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Administrative Responsibilities

MBIEs, OMAR & Monthly Expense Recordlgegpmg &
Claiming Roster Reporting Training

For-profit Child Care and Adult Day Care Centers need to provide:

1-month MBIE applications or Title XIX/Title XX Rosters for each
client/student

All For-Profit Centers that participate in CACFP must be meet 25%
Free/Reduced eligibility or greater.

1-month Enrollment Roster

1-month Sign in/Out Daily Attendance Sheets

One Month Attendance Report (OMAR) Ay
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Administrative Responsibilities

MBIEs, OMAR & Monthly Expense Recordkeeping &
- Meal Counts : o
Claiming Rosters Reporting Training

Non-profit Child Care and Adult Day Care Centers need to provide all in the first slide except
for OMAR.

At Risk Afterschool Programs and Emergency Shelters provide Sign in/Out Daily Attendance
Sheets.

Head Start Programs need to provide:
Sign in/Out Daily Attendance Sheets
Enrollment Roster

Located in the Nutrition Programs System (NPS), Applications-Download Forms: MBIE
Applications & Instructions, Parent letter, Enrollment Roster, Income Guidelines and OMAR

agri.nv.gov AT\]QDI\AK
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Administrative Responsibilities

MBIEs, OMAR & Monthly Expense Recordkeeping &
- Meal Counts : o
Claiming Rosters Reporting Training

Parents
Complete
MBIE

Determine
Eligibility

Placed on
appropriate
roster
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Common MBIE Application questions

What if there is a household with foster children and non-foster children?
The foster children would be placed on the Free roster. For the rest of the enrolled participants, you will need to determine eligibility by
household income. When determining how many people are in the home you will include the foster children.

What if | have Head Start children in my center?

Head Start participants have already been deemed Free by Head Start standards. These children do not need to have a Confidential Income
Form. However, for each Head Start participant that is enrolled in your center, you must either have a copy of their Head Start application or a
statement from the Head Start agency stating that the child is enrolled in their program.

What if the adults in the home have two different types of income frequency?

If the adults in the home have two different types of income frequencies, you must convert them to annual and add them together. For example,
if Jane has a weekly income of $200 and John has a monthly income of $1,000 what would their total income be? You would take Jane’s $200
and multiply it by 52=510,400 and then you would take John’s $1,000 and multiply it by 12=512,000. $10,400+$12,000=5$22,400. $22,400 is
their total household income.

Are all household children considered Free if one family member receives benefits?
Yes, all children can be approved for Free meals through the definition of Extended Categorical Eligibility.
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Administrative Responsibilities
Income Statements Monthly Expense Recordkeeping &
i (T Training

Child Care Center

Attendance Reporting
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Point of service instructions

agri.nv.gov

Point of service must be taken as a
complete meal is received or before
the participant leaves the table.

A director or administrator should
conduct an edit check to indicate
which meals should be claimed for
reimbursement.

It is best practice to transfer daily
counts at least weekly to the
monthly Meal Count Summary
Sheet.

You cannot claim or be reimbursed
for program adult meals, USDA
these meals must be recorded per 7

CFR 226.7(m)(2).
AN
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Transferring POS to the

meal count summary

Completed Point of Service Completed Meal Count Summary

. MEAL COUNT SUMMARY
Name of Center:_Dine's Busy Brees Monttvear: 8| 20\
POINT OF SERVICE MEAL COUNT SHEET W*kdmgh:m_mxﬁ Classroom Name_ RUERCFLIES Number of Wieals G laimed for Enrolied Ghildren Numbar of Wisals Consumed by AGult Sl
1. Check off all meals served to a participant (v) o AN PM At-Risk Night AM. PM At-Risk Night
i —— o onscks and one meal or L ‘,'m snacks per day. Date Breaktast | Snack | Lunch | Snack | Snack | Suppor | Snack || Breaifast | snack | Lunch | smack | ‘Snack | Supper | Snack

s

[ | wrre snacre

.
4L [ 4] am smack:

SIEESIE
s
MSEYY

Lim| fop

[

33221333222\ 3231\

b

DO NOT CLAIM MEALS CONSUMED BY STAFF
~ PN TACRISK | Supper Night |[TFany daly adut meal totals above exceed the 5 b 1 studentieachar allo,
_I'Shack | Snack | . Snack]]reporithe coliar value of the exceeded meals onto your CNP Spansor Claim.
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Transferring POS to the

meal count summary

Completed Point of Service Completed Meal Count Summary

. MEAL COUNT SUMMARY
Name of Centeri_Diaines Busu Pees Montwivear:  o8[ 291§
POINT OF SERVICE MEAL COUNT SHEET weemAld%ﬁ:;m_mzﬁ Classroem Neme tRe(Flies
1. Check off all meals served to a participant (v)
2. A tic i

Number of Meals G laimed for Enrolled Ghildren Number of Mals Consumed by Adult St
two snacks and X . AN PM | AtRisk Night AN PM_ | At-Risk Night
h & masimum e s oy e mee. ‘:;‘7"’“‘”5"“"9‘““ Date Breakfast | Snack | Lunch | Snack | Snack | Supper | Snack || Breakfast | Snack | Lunch | snack | ‘snack | Supper | Snack
E 8
H i 2 2 2 1
£ 3 2 [ 2 2 2 1
| 2 2 1
] z Z 2 [ 2
H 2 [ 2 [ 2 1 Il
5t

5
g
0

1
Subfotal Iz 2 (2 | ¥

TAFan Totals
Total# Mol % | 1z DO NOT CLAIM MEALS CONSUMED BY STAFF.
To Claim. AW | Lunch | PM | AERisK |

[Tany Gaily acuft meal totals abovs excead he 5 6 1 studentieacher ralio,
vack || report the dollar value of the excesded meals onto your CNP Spansor Claim.

