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Time Certification Worksheet 

Fresh Fruit and Vegetable Program (FFVP)
INSTRUCTIONS: 
This worksheet should be completed for staff being paid with FFVP funds and performing food service duties for FFVP. Program costs are broken out into two categories: operating and administrative. Indicate the total number of hours per day spent on activities related to the FFVP in each category. 
The operating and administrative categories each allow labor and equipment costs (see FFVP handbook, p. 22, for information on equipment expenses). Please keep in mind that most of a school’s FFVP funds must go towards the purchases of fresh fruits and vegetables. All non-food costs must be carefully reviewed and deemed reasonable, given the extent of program operations (e.g., daily vs. twice a week, and produce that is served whole versus sliced and put in containers). Labor costs associated with the operating or administrative category must be minimal. 

Operating Costs

Operating costs are the costs of running your FFVP service, including costs associated with acquiring, delivering, preparing, and serving fresh fruits and vegetables. Examples of operating costs include: 
· Purchases of fruits, vegetables, or low-fat dip for vegetables only; 
· Buying nonfood items like napkins, paper plates, gloves, trash bags; 
· Value added services such as pre-cut produce, ready-made produce trays, and delivery charges; 
· Salaries and fringe benefits for employees involved is the washing and chopping of produce, preparing trays, distributing produce to classrooms, and cleaning up.
Administrative Costs
School administrative costs are limited to 10 percent of your school’s total FFVP grant. Schools must not exceed this limit. School administrative costs are the documented expenses you have for planning the Program, completing the paperwork, obtaining the equipment you need, and all other aspects of FFVP that are not related to the preparation and service of fruits and vegetables. Examples of allowable administrative costs include:

· Purchasing or leasing equipment such as refrigerators, coolers, portable kiosks, carts and portable food bars (you must prorate as appropriate if equipment is used for purposes other than the FFVP); 

· Salaries and fringe benefits for employees who compile and maintain claims for reimbursement and other financial reports, plan and write menus, order produce, track inventory, and coordinate promotion activities.
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I certify that this is an accurate record of the number of hours worked in the Fresh Fruit and Vegetable Program.
____________________________________________________________________________________________
Employee Name (please print legibly)                        

_________________________________________________________

____________________________

Employee’s Signature






Date
	A.  (HOURLY PAID STAFF)  

Total hours worked in FFVP _________ x $___________ (hourly wage) = $______________ (Total FFVP salary)

B.  (SALARIED STAFF)

Total hours worked in FFVP ________  (   Total hours worked ________ = ________%

                                                                                                                                    (
         Total Salary for month $____________ x ________% = $__________ (Total FFVP salary)

I certify that payroll records are on file to verify the total wages as listed above.

Signature & Title of person completing this information: _____________________________________________         
Date ____________________
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