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Training Goals

e Understand the purpose l

of the budget and cost
claim details

e Correctly complete the
annual CACFP budget
and monthly cost claim
details




Reimbursement
e

* Is not based on what you spend or what is in
your budget

* |s based on meals claimed

e Budget tells us your CACFP costs

e Cost claim details tell us how you spent your
reimbursement.



New USDA Guidance-December 2013

e Guidance for Management Plans and Budgets
e FNS Instruction 796-2 Rev. 4
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New lowaCNP system
https://cnp.ed.iowa.gov/CNP/

@ Child Nutrition Progiamsi
WWW

User 1D Welcome to the New Child
P Nutrition Program website!

Click here for the Nondiscrimination statement.

[iovon |

Direct Certification - Schools

= The August Direct Certification (DC) list is now available on the

Links Towa Education Portal (EDPortal). To access the DC list you

e need to have completed an IowaCNP Access Form and have an
« SNP Program Resources A&A account. Contact at Ellen.miller@iowa.gov or

Patti.harding@iowa.gov for assistance.
+ CACFP Program

Resources

* SFSP Program Resources
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https://cnp.ed.iowa.gov/CNP/

Purpose of Budget

Projected Non-profit Food

Financial Viability Service

Request Approval in
Advance for Potential
CACFP Costs




Financial Viability
e

* New requirement

e Must include all CACFP costs in the annual
budget

* Include even if CACFP reimbursement won’t pay
for the line item



New lowaCNP system
https://cnp.ed.iowa.gov/CNP/

Enter your username and password
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= The August Direct Certification (DC) list is now available on the
Towa Education Portal (EDPortal). To access the DC list you
need to have completed an IowaCNP Access Form and have an
« SNP Program Resources A&A account. Contact at Ellen.miller@iowa.gov or
Patti.harding@iowa.gov for assistance.
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https://cnp.ed.iowa.gov/CNP/

lick on “Applications”

Applications Claims Reports Security Search Year Help ‘ Log Out

Welcome to IowaCNP
Child and Adult Care Food Program!

Questions? Try the On-line help button near the Log Out button in the upper right.

Centers

= Applications
Applications are open and are DUE September 19, 2014

= Center Site Applications
Licenses, approvals and inspections must be scanned and uploaded to the cnline site application. Those
organizations without scanning capabilities, please contact your assigned consultant.

= Claims
For meals and snacks served thru September 30, 2014, claims will be submitted on CNP2000.

Home Sponsors

= Organization Applications and Management Plans
For Organizations requesting advances, online application and Part B are due September 9, 2014.

For all other Organizations, online application, Part A and Part B are due September 22, 2014,

= Provider Applications
Provider registrations and supporting documents must be scanned and uploaded to the provider application.
Those Organizations without scanning capability must contact Suzanne Secor Parker.

= Claims
For meals and snacks served thru September 30, 2014, claims will be submitted on CNP2000.




Click Application Packet - Center
—

Child and Adult Care Food Program

fis] 3
BEIN P
Applications | Claims | | Reports | Security | Search | Year | Help | Log Out
Applications = Program Year: 2014 - 2015
Ttem Description
Organization Manager CACFP Organization's Profile, Site and Hold Information
Application Packet - Center Center Application Forms (Organization and Site)
Application Packet - DCH DCH Application Forms (Organization and Provider)
Advance Request Organization's request for Cash Advance(s) for the current year
Download Forms Forms Available for Downloading




Organization Budget Detai

318024 Status: Active Packet Submitted Date:
Dyersville Area Found. for the Future Packet Approved Date:
DBA: Packet Original Approval Date: 11/18/2014
415 9TH AVE sSW Packet Status: Mot Submitted

DYERSVILLE, IA 52040
Type of Agency: Private Non Profit Organization
Agreement Type: Independent Center

Packet Assigned To: Donna Matlock

Latest

Action Form Name Version  Status
View | Revise " Organization Application Qriginal Approved
Details | Admin =) Board of Directors Rev. 1 Error

iew | Revise v Organization Budget Detail Original Approved
View | Revise ' Sponsor Management Plan Original Approved
Details v Checklist (17)
Details Application Packet Notes
View Application Packet Notes for Org
Details Attachment List (15)

Approved Pending Return for Denied Withdrawn/ Total
Correction Closed Error Applications
Site Application(s) 1 o} 0 0 o} 1] 1
Submit for Approval Approve | Return || Deny |

