Filing an Annual Financial Report for the School Nutrition Programs

(webcast recorded August 2009)


Slide 1 – Hi.  I’m Linda Krueger, Nutrition Program Consultant with the School Nutrition Team at the Wisconsin Department of Public Instruction.   Welcome to this webcast on filing an Annual Financial Report for the School Nutrition Programs.  
Slide 2 - If you haven’t done so already, I recommend that you download a copy of the PowerPoint for your reference, along with the script (if needed) that accompanies this presentation.  Links to these are located in the far-right hand column on our School Nutrition Team Webcasts page. 

Slide 3 - This webcast will focus on completing the Annual Financial Report, which is required of all agencies participating in the National School Lunch Program.  
Slide 4 – First it is important to know about the different accounting systems used by the schools.  Public school districts in Wisconsin are required to use the Wisconsin Uniform Financial Accounting Requirements or WUFAR for the purpose of reporting financial data to the Department of Public Instruction.  While the WUFAR system is not used in the actual submission of the Annual Financial Report, the supporting documentation for revenues and expenditures will be accounted for under Fund 50 of WUFAR.  If you need more information or clarification on WUFAR, including account codes, you should visit the Department’s website.
Slide 5 – Private schools must maintain records to support non-profit status, but there is no specific record keeping system that they are required to use.  Milwaukee Parental Choice Schools must report financial information to the Department using the Financial Information Reporting.  Again, this report is different than the Annual Financial Report required for the School Nutrition Programs, but program revenues and expenditures for school foodservice should match in both reports.  The Department’s website for more information on FIR is on this slide.
Slide 6 – School foodservice is required to operate as non-profit.  Money in the foodservice account is to be used ONLY for program expenses or improvements to the program.  Accounting systems should provide supporting documentation as to the program’s non-profit status.  The purpose of the accounting procedures is to accurately record all revenues and expenditures to document the program’s financial status.  
Slide 7 – The Annual Financial Report includes all revenues and expenditures for your food service operation from July 1 through June 30.  The beginning fund balance reported on the Annual Financial Report should match the ending fund balance for the previous fiscal year.  The Annual Financial Report is required to be submitted annually by August 31, and is completed electronically.  This report serves to document your non-profit status.
Slide 8 – Instruction for completing the Annual Financial Report, including guidance for each one of the categories, can be downloaded from our Child Nutrition website as indicated on the slide.  When completing the Annual Financial Report, you will be asked to report all revenues and expenditures allocated appropriately by program (National School Lunch Program, School Breakfast Program, A la Carte and Afterschool Snack Program).
Slide 9 – To file the Annual Financial Report electronically you enter the On-Line Services from the main webpage on the Child Nutrition Programs website.
Slide 10 – Once you have pulled up the website and scrolled down to On-Line Services, you will see a yellow bar that says “Submit Claims for Payment (All Programs) and Enter School Annual Financial Report.”  Click on the link indicated by the red arrow on the slide – “Submit School Breakfast, School Lunch, EN and WSDMP Claim, Annual Financial & FNS-10 Report.”
Slide 11 – Once you click on the link, you will get this log in screen, where you enter your school-specific Agency Code and Password.

Slide 12 – On the next screen, you will want to click on School Nutrition Program.
Slide 13 – You will note that only the headings at the top of the page are changing at this point.  You now want to click on State Programs’ Annual Claim & Reporting.

Slide 14 – Click on Annual Financial Report. 

Slide 15 –Click on Enter Report.
Slide 16 – You are now ready to complete the report.  Start by choosing the month from the drop-down box.  You will always choose June for the Annual Financial Report.  Next, choose the year.  The year will always reflect the ending date of the report.  For example, when filing the Annual Financial Report for the 2008-2009 school year, you would select 2009 for the year.
Slide 17 – Enter your fund/cash balance at the beginning of the year, July 1.  This should match what you ended with on June 30th.  For example, the report for school year 2008-2009 would show the cash balance as of July 1, 2008.  This amount should match what was in the account on June 30th, 2008 (your ending balance for the previous year’s report).
Slide 18 – When entering figures into the Annual Financial Report, it is important that you NEVER use commas or dollar signs.  The system does not recognize either of these.  You should use the decimal point between dollars and cents as shown in the example on the slide.  If you have boxes in the report that don’t apply to your program and you have no amounts to enter, you need to enter a zero (0).  Otherwise you will receive an error message when trying to submit the claim.
Slide 19 – When reporting fund or cash balances, public school districts report their Fund 50 balance (not a cash balance) as of the beginning of the reporting year (the prior July 1).  Non-public and other sponsors report the total amount of food service cash on hand at the beginning of the reporting year (the prior July 1).  This total includes the total cash held in all food service checking, savings, NOW and/or other accounts.
Slide 20 – The cash balance cannot be a negative amount, but 0.00 is acceptable as a beginning balance.  If the balance is a negative amount, there must be a transfer of funds.
Slide 21 – You will note that there are four columns on the Annual Financial Report.  We will cover each of these columns in the next slides. 

