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Welcome to this session on the Budgeting Process in the Child and Adult Care Food
Program.

My name is (introduce yourself).

[Set up a Post It poster sheet with a parking lot for any questions that may come up
that the trainer does not know the answer. Collect all attendees passports, stamp
and return before end of session. Pass out both 796-2 rev. 4 and
Budget/management plan manuals.]
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During this session we will take a look at the SDE budgeting process for CACFP, allowable

and unallowable costs, unallowable vs unapproved costs and finally the budget record
keeping requirements.
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findepacis Contars CACFP Fiscal Yoae 21

i SDE Budgeting Process
for CACFP

Step 1: SDE distributes the Next
Fiscal Year (FY) budget workbook in
April to the Program contact.

Note: CACFP Fiscal Year is from
October 1 — September 30.
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Let’s get started! Since 2010 when SDE implemented the new budget workbook
and in 2012 when we transferred from CNP2000 to MyldahoCNP application and
claiming system the budgeting process has changed and this training will cover all
current steps in the process.

The first step in the process begins in April of each year. SDE will distribute the next
fiscal year (FY) budget workbook to all program contacts and executive director in
the first week of April. The workbook is sent though SDE broad cast email system
which limits who the workbook may be sent to in each Institution. It is important if
the Program Contact or Executive Director are not the individual in your Institution
to complete the work book, to forward the workbook to the correct individual.

CACFP program year begins October 1 and runs through September 30. The budget
process begins early so Institutions may plan ahead, complete the workbook and
receive SDE approval before the program year begins.
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SDE Budgeting Process for CACFP

Step 2— Institution develops
budget using the Budget
Workbook

Step 3— Institution submits budget
to SDE for approval
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The second step in the process is when the Institutions develop and complete the budget
workbook. During this time, Institutions may contact SDE with any questions or Sponsoring
Organizations of Centers or Homes may work with the SDE Financial Consultant to
complete the budget workbook.

The third step is to submit the completed budget workbook to SDE. IC and SOC budgets
are due June 1%t each year and SODCH budgets are due August 1% each year. It is very
important the budget is complete and sufficient detailed information is provided for each
budget item to assure SDE may approve your budget. Example: If you are budgeting for
new laptops it is important to include who in the organization will be receiving the laptop
(employee name and percentage of time working in CACFP). If an employee only works
50% of their time in CACFP only 50% of the cost of the laptop may be allocated to CACFP in
the budget.
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SDE Budgeting Process for CACFP

Step 4: SDE returns approved budget workbook to Institution

Child and Adult Care Food Program (CACFP) Summit

Step four is when SDE reviews the Institutions budget workbook and determines if it is
complete and ready for approval. If additional information is needed SDE will contact the
Institution for revisions or additional information before approving the budget. Once the
budget workbook is approved it will be emailed to the Institution Program Contact or
Executive Director. The file name will have in it “SA approved”. This is very important since
it will distinguish the file from the original budget workbook sent to SDE. The approved
budget has the signed SPWA form.
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SDE Budgeting Process for CACFP

Step 5 Institution enters approved budget in MyldahoCNP
application packet for the next fiscal year

Packet Assigned To: Kim Huntley

Latest

Form Name Version  Status
+ Sponsor Application Original Approved
+ Civil Rights Information Approved
v Board of Directors Original Approved
v Sponsor Budget Detail Rev. 1 Approved
¥ Sponsor Management Plan Rev. 1 Approved
v Checklist (3)
Application Packet Notes
View Application Packet Notes for Sponsor
Details Attachment List
Approved Pending Return for Denied Withdrawn/ Total
Correction Closed Error i
Site Application(s 1 0 0 0 0 0 1
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In step five the Institution will enter their approved budget in the next fiscal year
application packet in MyldahoCNP in the Sponsor Budget Detail form as highlighted above
in this slide. When you first enter the budget summary in the budget detail you will need
to click on “add”. Once the summary is added, then the action column will show
“view/revised”.
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SDE Budgeting Process for CACFP

