BRIGHT FROM THE START 

SUMMER FOOD SERVICE PROGRAM (SFSP)
YEAR-END RECONCILIATION FORM INSTRUCTIONS

Annual Reconciliation
The Fiscal Year 2008 Omnibus Appropriations Act extends the cost accounting procedures known as the Simplified Summer Food Program to all States.  Beginning January 1, 2008, all Summer Food Service Program sponsors will receive the maximum “meal time rate” for operating and administrative reimbursements without regard to their actual costs.  Sponsors must maintain records of their cost records for review and audit purposes.  As part of the review process, sponsors are also required to submit an annual reconciliation report to Bright from the Start no later than 15 days after the final claim is submitted. A copy of these instructions is also being sent to you via email.  Additional copies can be requested by cont acting the SFSP Program Administrator, Nikki Venisee at 404-463-1494 or Falita Flowers, Program Manager at 404-656-6452.  
Annual Reconciliation Instructions

1. Complete the Year-End Reconciliation Summary Form I its entirety.

2. Complete the Actual Cost Column A.  The amounts in this column should be the same as the final approved budget amounts.

3. Complete the Actual Cost Column B.  The amounts in this column should only include allowable cost to operate and administer the Summer Food Service Program.

4. Compute net program income (total program income exceeds operational and administrative expenses) or net loss (total operational and administrative expenses exceed program income.
5. If there are excess program funds, determine how the funds will be used.

6. Sign and date the form.

Under the simplified procedures sponsors do not have to consolidate cost by category type for reimbursement; however the year-end reconciliation form is a budget tool that sponsors can use to manage the proper allocation of resources for the Child Nutrition Programs.   The sponsors must ensure that the Summer Food Service Program benefits to children are maintained. 

Excess Program Funds    This portion will be revised once the policy memo is completed to ensure the language is the same.
· FNS Instruction 796-4, Rev. 4 requires SFSP funds are used on allowable program-related costs. SFSP funds in excess of program costs should be used to improve the meal service or other aspects of the food program that directly benefit the children.
· The Simplified Summer Food Program now allows Sponsors to use excess SFSP funds on other Child Nutrition Programs.
· Sponsors that operate other Child Nutrition Programs throughout the year must keep the funds in the joint nonprofit food service account and use the excess SFSP funds to pay for allowable costs for the other programs or for the next year’s SFSP costs.
· Sponsors that do not operate other Child Nutrition Programs during the year are not required to return excess funds at the end of Summer Food Service Program operations.  However, organizations that expect to continue to sponsor the program in the subsequent years must keep any excess funds for that year’s operations.
DEFINITIONS:
Operating Costs: - expenses incurred by an institution in operating a food service under the Summer Food Service Program.  The expenses may include the following:
1. Cost of obtaining food

2. Labor directly involved in the preparation and service of food

3. Cost of nonfood supplies

4. Rental/Use allowances for equipment and space
5. Cost of transporting children in rural areas 
6. Mileage allowances
1. Food Cost is the expense of purchasing foods for consumption by children in the SFSP program or other Child Nutrition Programs.  Incoming transportation charges and cost of processing, distributing, storing and the handling of purchased and donated foods are allowable costs.  

If a food service management company (FSMC) is used, the cost of the delivered meals is entered in the Contracted Food Purchases subcategory
2. Program Operating Labor is the allocated cost for wages and benefits of any personnel used in the preparation, delivery, service and clean-up of meals to eligible children at a site. Operating costs for program labor also involve labor performed to accomplish:

· Supervision of children during meals

· On site preparation of records required for the program

3. Nonfood Supplies includes paper napkins, straws, dishwashing compounds, and equipment costing less than $5,000.00. 
4. Transportation of Meals to Sites - Costs directly associated with transporting food to children are allowable.  These costs are incurred when a self-prep sponsor uses a central kitchen, or transporting meals when a vended sponsor’s contract does not include the cost of transporting meals. 
5. Transportation of Children to Sites - Rural sponsors may claim the cost of transporting children to a central feeding location within rural areas as an operating cost.  The transportation expense may include the cost or percentage of costs of mileage, fuel usage and all other costs required to transport children to sites where meals are served. 
6. Facilities/Utilities - Facilities are considered to be the buildings or parts of buildings (land is not included), used for the preparation of food. Rental of dining space, which is not part of a school food service facility or a larger facility used for food preparation, is not an allowable cost.   
7. Food Service Equipment is equipment designed for the receipts, preparation, refrigeration, storage, cleanup, service and transportation of food. 

8. Utility costs are allowable costs incurred in the operation of facilities or equipment utilized for the program operation.

9. Depreciation expense is the allocation of the cost of a long-term asset/ nonexpendable asset to operations over its expected useful life.  

Administrative Costs - expenses incurred by an institution related to planning, organizing and managing the Summer Food Service Program.  The cost can be classified as direct or indirect.
10.  Office Expenses are the costs or the percentage of those costs for office space rental, office equipment rental, building insurance, office maintenance or utilities for use in the administration of the program.
11. Personnel costs include the following subcategories:

· Administrative personnel is the total or percentage of salaries allocated to the Summer Food Service Program for program administration.
· Accounting personnel is the total or percentage of salaries allocated to the Summer Food Service Program for those personnel responsible for accounting and bookkeeping functions.  
· Monitoring personnel is the total or percentage of salaries allocated to the Summer Food Service Program for program monitors.
· Clerical personnel are the total or percentage of salaries allocated to the Summer Food Service Program for program support of/by clerical personnel. 
· Personnel cost may also include the required taxes paid by the employer
12. Employee Benefits is the total or percentage of benefits allocated to the Summer Food Service Program staff.  

13. Supplies, Postage and Printing are costs or the percentage of those costs used for office supplies, in reproducing documents, mailing documents and making telephone calls for the administration of the program.

14. Training Expenses are the institution costs for conducting training for the program.
15. Travel Expenses are the costs for transportation, lodging, subsistence and other related cost for the employee to perform program operation.
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