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Nebraska Department of Education
Nutrition Services
Family Day Care Home Sponsoring Organization Management Plan

Instructions: Click on the grey box to begin typing your answers. This will retain the desired formatting. Make sure that your responses are in red.

	SECTION 1. PROGRAM OPERATIONS

	1.1 How many providers have current agreements with the sponsoring organization? (based on July figures). 

	[bookmark: Text1]	SPONSOR ANSWER

	1.2 What is the average number of providers expected to claim each month for the fiscal year covered by this agreement? 

	SPONSOR ANSWER

	1.3.	Describe how the sponsoring organization determined the number of projected claiming providers on which the budget is based. Increases or decreases in participation must be based on valid justification.

		SPONSOR ANSWER

	1.4.	Describe the sponsor’s plan for projected growth and service to additional providers, if applicable.  

		SPONSOR ANSWER

	SECTION 2. ORGANIZATIONAL STRUCTURE AND CAPABILITY

	2.1 	Describe the organizational administrative structure of your sponsoring organization.

		SPONSOR ANSWER

	2.2	a) Indicate if the organization is multi-purpose or operating solely to administer the CACFP. 
	b) If the organization operates solely to administer the CACFP, what are the other sources of funding? 
Supporting Documents: Multi-purpose organizations must submit a copy of the organization wide budget; complete Attachment B (Agency Revenue) or a document that captures that information.

		SPONSOR ANSWER

	2.3	List or describe all of the activities the sponsoring organization conducts other than the CACFP. 

		SPONSOR ANSWER

	2.4	Describe how the sponsoring organization would repay the state agency for any fiscal overclaims that may occur. How would the sponsoring organization plan on repaying the state promptly?

		SPONSOR ANSWER

	2.5	What is the organization's policy regarding the collection of funds from providers if the sponsoring organization made an error in payment?

		SPONSOR ANSWER

	SECTION 3. TRAINING - PROVIDER, STAFF, BOARD OF DIRECTORS

	3.1 	Describe how the sponsor determines the training needs of providers.

		SPONSOR ANSWER

	3.2	Describe the sponsoring organization's plan for training all new providers before they begin program operations.

		SPONSOR ANSWER

	3.3	Describe the sponsor's plan for annual training of all providers in program requirements. Include information on scheduling, conducting and documenting training and technical assistance to providers. Include critical areas (record keeping and meal count requirements, meal component and claiming requirements, nutrient content, food safety, sponsor payment, disallowance and monitoring policies, etc). Training may include workshops, in-home training, video training, courses, workshops, or other delivery methods.

		SPONSOR ANSWER

	3.4	Describe consequences if a provider does not meet annual training requirements.

		SPONSOR ANSWER

	3.5	Describe the sponsoring organization's process for developing curriculum and agendas for provider training.

		SPONSOR ANSWER

	3.6	How does the sponsor determine training needs of its staff?

		SPONSOR ANSWER

	3.7	Describe the sponsoring organization's system for conducting and documenting training of program staff. This could include staff meetings, staff newsletters, attendance at Nebraska sponsor meetings, attendance at state, regional or national conferences, etc. Annual training of key staff is required; this includes annual training of monitors and anyone involved in CACFP functions, person compiling claims, etc. Training should be appropriate to the level of staff experience and duties. Absence of training for staff has been identified by USDA as an Indicator of Potential or Existing Problems.

		SPONSOR ANSWER

	3.8	Describe training provided to members of the board of directors regarding board membership and CACFP policies and procedures.

		SPONSOR ANSWER

	SECTION 4. STAFFING, MONITORING

	4.1 Monitor Territory and Caseload - Complete the Staff Profile in the online system. Monitoring and non-monitoring job duties must be marked. For monitoring/monitoring related duties, indicate the average hours per week spent on these duties, the number of providers assigned (monitoring staff only) and the counties served (monitoring staff only). The sponsor’s ratio must comply with the Nebraska Staffing Factors (issued 07/17/2003). A sponsoring organization of day care homes must document that, to perform monitoring, it will employ the equivalent of one full-time staff person for each 50 to 150 day care homes it sponsors.

	4.2	Describe how each monitor's territory or caseload is determined.

		SPONSOR ANSWER

	4.3	What is the maximum number of providers the sponsoring organization would allow a monitor to manage?

		SPONSOR ANSWER

	4.4	Describe how the sponsoring organization evaluates a monitor's performance.

		SPONSOR ANSWER

	4.5	Describe the sponsoring organization's back up plan for completing visits in the event that a monitor is on medical leave, on vacation, leaves employment or is otherwise unable to complete the required reviews.

		SPONSOR ANSWER

	4.6	a) Describe the sponsoring organization's procedures for scheduling and conducting preapproval visits to each new provider.
	b) Describe how the sponsor assures that the first visit to a new provider is conducted within the first four weeks (28 days) of program operations.

		SPONSOR ANSWER

	4.7	a) Describe the sponsoring organization's procedures for quality assurance and oversight of its monitoring functions.
b) Describe the procedures the sponsoring organization uses to ensure that each home will be monitored at least three times per year with no more than six months between visits, that at least two visits include a meal observation, and that at least one visit is unannounced.
	c) Describe the system for tracking the completion of monitoring visits to ensure visits are completed on schedule. 