Show Packet History




CACFP Budget

Child and Adult Care Food Program

Applications | Claims | | Reports | Security | Search | Year | Help | Log Our

Applications > Application Packet - Centers = Program Year: 2015 - 2016
VIEW | MODIFY | DELETE | INTERMAL USE ONLY

CACFP Annual Center Organization Budget for 2015 - 2016

008016 Status: Active

Texas Migrant Council/dbaNew America Corp
DBEA:

5215 McPherson

Lareda, TX 78041

Type of Agency: Private Non Profit Organization

Agreement Type: Independent Center

Budget Version: Original

Instructions:

Enter all CACFP expenses and income for the new fiscal year. If the projected food cost (line B.1.) is less than the projected
CACFP reimbursement (line 4.4.), you must attach the applicable CTR-Budget worksheet(s) below. The worksheets are available
in 'Download Forms.”

Org Complete FOR STATE USE ONLY
This Column Approved

A. CACFP Income

1. cChildren or adult participants' payments for meals $|:| $0.00
2. Supervising caregivers payments for meals $|:| $0.00
3. Other CACFP income (contracted meals sold to other child care $|:| $0.00

organizations)

4,  Projected reimbursement $|:| £0.00

£0.00 £0.00

5. Total CACFP Income




Instructions

kIACFP Center Organization Budget Instructions

Purpose of Budget:

A Docurnent Financial Viability
Show your organizafion has encugh resources fo operate the CACFP, especially when
reimbursement doesn'f cover all CACGFP expenses.

B. Show Projected Mon-Profit Food Service
Show how you plan to spend sl of your CACFP reimbursement and other CACFF income on
allowable coste.

C. Request Approval for Costs
Hawe all costz included in the budget that you will include on your monthly financial reporiz and
approved by the State agency before the costz are incurred.

Requirement:
‘Costs included in the budget must be necessary, reasonable, sllowsble, and appropriately documented.
Performance Standard 1: TGFR Part 2268 8 (B)(2Hvil)(A)(3)

References:

FME Instruction 705-2, Revision 4: hitp/iwww.fns.usda. gov/'sites/default/files/7086-2%20Rev¥%204. pdf
Guidance for Management Plans and Budgets: A Child and Adult Care Food Program Handbook:

http:ifwww fis usda govisites/defaultfiles/CACFP % 20Management PlansHandbook pdf

Instructions:

» Enter all CACFP expenses and income for the new fiscal year in the budget, even if the organization
will not spend CACFP reimbursement to cover the expense.

+» Optional worksheets are available in Download Forms to help you determine the amount to include in
the budget. The worksheets are named Cir-Budget-Budget line item.

» The worksheets become required budget attschments for line items that must be included in the

budget to show the organization will spend all of its CACFP reimbursement

Complete the Ci~Budget-Budgef Quesfionnaire if the organization will report expenses besides food

(line iterns B.1 andior B.2) to show all CACFP reimbursement will be spent.

Submit any requests for specific prior written approval as identified by your responses fo the G-

EBudget-Budge! Questionnaire.

Follow the instructions below for completing each section of the budget:

A. Section A - CACFP Income

Record any food senvice payments received by the organization:

1. Children or adult paricipants' payments for meals. Applies fo pricing crganizations that
charge separafely for meals.

2. Supervising caregivers’ payments for mesls. Appliez fo organizations that charge =taff or
other non-parficipating adults for fhe mealz provided by the organization.

3. Cther CACFF income. Thiz iz usually income for confracted mesls your organization sellz fo
other crganizafionz. If alzo includesz any other income generated by the food service.

4. Projected reimbursement. Thiz figure will be generafed by the sy=tem based on the amount
the organizatfion received last year If the organization iz new, a projected number may be
enterad in thiz field.

5. The system will add 1-¢ and list total CACFP income.




Income

Org Complete FOR STATE USE ONMLY
This Column Approved
A. CACFP Income
1. Children or adult participants’ payments for meals $| | $0.00
2. Supervising caregivers payments for meals $| | $0.00
3. Other CACFP income (contracted meals sold to other child care $| | $0.00
organizations)
4,  Projected reimbursement $| | $0.00

5. Total CACFP Income £0.00 £0.00



Operating Expenses

B. CACFP Operating Expenses

1. Food purchases $|:| £0.00

a. Are any foods purchased from the Food Bank? ) Yes O No

b. Are any donated foods received? ) Yes ) No

c. How many sites will participate this fiscal year? I:l
d. How many participants are enrolled in all sites? I:l

e. What meals are you approved to claim?
L] Breakfast
[ &M Snack
[ Lunch
L] pM sSnack
D Supper
[ Later Night Snack