These numbers then go into NPS web
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Administrative Responsibilities

Income Statements Meal Counts Monthly E).(pense
Reporting

Recordkeeping &
Training

of Agriculiure

(CACFP MONTHLY EXPENSE WORKSHEET

Montn/Year,
CACFP MosTELY

ADMINSTRATIVE
AMNISTRATIVELABOR EXPENEES

ADMINISTRATIVE FACILITY EXPENSES.
5% OF CACFP QFFICE SPACE + TOTAL SQUARE FO 2

keping.
o v sty Ev joual acivies o]
grocy i nd vt s o o o o
nsagrofit food sarvice aperation

-
P E fete ]

{armcs Seace) (Esng eaciTe)

P, s g = ToraL Commacancs§.

{KiTesa, Foom STORAGE, FATIG AR (Eames eacuy) {caummc)

Tar
OBPLE TED BY C1NTE R BIRE C10R/AL TRORIZED RE PR S NTATIVE
| morRLY pAm exars)
[T e o s €ACFP
[T spersonst e vaskad sm CACTE.
b saLAREDSTAR)
waTERS Eemors_ rousg ~ToraLuTLTEsS.
- A O i o s

[Sipuature of Center Diector Asthesiz ed Repuesmta
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Administrative Responsibilities

Income Statements Meal Counts
& Claiming Rosters

Food/Non-Food COST

Keep all original receipts/invoices but, also
make a copy or scan electronically for your
monthly files as originals can fade.

For each receipt mark each item according
to the following key

* N/A-not allowable food cost

* FC-food cost

e SC-supply cost

Track your inventory and practice first in,
first out. Please refer to NDA’s Monthly
Financial Status Report excel document.

Follow proper procurement guidelines.

All claimed food costs must reconcile with
the coinciding menu.

agri.nv.gov

SALARIES

Salaries for Operational and
Administrative labor must be
approved by NDA in NPS budget prior
to claiming.

Time Sheets must be maintain for all
employees and Time Distribution logs
reported all hours worked must be
signed by the employee and
supervisor.

If your organization spends 100% of
your reimbursement on food you do
not need to provide the time
distribution form.

Monthly Expense
Reporting

FACILITY EXPENSES

All expenses must be approved
within your budget prior to claiming.

Keep all original bills but, also make a
copy for your monthly files as
originals can fade.

If you have a contracted service, a
contract must be submitted to NDA.

If your organization spends 100% of
your reimbursement on food you do
not need to provide this back up
documentation during a review.

Recordkeeping &
Training
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Test Your Knowledge:

Food Costs
Are These Costs Allowable?
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L& Banita Supermarket #&
BODO WEST CHEYEMME
Las Vegas, WY 9108

{702y A43-0960
07/14/2018 11:15:30
U5 OFEIT Ertry Hethod; Chip
CARD RHAH N2 T
PLRCHASE - APFROVED
AUTH CODE ; 437598
Moda - Lesuer-FIN Verifisd
Al ACOOCEIC092 203
TVR: BLOCO4E000
%ﬂg'::F 0L 14ADGO0 ZANC00000 OG0 CONC00I
T51: 6800 ARC; Ly
MID: 34faT 110 Gl [ OREESO
Purchase: $15.47
Cashback : $40. 00
Total : LshE 5547
CUSTOMER COPY
MNGD CHICO /52 12-1 W
48 4 F0R $1.00 .0 F
JuoAMA SIICAMA W
1.64 b @ 0,597 b 097 F
HOCKETAR 162 RECOVER
AdGrpPro300-2
18 2FOR $3.00 $1.50 F
BOLKSTAR 162 PROMD -$0.61 F
AOCKSTAR 167 RECOVER
MailrpPrc300-2
38 2FOR §3 00 450 F
POCKSTAR 162 PROVMO el F
ROCKSTAR 162 PROMO 406l F
ROCKSTAR 162 FROMOD -H0.61  F
ROCKSTAR 162 TROP BN
AcGrpPro3ti-2
7@ 2 rOR $3.00 G050 F
BOCKSTAR 162 PROMOD -4h.Bl F
ROCKSTAR 167 PROMD -§0.61 F
FOCKSTAR 162 FROMD -50.81 F
ROCKSTAR 187 FROMO -fu.61 F
FOCESTAR 162 FROMO -30.61 F
BOCKETAR 162 PROMD -5061 F
POCKSTAR 167 PROMO -0 61 F
RUCHETAR 1RZ EAD KIL
AckirpProE00-
18 2 FOR $3.00 1,50 F
HODKETAR 1B ORANGE
AdGrpPresin-2
1@ 2 FOR $3.00 1.0 F
ROCRSTAR 162 PHROMO -6l F

LYCHEE FRULT (FRUTA W
044 1b®  §29% 1

o

agri.nv.gov

£ Albertsons

Store 30168 Dir John Meng

Maim:(702) B38-4322 Rx:(T02) B3G-T548

10260 U Charleston Blvd
Las Vesas NV 89136

GROCERY

ATARAINS CILANTROD 1,99 §

REFRIG/FROZEN

SOUR CREAM 0.99 5

Reaular Price 1
Sale Savinss 0

PRODUCE
2 By

HASS AVOCADDS 2805

Reaular Price 3.00
Sale Savinss

0.50- L
2 UTY GREEN BELL 1.98 5

2.72 1b 8 $0.99 /1b

WT QOHIONS WHITE JUMBO 0.7 8
DELI
FLOUR TORTILLA 3.9
ROJOS HOMESTYLE 3.9
TAX 0.0
sxx% BALANCE 16.1

D Albertsons

Store 3016 Dir John Mens

Main:(T02) B38-4322 Rx:(702) 838-TH48

10250 W Charleston Blvd
Las Vesas NV 89130

GROCERY

BROWN SLGAR 3.
CRANAKERICA TH 2
Regular Price 2.99
Sale Savinas 0.8%-

0/5 LT CRANBERRY 2.00 8

Resular Price 2.99

Sale Savinas 0.99-

NABISCO CODKIES 4.9% §
REFRIG/FROZEN

LUCERNE AR LG EGGS 1.89 S

& OTY CREAM CHEE 10.00 §

Regular Price 11.94
Sale Savines 1.94
SARGENTD SLICED 3.95 S
Resular Price 4.99
Sale Savinas 1.00-