		SPONSOR ANSWER

	4.8	Describe the sponsor’s system for averaging monitoring reviews, if applicable.

		SPONSOR ANSWER

	4.9	a) Describe the sponsoring organization's procedures for identifying potential fraudulent situations, e.g., block claiming, excessive meals claimed for supper and weekends, etc.
b) Describe how the sponsoring organization follows up on potentially fraudulent situations.

		SPONSOR ANSWER

	4.10	Describe how and under what circumstances follow-up visits are conducted. For example, block claims, provider is over capacity, observed meal does not meet meal pattern requirements, attendance during visit is considerably lower than number of meals that have been claimed, etc.

		SPONSOR ANSWER

	4.11	Describe the sponsoring organization's procedures for contact with parents (mail, telephone, survey, etc.) in evaluating provider performance and accuracy of claims. If a certain percentage is not done routinely, what are the indicators that trigger parental contact? Describe how the sponsoring organization documents that parent audits have been done. 
Supporting Documents: Attach sample parent surveys, telephone interview scripts, etc. that are used by the sponsoring organization. These documents may be uploaded as Supporting Documents in the online system.

		SPONSOR ANSWER

	4.12	Describe the procedures used when suspending a provider for imminent threat to the health and safety of the children in care.
Supporting Documents: Attach procedures, sample letters for suspension process.

		SPONSOR ANSWER

	4.13	Describe or attach the sponsoring organization's policy and procedures for referring providers to the Health and Human Services System (HHSS) or child protective services (CPS) when violations or safety concerns are noted.

		SPONSOR ANSWER

	SECTION 5. OPERATIONAL PROCEDURES

	5.1	a) Describe the procedure used to collect records from each provider to show 1) number of children in attendance each day; 2) number of meals claimed, 3) income eligibility information, 4) annual enrollment, e) race/ethnic category, and 5) menus.

	b) For each type of record collected, describe the method used for collection, how frequently the records are collected and where the records are on file.

		SPONSOR ANSWER

	5.2	a) Describe the sponsoring organization's system for making Tier I day care home determinations.

	b) Describe what method(s) are used to apply the school and census data and what specific steps are taken to identify low-income households of day care home providers not located in low-income areas.

		SPONSOR ANSWER

	5.3	Describe how the sponsoring organization notifies Tier II home providers of their reimbursement options.

		SPONSOR ANSWER

	5.4	Describe the method used by the sponsoring organization to reimburse providers (actual, blended, claiming percentages).

		SPONSOR ANSWER

	5.5	How are provider's meal counts tallied?


		SPONSOR ANSWER

	5.6	How does the sponsoring organization notify a provider of the reason that meals are disallowed?

		SPONSOR ANSWER

	5.7	How and when are menus reviewed for compliance? Explain if this is done during the home visit, during claims processing, etc. If a monitor notes noncompliance with meal pattern during a home visit, how is this deduction processed during claims submission?

		SPONSOR ANSWER

	5.8	Describe the sponsor’s system for monitoring block claiming. A block claim is defined as a claim with no variation in meal counts, for any single meal type or combination of meal types, for any continuous 15 day period within the month.

	Include a description of the sponsor’s system for scheduling and conducting unannounced follow-up reviews within 60 days of the submission of a block claim.

Describe how the sponsor will determine and document that there is a valid reason for a block claim. 

		SPONSOR ANSWER

	5.9	Describe the sponsor’s system for conducting a 5-day reconciliation of meal counts and determination of overclaims or other action(s).

		SPONSOR ANSWER

	5.10	Describe how the sponsoring organization verifies the eligibility of providers, participants, meal service times and meal types before claims are processed for payment.

		SPONSOR ANSWER

	5.11	Describe the sponsoring organization's procedures for disbursing payments to providers to assure that providers are paid within five days of the receipt of funds from the state agency.

		SPONSOR ANSWER

	5.12	Describe the procedures used in determining that a provider is seriously deficient. Include timelines, notification to the state agency.
	Supporting Documents: Attach or upload copies of procedures and template letters. Include copy of appeal/administrative review procedures.

		SPONSOR ANSWER

		Name of hearing/appeal official: SPONSOR ANSWER

	5.13	Describe how the sponsor evaluates if the corrective action on a serious deficiency has been fully and permanently corrected.

		SPONSOR ANSWER

	SECTION 6. INTERNAL CONTROLS

	6.1	Describe or attach copies of the sponsoring organization's policies and procedures for financial management, which include: 1) purchasing and requisition, 2) income and expense accounting, 3) processing invoices, including payments from petty cash, 4) reconciliation of expenses and 5) payment authorization procedures, including approval of CACFP expenditures and persons authorized to approve expenditures.

		SPONSOR ANSWER

	6.2	Describe or attach copies of the sponsoring organization's procedures for tracking and reporting administrative costs/reimbursement and tracking expenses to specific cost line items and/or programs, including comparing CACFP expenses to the approved budget.

	If a multi-purpose organization, indicate what percentage of the organization's annual budget is allocated to CACFP.  Attach documentation that shows how this percentage was determined.

	Submit cost allocation information from all income and expenses including non-CACFP funds and activities.

		SPONSOR ANSWER

	6.3	Describe the sponsoring organization's procedures for compiling and reporting administrative costs to the state agency. Describe procedures for submitting administrative expense information to the state agency.

		SPONSOR ANSWER

	6.4	Describe the sponsoring organization's procedures in the event expenses deviate from budgeted line items.

		SPONSOR ANSWER

	6.5	Describe or attach copies of the sponsoring organization's purchasing policies and procedures, and the bid process used. All purchases and service contracts in excess of $25,000 must be formally procured. It is strongly urged that sponsors obtain a minimum of three bids for purchases of items in excess of $500.