2. vended meals (meals purchased from another organization) $|:| £0.00

3.  Other CACFP food service costs (less than £5,000 per item) $I:I $0.00

4,  Food service labor and benefits (food service personnel) $I:I £0.00

5.  Mealtime supervision (teachers/caregivers/center staff) $I:| $0.00

6.  Mon-expendable food service equipment costs (more than $5,000 $I:I £0.00
per item)

7. Food service space (rental, mortgage) $I:I $0.00

&. Utilities for food service space (gas, water, electricity) $|:| £0.00
9.  Mileage for meal delivery, fuel charges for food delivery, mileage $I:I $0.00

to grocery store

10. Food service maintenance {(repair or upkeep of equipment) $|:| £0.00

11. Total Operating Expenses £0.00 £0.00



Use Worksheets
e

e Obtain needed forms (Download Forms or click
name of underlined form)
e Complete (as applicable)
 Must attach a budget worksheet for every line
item (except food) that you will spend your
reimbursement on
v" Worksheets can be tools

v' Approval may be needed (equipment, other,
contracted services)



Administrative Expenses

C. CACFP Administrative Expenses

1. Administrative labor and benefits (CACFP supervision and $| | $0.00
paperwork)
a. CACFP menitering labor and benefits 50.00 £0.00
b. Mileage for CACFP monitoring $0.00 £0.00

2. CACFP administrative supplies and eguipment (less than 5,000 $| | £0.00
per item)

3. CACFP administrative equipment cost {more than $5,000 per $| | $0.00
item)

4, CACFP Communications & Technology (phones, automatic data $| | $0.00

processing, fax, internet, postage)

5. CACFP training (purchased training materals; staff time to plan, $| | $0.00
prepare, conduct, evaluate, track, and attend reguired training;
travel and registration costs to attend CACFP training)

6. CACFP printing costs $| | $0.00

7. Other CACFP costs
a. Insurance (other than health care), stop payments, $| | $0.00
advertising
b. Memberships in civil or community organizations $| | $0.00
c. Membership in buying clubs or warehouses $| | £0.00
d. CACFP account reconciliation and analysis fees $| | £0.00
e. Costs to make goods or services donated to the organization $| | $0.00
usable for the CACFP

8. CACFP contracted services (Janitorial, garbage, training, $| | $0.00
maintenance or repairs to office equipment)

5.  Indirect Cost $0.00 $0.00

10. Total Administrative Expenses £0.00 s0.00



15% Administrative Cap

Center sponsors only

D. 15% Administrative Cap
1. Estimated CACFP reimbursement £0.00 £0.00
2.  15% of Estimated reimbursement £0.00 £0.00

£0.00 £0.00

3. If =15% is requested, enter amount requested



Financial Viability

e Compares CACFP income to CACFP expenses
e If insufficient income to cover CACFP costs:
v’ Report funding to cover the costs
v’ Source

&
v Amount é@@ﬁg

Only need to report enough expenses each
month needed to show you have spent all of
your reimbursement.



Financial Viability

E. Financial Viability

1. CACFP Expenses $0.00 $0.00
2, Total CACFP income and reimbursement $0.00 $0.00
EQUAL EQUAL

3. Istotal CACFP income and reimbursement (E2) greater than
CACFP Expenses (E1)7

If "Yes," additional CACFP expenses must be identified before the budget can be approved to show a projected non-

profit food service.
If "Mo," additional organization revenue must be entered in E4 below to equal or exceed anticipated CACFP expenses

and the funding source(s) identified.

4,  Additional revenue used to support CACFP {including loans) $| $0.00

Source:

Organization’s comments to the State Agency:




Budget Attachments
T

Budget Attachments

Attach completed worksheets corresponding to the budget line items needed to document the Organization will
operate a non-profit food service, The worksheets are available in Download Forms.

