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Who, What, When, and How 



DOCUMENTING 

EXPENSES: 

WHO 



 Food Program participants might include:  

 Owner 

 Director 

 Bookkeeper 

 Teachers and Teachers’ Aides  

 Cook 

 Janitor 

 Other 

 Documentation of expenses should 
demonstrate operation of a non-profit 
food program. 

DOCUMENTING EXPENSES: WHO? 

All Child Care Food Program participants 

are responsible for documenting expenses.  



DOCUMENTING 

EXPENSES: 

WHAT 



What does operation of a non-profit 

food service program mean? 

All food program revenue received or 

accruing to the food service is restricted 

and used only for allowable costs 

Any revenue in excess of expenses is used 

only to maintain, expand, or improve food 

service for participants 

 

DOCUMENTING EXPENSES: WHAT? 



What must institutions collect and 

maintain? 

 Copies of invoices, receipts and other 

necessary records to document: 

Administrative costs to the program 

Operational costs to the program 

Income to the program  

DOCUMENTING EXPENSES: WHAT? 



DOCUMENTATION OF EXPENSES: WHAT? 

What to Document: 

Cash Disbursements 

Personnel Activity 

Monthly Profit or Loss Summary 



DOCUMENTING 

EXPENSES: 

WHEN 



Should be an ongoing process. 

Cash Disbursements & Personnel 
Activity Report – daily, or as expenses 
occur  

Monthly Profit (Or Loss) Summary – 
monthly. 

Annual Financial Report (AFR) – due by 
December 15. 

All CACFP records must be maintained 
for 3 years, plus the current year.  

 

DOCUMENTATION OF EXPENSES: WHEN? 



DOCUMENTING 

EXPENSES: 

HOW 



DOCUMENTATION OF EXPENSES: HOW? 

All participating institutions must: 

Have a system in place to maintain 

records identifying all of its food service 

activities. 

 ISBE forms 

Other comprehensive 

accounting systems 

Examples: 



HOW? CASH DISBURSEMENTS 

Milk and Food 

Non-Food 

Overhead 

Administrative 

Unallowable 

The Cash Disbursements form collects the following information:  



HOW? CASH DISBURSEMENTS 

Food Costs 

■ Food and beverage items that are: 

■ Included on your menu 

■ Consumed by the children in your care as 

part of a reimbursable meal or snack 

Food Costs 
Allowable 
Non-Food 

Costs 

Overhead 
Costs 

Administrative 
Supplies 

Non-
Allowable 

Costs 



HOW? CASH DISBURSEMENTS 

Allowable Non-food Costs  

 Non-food items used to support the 

operation of the food program, such as: 

 Plates and Cups 

 Napkins 

 Dishwashing detergent 

Food Costs 
Allowable Non-

Food Costs 
Overhead 

Costs 
Administrativ

e Supplies 

Non-
Allowable 

Costs 



Food Costs 
Allowable 
Non-Food 

Costs 

Overhead 
Costs 

Administrative 
Supplies 

Non-
Allowable 

Costs 

HOW? CASH DISBURSEMENTS 

Overhead Costs 

 Rent, utilities, and trash 

 May be allocated to the food 

program at a certain percentage 



Food Costs 
Allowable 
Non-Food 

Costs 

Overhead 
Costs 

Administrative 
Supplies 

Non-
Allowable 

Costs 

HOW? CASH DISBURSEMENTS 

Overhead Costs 

CACFP Square Feet  ÷ 

Total Center Square Feet 

= 
Allowable rate for overhead costs 

Length x Width of Room = Square Footage 



HOW? CASH DISBURSEMENTS 

Administrative Supplies 

 Administrative items used specifically for 

the operation of the food program, such as: 

 Copy paper 

 Printer ink 

Food Costs 
Allowable 
Non-Food 

Costs 

Overhead 
Costs 

Administrative 
Supplies 

Non-
Allowable 

Costs 



Unallowable Costs 

 Items that were included on 

a food program receipt but 

are not used in the operation 

of the food program 

A best practice is to 

pay for unallowable 

purchases 

separately from 

CACFP costs.  

Food Costs 
Allowable 
Non-Food 

Costs 

Overhead 
Costs 

Administrative 
Supplies 

Non-
Allowable 

Costs 

HOW? CASH DISBURSEMENTS 



HOW? CASH DISBURSEMENTS 



 At the end of the 

month, all receipts 

and invoices must 

be recorded. 

 Add up the totals for 

each expense 

category. 

 These totals will be 

used to complete 

the Monthly Profit 

(or Loss) Summary 

form. 

HOW? CASH DISBURSEMENTS 

Completed Cash Disbursements form: 



Cash Disbursements Summary: 

Maintain: 

Copies of invoices 

Receipts 

Other similar records 

Must be actual costs. 

Not used to record labor. 