		SPONSOR ANSWER

	6.6	Does the sponsoring organization use a paper ledger or accounting software? If accounting software is used, list the name of the software package.

		SPONSOR ANSWER

	6.7	What back-up system is used in the event that the accounting system is not available (theft, property damage, system crash, etc.)?

		SPONSOR ANSWER

	6.8	What type of accounting system does the organization use: cash or accrual?

		SPONSOR ANSWER

	6.9	How many bank accounts does the sponsoring organization use for CACFP monies? Describe the use for each account.

		SPONSOR ANSWER

	6.10	Describe how provider reimbursement funds are separated from administrative funds.

		SPONSOR ANSWER

	6.11	List all leases and rental agreements in effect for the fiscal year on which this management plan is based. Submit or upload copies of all lease and rental agreements.

		SPONSOR ANSWER

	SECTION 7. PRIOR APPROVAL

	7.1	List all of the planned budget items requiring prior written approval. Items that are approved will be specified in the approval letter you receive for the current fiscal year.  Sponsor must contact NDE Nutrition Services prior to purchase.

		SPONSOR ANSWER

	7.2	List all of the planned budget items requiring specific prior written approval. Items that are approved will be specified in the approval letter you receive for the current fiscal year. Sponsor must contact NDE Nutrition Services prior to purchase.

		SPONSOR ANSWER

	7.3	Disclosure of Less-Than-Arms-Length Transactions. Describe all Less Than Arms Length Transactions. These are related party transactions that are conducted between related parties. This applies to transactions such as loans, leases, purchase of goods and services and hiring. All Less-Than-Arms-Length Transactions must be disclosed and justify why it is needed. Disclosure must identify the type of expense and amount and the connection to each budget line. Failure to disclose these types of transactions may result in administrative or legal penalties against the sponsor.

		SPONSOR ANSWER



SECTION 1. PROGRAM OPERATIONS

How many providers have current agreements with the sponsoring organization? (based on July figures).


What is the average number of providers expected to claim each month for the fiscal year covered by this agreement? Describe how the sponsoring organization determined the number of projected claiming providers on which the budget is based. Increases or decreases in participation must be based on valid justification.

Describe the sponsor's plan for projected growth and service to additional providers, if applicable.
 

SECTION 2. ORGANIZATIONAL STRUCTURE AND CAPABILITY

Describe the organizational administrative structure of your sponsoring organization. Indicate if the organization is multi-purpose or operating solely to administer the CACFP. If the organization operates solely to administer the CACFP, what are the other sources of funding? If a multi-purpose organization, indicate what percentage of the organization's annual budget is allocated to CACFP.  

Submit an organizational chart for the organization. This may be uploaded to the CNP Online system as a supporting document.

List or describe all of the activities the sponsoring organization conducts other than the CACFP. 

Describe how the sponsoring organization would repay the state agency for any fiscal overclaims that may occur. How would the sponsoring organization plan on repaying the state promptly?

What is the organization's policy regarding the collection of funds from providers if the sponsoring organization made an error in payment?

Complete Attachment B for any non-CACFP revenue to the sponsoring organization for the most recent fiscal year. Indicate the dates of the fiscal year used by the sponsoring organization.

[bookmark: OLE_LINK2]Attachment B may be uploaded as a supporting document in the online system.

Complete Attachment C listing the current members of the board of directors of the sponsoring organization. The sponsor's governing board must be representative of members of the community who are not financially interested in its activities, and are not related to its personnel or to each other. USDA has specified that the following are Indicators of Potential or Existing Problems in board oversight of sponsoring organizations: 1) Board of Directors consists entirely of family members, 2) the majority of members of the Board of Directors are sponsor officials, 3) the Board of Directors is chaired by a sponsor official and 4) Board minutes do not reflect policy and management oversight (e.g., establishing policy, approving expenditures, approving officer salary increases, audit review). If any of these indicators exist in your sponsoring organization, provide an explanation and justification of why the situation exists and what steps have been or are being taken to eliminate the indicator.

Attachment C may be uploaded as a supporting document in the online system.

Describe training provided to members of the board of directors regarding board membership and CACFP policies and procedures.

SECTION 3. PROVIDER TRAINING

How does the sponsor determine training needs of providers?

Describe the sponsoring organization's plan for training all new providers before they begin program operations.

Describe the sponsor's plan for annual training of all providers in program requirements. Include information on scheduling, conducting and documenting training and technical assistance to providers. Include critical areas (record keeping and meal count requirements, meal component and claiming requirements, nutrient content, food safety, sponsor payment, disallowance and monitoring policies, etc). Training may include workshops, in-home training, video training, courses, workshops, or other delivery methods. Describe consequences if a provider does not meet annual training requirements.

Describe the sponsoring organization's process for developing training curriculum and agendas.

3.1 





SECTION 4. STAFFING, MONITORING AND TRAINING

4.2 Monitor Territory and Caseload - Complete the Staff Profile in the online system. Monitoring and non-monitoring job duties must be marked. For monitoring/monitoring related duties, indicate the average hours per week spent on these duties, the number of providers assigned (monitoring staff only) and the counties served (monitoring staff only). The sponsor’s ratio must comply with the Nebraska Staffing Factors (issued 07/17/2003). 
4.3 

Describe how each monitor's territory is determined.

