STATE OF CONNECTICUT

DEPARTMENT OF EDUCATION

TO: Child and Adult Care Food Program (CACFP) Sponsors

FROM: John Frassinelli, Chief %%.WA

Bureau of Health/Nutrition, Family Services and Adult Education

DATE: November 20, 2013

SUBJECT: Operational Memorandum #02C-14, #02A-14 and #02H-14
Income and Expenditure Reports

All participating institutions in the Child and Adult Care Food Program (CACFP) must operate a nonprofit food
service that is principally for the benefit of enrolled participants. This requirement applies to all:

e independent child care centers, emergency shelters, outside school hours care centers, adult day centers and
at risk afterschool care snack and supper programs;

e sponsors of day care homes; and

o sponsors of child care centers, emergency shelters, outside school hours care centers, adult day centers and
at risk afterschool care snack and supper programs.

In order to document the maintenance of a nonprofit food service operation, each institution is required to submit an
annual report of income and expenditures. This report must reflect all income, expenditures and the value of ending
inventories of food and supplies related to the operation and/or administration of the CACFP. The required
information is included on the attached sample form; it can also be found on the Child Nutrition Web site at:
http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=321576. This form, or another fiscal report containing the
same information, must be submitted to meet the reporting requirement.

The annual report must cover the period between October 1, 2012 through September 30, 2013 or, at the approval
of the Child Nutrition Unit, another twelve month period that reflects the fiscal structure of the organization.

Note: Line 4, “Beginning Balance” is the reported Line 74, “Ending Cash Balance” from the 10/1/11 to 9/30/12
Income and Expenditure Report. Be sure to use the report that reflects the finalized data as revised or corrected.
In addition, expenditures reported in Section 6, “Program Expenses” must correspond with the institution’s
approved CACFP budget lines for the same reporting period.

Income and expenditures will again be evaluated to insure that each CACFP institution meets the standard for
maintaining a nonprofit food service operation. The standard that has been established for Connecticut is the ending
cash balance for any operation does not exceed the equivalent of three months operating costs. If it is determined
that the cash balance exceeds the standard for any program, a corrective action plan will be requested to address the
investment of the excess cash balance for the improvement or expansion of the food service operation.

The annual income and expenditure report must be submitted to the Child Nutrition Unit by January 31, 2014.

IMPORTANT NOTE: This memorandum with the attached form and instructions must be forwarded to the
appropriate agency personnel responsible for the organization’s fiscal operation.

If there are any questions about this information, contacts are as follows:

Day Care Center Sponsors: Susan Boyle at 860-807-2074, Celia Cordero at 860-807-2076, Benedict Onye at
860-807-2080 or Terese Maineri at 860-807-2145. Day Care Home Sponsors: Celia Cordero at 860-807-2076 or
Terese Maineri at 860-807-2145.
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Attachment

Important: This is a numbered Operational Memorandum that contains important program information. Please read carefully and retain for future reference.
Operational Memoranda are also posted on the Child Nutrition website at: http://www.sde.ct.gov/sde/cwp/view.asp?a=2626&q=333794

25 Industrial Park Road + Middletown, Connecticut 06457
An Equal Opportunity Employer
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Child and Adult Care Food Program (CACFP)

SAMPLE NONPROFIT STATUS INCOME AND EXPENDITURE REPORT

Child Day Care Centers, Emergency Shelters, Afterschool Programs, At-risk Snack Programs and Adult Day Centers

This form collects financial information on the CACFP only. For instructions, see the Connecticut State
Department of Education’s (CSDE) CACFP Nonprofit Status Income and Expenditure Report Instructions.

1. Reporting Period: Check the fiscal operating cycle covered by this report.
] October 1, — September 30, ] Other: through Months of Operation:;

2. Sponsor Name: 3. Sponsor Agreement Number:

4. BEGINNING BALANCE in the CACFP Food Service Account

5. Program Revenue

A. Child payments for food only

Adult payments for food only

B
C. CACFP reimbursement received for meals served
D

Other Revenue (list all sources)

TOTAL REVENUE

6. Program Expenses

Food Purchases

Nonfood Supplies and Small Equipment Purchases (under $5,000)

Postage/Printing

Food Service Labor, Taxes and Benefits

Food Service Equipment Purchases/Depreciation ($5000 and over)

Utilities

Contracted Services

I|omnmoo m >

Equipment Rental or Lease

Other

J. Administrative Costs (cannot exceed 15% of total CACFP reimbursement)

ToTAL FOOD SERVICE EXPENSES

7. Computed Operating Position

. ENDING CASH BALANCE (This cannot be a negative number)