YOPLAIT LITE 0.69 5
YOPLALT ORIG GIRL 0.69 §
BAKED GOODS
HAT DWN WHAT HOMEY 1.99 §
Resular Price 3.99
Sale Savinas 2.00-
PRODUCE
0.65 Ib @ $1.69 /1b
NAVEL [ORANGES .95 §
Resular Price 1.11
Sale Savinas 0,16~
LARGE LEMCNS 0.89 S
DELI
SC FRESH ROASTED T.96 &
BT APPLELOND HAM 4.03 5
TaX 0
itk BALANCE 5
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L& Banita Supermarket #&
BODO WEST CHEYEMME
Las Vegas, WY 9108

{702y A43-0960
0714/ 2018 11:15:30
U5 OEEIT Ertiy Hethod: Chip
CARD #: HH NN TS
PLRCHASE - APFROVED
AUTH CODE ; 437598
Mg : Lesuer-FIN Verifisd

ALD: ADOOOCKI009:2203
TVR: BEXICO4E000
%E.&::F 0L 14ADG00 1 2200000000 000E00000

T5I:  ea00 RRC; Ly
MID: 34571 Tin: om [N O5EER0
Purchase: $15.47
Cashlrack - $40. 00
Total : Ls0 55,47
CUSTOMER COPY

MNGD CHICO /52 12-1 W

48 4 F0R 1,00 .0 F

JLohMA SITCEMA ki

1.64 b @ L 097 F

& 3 FOR 4§35 00 §4.50 F
PUCKSTAR 162 PROMO g1 T
ROCKSTAR 167 FROMO 406l F
ROCKSTAR 167 FROMO 4060 F

ROCKETAR 162 TROP BN

AdkGroPre300-2

T PFOR $3.00 41050 F
ROCKSTAR 162 PROMO 4061 F
ROCKSTAR 162 PROMD G061 F
ROCKSTAR 162 FROMO 5081 F
ROCKSTAR 167 FROMD f061 F
ROCKSTAR 162 FROMO D61 F
ROCKSTAR 167 FROMO 50,61 F
; F

STAR 1628

LYCHEE FRUIT AFRUTA W
Q.44 1he  §2.9% 1b

Do

agri.nv.gov

Rockstar is not a
creditable food,
therefore it is not an
allowable cost.

£ Albertsons

Store 30168 Dir John Meng

Maim:(702) B38-4322 Rx:(T02) B3G-T548

10260 U Charleston Blvd
Las Vesas NV 89136

GROCERY

ATARAINS CILANTROD 1,99 §

REFRIG/FROZEN

SOUR CREAM 0.99 5

Reaular Pr 1
Sale Savine 0

PRODUCE

2 GEY

HASS AVOCADDS 2805

Reaular Price 3.00
Sale Savinss

0.50- L
2 UTY GREEN BELL 1.98 5

2.72 1b 8 $0.99 /1b

WT QOHIONS WHITE JUMBO 0.7 8
DELI
FLOUR TORTILLA 3.9
ROJOS HOMESTYLE 3.9
TAX 0.0
sxx% BALANCE 16.1

D Albertsons

Cookies are a Grain Based
Dessert and are not an

Store 3016 Dir John Mens

Main:(T02) B38-4322 Rx:(702) 838-TH48

10250 W Charleston Blvd
Las Vesas NV 89130

GROCERY

BROWN SLGAR 3.4
CRANAKERICA TH 2.0
Regular Price 2.99
Sale Savinas .89-
0/5 LT CRANBERRY 2.00 8
Resular Pric 2.99

35
03

FIE aavings U,
NABISCO CODKIES 4.92 5

LUCERNE AR LG EGGS 1.89 S
& OTY CREAM CHEE 10.00 §
Regular Price 11.94

Sale Savines 1.94
SARGENTD SLICED 3.95 S
Resular Price 4.99

Sale Savinas 1.00-

YOPLAIT LITE 0.69 5
YOPLALT ORIG GIRL 0.69 §
BAKED GOODS
HAT DWN WHAT HOMEY 1.99 §
Resular Price 3.99
Sale Savinas 2.00-
PRODUCE
0.65 Ib @ $1.69 /1b
NAVEL [ORANGES .95 §
Resular Price 1.11
Sale Savinas 0,16~
LARGE LEMCNS 0.89 S
DELI
SC FRESH ROASTED T.96 &
BT APPLELOND HAM 4.03 5
TaX 0
itk BALANCE 5
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Food service cost report

S Compile all invoices and receipts onto the monthly Food Service
mbsgﬁmm Cost Report. Use word document or Monthly Financial Status
waree o i e Report excel document tab to track costs.

Food Net
Supplies and Equipment Bleach, paper plates, cooking pans, etc.

vor_20\8_

_ It is very important to keep track of the amount of milk that is
o S s purchased. If NDA cannot verify that enough milk was purchased
3 | La Bnita I S15-UF[32.29 |8 —

T R e Y= on a review the whole month of meals, that required milk, will be
disallowed.

Supplier se Total | Food/Milk

L € € ¢

The majority of your reimbursement should be allocated to food
to provide a healthy variety to the children enrolled in your
program.

