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OFFICE OF SCHOOL READINESS

10 Park Place, Suite 200, Atlanta, Georgia 30303

(404) 656-5957

Sonny Perdue



  GOVERNOR
   

Memorandum

To:
All Administrative Sponsors and Day Care Home Sponsors Participating in the Child and Adult Care Food Program (CACFP)

From:   Karen Robinson, Division Director

Date:    January 24, 2003

Re:       Administrative Costs Audit Process
The purpose of this memorandum is to notify all administrative sponsors and day care

home sponsors participating in the CACFP of an administrative costs audit process the Office of School Readiness (OSR) will be implementing effective March 1, 2003.

OSR works to ensure that CACFP funds are expended appropriately and efficiently.  

Federal regulations require OSR to monitor the administrative costs claimed by sponsors participating in the CACFP.  Therefore, OSR will require administrative sponsors and day care home sponsors to submit a monthly payee listing of all centers/homes participating in the CACFP under your sponsorship.  This listing will provide OSR with the name of the centers/providers under your sponsorship, program eligibility determination for each center/provider, number and types of meals served, and the total reimbursement due to each center/provider.  The payee listing for administrative sponsors also requires the sponsor to list the amount of the administrative fee withheld from each sponsored center’s meal reimbursements.  The monthly payee listings must be submitted to OSR by the 15th of each month.  For example, your January 2003 payee listing is due by February 15, 2003.  If the original payee listing that was submitted is revised, you must submit a listing of only the centers/providers that have changes within 10 days of making the revision.  

Administrative sponsors and day care home sponsors will also be required to submit a monthly record of their administrative costs by the 15th of each month.  For example, your January 2003 monthly record of administrative costs is due by February 15, 2003.  This form requires sponsors to list all of the approved areas of their budget and the expenses they have incurred for the month in each area.  

In addition, OSR will audit the administrative costs records submitted monthly by administrative sponsors in further detail on a quarterly basis.  OSR will randomly select administrative sponsors each month of every quarter to be audited in more detail.  Upon notification from OSR, the administrative sponsor will be required to submit detailed records such as receipts, invoices, bank statements, etc., supporting the expenditures outlined in their monthly record of administrative costs for all previous months in that quarter.  For example, if the sponsor is audited in March 2003, they will be required to provide supporting documentation for their administrative costs for a prior month(s).    All administrative sponsors will be required to provide this detailed audit information at least once per quarter. The payee listings and monthly records of administrative costs submitted by each administrative sponsor will be reviewed again at the end of each fiscal year to ensure that the actual administrative reimbursement withheld by the sponsoring organization did not exceed the approved administrative costs budget percentage of the meal reimbursements for the budget year.  

Day care home sponsors will also have a midyear and annual review of their monthly payee listings and monthly records of administrative costs in order to make sure that the administrative costs claimed were allowable, necessary, and reasonable.  Day care home sponsors will be required to submit supporting documentation for their administrative costs that have been claimed for that fiscal year.  All sponsors should be prepared at any time to submit any records and supporting documentation for any administrative costs claimed in the CACFP (See CACFP/02-18 Recordkeeping Requirements for the CACFP).  Therefore, it is very important that sponsors maintain detailed and accurate records of their administrative costs.  

A copy of the payee listing and the monthly records of administrative costs forms sponsors will be required to submit to OSR on a monthly basis are enclosed.  Please review these forms thoroughly to ensure they are completed accurately. 

For questions concerning this memorandum, please contact Falita Flowers at 

(404) 656-6452.

