Michigan Department of Education
Child and Adult Care Food Program

Instructions for completing the Claim for Reimbursement Worksheet

A.  General Information  
1. Enter the Total Number of days food service was provided during the claim month.

2. a.
Enter the Average daily attendance.  Include each individual enrolled child who walks through the door each day (includes At-Risk and Emergency Shelters), and divide that total by the number of days reported in #1.  Round up the result of this calculation to the nearest whole number.  Centers with half-day sessions with different children attending each session will count each child separately.  For sponsors of two or more sites, add the average daily attendance for all sites and report the total.

(2 b., 2 c., and 2 d. will not appear unless the information pertains to the institution.)  

b.
Report the Average daily attendance for at-risk afterschool snacks;
c.
Report the Average daily attendance for at-risk afterschool suppers;
d.  Report the Average daily attendance of homeless children in 
emergency shelter(s).

3. Enter the Number of child care centers participating in the CACFP during the claim month.  Do not include any sites not claiming for that claim month.

4.  Report the Total monthly CACFP enrollment using the largest number of children enrolled for child care for the claim month (includes At-Risk and Emergency Shelters).  Documentation of enrollment is a statement signed by the parent or guardian indicating the child is enrolled for child care (filled slots) for the claim month.  For institutions participating in the At-Risk Afterschool Snack/Supper Program, enter the highest attendance of any single day of the month, or add that number to day care enrollment and report the total.  Emergency shelters claiming meals/snacks served to homeless children should add the largest daily total number of registered children during the claim month.

B.  Food Service Income (round to nearest dollar)
1.  Report Program Income, such as payments received for meals served to children charged separately for meals and payments received from non-program adults/children.  Do not include CACFP reimbursement.  Claim reimbursements will be added automatically to the Nonprofit Food Service Report.

2.  Report Other Income, such as funds committed by the institution to cover CACFP costs and/or funds received for the operation of the food service.

3.  Total Income will automatically calculate.  Food service income must be retained and used in the institution’s non-profit food service account.
C.  Food Service Operation and Administrative Costs
1.  Report the cost of Food purchased for CACFP meals and snacks.  Include costs associated with meals obtained from food service management companies or schools.

2.  Report the cost of Non-Food Supplies including paper goods, small cooking utensils with a value of less than $5,000, food service cleaning products, food service equipment replacement parts, and repairs used in the operation of the CACFP.  Refer to the CACFP website at www.michigan.gov/cacfp for the list of allowable and non-allowable food supplies costs.  Some costs may require proration.
3.  Report the monthly Administrative costs incurred in planning, organizing, and managing the food service operation under the CACFP.  Examples of administrative costs include salaries, wages and fringe benefits to:

· complete CACFP application materials;

· compile daily records to complete the claim;

· review and approve income eligibility statements;

· conduct CACFP training for staff;

· prepare and submit the claim; and

· conduct monitoring and training visits to sponsored centers. 

4.  Report the Food service labor costs associated with the serving of meals and snacks.  Examples of food service labor costs include:

· meal preparation, serving, and clean-up of CACFP meals;

· supervision of day-to-day food service operations, including supervision of children during the meal service; and 
· recording meal attendance during the meal service.

5.  Report the prorated cost of utilities, janitorial services, trash removal, rent related to the food service, and the CACFP portion of the cost of central accounting staff and receptionist salaries in the Indirect cost field.  Keep the documentation of calculations used to determine the indirect costs on file along with supporting cost documentation.

6.  Report prorated Depreciation for non-expendable personal property (with a value of over $5,000) used in the operation of the CACFP.  Document all calculations and keep a copy of the depreciation schedule on file.  Depreciation cannot be used to reduce the non-profit food service cash account balance.  Few institutions will report depreciation.

7. Total Costs will automatically calculate.

D.
Site Data Entry

· Each site has a separate Site Data Entry page.  Entry fields will appear for all approved meal types.  For-profit sites have an additional section to complete below the meal number entry area.  
· Report the total number of reimbursable meals and snacks served to children at the site listed on the Site Data Entry page during the claim month.  Enter the meal counts by category (A, B, C, or Homeless) and by type (breakfast, lunch, etc.).  Do not include more than two meals and one snack or one meal and two snacks per child, per day.  Exception:  Approved emergency shelters may claim up to three meals per child, per day.  Records of meal attendance taken at the point of service, must be on file to support all meal totals reported in this section.  
· Institutions approved to claim At-Risk Afterschool Snacks/Suppers:   Report the reimbursable suppers and snacks under the far right columns labeled At-Risk Suppers and At-Risk Snacks.  
· Emergency shelters:   Report reimbursable meals and snacks in the Homeless category.  Approved emergency shelters may claim up to three meals or two meals and one snack per child per day.

· Private, for-profit institutions:  Complete a Title XX or F/RP Claim statement at the bottom of the Site Details box for each site.  Eligibility for a site claiming for a particular month under Title XX is determined by whether or not a minimum of 25% of the enrolled children or 25% of the license capacity, whichever is less, are Title XX beneficiaries.  

Eligibility for a site claiming for a particular month under F/RP is determined by whether or not a minimum of 25% of the enrolled children or 25% of the license capacity, whichever is less, are eligible for free or reduced price meals.

If a facility is approved as both Title XX and F/RP, designate under which category, Title XX or F/RP, the site is claiming for the claim month.

The Percentage of children who are beneficiaries will calculate automatically.  If the percentage is less than 25%, an error message will appear.
