CACFP

ANNUAL BUDGET

PACKET

with INSTRUCTIONS

BUDGET FORM INSTRUCTIONS

REQUIREMENT:    PROVIDE 2 COPIES OF THE COMPLETED BUDGET PACKET

The required completion and submission of the enclosed two-page budget document enables RIDE to determine if your program plans to operate a non-profit CACFP.  We are looking to see if monies received through CACFP reimbursements will be spent on allowable costs and, if your organization anticipates a shortfall in CACFP reimbursements (meaning CACFP allowable costs exceed actual reimbursements), you have other organizational funds planned to help support the food program. 

RECOMMENDATION:  START BY COMPLETING THE EXPENDITURE SECTIONS

 OF THE ADMINISTRATIVE AND OPERATIONAL BUDGET

Determine what the anticipated costs of the food program attributed to the CACFP will be.  This can be based on past experience but will need to reflect any planned changes such as the following (not all-inclusive):

· Anticipated program growth or diminishment for the period of October 1 through September 30 (i.e., expansion in enrollment, site closures, increase/decrease in approved meal types, etc.)

· Changes in existing food service (i.e., switching from on-site meal preparation to catered meals

· Re-structuring of food service labor or planned salary increases during the upcoming fiscal year
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CACFP ADMINISTRATIVE BUDGET

1. Income (Annual) 

The budget requires that you identify all income and funding sources that are anticipated to be used to cover the administrative costs of the CACFP.  These costs, in many programs, will include income from tuition, fees, federal/state grants, contributions/donations, interest, CACFP reimbursement (NOTE:  up to a maximum of 15% of CACFP reimbursement monies may be used for payment of administrative costs in the CACFP), bake sales, etc.  If you anticipate using CACFP reimbursement for administrative costs, you must identify what percentage is being forecasted for use.  

EXAMPLE

You anticipate receiving $50,000 next year in CACFP reimbursements.  Because of the 15% cap rule, no more than $7,500 can be used to pay for administrative costs in the CACFP.  If you plan on using 15% for administrative costs, then  $7,500 would appear under "Administrative Income" and $42,500 would be listed under "Operating Income."

Total all income sources to get the "TOTAL INCOME."

2. Administrative Expenditures (Annual): Identify all administrative positions involved in the administration of the CACFP.  On the budget form, you must list the qualifications of the Director (or responsible individual) administering the CACFP for the Institution.  

**PLEASE READ ATTACHED INFORMATION ON BUDGET ITEMS REQUIRING PRIOR APPROVAL/PRIOR WRITTEN APPROVAL BY RIDE**

3. Other Administrative Expenses (Annual):  Identify any other administrative expenses you anticipate as a result of participating in the CACFP.  Please note that certain expenses must be submitted in writing to receive prior approval from RIDE (page 4 of budget).
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CACFP OPERATIONAL BUDGET

1. Food Service Income (Annual)

Identify all income to your program that you anticipate to be used to cover expenses in the CACFP.

a. List the income and revenue sources to be used to pay for CACFP operating expenses.  Indicate total dollar amounts to be used.  Add together to get "TOTAL INCOME".

2. Expenditures (Annual):  Identify all Food Service Salaries & Benefits

a. List the positions in your organization that work in the actual planning, purchase, preparation, and service of food for meals being claimed.  Examples are cook, manager, kitchen helper, teacher.  The cook prepares the meals.  The manager may oversee food preparation and purchase food/supplies.  The kitchen helper may assist with preparation, service and clean-up.  Teachers may also serve meals.  These are positions in the "operation" of the program as opposed to administrative.

b. Indicate the number of people in the positions identified.

c. Indicate how many hours each day they work in that foodservice related job.

d. Indicate the hourly wage rate for the position.

e. If they are eligible for benefits, identify the hourly rate for benefits.

f. Indicate how many days each position work a year.

g. To obtain the "TOTAL", multiply C x D x (E + F) x G

h. Add the "TOTALS" to obtain "TOTAL OPERATIONAL CACFP SALARIES"

3.  Other Operating Expenses (Annual)

In this section we are asking you to identify all expenses associated with the CACFP for the upcoming year even though your program may not receive CACFP reimbursement to cover all anticipated expenses.  Items to include are:

· Cost of food

· Cost of non-food supplies (paper goods, disposable gloves, cleaning supplies,  etc.)

· Trash removal

· Kitchen equipment

· Equipment maintenance contracts (for kitchen equipment)

· Utilities  

· Transportation (to shop for the CACFP, pick up food, etc.)

· Training (i.e., food safety training)

· Other operational expenses

**PLEASE READ ATTACHED INFORMATION ON BUDGET ITEMS REQUIRING PRIOR APPROVAL/PRIOR WRITTEN APPROVAL BY RIDE**

You may need to "allocate" a portion of your organization's total annual cost to the CACFP for some items.  For example, disposable gloves may be used when changing diapers and in serving meals.  You will need to determine an allocation of what % is used in the CACFP and identify that % on the budget.  Another example is trash removal.  Trash is picked up for your entire organization so you would need to make a reasonable allocation of that expense to the food program.

Total all of the identified costs to obtain "TOTAL OTHER OPERATING EXPENSES."  Add this amount to the "TOTAL OPERATIONAL CACFP SALARIES" to get "TOTAL OPERATING CACFP EXPENSES."


