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FORM OVERVIEW

The Minute Menu paperwork includes:

* Child Enrollment Forms — filled out and signed by the parents of each aleNd you enroll
into your care (and subsequently into the food oy

* Infant Menu Forms — filled out by you each day as you serve measduo record both the
foods served and the children to whom the foodewerved. Infant Menu forms are used for
all children in your care that are less than orar pé age on the day they attend a meal.

* Regular Menu Forms— these are just like the Infant Menu forms, extlepy are used to
record meals served to children that are at legstat of age on the day they are served a meal.

* Food Chart — the food chart we issue contains a list of eveoy that we approve for you to
serve. Each food has a number, and you use thaberuo record the food served to children
on Infant and Regular Menu forms.

» Claim Information Forms — we give you these forms each month, this wilbly®u keep
track of the children enrolled your care and comivate information affecting your claim.

It may seem like quite a bit of paperwork, butahall be filled out quickly once you get the hafig
it. Keep in mind that it's all designed to helpuyserve nutritious meals to the children in youeca
and to ensure you get all the money to which yoeirtled as quickly as possible!

GENERAL FORM INSTRUCTIONS
&,

 ALWAYS use a #2 pencil to fill out your forms.

* Besure to keep the carbon copy of every scannabhe you send in.

* Don't use your pencil’s eraser to erase a bubble. ddsigse a pink school eraser or other
good eraser to make sure any bubble you erase’ttezsre a mark.

» Always sign and date your forms.

* Don't lose your food chart!

* Don't strike through or mark an “X” over areas of a fdimat you want to leave blank. Just
leave it blank. Otherwise, an error will occur.

» Do NOT writes notes on the scannable forms. You can wotes on your Claim

Information Form (CIF). EB
* Neverstaple, fold, or wrinkle any scannable form. Kémpns away from your kids
to avoid spills or wrinkles. ‘ '

* Most of all ...Be careful when you fill in a bubble.

YES FILL IN EACH BUBBLE PROPERLY...

O O

Outside Not enough Center Did not Went

the circle, Pencil mark of use #2 outside

will cause will not be bubble pencil... the

an error read not Too light bubble
filled in



ENROLLING NEW CHILDREN

The Child Enrollment Form, A completed Child Enrollment must be received g/ Hood Program
before a provider can be reimbursed for meals.

You have assigned the provider a provider numbsery scannable form that you use must have your
provider number on it. If you forget your providarmber, you need not worry. It will be printed on
each Claim Information Form (CIF) that you will eaze every month from your Food Program.

For the purposes of this workbook, we will use ph@vider number 2430. Please note: thiN@GT

your provider number; it is only used in this wooklx. When you fill out an actual form, make swe t
use your provider number, not 2430. The followisagn example of the child enrolliment form bubbled
in. You will find the directions for each corresplimg numbered field in the following pages.
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Directions to fill out the Child Enrollment Form

1. Provider # Write your Provider # in the white boxes before yowbubble it. In each row, bubble in the
corresponding number.  ProvideSHown below is an EXAMPLE... this is not your Pravidéon’t forget to
print your name above your provider number. use#z PENGIL ONLY

(oot o SCAN PR
1. PROVIDER &
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Not
Correct
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Correct
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2. Child’s Birthdate
The child’s birthday is filled in using two digiter the month, two digits for the day, and two tidor the year
(EX: 01/23/02 for January 23, 2002).

Special NoteRE-Enrollment/Update bubble (located below #2 Childs Birthdate is used for the
Annual Re Enrollment or Child Renewal Process andJpdated Enrollment Information.