Slide 22 – Each column reflects programs that revenues and expenditures must be allocated between.  The first is NSL.  Under this column, all expenses and revenues incurred for reimbursable and non-reimbursable meals served under the National School Lunch Program are accounted for here.  The second column, SBP or School Breakfast Program, is where all revenues and expenses for reimbursable and non-reimbursable breakfasts served are reported.  This column includes revenues and expenses for both the School Breakfast Program and Severe Need School Breakfast. 
Slide 23 – The A la Carte column includes any expenses/revenues incurred for items not included in the full lunches, breakfasts or Afterschool snacks. Expenses and revenues for the Special Milk Program (SMP), Wisconsin School Day Milk Program (WSDMP), Elderly Nutrition Program (EN) and the Fresh Fruit and Vegetable Program are also reported here.  The Snack column is used for expenses and revenue for reimbursable snacks claimed under the Afterschool Care Snack Program.
Slide 24 – There are two lines for reporting revenues and expenses are broken down in to 5 categories.
Slide 25 – The first two lines are where you report revenue, either as Transfers from the General Fund or All Other Fund 50 Revenues.
Slide 26 – If the food service account (Fund 50) is not balanced (negative) at the end of the school year, the agency must transfer money from another fund, usually the school’s General Fund (Fund 10 for public schools).  A transfer between funds is a cash payment without expectation of repayment.  Advances may be made on a temporary basis throughout the year but those not paid back by June 30th are reported as permanent transfers.  Transfers cannot be made to other funds from the food service account (Fund 50).

Slide 27 – Any revenues received by the foodservice account other than a fund transfer, are reported on the second line, All Other Fund 50 Revenue.  This includes student payments as well as federal and state reimbursement received for reimbursable meals, milk and snacks.
Slide 28 – Reimbursement received by the school is accompanied by a “transmittal notice”.  This notice indicates how much reimbursement was received for each program.  Make note of the red checkmarks at the end of the three rows.
Slide 29 – On the Transmittal Notice in the previous slide, it showed the amount of reimbursement received for Afterschool Snack, School Breakfast and National School Lunch.  This was the total amount of reimbursement received by the school for that month and should be recorded as revenue (a total of $5, 906.90).  You will note that the total revenue received is more than the total of the check as indicated on the Transmittal Notice.  That is because the commodity handling charges of $1,471.35 have been subtracted out.  This amount should be recorded as an expenditure under the National School Lunch Program. 

Slide 30 - The cash value of USDA donated foods or commodities should not be reported in any revenue or expenditure box on this report.  
The cash value of commodities is the price assigned by USDA to a donated food that reflects USDA’s current acquisition price, transportation and, if applicable, processing costs related to the food.  This is not the same as the state assessed commodity handling and processing fees. 
Slide 31 – Money collected for non-reimbursable meals, including those served to staff, visitors and other agencies should be reported as revenues on this second line.  Program adults are adults who have direct responsibility within the school food service program and are paid through that account.  Many times, program adults receive meals free and no money would be exchanged.  Non-program adults are any other adults, including staff or visitors.  The school food service account should always be financially compensated for meals served to non-program adults either through direct payment or a transfer of funds from another school account.
Slide 32 – Other sources of revenue include gifts and grants.  Currently schools may be reimbursed for equipment expenses if they qualified for an ARRA Equipment Grant.  Breakfast start-up and enhancement grants are another source of revenue.
Slide 33 – Revenue should be allocated in the column of the program it has been received for: National School Lunch, School Breakfast (including breakfast grant revenue), A la Carte which includes food/milk items sold separately from the reimbursable meal plus the Special Milk Program, Wisconsin School Day Milk Program, Elderly Nutrition Program and Fresh Fruit and Vegetable Program.  Money collected for extra milk purchased by students/adults at breakfast, lunch or other times throughout the day would be accounted for here.  The Snack column would include any revenues received for the Afterschool Care Snack Program.
Slide 34 – Most revenues received will be easy to determine how to allocate.  However, there may be an occasion where a revenue should be prorated out between two or more programs.
Slide 35 – Here is an example of prorating revenues:

School receives $8,000.00 reimbursement under an ARRA Equipment Grant, for the purchase of a dishwasher.
As the dishwasher is used for all meals served at the school, including breakfast and lunch, you would want to prorate the revenue between the two programs.
Foodservice staff estimates that the dishwasher is used about 10% of the time for breakfast and the other 90% for lunch, based on the amount of flatware and dishes used in preparation and service.
10% of the $8,000.00 ($800.00) would be allocated under School Breakfast Program and the remaining 90% of the $8,000 ($7,200.00) would be allocated to the National School Lunch Program.
Slide 36 – Expenditures are broken down into five categories.
Slide 37 – The first is labor expenditures.
Slide 38 – Labor costs include all direct food service labor expenditures, both wages and fringe benefits.  Labor should be appropriately allocated between the different programs and a la carte.  This can be determined by time studies or using meal equivalents.
Slide 39 – This slide shows how to determine meal equivalents based on formulas in the National Food Service Management Institute’s Financial Management Information System, published in 2005).  A lunch equals 1 meal equivalent.  3 breakfasts equal 2 meal equivalents.  3 Afterschool Snacks equal 1 meal equivalent.  A la Carte equivalents are determined by dividing the total a la carte revenue by the free lunch reimbursement plus the commodity value per meal.  Once you have figured meal equivalents, you can use the number of meal equivalents by program to establish percentages for allocating labor.
Slide 40 – The next category of expenditures is food.
Slide 41 – The cost of all edible product is included here, and allocated to appropriate programs and a la carte.  If purchasing meals from a vendor or through a joint agreement with another school, the cost of those meals would be reported as a food expenditure.  All refunds and rebates, including a refund for the value of commodities received by the food service management company, for food items must be reported as negative food expenditures. 