. Accounts Receivable

. Value of Inventories on Hand

. Total A+B+C

. Minus Accounts Payable

Mmoo |w| >

Ending Balance

Signature of Authorized Representative Title Telephone number

For State Office Use Only

Total Expenses $: + (months of operation) = Average Monthly Expenses $:

Average Monthly Expenses $: X3= 3 Month Operating Balance $:
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http://www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/cacfp/forms/IncExpCenterInstr.pdf

CACFP NONPROFIT STATUS INCOME AND EXPENDITURE REPORT, continued

Child Day Care Centers, Emergency Shelters, Afterschool Programs, At-risk Snack Programs and Adult Day Centers

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the
USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are prohibited
from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights
activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print,
audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals
who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-
8339. Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found
online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and
provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866) 632-9992.
Submit your completed form or letter to USDA by:

(1) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) fax: (202) 690-7442; or

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.

The Connecticut State Department of Education is committed to a policy of equal opportunity/affirmative action for all qualified
persons. The Connecticut State Department of Education does not discriminate in any employment practice, education program,
or educational activity on the basis of race, color, religious creed, sex, age, national origin, ancestry, marital status, sexual
orientation, gender identity or expression, disability (including, but not limited to, intellectual disability, past or present history
of mental disorder, physical disability or learning disability), genetic information, or any other basis prohibited by Connecticut
state and/or federal nondiscrimination laws. The Connecticut State Department of Education does not unlawfully discriminate
in employment and licensing against qualified persons with a prior criminal conviction. Inquiries regarding the Connecticut
State Department of Education’s nondiscrimination policies should be directed to: Levy Gillespie, Equal Employment Opportunity
Director/Americans with Disabilities Act Coordinator, Connecticut State Department of Education, 450 Columbus Boulevard,
Suite 607, Hartford, CT 06103, 860-807-2071, Levy.Gillespie@ct.gov.

For information on the CACFP, visit the CSDE’s CACFP website or contact the
CACEFP staff in the Connecticut State Department of Education, Bureau of

& Health/Nutrition, Family Services and Adult Education, 450 Columbus
S Boulevard, Suite 504, Hartford, CT 06103.

DEPARTMENT OF EDUCATION

This document is available at www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/cacfp/forms/IncExpCenter.pdf.
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Child and Adult Care Food Program (CACFP)
Sample Nonprofit Status Income and Expenditure Report

INSTRUCTIONS

Child Day Care Centers, Emergency Shelters, Afterschool Programs, At-risk Snack Programs and Adult Day Centers

This document provides instructions for completing the Connecticut State Department of Education’s
(CSDE) CACFP Nonprofit Status Income and Expenditure Report for child day care centers, emergency
shelters, afterschool programs, at-risk snack programs and adult day centers. For questions or additional
information, contact the CSDE CACFP staff.

1. Reporting Period: Enter the beginning and ending year for the federal fiscal year (October through
September) covered by the report, or other fiscal reporting period approved by the CSDE. The months
of operation should reflect the total number of months the CACFP operated in at least one or more
sites under the organization.

2. Sponsor Name: The name of the organization as it appears on the ED-099, Agreement for Child
Nutrition Programs.

3. Sponsor Agreement Number: The agreement number assigned to your organization for participation
in the CACFP.

4. Beginning Balance in the CACFP Food Service Account: The balance of funds available to the
CACEFP at the beginning of the fiscal year. This amount should match the ending cash balance (Line
7A) from the previous year.

5. Program Revenue: This section includes all food service program revenues.

A. Child payments for food only: Payments received from households to support the cost of meals
served to children. If there is no separate charge for meals, report “0” (zero) on this line.

B. Adult payments for food only: Payments received from staff or other adults to support the cost
of meals.

C. CACFP Reimbursement for meals served: The federal reimbursement that your center received
from the CSDE for meals served in the CACFP.

D. Other Revenue: Any other income received to support the food service operations, such as:

e tuition, fees or local, state or federal grant amounts specifically designated for food service
program expenses;

e sales of food service equipment purchased with CACFP funds;

e allowable interest earned on advance funds;

e proceeds from parent/child or other dinners and the sale of materials developed using
CACEFP staff or resources; and

e cash donations earmarked for the food service account.
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CACFP Sample Nonprofit Status Income and Expenditure Report

INSTRUCTIONS

Child Day Care Centers, Emergency Shelters, Afterschool Programs, At-risk Snack Programs and Adult Day Centers
6. Program Expenses: This section includes all food service program expenses.

