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Fueling Oregon’s Future

Administrative Budget Guidance 

for 

CACFP Center Based Sponsors

 

Welcome to completing the CACFP 
Training – Administrative Budget 
Guidance for Center Based Sponsors 
presented by the Oregon Department 
of Education, Child Nutrition Programs. 
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General Budget Information

Each fiscal year sponsoring organizations must 
submit a food service budget to ODE CNP. 

The budget is used to determine if proposed 
expenditures are:

• Allowable

• Necessary

• Reasonable

And to assess the capability and 

financial viability of sponsors

2  

This training applies to multi-site 
sponsoring organizations including: 
child care centers, Head start programs, 
at-risk after school programs, 
emergency homeless shelters and adult 
day care centers. This training also 
applies to multi state sponsors. Multi 
state sponsors may have additional 
requirements not included in this 
training. ODE CNP will provide 
additional information to these 
sponsors and work with them on an 
individual basis.   
 
 
Federal regulations require that each 
fiscal year multi-site sponsoring 
organizations must submit a food 
service budget with sufficiently detailed 
information concerning projected Child 
and Adult Care Food Program (CACFP) 
earnings and expenses, in order for the 
State agency to assess the sponsoring 
organization's capability to manage 
Program funds.  All expenses must be 
necessary, reasonable and allowable 
per FNS Instruction 796-2, Revision 4. 
  
The budget must reflect the 
institution’s anticipated needs and 
financial resources to operate the 



CACFP. The budget will be utilized as a 
tool by the state agency to determine 
that new or renewing sponsors are 
financially viable per 7 CFR 226.   
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Budget Guidance

Budget must demonstrate institution’s ability to 

manage Program funds:

• FNS Instruction 796-2 Revision 4

• Guidance for Management Plans and 

Budgets

• 2 CFR Part 200 Uniform Grant Guidance

• 7 CFR 226 Child and Adult Care Food 

Program

3  

The budget must demonstrate the 
institution’s ability to manage Program 
funds in accordance with FNS 
Instruction 796–2 revision 4 (‘‘Financial 
Management in the Child and Adult 
Care Food Program’’), The Guidance for 
Management Plans and Budgets (A 
CACFP Handbook), 2 CFR Part 200 (The 
Uniform Grant Guidance) and 7 CFR 
226 Child and Adult Care Food Program 
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ODE Budget Sections:

Income (Schedule A) 

• Funds used to support the Program

Operating Costs ( Schedule B)

• Costs associated with serving meals

Administrative Costs (Schedule C)

• Costs associated with planning, organizing & 

management of the Program

4  

 
The center sponsor budget consists of 
three main sections. They are Income, 
Operational costs and Administrative 
costs.  
 
The Income section of the budget 
captures sponsor information,  the 
estimated annual CACFP 
Reimbursement,  and non-Program 
funds that will be used to meet CACFP 
program requirements.  
 
Operational costs are costs associated 
with serving meals to eligible 
participants. Examples of these costs 
are: food, food service labor, nonfood 
supplies and food service equipment 
 
 
Administrative costs are costs 

associated with the planning, 

organizing and management of the 

CACFP program. And include costs such 

as salaries and wages of staff to provide 

staff training, site monitoring, claims 

processing and reviewing & approving 

enrollment forms. 
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Budget Planning 

• Evaluate current expenses

• Plan for future expenses

• Identify any potential program changes 

• Adhere to the expenses on the Approved 

Budget 

6  

The budget must reflect each 
institutions anticipated expenses and 
income for the fiscal year.  
 
In order to develop a budget that 
closely approximates all anticipated 
expenses, sponsors will need to spend 
time evaluating their operating and 
administrative costs from the prior 
year and make adjustments as 
necessary to accurately reflect the 
upcoming fiscal year. Sponsors will 
want to: 
  
review site enrollment levels for  
increases or decreases, 
review the number of days of 
operation including  the number of 
meals to be provided,  
review site participation and staffing 
levels to ensure that the budget is an 
accurate reflection of the sponsoring 
organization’s activities, 
identify if new equipment will need to 
be purchased, and 
determine if the food service meal 
preparation type will change.   

 
 
Once the budget is approved by ODE 
CNP,  sponsors are expected to adhere 
to the budget. ODE CNP will evaluate 
adherence to the approved budget 
during sponsor administrative reviews. 
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Nonprofit Food Service 

• Maintain all records 

• Revenue is restricted to allowable costs 

• All excess revenue is used only to:

Maintain, Expand or Improve

the institution’s nonprofit 

food service for its participants. 
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All institutions participating in the 
CACFP must operate a nonprofit food 
service and maintain records 
documenting the operation of the food 
service. Nonprofit food service is 
defined as food service operations 
conducted by the institution principally 
for the benefit of the enrolled 
participants, from which all of the 
Program reimbursement funds are used 
solely for the operations of or 
improvement of such food service.  
 