Allocations between programs can be made using actual costs or using meal equivalents to assess costs.
Slide 42 – Commodity administrative, handling and processing fees that have been deducted from your monthly reimbursement claim would be reported as a Food Expenditure for private schools.  Commodity administrative, handling and processing fees that have been deducted from your monthly reimbursement claim for public schools are reported as Purchased Services (payment to the state).
Slide 43 – You want to make sure that you are allocating milk costs out across programs so that expenditures are accurately reflected.  The amount of milk to include for food expenditures in the third column (A la Carte) can be obtained by subtracting the NSL and SBP milk (one half-pint per meal) from the total number of milks purchased.  The remainder can be charged to A la Carte, WSDMP and SMP.  When the count of the remaining milk is determined, multiply this number of half-pints by the average cost per half-pint to obtain the cost to report in the A la Carte column.  If you participate in the Afterschool Care Snack Program, and serve milk, you will want to make sure that you include the cost of those milk in the food costs reported in the Snack column.
Slide 44 – Next category is Equipment Expenditures.
Slide 45 – Report all nonexpendable equipment rental and purchase costs.  An individual item is considered nonexpendable if it costs over $500 per unit and is expected to last over one year.  Equipment costs, including equipment purchased through an ARRA Equipment Grant, must be allocated across programs.  Prorating costs should be based on the percentage of use of that equipment for each program, including use for a la carte items.  If you purchase a computer system for your program, those costs should be allocated by program as well.
Slide 46 – Next category is Purchased Services.
Slide 47 – Purchased Services may include (but are not limited to):  

· Food Safety Inspection fees 

· Contracted services, including management fee for a Food Service Management Company.

· Equipment or building repair.

· Services such as pest control, garbage pick-up, recycling services, laundry services, etc.

· Employee travel and/or training costs.

· Utilities, if separately metered or documentation to support amount charged to food service available to support the amount.

· Printing and copying expenses. 

· Commodity charges (for public schools).

Slide 48 – Wisconsin does not allow schools to charge indirect costs to the School Foodservice Fund.  Indirect costs are when a district charges a program with a percentage of general costs that have been incurred for common or joint purposes and can’t be readily identified as a direct cost.  In Wisconsin, in order to charge an amount for services to food service, costs must be specified and the amount to be charged supported by documentation.
For example, if charging the School Foodservice Fund for utilities, they must be separately metered or there must be documentation to support the amount charged to food service.  
Slide 49 – The last line is Other Expenditures.
Slide 50 - Other Expenditures include supply and material expenditures, plus any other expenditures not reported elsewhere, including:
· Plates, trays, flatware and other expendable equipment
· Napkins, straws and other paper supplies
· Cleaning supplies such as soaps, cleansers and other chemicals
· Liability insurance
· Property insurance
· Unemployment compensation
· Worker’s compensation
· Any other miscellaneous food service expenditures
Slide 51 – Once you have completed the Annual Financial Report, you need to fill in preparer name and phone number, as this certifies that the information is true and correct and that records are available to document what is in the report.  Then you can click “submit”.
Slide 52 – After submitting the report, you are able to go in under modify and make changes through the month of November, if you find that you have made an error or amounts have changed due to findings on a district audit.  You may also go into View-Print Report to view and print a copy of any submitted Annual Financial Report.  You will always want to maintain a hard copy of what you have submitted electronically.

Slide 53 – This is the View-Print Screen.

Slide 54 – From the View-Print Screen, you choose the month and year of the report you want from the drop-down box and then click on Search.

Slide 55 – You will then see a date of the report and a date that the report was submitted appear.  You can then click on Report Date to pull up the report.

Slide 56 – I can’t stress enough how critical it is for you to keep accurate financial records, allowing you to put together an accurate Annual Financial Report.  These records should be useful in assessing the financial status of your program.  Making program decisions and changes without knowing the financial impact is like jumping from a plane without a parachute!  Pretty risky to say the least.  
Slide 57 - If you have questions at any point in putting together or submitting your Annual Financial Report, or any other program questions, please don’t hesitate to contact us.  Phone numbers, email addresses and fax numbers are all posted under the Personnel Directory on our website.

Slide 58 – Non-discrimination Statement.

Slide 59 – Thank you.
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