Total: 71T $60-00 ¢ (i S e e

agri.nv.gov
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Monthly Expense Worksheet:
How To Complete

agri.nv.gov 4%1\&
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Administrative and

Operational Salaries

36111 Nevada Child and Adult Care Food Program
Time Dm!ubulmn Log Month/Year
(R Bitbation Repoxt GAE

j‘f&ﬂ»’ LM s
=)

playee Nane:
Name:

INSTRUCTIONS: This form is for employees who spend part of their day working on the Food Program. Each
onth, indicate the number of hours per dey spent on administrative and/or operational netivities related to the
CACFP. Examplos of CACFP administraiive sctivitics include, but are not limited to: monitoring, record
keeping, compiling dain and completing the claim for reimbursoment and attending training related to nutrition
and food safety. Examples of CACFP operational activities include, but are not limited to: menu planning,
grocery shopping, cooking and serving meals and clean up aficr meals. This form will be used in documenting a
nonprofit food servies operation.

Houts Worked o1 Non- ‘Hours Worked on
CACFP CACFP CACFP Non-CACFP
Hours  {Total Hours| Hows | Total Hou

Dae | Admin. | Oper | Workod | Woried | Due | Admin | Oper | Worked | Worked
1 1 [ s 17 [

2 1 o T 18 | [ x

3 \ Yo + 19 | L 7

4 [ 20 0

5 o 21 []

3 ] 2 [

7 \ L Y | = \ ¥ 3

8 o 24 [

9 [ 25 ]

10 o 26 1 [N =+
il A Yy + 27 ]

12 1 b T+ 28 [

13 a 29 \ [ A |
14 a 30 [)

15 [ 31 [
16 o TOTAL N L€ -

that this is urate record of the number of hours worked on the CACKP,
oty son. AL
.pln ee's Signatufy” Date

TO BE COMPLETED BY CENTER DIRECTOR/AUTHORIZED REPRESENTAT!
A, (HOURLY PAID STAFF)
Toial administralive hours worked on CACFP xb (hourly wage)=$___(Total admin. CACI salary)
Total operational hours worked on CACFP__ 4| x$_{(J_(nourty wage)=3 \((0 (Total oper. CACFP salary)

B. (SALARIED STAFF)
Total admiaistrative hours worked on CACFP _ +Total hours worked = 3
Total Salary for month § x ~$ (Total admin. CACEP salary)
L cerlify that payroll records are on file that verify tho total wages as, llslmlubov:
Signature of Center Director/Authorized Representative ol bate 08131/1

agri.nv.gov

EEIHE Nevada Child and A Care Food Program AT
Time Distribution Rewri Log. Month/Year (5/]
Employee Name: Pm\nﬂq ‘l
‘Sponsar/Site Name: T5771 T -

INSTRUCTIONS: This form is for employees who spend part of their day working on the Food Program. Each
month, indicate the number of houts per day spent on administrative and/or operational activities related to the
CACFP. Examples of CACFP administrative activities include, but are not limited to: monitoring, record
keeping, compiling data and completing the claim for reimbursement and attending training rolated (o nutrition
and food safety. Examples of CACFP operational activities include, but are not limited to: menu planning,
grocery shopping, cooking and serving meals and clean up after meals. This form will be used in documenting a

B Nevada Child :lﬂ MllllCnreFood Program

Month/Vear O,
Employee Name: 35
Sponsar/Site Name:

INSTRUCTIONS: This form is for employees who spend part of their day working o the Food Program. Each
‘month, indicate the number of hours per day spent on administrative andfor operational activities related to the
CACFP. Examples of CACFP administrative activities include, but are not limited to: monitoring, record
keeping, compiling data and completing the claim for reimbarsement and attonding training rolated to nutrition
and food safety, Fxamples of CACFP operational activities include, but are not limited to: menu planning,
procery shopping, cooking and serving menls and clean up afler meals. This form will be used in documenting a
nonprofit foed service operation.

nonprofit faod service operation.
Hours Worked on Non- Hours Worked on
CACEP cacEP CACEP Non-CACFP
Hours  [Total Hous Hours  [Total Hours
Date | Admin | Oper | Worked | Worked | Date | Admin | Oper. | Warked | Worked
1 g Fil [ &
2 e & 2 13 [
3 ] [ 19 Fal
4 20 3 7
s v 21 @z
3 74 2 %] &
7 i Z 2 7
8 & 2% g &
[ E 7 25
0 g ) 26 ul
n 27 g @
2 Jzd 28 Vel
13 ) 29 i 2
1 ? 73 Y 3 4 “
15 & < 3t 2 &
16 2 & TOTAL 59 5\

rate record of the number of hours worked on the CACEP.
% (34

[Employee’s S Dain

TO B COMPLETED BY CENTER DIRECTOR/AUTHORIZED REPRESENTATIVE
|A. (HOURLY PAID STATE)

[ Totl adiministrative hours worked on CACFE ____ x§ ___ (hourly wage) =3 (Total admin. CACFP salary)
[ Total operatianal hours worked an CACFP \§_x8 % hourly wage) = [ T 2(Total oper. CACFP salury)

B, (SALARIED STAFF)

| Total administrative hours worked on CACFP ~+Total hours worked %

Total Salaty for month § X, % {Total admin. CACFP salary)
1 certify that payroll records are on file that verify the tolal yaes as listed shove.
Sipnatute of Center Director/ Authorized Representative ﬂﬂ&_&{&m@pm

‘Hours Worked on Mo Hours Worked on.
CACEP CACFP CACEP Ton-CACEP
Hows | Total Hours Hours [ Total Hours
Date | Admin. | Oper. | Worked | Worked | Date | Admin. | Oper. | Worked | Worked

1 0 17 2 S g

2 o 18 o

3 32 5 g 19 o

4 [ 20 o

3 o 21 0

6 0 2 [

7 a 23 0

8 a 24 2 S £

9 0 25 0

10 3 S g 26 o

1 0 27 0

12 0 28 0

13 0 29 0

14 0 30 0

15 0 31 2, < T 7]

16 0 TOTAL] 1§ [ 5 Ho
1 cegtify that this accurate record of the number of hours worked on the CACFP.
_ﬂm_fﬁmnﬂ»_ _avja1g
[Eiplayee's Signature [

