)* 



Annual Documents Checklist 

 Financial Documentation 

 Vendor Contracts (applicable only to contracted meals) 

 Invitation for Bid (69-99) 

 Small Purchase Agreement (67-89) 

 School Agreement (68-62) 

 Renewal of Competitively Bid Contracts (67-90) 

 Certification Regarding Debarment (85-34) 

 



Invitation for Bid (69-99) 



Small Purchase Agreement (67-89) 



School Agreement (68-62) 



Annual Documents Checklist 

 Financial Documentation 

 A-133 Audit (applicable only to not-for-profit institutions 

expending $750,000 or more in federal funds in a fiscal year) 

 



For more information contact:  

Illinois State Board of Education  

Nutrition and Wellness Programs Division 

100 North First Street, W-270 

Springfield, IL 62777-0001 

 

Phone:  800/545-7892 or 217/782-2491 

Fax:  217/524-6124 

Email:  cnp@isbe.net – Attn: CACFP  

Website:  www.isbe.net/nutrition 
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