What is the maximum number of providers the sponsoring organization would allow a monitor to  manage?

Describe the sponsoring organization's procedures for scheduling and conducting preapproval visits to each new provider. Describe how the sponsor assures that the first visit to a new provider is conducted within the first four weeks of program operations.

Describe the sponsoring organization's procedures for quality assurance and oversight of its monitoring functions. Describe the procedures the sponsoring organization uses to ensure that each home will be monitored at least three times per year with no more than six months between visits, that at least two visits include a meal observation, and that at least one visit is unannounced. Describe the system for tracking the completion of monitoring visits to ensure visits are completed on schedule. 



Include a description of how the sponsoring organization evaluates a monitor's performance.
 Describe the sponsor’s system for averaging monitor reviews, if applicable. 

Describe how and under what circumstances follow-up visits are conducted. (for example, provider is over capacity, observed meal does not meet meal pattern requirements, attendance during visit is considerably lower than number of meals that have been claimed, etc.)

Describe the sponsoring organization's back up plan for completing visits in the event that a monitor is on medical leave, on vacation, leaves employment or is otherwise unable to complete the required reviews.



Describe the sponsoring organization's procedures for identifying potential fraudulent situations, e.g., block claiming, excessive meals claimed for supper and weekends, etc. Describe how the sponsoring organization follows up on potentially fraudulent situations.

Describe the sponsoring organization's procedures for contact with parents (mail, telephone, survey, etc.) in evaluating provider performance and accuracy of claims. If a certain percentage is not done routinely, what are the indicators that trigger parental contact? Describe how the sponsoring organization documents that parent audits have been done. Attach sample parent surveys, telephone interview scripts, etc. that are used by the sponsoring organization. These documents may be uploaded as Supporting Documents in the online system.

Describe how the sponsoring organization determines training needs of its staff. Describe the sponsoring organization's system for conducting and documenting training of program staff. This could include monthly staff meetings, staff newsletters, instate training, national or regional conferences, etc. Annual training of key staff is required; this includes annual training of monitors and anyone involved in CACFP functions, person compiling claims, etc. Training should be appropriate to the level of staff experience and duties.  Absence of training for staff has been identified by USDA as an Indicator of Potential or Existing Problems.

Describe or attach the sponsoring organization's policy and procedures for referring providers to the Health and Human Services System (HHSS) or child protective services (CPS) when violations or safety concerns are noted. These documents may be uploaded as Supporting Documents in the online system.

SECTION 5. OPERATIONAL PROCEDURES

Describe the procedure used to collect records from each provider to show a) number of children in attendance each day; b) number of meals claimed, c) income eligibility information, d) annual enrollment, e) race/ethnic category, and f) menus. For each type of record collected, describe the method used for collection, how frequently the records are collected and where the records are on file.

Describe the sponsoring organization's system for making Tier I day care home determinations. Describe what method(s) are used to apply the school and census data and what specific steps are taken to identify low-income households of day care home providers not located in low-income areas.

Describe how the sponsoring organization notifies Tier II home providers of their reimbursement options.

Describe the method used by the sponsoring organization to reimburse providers (actual, blended, claiming percentages).

How are provider's meal counts tallied?

How does the sponsoring organization notify a provider of the reason that meals are disallowed?

How and when are menus reviewed for compliance? Explain if this is done during the home visit, during claims processing, etc. If a monitor notes noncompliance with meal pattern during a home visit, how is this deduction processed during claims submission?

Describe the sponsor’s system for monitoring block claiming. A block claim is defined as a claim with no variation in meal counts, for any single meal type or combination of meal types, for any continuous 15 day period within the month. Include a description of the sponsor’s system for scheduling and conducting unannounced follow-up reviews within 60 days of the submission of a block claim. Describe how the sponsor will determine and document that there is a valid reason for a block claim. Describe the sponsor’s system for conducting a 5-day reconciliation of meal counts and determination of overclaims or other action(s).

How does the sponsoring organization verify the eligibility of providers, participants, meal service times and meal types before claims are processed for payment?

Describe the sponsoring organization's procedures for disbursing payments to providers to assure that providers are paid within five days of the receipt of funds from the state agency.

SECTION 6. INTERNAL CONTROLS

Describe or attach copies of the sponsoring organization's policies and procedures for financial management, which include: 1) purchasing and requisition, 2) income and expense accounting, 3) processing invoices, including payments from petty cash, 4) reconciliation of expenses and 5) payment authorization procedures, including approval of CACFP expenditures and persons authorized to approve expenditures.

Describe or attach copies of the sponsoring organization's procedures for tracking and reporting administrative costs/reimbursement and tracking expenses to specific cost line items and/or programs, including comparing CACFP expenses to the approved budget.

Describe the sponsoring organization's procedures for compiling and reporting administrative costs to the state agency. Describe procedures for submitting administrative expense information to the state agency.

Describe the sponsoring organization's procedures in the event expenses deviate from budgeted line items.

Describe or attach copies of the sponsoring organization's purchasing policies and procedures, and the bid process used. All purchases in excess of $10,000  must be formally procured. All service contracts in excess of $25,000 must be formally procured. It is strongly urged that sponsors obtain a minimum of three bids for purchases of items in excess of $500.

Does the sponsoring organization use a paper ledger or accounting software? If accounting software is used, list the name of the software package.

What back-up system is used in the event that the accounting system is not available (theft, property damage, system crash, etc.)?