TO BE COMPLETED BY CENTER DIRECTOR/AUTHORIZED REPRESENTATIVE

A (HOURLY PAID STAFF)
Total administrative hours worked on CACFP___ x$____(hourly wage) =$____(Total admin. CACFP salary)

Total operational hours worked an CACEP x$ (hourly wage) = (Total oper. CACFP salary)

1. (SALARIED STAFF)
Total administrative hours worked on CACEP 18 _<Total hours worked YO = 23 2

“Tatal Salery for month $"40U0 x_ 38 % =35_3%0 _(Total admin. CACFP salary)
1 ety that payroll records are on [ that veriy the toal ypaes o isicd ghov

of Center Di Date m];} Jik ]

S —
Nevada Department
of Agriculture



Administrative and

Operational salaries

e S BB
...,'.‘\.‘.:‘-#—v-r-‘;——m i TOtal
e e o e e et . .
B /NDAN Administrative
iy e of CACTY e sciii el p— T it Rt L A5 Nevada Department
ity A A i s ek y: i !
o e o Someatnm Niwe of Agriculture H
— N e T CACFP MONTHLY EXPENSE WORKSHEET Salarles are
o o [ T o R e o i b o o i e, et -
N e o e P T o s iy MonthiYear (5[\X reported monthly
FR I - s
“ 1 H
: 5 T ] _ in Staff Labor
3 o = B R ADMINISTRATIVE SALARIES/BENEFITS
. - > . -4
i T z LS T3 % ADMINISTRATIVE LABOR EXPENSES un d er
- eI e e gy, Administrative
Bt — : e nisngiron
: 4 ; R ———— - Expenses on NPS
byl
2 e T e e e e ot e -
N = = St =5 22 B S e claim.
ST o et s
ot ot T 5 il P il
s S [ e[ ] B e T
i g B A Total
o sTam PO = : OPERATIONAL SALARIES/BENEFITS .
TGy et S £ OPERATIONAL LABOR EXPENSES ,—-Bane'llu'—‘ Operatlonal
Sl of Center Diroctor’ Autierized Reprscatative. _: = 3 x — 5 - o B -
B : Salaries are
e — :
TR R reported
e T o], 0 s o hI . St ff
s
it - mont N Sta
A = T w0 | wuo y
e e e LI Labor under
e e
In GsALANED STATR) s TS / .
T e - Operating
i e b
T S Wik L e s
- < Expenses on

—
roraf _RISBL ~ o .
SALARIES BENEFITS. [\ alm

+ Atach Time Distributon Reporis 1 Bensfis inclde: Paid Vication, Miliay Eeave, Siek Leave, Health & Retranents Banefis, Disabilty, snd Life lnsurnoe
Page 1 0f2

agri.nv.gov NDAN
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Facility Expenses

By’ —

Faptuld

. k ackount anine at contact Us by May 12.

Ao B 105 o nuace by

i e rt L

35 ACCCHINT. LG B isd i

m;mnm Your Electric Usage Profile '“EE ummary (Blling details on back)
?\Jm ft Balsnce ss o Apr 21, 2015 $0.00
123 MAIN 5T B e Swa
ANYTOWN, PA 18062 . -

e so00.0000 Las Vegas Valley Water District

You s meter reading ks omor ok day 1 mmm (702) 8704194 vwd.com

- Page 1012
uhwkus-hwmm M!Wl!ﬂmﬂ'l !eu stomer Name: ]
Account Number: 0123155199 1 i

'?W. s VBilling Date:
[ | Due Bate: |

# Mnod wataring groups lﬁ ‘shown net 1o EAOH
‘sarvica, Sue page 2 for sssigned walering days.

,,.
by w T o«
Mew Charges For Sep 10.2 2 o, ,,m.m -
B et 2 5
T Telaphons oy, E "l'm.,.m om
il i, I argos 0027
. o i Bill Corrections and Adjusiments 000
, 1 il.m-mmE SR
Tecksl M Thiegas. Mo Stk

Tobi D By N 2, 7016 —
- Senvice Address: 123 SAMPLE STREET

E 3 Current Current
Mater i Size Roadin FRead Date. Roadls
i3 D
e - u-qmrmmm 0272518 Total 4 of Doya: 30
oty E:’mn 0866216 Biled Usage 14
: Fanst
n e Tior #16 % $1.23
May 2014 - Apr 2015 FTier # 2 6x §2.20 1.00
ooy 2 A0 Teglasem 984

e “"-"'ﬁ_""”’ Plant dolach ot perdoration And rotum with paymant. w007
e ke s

O s
e Pay by Phone or el
(800) 252-2011 (702) 8704184 hvwd.com

CUSTOMER
123 MANET

‘Account Number: 0123456789.1
Bill Date: 0212612018 Your payment is due DXZY201R,
A% lale charge will be charged on el oulstanding balances.

ANVTOWN, PA 19062

Maice chack payabla fo “Water District”
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CACFP MONTHLY EXPENSE WORKSHEET

Month/Year_(f /¥

| Storage faity, computer maintencnca ‘Pest Gontrol, efrigerator repair

| Phone, inernet Electricity, water

oy machin, GAGFP ofice supplics. | Stoue, refiigerator, giocary shopping (Supported by
| (p3pe.pens. prtor . 16 miteage reports

ADMINISTRATIVE FACILITY EXPENSES
SOUARE FOOTAGE OF CACFP OFFICE SPACE + TOTAL SQUARE FOOTAGE OF FACILITY = PERCENT ATTRIBUTED.
115 + 2500 = S

{OFFICE SPACE) (ENTIRE FACILITY) {(coLuMN C)

Prone$ Z s 00 + InterneT$ 2000 = TotaL s 82056

* tach Originel voices or Supporting Documentasion

OPERATIONAL FACILITY EXPENSES
SOUARE FOOTAGE 0F CACFP FO0D SERVIGE AREA + TOTAL SQUARE FOOTAGE OF FAGILITY = PERCENT ATTRIBUTED