3.First Day In Care: This box records the date the child first attenciee in your home.
The date should also be marked with two diaitstiermonth. two for the dav. and the last two diaftthe

4.Child’s Number And Group: Assign each child a number. This number is usedllarsther forms

(Regular or Infant Menu forms). Assign each chfileir own number from 1 to 32; one nhumber to edili c
you enroll. Look at your CIF and find a blank rayge that child numbeiwrite the child’s name on a blank
line on the CIF. That number is permanently assigned to this child the child’s name no longer appears on
CIF. Thermark the child number bubble as shown belownote the format: child group — child number

4. CHILD'S NUMBER
1723 @6 é

78940‘72
;

4, CHILD'S NUMBER

4. CHILD'S NUMBER

131415719
2489 20
212223 24
2526 2728

Child Number: 1-11{z=:

‘17 18 9 20
212223 24
25 26 2728

Child Number: 1-11|x @@=

Unless you care for more than 32 children, you sthaiways leave the GROUP option blaiate: Group left
blank assumes the child should be in thigrbup of children. Each month, we will send yomesv Claim
Information Form (CIF) that lists all of your enled children along with their child numbers...

5. Child’'s Name

The child’'s name box should be filled in from the in the appropriate bubble for that row. Don't fetg
top down with the first name, the middle initiahda to write the child’s name on the Claim Information
the last name. Write name in the boxes to fill Form (CIF) next to the assigned child number.

6. Child’'s Schedule: Choose the most applicable times, days and meaigesfdance.

7. Infants: If the child being enrolled is an infant (defineslunder 1 year of age), you must fill out this
section. In the space provided, please write irbth@d name of the iron fortified infant formulawoffer to
parents — even if the parent is supplying their éevmula or breast milk.
Then choose one of the following formula options:
Choose One IFIF/Breastmilk Option:
* Provider supplies IFIF (Parent accept brand above)
» Parent supplies breastmilk or IFIF (write IFIF bmd in space below
* Write the brand of IFIF from parent
Choose One Infant Foods Option:
* Provider supplies supplemental foods when develofathe appropriate
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» Parent supplies supplemental foods and refuseBtixders foods.

8. School Info: School Type: Mark only one bubble for the type of school mogtrapriate for the child. If

the child is a toddler or preschooler not enrolfeeny sort of kindergarten you can  CESSEIMINRE)2ys S0 oo
H H SCHOOL TYPE _ )PRESCHOOL iF0 IS T REEDED
Ie_ave this sec_tlon plan k. _ O MO0 Tdton) € AN KNCERGARIEN
Times: For Times in school, put the normal school deparé&rn time, based on gumsm O P mDRcATTER
. RS e
when the child leaves your home to go to schoolratutns from school to your St Saoroon
home | @emieswer O
(TIMES IN SCHOOL

Days: You only need to mark the child’s daily school attance schedule if the IR
i ’ [T 0! JoIolelo)?)
child doesn’t normally attend school every dayhef wweek from Monday thru @&@1

Friday. @ooe OO E)
scHooL RHCD (&) () (D (H{DIED

Remember: You will only need to fill in this seaniif the child is attending some || Qwi Olis OF

type of school. e

0 () THURS

RS Vi 37 Yooy

9. Ethnicity: Ethnicity & Race is always optional for a parentrtdicate, and the categories are defined by
federal law.

10. Race:Ethnicity & Race is always optional for a parentridicate, the categories are defined by fedeval la
Parents can choose more than one Race.

11. RELATION: Please make a note of how the child is relateato \f the child is a day care child,
unrelated to you, don’'t mark anything in this sewati

12. Special Information:

Special Diet: If the child requires a special diet as presctibg a doctor, mark the “Special Diet” bubble. &\ls
bear in mind that if the child does require a splegiet, you should send us a copy of the Doctstiesement on
that special diet along with the Enrollment Form.

Special Needsif the child is handicapped or is otherwise acggdeneeds child, mark the “Special Needs”
bubble. Send documentation of the child’s spewaids with the child enrollment form.

Non-Participating: Any child where this bubble is marked will not peid as part of the Food Program.