Institution enters budget
summary in MyldahoCNP
budget detail form and
attaches approved budget
workbook before saving
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This is a snap shot of the form in the Sponsor Budget Detail. The summary of the budget
workbook is the only information entered into this form. So refer to the summary section
of your budget workbook to complete this step. Once the budget summary is completed, if
your Institution had any items in the budget requiring Specific Prior Written Approval
please check the appropriate box on the form, certify the information is true and correct
and before saving the form attached your approved budget work book file in the form. This
is done at the bottom of the form where forms may be attached. Once the “SA approved”
budget work book file is attached save the Sponsor Budget Detail in MyldahoCNP.

When your application packet is fully reviewed and updated the “Submit for Approval”
button will light up in red so you may submit your packet for approval. SDE at this time
may review and approve your packet. If SDE has any questions, SDE will contact you via
email for any necessary changes before approving the packet. All packet must be approved
by the start of the program year (October 1).

Note: For-Profits application packets are due August 15 and Nonprofits are due September
15 each year to SDE.
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SDE Budgeting Process for CACFP---- Quarterly Reports

-
Child and Adult Care Food Program MyIdahoCNP

Applications \ Claims \ Compliance I Reports \ Security I Search iE Programs | Year | Help | Log Out

Applications > Program Year: 2014 - 2015

Item Description

Sponsor Manager CACFP Sponsor's Profile, Site and Hold Information

Application Packet - Center Center Application Packet

Application Packet - DCH DCH Application Packet

Download Forms Forms for Downloading - CACFP

ACQR - Centers Center Actual Cost Quarterly Report

ACQR - DCH DCH Actual Cost Quarterly Report

ACQR Summary - Centers Displays a summary of ACQR report activity for Centers.

ACQR Summary - DCH Displays a summary of ACQR report activity for Homes.
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At this point, your application packet is approved and when October 1 arrives you are ready
to operate in CACFP for another program year.

During the months of October, November and December it is important to maintain all
budget expense and revenue receipts and to track actual expenses/revenue monthly by
each budget category (line item). This is very important so you can enter your actual
expenses and revenue for the three months into the first Quarterly Report. To access the
Quarterly reports, select Application in MyldahoCNP and in the drop down menu select
ACQR —Centers if you are an Independent Center or Sponsoring Organization of Centers or
select ACQR-DCH is you are a Sponsoring Organization of Day Care Homes.
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- | Step 6: Institution completes
- = quarterly reports in MyldahoCNP

Quarter 1: Due January 15
| Quarter 2: Due April 15

- = Quarter 4: Due October 15
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Step six in the budgeting process is to report the Institutions actual expenses and revenue
in the Quarterly Reports. This slide shows the quarterly report form in MyldahoCNP. Each
quarter is entered separately in this form. At any time in the program year if you find you
made a mistake in one of the quarter reports you may access the report for that quarter
and update the form. If you update the form it is important to contact SDE so they may
review and accept the changes in MyldahoCNP.

Quarter one is due January 15t and covers October, November and December
Quarter two is due April 15t and covers January, February, and March

Quarter three is due July 15t and covers April, May and June

And Quarter four (last quarter in year) is due October 15t and covers July, August and
September.
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SDE Budgeting Process for CACFP

Step 7: Institution submits budget amendments to SDE
(as needed)
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The final step in the budgeting process is to submit budget amendments to SDE as needed.
When entering your actual expenses and revenue in the quarterly reports this is a good
time to review your Institution’s budget status. In the far right column in the quarterly
report is the % of the budget that has been expended. If your Institution is in the second
quarter (half way through your program operation) and the expenditure in Food and Milk is
already at 95%, you will need to complete a budget amendment.

Institutions may not go over more than 10% per any line item expense. Any amount over
10% on any line item will be unallowable and must be paid with other program funds. Itis
important to submit an amended budget and receive approval before spending funds over
the current approved Institutions budget.