Actions Motes Version Uploaded By

Add an attachment

Internal Use Only

Status: Pending Validation

Internal Comments:

Organization Comments

Created By: RHolz on: 4/10/2015 1:36:05 PM  Modified By: RHolz on: 4710/2015 1:36:07 PM

S [ concel |

VIEW | MODIFY | DELETE | INTERMAL USE ONLY



Budget Attachments
T —

Packet Assigned To: Keerti Patel

Latest
Action Form Name Version Status
View | Revise v Organization Application ariginal Approved
Revise | Details v Board of Directors COniginal Approved
View | Revise v Organization Budget Detail Cnginal Approved
View | Revise ¢ Sponsor Management Plan Onginal Approved
Details — — v Checklist (14)
Details Application Packet Notes
View Application Packet Motes for Qrg

Details Attachment List



Attachments/Checklist Items
-

e Obtain needed forms (Download Forms or click
name of underlined form)
e Complete (as applicable)
v" Worksheets (tools or required)
v" Budget Questionnaire

v' Approvals (equipment, other, contracted

services)

v' Center Sponsor Worksheet
— Indirect cost documentation
— 15% admin cost waiver

e Upload to packet



Budget Questionnaire
T

* New requirement

 Must be completed and uploaded if you will
spend your CACFP reimbursement other
line items besides food

 If you answered yes, complete forms

e Upload



Approval Process
T —

e Looking for:
* Non-profit food service
 Reasonable, necessary & allowable costs
* 15% admin limit
e Attachments & checklist items
 Worksheets match amounts
* Financial viability



Non-Profit Food Service
e

* Include enough expenses to show you will
spend all of your CACFP reimbursement
e Costs must be allowable



Request Approval in Advance
e

* All expenses that will be paid for with CACFP
reimbursement must be approval BEFORE
the costs is incurred

* No retroactive approvals

* Budgets can be revised for unexpected
expenses if approval takes place before item
is purchased



Download Forms

— Click on “Applications”

Applications Claims Reports Security Search Year | Help ‘ Log Out

Welcome to IowaCNP

Child and Adult Care Food Program!

Questions? Try the On-line help button near the Log Out button in the upper right.

Centers

= Applications
Applications are open and are DUE September 19, 2014

= Center Site Applications
Licenses, approvals and inspections must be scanned and uploaded to the cnline site application. Those
organizations without scanning capabilities, please contact your assigned consultant.

= Claims
For meals and snacks served thru September 30, 2014, claims will be submitted on CNP2000.

Home Sponsors

= Organization Applications and Management Plans
For Organizations requesting advances, online application and Part B are due September 9, 2014.

For all other Organizations, online application, Part A and Part B are due September 22, 2014,

= Provider Applications
Provider registrations and supporting documents must be scanned and uploaded to the provider application.
Those Organizations without scanning capability must contact Suzanne Secor Parker.

= Claims
For meals and snacks served thru September 30, 2014, claims will be submitted on CNP2000.




Download Forms

“Download Forms” is the last item on the page

Child and Adult Care Food Program

o 3
; m
2

Applications | Claims | Reports | Security | Search

Applications >

Item

| Year | Help | Log Out

Program Year: 2012 - 2013

Description

Organization Manager
Application Packet - Center
Application Packet - DCH
Advance Request

Advance Requests Manager
ACQR. - Center

ACQR - DCH

ACQR Summary - Center
ACQR Summary - DCH
Annual Audits

Annual Audit Status Summary

Download Forms

CACFP Organization’s Profile, Site and Hold Information
Center Application Forms (Organization and Site)

DCH Application Forms (Organization and Provider)
Organization's request for Cash Advance(s) for the current year
Manage requested Advance(s) for the current year
Center Actual Cost Quarterly Report

DCH Actual Cost Quarterly Report

Center Actual Cost Quarterly Report Status Summary
DCH Actual Cost Quarterly Report Status Summary
Annual Audits