13. PAY SOURCE :Unless you are told by one of the staff to fillstlsiection out, you can ignore it.

14. PARENT PHONE #

14. Parent Phone #

Fill in applicable phone. Write phone number incgsaprovided. Fill in
corresponding numbered bubbles in the row belowespa
Be sure the parent supplies the other informagguested on the form, including

@
(E) olalolololole

their name, address and phone number. Additiofi@ariation may be written in the PoGPEEEEOC
notes section on the back of the form. ""' ggggg

@
And before you send the enroliment tomsike sure the parent has signed the '%5%%8%
form. You cannot be paid for a child if we haven'te®ed an accurately filled-out
and signed Child Enrollment form, so be carefulhDdorget the note section on the back of thisrfor



FOOD CHART

The color-coded Food Chart is a ready-referencgdar it lists every food that qualifies for
reimbursement when served to children in your c&®long as you serve a food that is on this chart
in the appropriate amount and in an appropriatebooation with other foods, you can be assured both
that the food is nutritionally appropriate for yathildren and that we won’t disallow the meal’s
reimbursement — so you will get paid.

The Food Chart has been color coded for your
convenience.

 Red - Meat and Meat Alternates
 Brown — Bread and Bread Alternates
e Blue — Milk

e Orange — Fruit or Juice

» Green — Vegetable

These colors correspond to colors on the Regular &fant Menus.

Certain Infant Foods have been separated into olrsection to help ensure you serve nutritionally
appropriate foods to infants in your care. Be sha¢ when you are recording formula or breast milk
served to infants, you use the choices in the trifanmula section, not the standard Milk section.

Each food on the Food Chart has been given a numfiar will use these numbers to record the food
on your Regular or Infant Menu forms, just like ywill use the child numbers from your Child
Enroliment form to mark attendance. As you use N&renu more, you'll start to memorize the
numbers of the foods you use most often, so filbagyour Regular and Infant Menu forms will get
easier and easier. Also bear in mind that thedaod listed in alphabetical order (for the most)pa

so that you can usually find the food you're loakfor pretty easily.

RECORDING MEALS WITH REGULAR AND INFANT MENU FORMS

The Regular and Infant Menu forms are used to teathrof the meal-specific information required by
the USDA Food Program. The Regular Menu is usaddord meals served to all children 1 year of
age or older as of the meal date. The Infant Memused to record meals served to all children less
than 1 year of age

General Layout
The Regular and Infant Menus are very similar, laoith are divided into three major sections:

1. The form headeis everything above the chart, it contains datkaartain special information
relevant to the meals recorded on the form.

2. The form bodyis the chart itself. This chart contains the #peEood Served and Attendance
information you will record for every meal you sern a day (and for up to 3 days on a single
form).

3. The form footelis everything below the chart. This area of threnf contains your provider
number, your signature with a date, and a chilcthtsummary for each meal as recorded on
the given form.




The Meal Chart

The forms have three main columns in the form bddsch column is a single day. There are 6 rows
for each column, one for each of 6 meals or sndekscan be served that day.

The food components of each meal are differeny; #ne appropriate for the type of meal being served
(Breakfast vs. Snack vs. Lunch/Dinner). They dse different on the Infant Menu vs. the Regular
Menu, because Infants have different nutrition&dsethan non-infants. Each of the meal sections
has a section to record both food and attendanme c¥nrecord all of the meals & attendance you
serve for up to three days on a single form

FILLING OUT THE FORM: WHAT TO DO FIRST?

Every time you pick up a new, blank form, you sliodb the following 7 steps:

In the form footer: In the form header:
1. Write your Provider # (in the white 5. Bubble the Month
boxes) 6. Write the Meal Date (Day) in thé'l
2. Bubble your Provider # Column
3. Sign the Form 7. Bubble the Meal Date (Day) in the
4. Date the Form (today’s date is fine) 1% Column

Recording the Meal Date

Each form has three columns, which covers 3 dayswvod
meals. At the top of each column, you'll see aradp indicate Feoeeesceceen
that column’s day. Since you've already markedntioath Ls 3 - ones place
above, you will only need to fill out the two-diglay to indicate RO 1

the date of the meals in that column. For exampteday is _ % Not
March 3% 2002, you would have bubbled in March for the 2@ 8 ® Correct
month, and in the day column you bubble in zerar{@he first

row and three (3) in the second row. (You dontlie the year anywhere on this form).