What type of accounting system does the organization use: cash or accrual?

How many bank accounts does the sponsoring organization use for CACFP monies?

Describe how provider reimbursement funds are separated from administrative funds.


SECTION 5. BUDGET AND BUDGET JUSTIFICATION

Administrative Budgets - Basic Criteria

The entire sponsor budget must be summarized in Attachment F - Annual CACFP Budget for Family Day Care Home Sponsors. In addition, an itemization, explanation and justification for each line item must be submitted.

For renewing sponsors, budgets will be compared with budgets submitted by the sponsor in prior years. Past reviews and audit findings will also be used in evaluating current year budgets. 

For renewing sponsors, projected revenue should not exceed regulatory formulas (homes times rates) plus a reasonable historical growth factor. Budgets whose totals exceed revenue projections cannot be approved.

Sponsors with multiple funding sources must either submit a cost allocation plan for approval or supply a cost allocation plan as approved by the appropriate cognizant agency. Sponsor budgets must also include and document the source and amounts of non-Federal funds dedicated to unfunded CACFP budget costs.

The sponsor's chosen accounting method must be either cash (expenses and income reported when paid/received) or accrual (expenses and income recorded when incurred). Sponsors that use a cash basis must report based on accrual of costs on the final claim for the fiscal year, so that all costs incurred during that fiscal year are reported in the correct period.

Examples shown are for illustration purposes only. Sponsors should itemize and explain budget items in as much detail as possible.

Amendments

Amendments to the approved budget that vary by 10 per cent (up or down) by line item must be approved by NDE. Sponsors must submit a narrative explanation of the reason for the budget amendment to NDE. When submitting amendments for approval, sponsors must explain why another budgeted line item has excess funds which may be transferred to another line item for which an increase is being requested.

100 - Salaries and Benefits

The salary and benefit outlays (by employee and sponsor-wide) to total sponsor revenue will be compared to determine whether a) the sponsor can afford the wages they have budgeted, b) these resources could be better used in other areas of the program and c) whether the majority of salaries/benefits are disproportionately allocated to the sponsor's top officials. Budget requests with salaries that are disproportionately allocated to the sponsor's top officials may be reduced by employee or line item if adequate justification is not provided for such salaries based upon the employee's duties and level of responsibility. 

Employee work schedules (FTE and provider caseload) will be examined to determine whether adequate staffing is available for the proper administration of the CACFP. Information from employee job descriptions regarding levels of responsibility, educational qualifications, etc., will be used to determine whether salaries reflect job requirements.

Information on employee time spent on CACFP (FTE) will be used to determine whether salaries are appropriately prorated. Salary allocation must be based on actual hours worked on CACFP. Time studies, estimates or general percentages cannot be used. Time certification documentation may be requested as additional documentation.

Sponsor size, geographic location and function will be used to evaluate whether salary/benefit levels are reasonable in terms of what similar institutions are paying their employees.

The feasibility of running the program properly without a cost will be examined  (e.g., the cost of a nutritionist with a Ph.D. as compared to one with a R.D.).

Benefits must be itemized by type and portion of benefits paid by CACFP. This will be used to establish what types of benefits the sponsor offers its employees and how much of these costs are charged to the CACFP. Benefits must be charged in the same manner as those salaries upon which the benefit is based.

The sponsor will provide written personnel policies governing benefits (e.g. vacation and/or sick leave, health insurance, retirement benefits, etc.). These policies will be evaluated to determine whether benefits are limited to specific individuals, under what circumstances employees quality for benefits, whether employees contribute to their benefit packages, and how accumulated fringe benefits are reconciled in the case of employee termination. Written policies must be consistent with those employees budgeted to receive benefits.

Retirement/insurance costs must be associated with defined plans. Plans must provide coverage to allowable personnel according to the sponsor's written policies.

100 SALARIES AND BENEFITS

100.1 Salaries - Include all salaries allocated to CACFP. Complete the Staff Profile in the online system for all employees working in the CACFP.
100.2 Fringe Benefits - Identify all benefits by amounts.
100.3 Taxes - Identify all taxes by type and amounts for each type.
100.4 Indirect Costs - Identify amount, rate and source of rate.  If there is no approved plan, these costs are not allowable. The approved plan will be reviewed for information on the indirect cost rate, the base that is used, the method used, and the effective period for the approved plan. The plan cannot be out of date. For nonprofit institutions, the plan will be reviewed for adequacy. Public agencies and large nonprofits (more than $10 million in Federal funding) which receive funding from multiple Federal sources may submit a plan approved by their cognizant agency. Plans submitted by nonprofit institutions that receive only CACFP funding will have to be approved by the state agency. At a minimum, the plan just separate indirect costs into two categories - Facilities and Administration. Refer to OMB Circular A-122, Attachment A.  Sponsoring organizations may not simply create an indirect cost rate. The plan submitted must be developed based on audited financial information, time documentation reports, etc. Further, the underlying financial information must be audited annually and adjustments made to the plan to reflect actual costs.

200 - FOOD SERVICE (CENTERS ONLY)

Since family day care home sponsors do not provide meals for participants, the section for food service is not applicable. Food purchases used for  demonstration purposes in nutrition education training for providers may be reported and itemized as Educational and Training Supplies (300.12).

300 - OPERATING EXPENSES

300.1 Postage - Itemize major anticipated expenses such as postage for newsletters, general correspondence, mailing reimbursement checks, etc.  Indicate if postage is paid to consultants. This will be compared with the previous year's budget to identify increases. If amounts have increased significantly, documentation and justification will be required.