A. Food Purchases: The cost of food purchased for meals and snacks served in the food service
program.

B. Nonfood Supplies and Small Equipment Purchases (under $5,000): The cost of nonfood
supplies and equipment purchases with a unit cost of less than $5,000 necessary to operate the
food service program.

C. Postage/Printing: The cost of postage and printing of materials related to the food service
program.

D. Food Service Labor, Taxes and Benefits: The amount paid to cover the cost of labor, taxes and
benefits for food service or administrative personnel for time spent on the CACFP.

E. Food Service Equipment Purchases/Depreciation ($5,000 and over): The annual depreciation
cost related to equipment purchases with a unit cost of $5,000 or more.

F. Utilities: The cost of utilities allocated to and necessary for the operation of the food service
program.

G. Contracted Services: Expenses for any contracted services used for any administrative or
operating function not performed by organization personnel (catered meals, kitchen maintenance,
etc.)

H. Equipment Rental or Lease: The cost of renting or leasing equipment or vehicles necessary for
the food service program operation.

I.  Other: List all other operating costs here. Note that prior written approval or specific prior written
approval is REQUIRED for all other costs. Contact the Child Nutrition Unit for guidance.

J.  Administrative Costs: The amount paid to cover the cost of labor, taxes and benefits for
administrative personnel for time spent on the CACFP, and any other previously approved
administrative expenses.

7. Computed Operating Position

A. Ending Cash Balance: The balance available to the food service program at the end of the fiscal

year.
Line 4 + Section 5 - Section 6 = Line 7A
Beginning Program Program Ending Cash
Balance Revenue Expenses Balance *

* Line 7A, Ending Cash Balance cannot be a negative number.
B. Accounts Receivable: All CACFP reimbursements and any other funds due.

C. Value of Inventories on Hand: The value of food and supplies on hand and not used as of the last
day of the reporting period. The value of inventory does not carry over to the next year’s
Beginning Balance.
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CACFP Sample Nonprofit Status Income and Expenditure Report

INSTRUCTIONS

Child Day Care Centers, Emergency Shelters, Afterschool Programs, At-risk Snack Programs and Adult Day Centers
D. Total A+B+C: Add the total of lines 7A, 7B and 7C.

E. Minus Accounts Payable: Subtract the total of any unpaid bills as of the last day of the reporting
period.

F. Ending Balance: The difference between the total cash balance, accounts receivable plus value of
inventories, and accounts payable.

The signature, title and telephone number of one of two authorized representatives as designated on the
Agreement for Child Nutrition Programs ED-099 is required.

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies,
the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA programs are
prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for prior
civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print,
audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they applied for benefits.
Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at
(800) 877-8339. Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027)
found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to
USDA and provide in the letter all of the information requested in the form. To request a copy of the complaint form, call (866)
632-9992. Submit your completed form or letter to USDA by:

(1) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) fax: (202) 690-7442; or

(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.

The Connecticut State Department of Education is committed to a policy of equal opportunity/affirmative action for all
qualified persons. The Connecticut State Department of Education does not discriminate in any employment practice,
education program, or educational activity on the basis of race, color, religious creed, sex, age, national origin, ancestry,
marital status, sexual orientation, gender identity or expression, disability (including, but not limited to, intellectual
disability, past or present history of mental disorder, physical disability or learning disability), genetic information, or any
other basis prohibited by Connecticut state and/or federal nondiscrimination laws. The Connecticut State Department of
Education does not unlawfully discriminate in employment and licensing against qualified persons with a prior criminal
conviction. Inquiries regarding the Connecticut State Department of Education’s nondiscrimination policies should be
directed to: Levy Gillespie, Equal Employment Opportunity Director/Americans with Disabilities Act Coordinator,
Connecticut State Department of Education, 450 Columbus Boulevard, Suite 607, Hartford, CT 06103, 860-807-2071,
Levy.Gillespie@ct.gov.

For information on the CACFP, visit the CSDE’'s CACFP Web site or contact

the CACFP staff in the Connecticut State Department of Education, Bureau of
T Health/Nutrition, Family Services and Adult Education, 450 Columbus

i Boulevard, Suite 504, Hartford, CT 06103.

DEPARTMENT OF EDUCATION

This document is available at www.sde.ct.gov/sde/lib/sde/pdf/deps/nutrition/cacfp/forms/IncExpCenterInstr.pdf.
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