Correct

Ignore “2nd Serving”, as well as two bubbles toigate Group. We’'ll cover them later in this
workbook if they apply to you.



Filling in a Meal Attendance 0101010

For each meal served, you must record every chilo attended that meal. Do this(g) (10 @) @

by marking each numbered bubble that correspontteetoumbers of the children |@ G @3 @3
served. Look at your CIF to determine any chiltisnber, and then bubble in all @ G 63 @
the numbers needed. A ® D G

CERLTACE

We've bubbled in child numbers 1, 3, 7, 8, andE@&ch one of those numbers B 6 &
represents a child, and these would be childréadien the CIF.

Remember: Mark only child numbers for childrenemtl year of age on the Infant Menu, and mark
only child numbers for children 1 year of age odexl on the Regular Menu.

If a child is turning 1 year old within a monthjgimeans that at the beginning of the month you wil
record that child on the Infant Menu, and on thid&h1 year birthday and thereafter you will redor
that child on the Regular Menu

Filling in the Foods

Besides recording the children who attended thd,igea must also record the foods that were served.
Each food is referenced by its food number, asdaumthe Food Chart. Milk and Infant Formula are
recorded on a single line as a single bubble.oér food items, however, are recorded in a twe-li
pair, and will be a number from 01 all the way 882

3)

® G

! Food Number:01

@ 6

Food Number:12

A MeAE ARG 6 AN DEAE ARG G
W\ VUV & YU T W Y U N VW VUV & YU T W Y U\
BOoOEEOE® (3 2 FoodNumber158 e HEREEAE @@ @ FoodNumber250

Not Correct

Noe2ddd6 ®0 E);crﬁggfg[lg/lg:lésor Formula, a food number box mabtays consist of at least two
GIICRONCRONCNCRCRY) If you want to indicate food number 01, make sorenark the 0 in the tens place and 1 in
the ones place.
Only mark one bubble per line.
OCR RO JORY The shaded 1 & 2 box is used to indicate a 1 huhdr® hundred food number.
] ICRORCRORCNCRONUN | If you want to indicate food number 158, make sheel is marked in the hundred box, the b

is marked in the tens place, and the 8 is markédeirones place.

Remember: the color of the food type on this form will mhatthe color of the food on the Food
Chart.



Reqular Menu: Milk (and Master Menu)

Milk only requires one bubble to be marked. ThékNand Master Menu) section also appears a bit
different depending upon the type of me&u can only mark onemilk. If a particular non-infant
requires a special diet, you will still fill the Balar Menu out as normal (including marking onlyon
Milk), but please note the special diet foods seéneethat child on the back of your CIF form. Belo
is an example of how to fill out the Milk bubbles:

Correct

T —_ — — — — — — — —
Imik/masTer MENU (MI(T) (2) (3) (4) (B) (6) (7) @@ (9)]
L 1

In this example, Milk number 8 was marked.

Not Correct -

N \E T W\ N 1

In this example, Milk number 8 and 9 were markédadng with Milk number 5.0nly one
Milk can be marked.

Note on Master Menus: We’ll cover this later ie tlworkbook if it's relevant to you. But this has
nothing to do with Milk, so do not mark this bubieen filling in the Milk served.

Infant Menu Foods

On the Infant Menu, each meal is broken down ihted¢ smaller age groups:
e 0-3 month olds
e 4-7 month olds
e 8-11 month olds

A 0-3 month old Infant is served Breast Milk or Farla, no matter what the meal is (i.e., Breakfast,
Snack, Lunch or Dinner). A 4-7 month old can dsserved Fruit or Vegetables, along with Infant
Cereal, depending upon the meal being served. -Ah®onth old can be served certain meats in
addition to the other foods, depending upon thel Ineiag served and on what is developmentally
appropriate for that child. See USDA meal patterns

To record this, the Infant Menu form is designedrsd each food component that is relevant to the
particular age range of a child can be recordeat.ekample, when you serve a Breakfast, you can
serve only Breast Milk / Formula to 0-3 month old&ut there is a section to record Infant Cereal fo
4-7 month olds during Breakfast, along with Brédgk / Formula. And 8-11 month olds can receive
Infant Cereal and a Fruit or Vegetable along withdt Milk / Formula. So each food component as
recorded is only relevant to certain children.