THE "TOTAL INCOME" FOR THE CACFP OPERATIONING BUDGET SHOULD EQUAL OR BE GREATER 

            THAN THE "TOTAL OPERATING CACFP EXPENSES."  IF NOT, THEN GO BACK TO THE INCOME 

            SECTION AND IDENTIFY ADDITIONAL FUNDING SOURCES OR INCREASE DOLLARS FROM 

            A FUNDING SOURCE.

When reviewing and approving your budget, we will look at it to see if the expenses and allocated amounts appear reasonable and necessary for your program.

BUDGET ITEMS REQUIRING PRIOR APPROVAL OR PRIOR WRITTEN APPROVAL BY RIDE or FNS IF COSTS ARE BEING CHARGED TO OR ATTRIBUTED TO THE FOOD PROGRAM (CACFP)

FNS Instruction 796-2 REV. 3 is one of the requisite elements that must be used by RIDE in establishing a financial management system required by Program regulations to identify allowable Program costs and establish standards for recordkeeping and reporting.

PRIOR APPROVAL = costs that must be specifically identified by item and amount during the budget submission process.  Including the item as part of a larger entry on a line item in the budget without identifying the specific cost item and amount is not sufficient.  For example, travel costs are budgeted for by some sponsoring organizations (institutions with more than one facility/provider).  You must provide an explanation of what the travel costs/mileage covers.  Similarly, training costs are budgeted for by some institutions.  You must identify what the training is for in order for us to approve or disallow.

PRIOR WRITTEN APPROVAL = costs that are not allowed unless RIDE has provided the institution with specific written approval of both the cost and the amount of the cost that can be charged to the program before the cost is incurred.  These costs are not customarily incurred in the routine operation of the CACFP but can sometimes be necessary and reasonable for proper and effective Program operations.   You must specifically identify and request approval of these costs during the annual budget approval process or submit a separate request to RIDE.

PRIOR FNS APPROVAL = costs that are for specific budget items such as certain less-than-arms-length business arrangements or membership in civic/community organizations.

IF ANY LINE ITEMS ON YOUR COMPLETED BUDGET FALLS INTO ANY OF THE ABOVE LISTINGS, YOU MUST COMPLETE THE ATTACHED ADDENDUM AND ATTACH IT TO YOUR BUDGET UPON SUBMISSION.  YOUR BUDGET WILL BE REVIEWED TO SEE IF ANY ITEMS REQUIRING PRIOR APPROVAL/PRIOR WRITTEN APPROVAL ARE LISTED AND APPROVED/DISAPPROVED AS APPROPRIATE.  

ADDENDUM TO CACFP BUDGET

1. COSTS REQUIRING PRIOR APPROVAL BY RIDE

Items requiring prior approval are costs identified as generally allowable costs, but due to limitations imposed by CACFP statutory, regulatory or  policy considerations may not be an allowable Program cost.  Items requiring prior approval are allowable if the cost is specifically identified and the amount of the item is provided during the budgetary approval process, unless RIDE disallows the cost in writing.  Budget submissions for costs relative to the following require prior approval by RIDE:

· Advertising and public relations costs; Communications; CACFP Meetings and conferences; Participant training and other participant support costs; Publications, writing and reproduction; Purchased services (Maintenance, repair, upkeep of food service equipment/utilities/janitorial services), Travel expenses for performing program work.

SPECIFY ITEMS INCLUDED ON YOUR BUDGET THAT YOU REQUEST APPOVAL (use additional sheet if more space is required).

	ITEM DESCRIPTION/USE
	COST
	APPROVED
	NOT APPROVED

	
	
	
	

	
	
	
	

	
	
	
	


2. COSTS REQUIRING PRIOR WRITIEN APPROVAL BY RIDE (listing is not all inclusive)

The following items require prior written approval by RIDE:  General (all special lease arrangements); Equipment (Program equipment and improvements directly expensed by the institution; maintenance and service repair contracts on program equipment); Facilities and Space (rearrangement and alterations to facilities owned by the institution; costs incurred by the institution during periods of non-occupancy; a single based, such as square footage, to prorate maintenance and operation costs between program and non-program activities (when these costs are not included in rent or other space charges)); Depreciation and Use Allowance (depreciation methods for space and facilities that do not use the 30 year straight line method or a method approved by IRS; depreciation methods for publicly owned buildings; depreciation methods for equipment that do not use the 15 year straight line method or a method accepted by IRS; computing depreciation when there is no know acquisition cost; computing depreciation when life expectancies vary from the standard); Purchased Services (Maintenance and service repair contracts on program equipment; any other purchased service costs needed to run the program; insurance; rental costs and termination costs); Communications; Licensing Costs, Employee Morale; Health and welfare costs and credits; Fund raising and other financial costs; Labor costs (overtime/holiday pay for work performed on nonwork holiday and compensatory leave); Legal expenses and other professional services; Management Studies; Material and supplies; Membership, subscription and professional organization activities; Proposal costs.

SPECIFY COST ITEMS BELOW THAT YOU WISH TO REQUEST APPROVAL (use additional sheet if more space is required): 

	ITEM DESCRIPTION/USE
	COST
	APPROVED
	NOT APPROVED

	
	
	
	

	
	
	
	

	
	
	
	