Annual Audit Status Summary

Forms Available for Downloading




Download Forms

Sort by Form ID or Description by clicking on the heading

Child and Adult Care Food Program m

Applications | Claims | Reports ‘ Security ‘ Search | Year | Help ‘ Log Out

Applications > Program Year: 2012 - 2013
Download Forms
Last New
Form ID Description Modified Organization?
CACFPOO1 Ctr-CACFP 47 Center Institution Permanent Agreement 08/19/2014 N
CACFP002 Ctr-CACFP CNP-121 Non-school FS Contract 08/19/2014 N
CACFPOO3 Ctr-CACFP CNP-120 Schoal FS Agreement 08/19/2014 N
CACFPO04 CACFP - 2014-2015 CACFP Income Eligibility Guidelines 08/15/2014 N
CACFPOOS Ctr - 2014-2015 Nen-pricing Parent Letter 08/19/2014 N
CACFPOO& Ctr - 2014-2015 Pricing Parent Letter 08/19/2014 N
CACFPOO7 CACFP-Iowa Eligibility Application 08/15/2014 N
CACFP00S ig;);i;(iilc;Q[}lS CACFP Adult Day Care Letter and Income 08/19/2014 N
CACFPO0O9 Ctr - Iowa Eligibility Application Approval Instructions 08/19/2014 N
CACFPO10 CACFP - Spanish IA Eligibility App 08/15/2014 N
CACFPO11 Ctr - Spanish-Center Pricing Parent Letter 08/19/2014 N
CACFP0O12 Ctr -Spanish-Center Non-Pricing Parent Letter 08/19/2014 N
CACFPO13 Ctr - Spanish Adult Care & Household Letter 08/21/2014 N
CACFPO15 CACFP - FY15 ICAVES 08/19/2014 N
CACFPOle Ctr - CACFP Enrollment Form 08/19/2014 N
CACFP0O17 Ctr - Spanish CACFP Enrollment Form 08/19/2014 N
CACFPO18 Ctr - Media Release for Non-pricing Centers 08/21/2014 N
CACFP0O19 Ctr -Media Release for Pricing Centers 08/21/2014 N




Download Forms

Document descriptions for centers start with Ctr or CACFP

Child and Adult Care Food Program

Applications | Claims | Reports | Security | Search | Year | Help | Log Out

Applications = Program Year: 2012 - 2013
Download Forms
Last New
Form ID Description Modified Organization?
CACFPOD1 Ctr-CACFP 47 Center Institution Permanent Agreement 08/19/2014 M
CACFP0OD2 Ctr-CACFP CNP-121 Non-school FS Contract 08/19/2014 M
CACFPOO3 Ctr-CACFP CNP-120 School FS Agreement 08/19/2014 M
CACFPOD4 CACFP - 2014-2015 CACFP Income Eligibility Guidelines 08/19/2014 M
CACFPOOS Ctr - 2014-2015 Nen-pricing Parent Letter 08/1%/2014 M

Document descriptions that start with CACFP are used by both the center and home program



Cost Claim Details

Same line items in budget

Only claim expenses approved in
budget

Report enough expenses to show
you have spent all
reimbursement by end of fiscal
year




Cost Claim Details

Food purchases

1.

2 Vended mash L 1
3. e nan-fzad Frog Service tmats 1
4. Food Serviee laber snd Denefits

5. Mesl supervision laber

& Fond Servies large equipment

7. Food Service rent or mortgage I
5. Fasd Servies Wit L |
5. Foo Sarvice Miesge ]

.
o

O —

Total Opersting Expenses

€. CACFP Administrative Expenses

1 hdmie laer & Berafits 1
a. Manitsring laber & benefts ]
b Maritzeeg mivage

1. Aomin supplies

3. Agmin large envipmest

4 Communications 81T ]

5. Teainics 1

. —

7. Other Costs
s tnsursnes I
b. Membarshiss - erganiaatians L ]
& Memtershigs - buying chis I
d. Account reconcilistion fees C—]
= Derstion revam costs ]

8 Contrasted senvices 1

o —

Total Administrative Expenaes




Cost Claim Details Worksheet

o Cost Claim Details Monthly Worksheet Agreement No.
= lowa Department of Education
Grimes State Office Building, 400 E 14™ 5t Mame of Institution
Des Moines, lowa 50319-1H46
515-281-5356 -
Month ‘ear
Record monthly CACFP expanses and income In fhe space below. Documentstion must be on flle to
aupport all reporied CACFP Income and expenses. Report the totale om the Monthly Center Cost ciaim
delsll. Select elther cash or accrual reporting and apply It conslstently. Report enough expenses to show
=l CACFP relmburssment hae been spent on allowabile coste. It may not be necassary 1o report all
' expences listed in fhve badget
: Expenses Income
Operating Expensse Administrative Expense
Food erged | oaner =] Mesl | Lerge FE | Fa Rent Fg Fg FE Admin Mon- Mon- | GAGFF | other | Bemk- Caner
Eue- Meals FE Labor & Super- Equip- or Utiities | Mil=sge | Equip- Labor & Harng Hadng | Traning Adrrin. Eant, Incame
chases Costs E=nefis wimbon mess Mortgsge et Beraiis Laibar & HMil=age Costs ki=nl
fron- AN, Labar | (=E=000) Upkeen Benefits meomy | P
wendar} Eopd) mank

CACFP Reimbursement Received This Month;




Cost Claim Details Worksheet

Use to organize costs

Columns match line items
Record reimbursement received
in the prior month




Questions?
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