Here is an Infant Menu example: _ .
This meal was recorded for the™df the month.

GROUP Children #: 4, 6, 8, and 15 attended the meal

R_@(.@@ 2nd Serving O |2
Y[ ©0000@0®D®EE Food #203 was recorded for 8-11 Infant Cereal
B m% SO L ALTENDANCE Food #02 was recorded for 8-11 Fruit / Vegetable
E ‘81‘1 monThs £24 Food #201 was recorded for 4-7 Infant Cereal
ﬁ VEG]ﬁTf‘FLE (2)|(0 B Milk/Formula #11 was served to 0-3 month old dfén
F :EEII\\IleTO(?ETFI{EEP (1) B Milk/Formula #13 was served to 4-7 month old dien
A |4-7 MONTHS B Milk/Formula #11 was served to 8-11 month oldatan
? BREAST MILK OR Q@@@@@Qg@@@ Special Provision Milk #12 was served to 8-11 magithchildren
FORMULA MONTHS | WMONTHS | MONTHS QI

4 children were served, child numbers: 4, 6, 8, Hx Let's assume the following:
* 4 and 6 are both 8-11 month old children, but 4ahdsctor’'s statement requiring special
provision milk
» 8is achild between 4-7 months
» 15is a2 month old child

Note: Just like on the Regular Menu form, you oaly record one Formula for a particular age range
UNLESS you record Special Provision Milk (#12) ohd#tion to another Formula.

Make sure when using the Infant Menu that you eebprd children who are under 1 year of age as of
the date of the meal. A child who becomes 1 y&hmothe middle of a month will be recorded on the
Infant Menu initially during the month, and theniwhed to the Regular Menu on his or her birthday.
So, feel free to pick age appropriate foods fromehtire Food Chart for these Infants.

Finishing an Infant or Regular Menu Form

At the bottom of the form near the signature blam’ll also notice 6 blank spaces:

B AM L PM D EV

If your meal times are changing, please note newl tirees in these spaces, use only if requested to
by your sponsor. Otherwise, ignore this section.
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CLAIM INFORMATION FORM (CIF)

The CIF contains a list of all your currently aetiehildren and their child numbers. Each chiliisied along
with the child’s age. The CIF also lists sevethleo pieces of relevant information:

» each child’'s status (usually this is just “Activeid the child’s date of enrollment (DOE)

* each child’s relationship to the provider

* anindication as to whether each child is spe@alds and/or requires special diet child

» the school level of the child

» if the child is an infant, the parent’s prefereasgo who is responsible for supplying formula

A blank line on the CIF means that the number &lalile for you to assign to a child. Make sure peuer use
the same number for two different children thatiarngour care at the same time. Each CIF shouhdado one
child per child number — never double up.

Enrolling a New Child and using the CIF, write thew child’s name on the CIF. This will help you keeack
of that child and the child’s number when fillingtdorms during the rest of the month. We'll sgtodi out a
CIF with the newly-enrolled child/ren printed oredich month. In most cases, it takes up to 2 mdatresnew
child to show up on your pre-printed CIF, so kddp in mind when assigning numbers to new children.

Recording Special Information on the CIF

Each month, when you send in your Regular and trifeanu forms (and any Child Enrollment forms thatym
have been filled out), you must also send in thife tGlour offices. On this CIF, make any notesoaety
information you think we should know.

Telling us You Are Open On HolidayRecord any holiday dates that you were open foinkas in the space
provided.

Telling Us When Children Start Schodf you have a child who is starting KindergarterSmhool, you should
let us know. Write the child number for any chsldrting school at a particular level, and indicakech School
Level the child is attending (using a code fromltegend).