	Example of Response

Newsletter
350 copies x 4 times per year x $0.65 	$  910.00

Mailing Reimbursement Checks
350 x 12 times per year x $0.37		$1,554.00

All consultants work out of the organization's central office, so there is no need to reimburse consultants for postage.



300.2 Telephone - Indicate if consultants are reimbursed for telephone expenses. Indicate if the agency provides cellular telephones to staff or if staff use personal cellular telephones and are reimbursed for business use. Attach a copy of the organization's policy regarding reimbursement of telephone calls and usage of cellular telephones. The sponsor should include its policies on personal and business use of the sponsor's communications systems, which employees may use them and under what circumstances. Policies will be reviewed to determine whether the extent to which the communication systems are used is reasonable (e.g. if cellular telephones are issued to all employees, is that a necessary expense for the proper administration of the program). Copies of cellular telephone contracts should be included as documentation. If sponsor policies indicate that communication systems can be accessed for employees' personal use, it will be evaluated if the personal use is reasonable or excessive, and sponsor policies may need to include procedures for employee payment of their share of communication costs (or be included as part of the employee's taxable income).

Budgeted telephone charges should be broken out by local, long distance, service charges, etc. This information will be used to assess the reasonableness of sponsor charges. If long distance charges far exceed local charges, justification may be required. If costs have increased significantly, justification may be needed.

Unless the sponsor maintains separate communication systems/phone lines for CACFP, the sponsor's allocation method for telephone service must fairly measure the extent to which this cost benefits the CACFP.

	
	Example of response	

2-Line Business Telephone
$75.00/month x 12 months	$ 900.00

Long Distance
$50.00/month x 12 months	$600.00

2 Cellular Phone Contracts for Sponsor purchased
cellular phones (purchased in 1998).
$69/month (300  minutes) x 12	$828.00
Aztec Cellular (copy of contract attached)

The agency provides two cellular telephones for use by field consultants. Telephones are not issued on a permanent basis to employees, but may be checked out when consultants are conducting home visits. A copy of the organization's personnel policy regarding use of cellular telephones is attached.





300.3	Printing, Reproduction - Itemize all anticipated printing needs, such as Income Eligibility Forms, provider handbooks, recipe books, meal count sheets, newsletters, etc. The CACFP share of printing and reproduction must be charged based on an allocation method that is consistent with actual use. Documentation may include copies or orders or proposals for commercial printing, or documentation detailing what materials will be produced commercially, quantities, cost per unit, etc., if applicable. This information will be used to determine whether quantities are excessive for the number of providers administered and whether the cost per unit is reasonable.

	Example of response

Food Charts for Providers
1,000 at $1.00 each	$1,000.00

Newsletter
350/month at $0.50 each x 12 months	$2,100.00

Attached is a copy of the commercial printing bill for the newsletter for last fiscal year from Ace High Publishing, Inc. We anticipate a 10% increase in printing costs for the next fiscal year.





300. 4  Dues and Subscriptions and Memberships - List all appropriate organizations to which dues are paid, as well as itemizing subscriptions to periodicals. Descriptions and the nature/purpose of each should be provided. This will be reviewed to determine whether the nature of the membership or subscription benefits the sponsor's administration of the CACFP and whether the cost is reasonable in terms of the benefit it provides. The membership/subscription must be in the name of the organization, not an individual employee. Costs of memberships/subscriptions that involve or promote lobbying activities are unallowable.

	Example of response

Dues
Nebraska Family Child Care Association	$15.00
CACFP Sponsors Association	$35.00

Subscriptions
Cooking for Kids	$35.00
Clipart for Today	$52.00

Membership in the Nebraska Family Child Care Association and the CACFP Sponsors Association are in the name of the organization. Cooking for Kids is a quarterly publication which includes recipes and activities for children. We use this in developing many of our training activities. Clipart For Today is a monthly publication which includes drawings of children and food. We use this in our newsletter and for nutrition handouts we develop for providers.




300.5 Conference Registrations - Include registrations for meetings and workshops, etc. to be attended by staff. Indicate the meetings and the expected date and number of staff who will attend.  Out of state travel must be approved in advance by the state agency on a per trip basis. 

	Example of response

CACFP Sponsors Association
September YEAR
2 staff @ $75.00 ea.	$150.00

American Dietetic Association
August YEAR
1 staff @ $200.00	$200.00

Two staff members will attend the CACFP Sponsors Association meeting out of state in September YEAR. Names of staff to attend will be submitted when advance approval is requested. Our registered dietitian plans to attend the American Dietetic Association conference in August YEAR.




300.6 Rent of Building - Include rent for office and storage space. Costs for meeting space rental must be included under Education and Training. Necessary documentation may include the rental/lease agreement and procurement records, if applicable. Documentation of actual time/space usage for CACFP may be required. The lease/rental agreement will be used to determine what services are included in the lease (janitorial, maintenance, utilities, etc.). It will be verified that these costs are not reported separately in the budget request. Rental/lease costs that are budgeted must be consistent with the amounts established on the rental/lease agreement. Proper procurement procedures must be followed and documented, if applicable. The sponsor's allocation of space costs to CACFP will be evaluated for consistency and reasonableness. If wages are prorated, it is likely that space costs must be prorated also. Employee time charged to CACFP will be evaluated for consistency with space charged to CACFP.