200 - 2560 - ALY

(KITCHEN, FOOD STORAGE, EATING AREA) {ENTIRE FACILITY) (coLumn c)

e
Rlek ¥ \LY g0

warers b0 L s EecTRomy 100k b +Gas$ -TuuLUﬂu'!lssLlﬁm

* Autseh Qriginal Invaices or Supporting Dacumentation

Page2 of2
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Facility Expenses

CACFP MONTHLY EXPENSE WORKSHEET

Month/Year_C 4 [1¥

1
Offioz area Kitohen, servioe areas
‘Storage faclity, computer maintenance Pest control, refrigesator repeir

Total Communications
S e e | G o e are recorded monthly

ADMINISTRATIVE FAGILITY EXPENSES i ini i
‘SQUARE FOOTAGE OF CACFP OFFICE SPACE + TOTAL SQUARE FOOTAGE OF FACILITY = PERCENT ATTRIBUTED I n u n d e r Ad m I n ISt rat Ive
115 B 2900 = SYe

{(OFFICE SPACE) (ENTIRE FACILITY} {coLumn ¢) EXpenseS In NPS Clalm.

5,500 b

. . e
051096 S 4.0~
7~ -

r;”f;;;;ﬁ;;;:;";‘;(;w o commofous 12066 Total Utilities are
OPERATIONAL FACILITY EXPENSES recorded monthly in
T T e Other under Operating
or Administrative

Expenses in NPS claim.

(KITCHEN, FOOD STORAGE, EATING AREA) (ENTIRE FACILITY) (coLumn c)

Tuete

Skl 1 \17 § o
\

warers b0 LA +Erectromy {0k by +Gass =ToraL wzsﬂm

* stsch Criginal Invaices or Supporting Documentation

Page2of2
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Administrative Responsibilities

Icome Statements Meal Counts Monthly Expense Recordk.ec::-pmg &
& Claiming Roster Reporting Training

agri.nv.gov AI\]Q)I\&
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Recordkeeping

Organizational Organizational charts are to include individual positions with names, functions
Chart for all current employees, and board members (if applicable).

Outside
Employment Policy

Job Descriptions

agri.nv.gov AI\]Q)&
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Recordkeeping

Organizational
Chart

Outside
Employment This policy must restrict other employment by employees that interferes with an

Policy employee’s performance of Program-related duties and responsibilities, including
outside employment that constitutes a real or apparent conflict of interest.

Job Descriptions

agri.nv.gov ZI\E%X
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Recordkeeping

Organgational Job descriptions must include CACFP responsibilities
art

Major Activities of Monitoring Consultants:
Training and Technical Assistance
Duties:

« Provides on-site initial training
O utsid e o CACFP policies and procedures
o Nutritional requirements
eq

E m p | Oym e nt PO | i Cy Ongoing evaluation of provider training needs

Implements training and documents the training as necessary
Ongoing technical assistance
Adapts training to individual needs of providers

o based on education levels and learning styles

Ensures providers have knowledge of program requirements in order to be successful
Deocumentation of all training and technical assistance in CACFP file/MM

L .
J (o) b Desc ri ptlo ns Necessary skills and knowledge:
» Knowledge of program requirements
o Federal Regulations
o State Agency Policy
o CNP Inc. Policy and Procedures

Knowledge of basic nutrition for children and meal patterns

Ability to analyze and determine necessary corrective action if needed

Ability to communicate verbally and in writing, individually and in group settings
Ability to track training needs and outcomes of training

agri.nv.gov

Nevada Department
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Additional Recordkeeping for
Multiple Site Organizations

Notification of
Unannounced
Reviews

Monitor Review Sponsoring organizations of centers must provide each center with written
Schedule notification of the right of the sponsoring organization, the State Agency, the
Department, and other State and Federal officials to make announced or
unannounced reviews of its operations during the center’s normal hours of
operation.

agri.nv.gov AI\]Q)&
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Additional Recordkeeping for
Multiple Site Organizations

Notification of
Unannounced The sponsoring organization is required to review each of its facilities 3 times a
Reviews year. At least 2 must be unannounced, 1 to include a meal observation. At least
one review must be made during each new facility’s first four weeks of program
operation. Monitoring visits may not exceed six months. 7 CFR 226.16(d)(4)(iii).
Monitor Review At the completion of the review, the sponsoring organization must provide its
Schedule facilities with a copy of the review form or review report.

If findings occur upon review, it is the sponsoring organizations responsibility to
Sponsor and assign corrective action and follow up with the facility to ensure that all findings
Unaffiliated have been permanently corrected. Corrective action should be submitted to the
Center Agreement sponsoring organization within 2 weeks after it has been assigned.

*Independent Centers are not required to complete a self monitoring review

- *Use NDA’s self-monitoring template
5 Day Reconciliation

agri.nv.gov ZI\E%X
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Additional Recordkeeping for
Multiple Site Organizations

Notification of
Unannounced
Reviews

Monitor Review NDA requires a Sponsoring Organization to enter into a written permanent
Schedule agreement for the administration of CACFP with their unaffiliated facilities. The

agreement shall be maintained by both the Sponsoring Organization and the

facility for the entire time the facility operates in CACFP under the Sponsoring
Sponsor and organization and for three years thereafter. The agreement shall specify the rights
Unaffiliated Center and responsibilities of both parties. Nothing in the preceding sentence shall be

Agreement construed to limit the ability of the Sponsoring Organization to suspend or

terminate the permanent agreement in accordance with 7 CFR 226.16(l).