HOW? CASH DISBURSEMENTS 



HOW? PERSONNEL ACTIVITY REPORT 

Administrative 

Operational 

Non-CACFP 

# of 

Hours 



Monitoring 

Recordkeeping 

Compiling data 

Completing 

monthly claims 

Training 

Menu planning 

Grocery 

shopping 

Cooking 

Serving meals 

Clean up after 

meals 

HOW? PERSONNEL ACTIVITY REPORT 

Operational Administrative 

Examples of CACFP labor: 



HOW? PERSONNEL ACTIVITY REPORT 

# of 

Hours 

Operational = 0 

Administrative 
= 12 

Non-CACFP = 
164 



• Total amounts from all employee PARs. 

• Record those totals on the 

Monthly Profit (or Loss) Summary 

HOW? PERSONNEL ACTIVITY REPORT 

Example: End of Month Calculations: 

Operational = 0 

Administrative 
= 12 

Non-CACFP = 
164 

# of 

Hours 



PAR Summary: 

 Labor is a unique program cost 

 Specific federal regulations govern the 

tracking 

 Must be done in addition to payroll reports.  

 CACFP Labor should be recorded as 

Administrative or Operational  

 The documentation of labor must be actual 

time 

HOW? PERSONNEL ACTIVITY REPORT 



HOW? PROFIT (OR LOSS) SUMMARY 

The Monthly Profit (or Loss) 

Summary is used to:  

 Summarize reimbursement and 

expenditures 

 Document the operation of a non-

profit food service program 

 Meal Reimbursement 

Cash in Lieu of Commodities 

Administrative Expenses 

Operational Expenses 

Monthly and Annual Profit or Loss Status 



Section II: Reimbursement amounts come from 

each institution’s Claim Analysis for the month. 

HOW? PROFIT (OR LOSS) SUMMARY 

Sections I and II: 



HOW? PROFIT (OR LOSS) SUMMARY 

Section III: 
Expense amounts come 

from: 
 Personnel Activity Reports 

 Cash Disbursements 



Calculation of 15% Cap on Administrative Costs: 

HOW? PROFIT (OR LOSS) SUMMARY 

2,350.75 352.61 

 Administrative Costs that exceed 15% of CACFP 

reimbursement should be covered with non-CACFP funds. 



0 

2,350.75 

<2276.83> 
X 

2,350.75 

4627.58 

HOW? PROFIT (OR LOSS) SUMMARY 

Section IV: Calculating Monthly Profit (or Loss) 

Total Expenses are exceeding total Reimbursement,  

so this institutions is showing a loss for this month.  



HOW? PROFIT (OR LOSS) SUMMARY 

<2276.83> X 

<25,786.50> X 

X <28,063.33> 

Section V: Year to Date 

Showing a profit for the Year to Date?  

• Only three months worth of CACFP 

reimbursement may be retained. 



Monthly Profit (or Loss) Summary: 

 Summarizes reimbursement and 

expenditures 

 Document the operation of a non-profit 

food service program 

HOW? PROFIT (OR LOSS) SUMMARY 



AFR 

Cash 
Disb. 

Personnel 
Activity 
Report 

Monthly 
Profit (or 

Loss) 

HOW? ANNUAL FINANCIAL REPORT 

Annual Financial Report 
 Simplify completion: 

• Cash Disbursements 

• Personnel Activity 

• Monthly Profit 

(or Loss) Summary 

 Due at end of CACFP 

fiscal year. 

 Completed in IWAS/ 

ACES for FY 13. 



HOW? ANNUAL FINANCIAL REPORT 

AFR Collection Worksheet 

• Completion of worksheet not required 

• Will help with completion of the AFR 

AFR Collection Worksheet 



RECORDKEEPING 

REVIEW: 
 Training modules 

on the ISBE 

website 

 Chapter 6 -  

Administrative 

Handbook for 

CACFP Centers 

 See FNS 

instructions 796-2 

Revision 3 for 

CACFP allowable 

expenditures.  



QUESTIONS? 

Are the following allowable expenses for the CACFP?: 
• Mortgage – NO 

• Building Insurance – NO 

• Appliances/food service equipment – Yes, may be included with 

allowable non-food costs, up to $5,000 

• Janitorial service --  Yes, may be included with allowable non-food costs. 

Will require a cost allocation plan to determine CACFP portion of 

expense if the service is for the entire center. 

• Trash can liners – Yes, may be included with allowable non-food costs. 

Will require a cost allocation plan to determine CACFP portion of 

expense if they are purchased in bulk for the entire center. 



QUESTIONS? 

Are the following allowable expenses for the CACFP?: 
• Plumbing repairs – Yes, may be included in Overhead Costs if the 

repairs only effect the food service. No, if the repair benefits the entire 

center’s operation. 

• Fuel/transportation costs: 

• If added to an invoice for delivery service of groceries – Yes, may 

be included as part of food costs as long as the fee is reasonable. 

• If added to an invoice under a vended meals contract – No, 

fuel/transportation costs need to be built-in to the per meal price 

in the contract.  It should not be billed separately.  