	Example of response

2,000 sq feet office space
$2,000/month x 12 months	                $24,000.00

A copy of our rental agreement with M & S Properties for building space is attached.




	
300.7 Utilities - Include monthly or regular cost of gas (heating), water, electricity, sewer, etc.

	Example of response

Electricity
$200/month x 12 months	$2,400.00

Gas, sewer & water included in rent (see rental agreement with M & S Properties).





300.8 Data Processing - Include costs for leasing data processing equipment or contracting for data processing development in addition to expected usual costs for data processing. Data processing hardware and software should be listed under 500 - Capital Outlay.

	Example of response

Contract with DotCom, Inc. for software
updates for managing provider database
and claims processing. 	$1,500.00
Copy of contract is attached.





300.9 Maintenance of Office Equipment - Indicate all service contracts for office equipment.

	Example of response

Photo copier rental - Zeromark Copiers
$200/mo x 12 months	     $2,400.00

Estimate of repair/maintenance for VCR,
overhead projector	$200.00

A copy of our contract for leasing and maintenance our photocopier is attached. We use the VCR on a regular basis for providers to view videos in our training center. Routine maintenance and cleaning is required. The overhead projector requires routine maintenance as it is used at least twice a week for our training workshops.





300.10 Office Supplies - Durable supplies and expendable materials that do not meet the definition of equipment are considered supplies. Include general office supplies such as paper, desk supplies, computer paper, and newsletter supplies. The CACFP share of supplies must be charged based on an allocation method that fairly measures the extent to which this cost benefits the CACFP. Budget will be reviewed to determine if budgeted amounts appear excessive or have significantly increased.

	Example of response

General office supplies - pens, notepads, desk
supplies, staples, post-its, file folders, paper,
etc.		$750.00





300.11 Advertising, Promotion - Include information about total advertising costs, including the purpose and content of advertisement. Advertisement costs should be reasonable in terms of the type of advertising medium being paid for and should directly benefit the CACFP. The reasonableness of the costs in terms of the type of public outreach (brochures, news releases, web sites, etc.) will be evaluated. Costs involved in soliciting non CACFP business are unallowable. Costs in this line item may not be duplicated under Printing and Reproduction. The purpose of the advertising/public information must be necessary for the function of the sponsor (e.g., a large sponsor or one which has demonstrated growth without the used of public outreach may not be able to justify these costs). 

	Example of response

Aztec Telephone
Yellow Pages advertising
annual cost	$300.00

Zipalong Internet Service
Web site maintenance
19.95/month	$239.40

The cost of developing our web site was included in last year's budget. Monthly maintenance for site updates is $19.95/month. A copy of our contract with Zipalong Internet Service is attached. This fee also includes one email address and dialup service.




300.12 Educational and Training Supplies - Include the cost of training supplies and materials and a description of the supplies and materials. Costs of training materials may not duplicate budgeted amounts under Printing and Photocopying. Copies of facility rental contracts may be used as documentation if the same space was used for training in previous years. Facility costs must be reasonable and necessary for the size and scope of the training (e.g., could the training be conducted at the sponsor's office or someplace less expensive?). Unallowable services may not be included in the cost of renting a facility (e.g., entertainment).

	Example

Workshop rental space
Happy Town Inn
3 workshops at $75/each	$225.00

Handouts for monthly workshops
10 handouts (pages) x 100 providers
x 12 months x 12 cents	$1,440.00 

Three times each year, we provide a full day training which attracts approximately 150 providers. Since the training room in our offices will only accommodate 25 providers, we rent space at Happy Town Inn for the three Saturday training workshops. 





300.13 Consultant Fees (contracted trainers, speakers, etc.) 

	Example of response

Deborah Dietitian, R.D. - one hour keynote
and 2 breakout sessions at May Provider Day	$300.00

Ms. Dietitian has conducted workshops for us in the past. A copy of last year's contract is attached. We do not anticipate any increase in her fees for this year. 



400	Travel Expenses - Include mileage costs associated with home visits as well as other travel costs. Both in- and out-of-state travel costs, broken out by employee, including detail on destination/purpose of trip, number of travelers, length of trip, transportation costs, lodging costs, and per diem costs. This will be evaluated to determine whether the number of trips and travelers per trip are necessary or excessive and whether appropriate sponsor staff are assigned travel. The purpose for each trip will be evaluated and determined whether travel is necessary for the proper administration of the program. Lodging and per diem costs will be evaluated for reasonableness. If excessive, additional justification may be required. Documentation would include the sponsor's written policies regarding travel, who travels and under what circumstances, what per diem rates may be claimed, when per diem and lodging can be claimed, etc. The sponsoring organization's written policies must be consistent with budgeted costs and per diem rates must be reasonable.  Out of state travel must be approved in advance by the state agency.

400.1 Board and Lodging

	Example of response

High Town Inn, Big City, USA
3 nights at $99.00 each, tax included	
(for two staff attending The Sponsor Association
conference)							$297.00

Board
3 days @ $45/day x 2 staff
Big City USA							$270.00

We plan to send two employees to The Sponsor Association meeting next September, funds permitting. If funds do not permit, one staff member will attend. All home visits are less than 30 miles from the sponsor headquarters, so no in-state overnight lodging is budgeted.



400.2 Commercial transportation

	Example of response

Round trip airfare for two persons to Big City,
USA for The Sponsor Association conference
2 fares at $400.00 each, tax included			$800.00

We plan to send two employees to The Sponsor Association meeting next September, funds permitting. If funds do not permit, one staff member will attend.