To submit a budget amendment to SDE, use the Institutions “SA approved” budget
workbook and make any necessary changes in the workbook. If you cannot find the “SA
approved” workbook in your files you may access the most current approved budget in
MyldahoCNP Sponsor Budget Detail in the Institutions application packet.

Once the workbook is updated, submit the amended budget to SDE for approval. SDE will
review and request and changes or ask any questions in order to approve the budget
amendment. Once SDE approves the amended budget, SDE will update MyldahoCNP
Sponsor Budget Detail, attach the current approved amended budget workbook in the
budget detail form and email the “SA approved” amended budget workbook to the
Institution. At this point, when the Institution accesses the Quarterly reports they will
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notice the percentage expended is updated.
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Allowable Costs

Necessary and Reasonable
= Required to operate CACFP

= (Cost reflects what a sensible or
practical person would pay

Legal under State and local laws
Conform with Federal regulations
Cost is consistently treated
Adequate Documentation
Allocable (shared expense)

Prior or Specific Prior Approval
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Now lets talk about allowable costs in CACFP. Costs must be Necessary, Reasonable
and required to operate in CACFP. The cost should reflect what a sensible or
practical person would pay. Example: If purchasing a car for monitors an
Organization would not purchase a Lexus when an economical vehicle would be
more reasonable.

Legal under State and Local Law

In order to be allowable, the cost must be authorized or at least not prohibited
under Federal, State or local laws and regulations. Some State or local laws are
more restrictive than Federal laws and regulations and may therefore prohibit
certain costs.

EXAMPLE: Some States or local governments/organizations have lower small
purchase thresholds than the current Federal small purchase threshold. An
institution wishing to vend meals or procure other services must make sure it
follows the State/local small purchase threshold if the State/local small purchase
threshold is lower than Federal threshold.

Conform with Federal Requlations
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The cost must conform to limits or exclusions, as set forth in FNS Instruction 796-2,
Rev. 4 and Federal laws, or other governing regulations. If a cost is prohibited by the
IRS, it cannot be allowed in CACFP.

EXAMPLE: Personal expenses are not deductible as business expenses under both
the IRS rules and CACFP regulations. On the other hand, car expenses associated with
conducting CACFP reviews are allowable business expenses under all Federal laws,
and reimbursement is based on the actual mileage driven to conduct the reviews.

Consistent Treatment

The cost must be treated consistently through the application of U.S. GAAP
principles. This means the same cost cannot be charged differently depending on the
Program to which it is assigned [FNS Instruction 796-2, Rev. 4 (Section VII A 2)].

EXAMPLE: If an organization pays $0.55 per mile for business travel for the staff that
conducts non-CACFP travel, it cannot claim $0.60 per mile for CACFP business travel.

All expenses and revenue must be documented and the Institution must maintain the
documentation.

If expenses in the budget is allocable it must be allocated accurately and if prior or
specific prior written approval is necessary it is approved by SDE before the
Institution assumes the cost. Costs must be approved by SDE in the Institutions
budget before the Institution may begin spending CACFP funds on the costs.
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Unallowable Costs
= (Costs that are not a reasonable expense specifically for the
CACFP;

= Costs that are not necessary for the
operation/administration of the CACFP;

= Costs that are not approved in the CACFP budget or a
budget amendment;

® (Costs that are not properly allocated between CACFP and
other non-CACFP Programs;

= |ess-than-arms-length transactions that are not properly
disclosed and approved;

Child and Adult Care Food Program (CACFP) Summit

Unallowable Costs are:

=Costs that are not a reasonable expense specifically for the CACFP;

=Costs that are not necessary for the operation/administration of the CACFP;
=Costs that are not approved in the CACFP budget or a budget amendment;

=Costs that are not properly allocated between CACFP and other non-CACFP
Programs;

=l ess-than-arms-length transactions that are not properly disclosed and approved;
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Unallowable Costs

= Alcoholic beverages;

= Paying bad debts;

= Entertainment — including amusement, diversion, and social
activities, and any costs directly associated with such costs (such
as tickets to shows or sports events, meals, lodging, rentals,
transportation, and gratuities);