5 Day Reconciliation

agri.nv.gov ZI\E]QDX
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Additional Recordkeeping for
Multiple Site Organizations

Notification of
Unannounced
Reviews

Monitor Review
Schedule

agri.nv.gov




Organizing your CACFP

CACFP RENEWAL
APPLICATION

1 Medium D Ring Binder

*Application
sManagement Plan
*Budget
*Supporting

documentation

Records

CACFP POLICIES &
PROCEDURES

1 Medium D Ring Binder

*Recordkeeping Policy

*Policies & Procedures for
Monitoring, Corrective
Action, etc.

*Recent Review

=Job Descriptions

*Qrganizational Chart

*Monitoring

*Current FY Staff Training

*Cycle Menus, CN Labels,
Recipes, Product Labels,
Nutrition Facts, etc.

*Food Handlers/Food
Safety Manager
Certificates, if applicable

CACFP MONTHLY
SUPPORTING
DOCUMENTATION

2-3 Large D Ring Binder &
12 Monthly Hanging File
Folders

*Binder with Tab Dividers
Labeled Free, Reduced,
and Above Scale with
appropriate claiming
rosters and completed
Confidential Income
Statements

*Binders with Emergency
Contact Forms

=Monthly File Folders-Sign
in Sheets, Point of
Service Meal Counts,
Infant Meal Counts, Meal
Count Summary, Dated
Menus, Food Cost
Report, Expense
Worksheet, Labor
Costs/Time Sheets,
Sponsor & Site Claims,
Supporting
Documentation

CACFP
PERMANENT
RECORDS

1Two Pocket Portfolio
Folder

«Permanent Agreement

sAdministrative Review
Procedures

sProcedures for
Complaints of
Discrimination

All records may be kept electronically

agri.nv.gov
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Civil rights requirements

All staff is required to have civil rights training annually.

Prior to this training, you submitted a waiver stating that you viewed our Civil Rights Training.

The following Civil Rights topics are required: Public Notification System, Outreach and Education, Data
Collection, Reasonable Accommodations, Language Assistance, Civil Rights Complaint Procedures, Technical
Assistance and Training, Customer Service, and Conflict Resolution

agri.nv.gov AI\]Q)&
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Additional Required
Training Topi

Training Topics

o Should Attended

Purpose of CACFP Designated Official, Monitor, Site Staff

Nutrition (Encouraged) Designated Official and all CACFP Staff

Meal Pattern Requirements Designated Official, Site Staff, Cooks, Monitors

Food Safety and Sanitation Designated Official, Cooks, Site Staff

Meal Service and Approved Meal Times Designated Official, Cooks, Site Staff, Monitors

Meal Count Designated Official, Site Staff, Cooks, Monitors, Claim Consolidators
Infant Feeding and Records Designated Official, Site Staff, Cooks, Monitors
CACFP Expenses/Budget Designated Official, Accountant, Claim Processor
Procurement Designated Official, Accountant

Claim Submission Designated Official, Claim Preparer, Claim Submitter
Reimbursement System Designated Official, Accountant

Monitoring (Sponsors with <1 site) Designated Official, Monitors

Record Keeping Designated Official, All CACFP Staff

Civil Rights Designated Official, All CACFP Staff

agri.nv.gov
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Financial Viability

« Financial Viability Training
— Online training course: https://core-cacfponline.com/
enrollment key is CORE

« CORE Microlearning Mobile App
— Search to download for free: USDA CORE
 Sponsoring organizations must comply with the performance standards.
 Annually sponsors must submit sufficient information to document that:
1. It is financially viable
2. It is administratively capable
3. It has internal controls in effect to ensure accountability

« Shown by providing most current yearly Balance Sheet (B/S) and Profit
& Loss Statement (P&L) and a Cash Flow Statement.

— 7 CFR 226.6 (b) (vii)

*Sponsors exempt from this are governmental agencies

agri.nv.gov
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https://core-cacfponline.com/

Administrative Sponsor
Reviews

Review Cycle

Corrective Action

Serious Deficiency

Suspension/Termination

National Disqualified List

All Sponsors will be
reviewed, at minimum,
every three years. The

review will include a meal
observation. NDA may
come unannounced.

agri.nv.gov

If there are findings as the
result of the review the
institution will be required
to complete a Corrective
Action Plan for each
finding. All corrective
action must be
permanently corrected, if
not your organization may
be deemed Seriously
Deficient.

An institution may be
declared seriously deficient
for any of the reasons listed

in 7 CFR 226.6(c)(3)(ii)(A) —
(U) and the State agency
will exercise judgement to
differentiate between
occasional or minor errors
and major or systemic
errors.

Failure to fully and permanently
correct the serious
deficiency(ies) within the
allotted period of time will result
in the termination of the
institution’s agreement and
placement of the institution and
designated official(s) on the
National disqualified list. The
State agency may suspend an
institution for such issues as
health and safety or fraudulent
activity.

If an institution is terminated
the institution and designated
official(s) will be placed on the
National Disqualified List (NDL)
for at least three years. During

this time the institution and
responsible person(s) may not
participate in any federal
programs. All corrective/fiscal
action must be completed
before removal from the NDL. It
is the Sponsor’s responsibility to
check the NDL to ensure that
they do not hire those on the
list.

e —
Nevada Department
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Administrative Sponsor

review

An Administrative Review is available in response to certain actions taken
by the State agency

« May be soughtin < May not be

response to: sought in

— Application denial response to:

— Purposed — Determination of
suspension/termina serious deficiency
tion — Placement on the

— Fiscal action NDL

— Corrective action

agri.nv.gov




CACFP Budget

A budget is a "living” document
— Intended for planning
— If modified send to NDA for Approval

« CACFP Budget is not intended to be
your entire organizations budget

« Aligns with program performance
standards and management plan

agri.nv.gov




Budget

I: #1 Necessary :I I: #6 Multiple Awards :I
I: #2 Reasonable :I I: #7 Consistent Treatment :I

I: #3 Authorized :I ‘ #8 Net of Credits \

I .