400.3 Personal vehicle mileage - Include mileage estimates for each employee, indication of the purpose of travel (if a certain employee claims mileage for different purposes, it is helpful to have a breakout of mileage claimed for each type of trip), vehicles to be used, and mileage rate to be applied. Personal vehicle mileage reimbursement may not exceed the rate paid by the State of Nebraska. This information will be used to develop a clear picture of who travels and how much (e.g., does the executive director claim more mileage than the monitors, and if so, why, etc.). Mileage levels for each employee will be reviewed for reasonableness and must be consistent with the size and geographic area of their caseloads. Each trip budget for mileage must be necessary for the operation of the CACFP. The mileage rate must be appropriate and consistently applied. Mileage rate may not be claimed for leased vehicles.



	Example of response

50 home visits per month; approximately 200
miles/month @ .345/mile				$744.00

We have one field consultant who conducts home visits. This employee uses her personal car and is reimbursed for personal vehicle mileage. Average number of miles per month is based on mileage claimed for previous fiscal year. A copy of the sponsoring organization's policy for mileage reimbursement is attached.




400.4 Miscellaneous travel  - Include any travel expenses not included above.

500	Capital Outlay - 	Purchase orders may be used as documentation. This information will be verified to assure that the organization, not a private individual, will hold title to the equipment. The cost of the equipment and budgeted costs must be consistent. If individual costs exceed $10,000, the equipment must be properly procured, and procurement documentation on file. In the case of equipment rental/lease, submit copies of the rental/lease agreement showing that the lease is in the name of the organization. The cost on the agreement and the budget must be consistent. If costs associated with equipment maintenance are included in the rental/lease agreement, these costs may not be reported elsewhere in the budget. Unless the sponsor maintains separate equipment for CACFP use only, the sponsor allocation method must be consistent with actual time/space usage.

500.1 Office Equipment - Itemize any office equipment that is not considered computer hardware.

	Example of response

FAX machine					$300.00

We have had our current FAX machine for four years and it is in need of replacement. This was in last year's budget, but we did not have funds to make this purchase last year. 




500.2 Data Processing - Hardware - Include computer related hardware

	Example of response

Computer printer
ZippDeDoo Inkjet Printer
Model TX-1000					$600.00

Our current printer has been in use for four years and needs to be replaced. This new printer would be used for printing provider checks, correspondence, and our quarterly newsletter.




500.3 Data Processing Software - purchasing & upgrading software

	Example of response

WordWork 2000 Software Upgrade	$75.00
Spreadsheet Pro 2000 Upgrade	$100.00

Upgrades for existing software are available and offer additional enhancements to the software packages we are currently using.





600	Miscellaneous Expenditures - Include the total contract cost and description of contracted services to be rendered. If known, attach copies of contracts and include the name of the contracted personnel or businesses. This information will be reviewed to determine whether the cost of the contract is reasonable in terms of the services to be provided; the cost appears excessive or questionable, additional justification may be required. Employees of the sponsoring organization and relatives of employees of the sponsoring organization may not be contractors. If the contract exceeds $10,000 proper procurement procedures must be followed. Unless the contract is for CACFP-specific services, the CACFP share of the contract must be based on an allocation method that is consistent with actual benefit to the CACFP and/or actual time usage/approved cost allocation plan. 


600.1 Equipment Leases - Itemize each lease, including vendor's name, the amount and reason for leasing. Copies of all leases must be submitted for review.

600.2 Insurance - Describe each type of insurance, cost and the time period covered.

600.3 Professional Fees - Indicate the person or activity, cost and time period covered. Provide a description of service provided.

600.4 Accountant Fees - Indicate the person or activity, cost and time period covered.

600.5 Bank Service Charges - Include the cost of bank charges, including a description of the nature/purpose of the charges. This will be reviewed to ensure that charges for fines, penalties, insufficient funds or interest are not included. These costs are unallowable.

600.6 Audit - Audit costs that are budget must be consistent with the bid amount. Unless the sponsoring organization is funded solely through CACFP, the sponsor's audit cost allocation method must ensure that audit costs budgeted do not exceed the portion of the audit's cost equal to the CACFP's pro rata share of total funds expended. Institutions that are required to submit an audit  during past fiscal year(s) must have done so. Institutions found to be delinquent in submitting audits to the state agency must be declared seriously deficient and, if they fail to comply, must be terminated.

600.7 Bonding - Bonding costs are only allowable for those employees who handle or process the organization's funds. Include a copy of the bond agreement, including the name(s) of employee(s) covered and the extent of coverage. The bond must be made payable to the state agency, not to the organization or an individual.


Attachments

Attachments may be uploaded in the Supporting Documents section of the online system.

1. 

2. 

3. 




Attachment B - Agency Revenue
Attachment C - Board of Directors
Attachment F - Annual CACFP Budget Justification Narrative. NOTE: The budget must be entered in the online system.

Rental, lease and maintenance agreements - Attach any that have changed or are new since the previous fiscal year management plan.

Copies of all forms and form letters used in the management of CACFP - used by providers, by households, and internal use. Attach any that have changed or have been developed since the previous fiscal year management plan.

Minutes of the meetings of the governing board for the most recent fiscal year

Organizational chart

Policies and procedures as necessary to respond to individual questions in the management plan

Copy of appeal and hearing proce


2