= Lobbying;
= Contracting with the sponsoring organization’s employees,
officers or board members; and

= Recruitment incentive payments to employees of a sponsoring
organization of DCHs, either with Program or non-Program
money [7 CFR 226.16(m)]. Note: Recruitment incentives are an
unallowable activity, even with non-Program funds. However,
employees can be paid or evaluated on the basis of recruitment
activities accomplished.
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Unallowable Costs include but are not limited to:

=Alcoholic beverages;

=Paying bad debts;

=Entertainment — including amusement, diversion, and social activities, and any
costs directly associated with such costs (such as tickets to shows or sports events,
meals, lodging, rentals, transportation, and gratuities);

=l obbying;

=Contracting with the sponsoring organization’s employees, officers or board
members; and

=Recruitment incentive payments to employees of a sponsoring organization of
DCHs, either with Program or non-Program money [7 CFR 226.16(m)]. Note:
Recruitment incentives are an unallowable activity, even with non-Program funds.
However, employees can be paid or evaluated on the basis of recruitment activities
accomplished.
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Unallowable Costs vs Unapproved Costs

If an Institution pays for a cost that was not included in the
Institutions approved budget the cost is unapproved and
therefore unallowable even though it might be an allowable
expense if the Institution received prior approval.

Child and Adult Care Food Program (CACFP) Summit

Unallowable Costs vs. Unapproved Costs

When SDE finds that CACFP funds have been used to pay for an unapproved cost,
SDE must disallow the cost. Even if the expenditure would have been allowable had
it received prior approval, the cost becomes an unallowable cost. SDE can either
request that the funds be returned to SDE or off-set future payments; either of
these actions is appealable through the Administrative Review process.
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Record Keeping Requirements

All records to support the budget expenses and revenue must
be maintained for three years plus the current program year in
CACFP. This includes but is not limited to:

= Food and Supply receipts,

= |nvoices, purchase orders, itemized cash receipts, delivery
tickets

= Cost records for transportation (mileage records)

= Expenses related to vended meals

= Lease or rental invoices

= Training and Travel receipts

= Time sheets, time and attendance reports, payroll records
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Here are the record keeping requirements for the Budget process in CACFP.

All records to support the budget expenses and revenue must be maintained for
three years plus the current program year in CACFP. This includes but is not limited
to:

=Food and Supply receipts,

=|nvoices, purchase orders, itemized cash receipts, delivery tickets

=Cost records for transportation (mileage records)

=Expenses related to vended meals

=l ease or rental invoices

=Training and Travel receipts

=Time sheets, time and attendance reports, payroll records
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Wrap Up

Get your passport stamped
before you leave!

Remember to complete the
evaluation.

Thank you! CHILD NUTRITION
PROGRAMS
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| hope you have found this session helpful. Please make sure | have stamped your
passport before you leave this session. Remember to complete the evaluation.
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The U.S. Department of Agriculture prohibits discrimination against its customers,
employees, and applicants for employment on the bases of race, color, national origin,
age, disability, sex, gender identity, religion, reprisal, and where applicable, political
beliefs, marital status, familial or parental status, sexual orientation, or all or part of an
individual’s income is derived from any public assistance program, or protected
genetic information in employment or in any program or activity conducted or funded
by the Department. (Not all prohibited bases will apply to all programs and/or
employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete the
USDA Program Discrimination Complaint Form, found online at
http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call
(866)632-9992 to request the form. You may also write a letter containing all of the
information requested in the form. Send your completed complaint form or letter to
us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400
Independence Avenue, S.W., Washington, D.C. 20250-9410, by fax (202)690-7442 or
email at program.intake@usda.gov. Individuals who are deaf, hard of hearing or have
speech disabilities may contact USDA through the Federal Relay Service at (800)877-
8339; or (800)845-6136 (Spanish).

USDA is an equal opportunity provider and employer.

USDA Child Nutrition Programs recognize the following protected classes: race, color,
national origin, sex, age, and disability.
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