-~ el
agri.nv.gov AI\]Q)X
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Budgets

#1 Necessary

The cost must be essential to fulfill requlatory requirements
for proper and efficient administration of the program

Example: Food, Operational Labor

agri.nv.gov




Budgets

#2 Reasonable

The type and amount of cost must not exceed what a
prudent person would pay under the same circumstances

agri.nv.gov
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Budgets

e Expressed as e Must e Cannot be
an allowable conform to assigned to a
cost limitations prior or

e Not expressly expressed by future period
prohibited Federal/State e Must be

law approved
prior to
purchase

agri.nv.gov




Budget
#6 Multiple #7 Consistent #8 Net of
IAAWEITS Treatment Credits

e No Double e Treatment of o After credit
Dipping! the cost is applied to
e Cost cannot must be the costs
be charged same for all
to another activities
award

agri.nv.gov




Budget
# 9 Allocable # 10 Documented

e The CACFP is only e Documentation to
charged its fair support the cost
share that was incurred,

IS @ Program cost,
and complies with
Federal/State laws

agri.nv.gov




Budget Question Example

1. Your sponsoring organization
purchased office supplies. The cost
was approved in the budget. The total
of the supplies was $350. However,
you received a $150 instant rebate.
How much can you charge to the
CACFP?

agri.nv.gov




Budget Question Example

2. A Director wanted to attend a nutrition

conference that has a CACFP component. Is
this allowable?

3. It is October, the start of a new federal
fiscal year. In July you needed to purchase
a new refrigerator for one of your affiliated
centers. Can you include this cost in your
current year’s budget since you forgot to
include it in last year’s budget?

agri.nv.gov




1.You can charge $200 to CACFP. The
original cost minus the instant
rebate.

2.Yes, with prior written approval
for travel and registration. Only
the portion of the conference can
be paid by CACFP funds.

3.No, you cannot include the cost
in your current budget because
it was for a prior period.

agri.nv.gov




Procurement

v’ Obtain goods and services efficiently and economically
v’ Comply with Federal, State, and local regulations
v’ Prevent fraud, waste, and abuse

v’ Maximize free and open competition

agri.nv.gov




Procurement Methods

Small/Informal Purchase

Micro-Purchase

Formal Purchase

¢ $250,000 or less (simplified
acquisition threshold (SAT))

* Food only contract does not exceed
$250,000

* Non-food goods and services does
not exceed $50,000

* Informal price or rate quotations for
securing products and services
(adequate #, usually 3)

* Free and open competition
e Document date, vendors and quotes

* $10,000 or less

e Awarded without soliciting
competitive quotes

e Sponsor must make purchases from
all qualified sources equally

e Over $250,000 for food and $50,000
for non-food goods and services

e Sponsor must conduct a cost or
price analysis

e Formal Competitive Sealed Bids,
competitive proposal or Request for
Proposal

e Refer to the NV Invitation for Bid
and Contract Template

e Any total for Food Service
Management Contract, not
including meal vendors

¢ Discuss Noncompetitive Contract
circumstances with NDA.

*No specific threshold for a meal agreement with a SFA unless the SFA has a contract with a

Food Service Management Company.

agri.nv.gov
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Procurement Plan

- All sponsors must have a
procurement policy/plan in place

 Procurement Plan Prototype
available on NPS, must be
completed and on file with NDA

agri.nv.gov




Claim Submission Deadline Chart

Claim Submission Deadline Chart/CACFP and SFSP NDA
Food and Nutrition Division Nevada Departmer
of Agriculture

Claim Submission Deadlines

Claim Month « 60 day « 80day
January v April 1 v April 21
February April 29 May 19

March May 30 June 19
April June 29 July 19
May July 30 August 19
June August 29 September 18
July September 29 October 19
August October 30 November 19
September November 29 December 19
October December 30 January 19
November January 29 February 18
December ¥" March 1 ¥v" March 21

Original Claim and revision that increase the number of meals must be placed online by

this date.
v Leap Year Only - claims are due one day EARLIER.

agri.nv.gov

of Agriculture




Claim Submission Deadline Chart-FNS regulations

+ §226.10 Program payment procedures.

(e) Unless otherwise approved by FNS, the Claim for Reimbursement for any month
shall cover only Program operations for that month except if the first or last month of
Program operations in any fiscal year contains 10 oReratlng days or less, such month
may be added to the Claim for Reimbursement for the appropriate adjacent month;
however, Claims for Reimbursement may not combine operations occurring in two
fiscal years. A final Claim for Reimbursement shall be postmarked and/or submitted to
the State agency not later than 60 days following the last day of the full month
covered by the claim. State agencies may establish shorter deadlines at their
discretion. Claims not postmarked and/or submitted within 60 days shall not be paid
with Program funds unless FNS determines that an exception should be granted. The
State agency shall promptly take corrective action with respect to any Claim for
Reimbursement as determined necessary through its claim review process or
otherwise. In taking such corrective action, State agencies may make upward
adjustments in Program funds claimed on claims filed within the 60 day deadline if
such adjustments are completed within 90 days of the last day of the claim month and
are reflected in the final Report of the Child and Adult Care Food Programs (FNS-44)
for the claim month which is required under 226.7(d). Upward adjustments in
Program funds claimed which are not reflected in the final FNS-44 for the claim month
shall not be made unless authorized by FNS. Downward adjustments in Program funds
claimed shall always be made without FNS authorization regardless of when it is
determined that such adjustments are necessary.

agri.nv.gov AI\]QDI\&
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Resources

Nutrition Programs System (NPS):
https://nda.cnpus.com/prod

- Under Applications-Download Forms
- Find Resources and Documents on CACFP

- USDA Website:
https://www.fns.usda.qov/cacfp/cacfp-handbooks

agri.nv.gov AI\]Q)X
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https://nda.cnpus.com/prod

If you have any additional questions, feel free to contact our office at 775-353-3601 or 702-668-4590

agri.nv.gov
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