Telling us When Children Withdraw from Catéa child withdraws from your care during the mionindicate
the child number, the last date in care, and thsar for the withdrawal in the space provided.

Telling us Why School Aged Children Attend AM Snamid_unch:School-aged children should typically be
attending school when AM Snack or Lunch is beinges@ If you serve a school-aged child during ANa&k
or Lunch at any time during the month (and it's doting the summer holidays), provide a reason thhy
child wasn't in school along with the relevant daje

Using the CIF vour first two months

If new to the food program we won'’t know the chddrthat are enrolled in your care and will not bie o0
issue you a pre-printed CIF with all of your chddrlisted. Have a couple of blank CIF for use dyithre first
two months. Fill them out so that they both camtalist of your children with their correspondicigjld
numbers, just the name and child number. Maketheseboth contain the exact same list of children.
You'll send one copy of these hand-written CIF® iatir offices with your first claim and the other the
second month. By then, you should have receivegte-printed CIF for your next month.
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Monthly Checklist

Before you mail your claim for reimbursement to ysponsor:

v Your complete claim must arrive at the office bg fifth of every month to be considered on

v JI[IDriTjei/ou include your Claim Information Form (CIF)?

v Note children withdrawn

v" Note school aged children out of school and attemduring school hours

v" Note anything else we should know

v Is your Provider # filled in on every form page?

v Is the Menu Month filled in on each Menu form page?

v' Have you filled in each Day column with the corrdate on your Menus?

v' Have you filled in every food item on each meal geuved?

v' Have you filled in attendance for each meal yowesd?

v' Have you signed all the Menu forms?

v Did you have any new child Enroliment Forms to udg? If so, did you write the Child’s
Name & Number on your CIF?

v Did you keep the carbon copies of every page for yecords?

v Order of the claim for reimbursement packet that goe putting in a large manila envelope
and mailing to our agency should be as follows:

o If any Miscellaneous Forms place on top of the CIF

o Claim Information Form (CIF) on top and then in@rdinderneath the CIF:
0 Any new child enroliment forms S —
o Infant Attendance Menus rEE——

o Regular Attendance Menus nuttious

meals to

children in
your care
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Full Bubble Scan Form Review

1. How do you enroll a child into the food program

a. Fill out the Childs name on the Claim Informatioorid and send in with the claim.

b. Fill out the Child Enroliment Form and give to tim®nitor.

c. Use the Child Enrollment Form with a Parent Sigreeaaand send to Food Program.
2. Where can you locate the Provider ID number require all forms?

a. By calling the sponsor.

b. The CIF

c. In this workbook

3. What do you do when you pick up a new Full BubBtan Form (Regular/Infant Attendance
Menu)?

a. Fill the bubbles in for my provider number
b. Complete the check list
c. 7 Steps
4. What are the 7 Steps
a.

b.
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5.  Whatis a Food Chart?
a. Chart that tells providers what foods to use
b. Something you give parents

c. A list of numbered foods in colored food groups iBaneeded to fill in the foods served
to the children on the Full Bubble Regular/Infarttehdance Menus.

6. Which bubbles do you use when you want to fillhe food number 258 in fruits/vegetables?

a. Fill'in all three bubbles on the same line

b. Fillin the 2 and 5 on the first line and the 8tba second line

c. Use the 2 in the shaded hundreds box, tens lingé% and the ones line for the 8
7.  Who assigns the new child in my child care dadchumber?

a. The monitor does it when he/she comes out for iewnev

b. The office sends me a letter with the new childisnbber on it.

c. The provider assigns the new child a number.

o

When you withdraw a child from the food programuyeross off the child’s name and then
write the new child’'s name over the top of it. Thaty the child number does not get wasted
and you can keep the child numbers in order.

True False

9. When recording an infant's meal components youusethe Regular Menu, if the infant is
going to be one year old in the same month.

True False

10.The CIF is used to tell the Food Program anythirvag the bubble forms won't tell them, things
like why a school aged child was claimed for luncha school day.

o

Great Job...
Thank You

True False
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