 
Operating a nonprofit food service 
requires that all revenue received or 
accruing to the food service is 
restricted and used only for allowable 
costs. Any revenue in excess of 
expenses is used only to maintain, 
expand or improve the institution’s 
nonprofit food service for its 
participants. 
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Food Costs

Purchased Food Costs:

• Allowable Costs include meal   

ingredients & delivery fees

Adequate resources must be budgeted

• Minimum of 50% of Reimbursement

• ODE CNP will evaluate

Maintain Documentation

8  

 

 
 
The cost of food purchased to be used 
to prepare CACFP meals is an allowable 
operating cost. Food costs include the 
cost of ingredients to be used in foods 
that are served to the participants as 
well as applicable delivery fees, less any 
rebates and/or reductions to the price. 
All institutions must devote adequate 
funds to food costs.  
ODE CNP expects that all institutions 
should budget a minimum of 50% of 
the CACFP reimbursement for food 
costs. During the budget process, the 
finance and audit specialist will closely 
evaluate the amount of resources that 
each sponsor has budgeted for food 



costs and may need to contact sponsors 
about how the budgeted food cost was 
determined. The ODE CNP finance and 
audit specialist may require some 
sponsors to increase the amount 
budgeted for food costs. Remember, all 
records of the cost and quantity of food 
purchased and amount of food used 
must be maintained.  ODE CNP will 
require these records during an 
administrative review.     
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Required Administrative Functions

Adequate Funding sources for:

• Staff Training

• Site Monitoring

• Financial Management

• Record Keeping

• Claim Submission

Only use up to 15% of Reimbursement for 

Administrative Costs

9  

Administrative costs are costs 
associated with planning, organizing, 
and managing the food service 
operation. 
 
The budget must identify an adequate 
level of funding for all required 
administrative functions, including but 
not limited to training, monitoring, 
financial management, record keeping 
and claim submission. As part of the 
budget approval process, ODE CNP 
must determine if adequate funds are 
available for CACFP program purposes. 
 
A Sponsoring organization of centers 
assumes the administrative costs for 
the Child and Adult Care Food Program 
of its sponsored facilities. A sponsoring 
organization may apply a portion of the 
reimbursement received to costs 
associated with administering the 
CACFP.  This amount is limited to a 
maximum of 15 percent of the total 
CACFP reimbursement received. All 
administrative costs charged to 
program funds must be included in the 
budget.  
 
 
 



 
 
The estimated reimbursement is one part 

of the CACFP budget funding source. It is 

important to note: 
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Income

Funding Sources:

• CACFP  Reimbursement

• Non-program Funds

• Program Activities

• Unallowable costs &/or Overclaims

Available funding sources must cover all 

expenses.

10  

The CACFP reimbursement may not be 
sufficient to cover all food service 
expenses. As a result, sponsors will 
need to have additional sources of 
income available to cover Program 
costs.. For budget purposes, funding 
sources consist of the CACFP 
Reimbursement as well as non-program 
funds. Examples of non-program funds 
may include but are not limited to: 
Head start funds, other government 
sources, tuition, parent fees, cash 
donations, or agency discretionary 
funds, etc.  
 
Non program funds are required to be 
available and to be used to cover both 
program costs that exceed the CACFP 
reimbursement and to cover any 
potential over claims or any 
unallowable costs should they occur. 
  
ODE CNP will evaluate each sponsors 
budget to determine if they have a 
sufficient level of non-program funding 
available to cover program costs. 
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CACFP Reimbursement

Renewing Sponsors

Based on previous year’s total 

reimbursement

New Sponsors

Based on Appendix A and claiming 

percentages

11  

 
For renewing sponsors, the estimated 
CACFP reimbursement should be based 
on the previous year’s total 
reimbursement. If sponsoring 
organizations anticipate a change in the 
number of sites they will be sponsoring 
or if they anticipate an increase or 
decrease in participation levels, they 
will need to make sure the estimated 
reimbursement entered on the budget 
reflects the anticipated changes. In 
addition to the estimated 
reimbursement , USDA makes donated 
agricultural foods or cash-in-lieu of 
donated foods available to institutions 
participating in the CACFP.  Cash-in-lieu 
of USDA Foods is not included in the 
estimated reimbursement calculation 
and is not included on the budget. 
 
For new sponsors, the estimated CACFP 
reimbursement should be determined 
from a projection of enrollment totals, 
and estimated meals served for the 
year. Appendix  A located on the excel 
budget spreadsheet is a reimbursement 
estimation calculator that was 
developed by ODE CNP to guide new 
sponsors in determining a potential 
monthly reimbursement according to 
their claiming percentages. This tool is 
recommended for returning sponsors 
as well, but ODE CNP will require all 
new sponsors to complete Appendix A.   
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Non-Program Funds: 

Unallowable Costs/ Overclaims

All institution’s must have non-program funds 

available to cover overclaims & unallowable 

costs.

Costs that are not properly documented or not 

included on the ODE CNP approved budget 

are considered unallowable costs. 

13  

The budget must demonstrate an 
institution’s ability to manage the 
CACFP Sponsorship.  In addition to 
having a source of funds available to 
cover any program costs that occur in 
excess of the CACFP reimbursement, , 
institutions must have a non-Program 
income source or sources of funds 
available, to cover any unallowable 
costs or over claims, should they occur. 
Over claims and unallowable costs may 
not be paid from CACFP funds.  
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Unallowable Costs

Unapproved or Unallowable:

• Costs not included on budget

• Non-program costs

State agency must:

• Determine financial viability

• Establish an over claim and/or

• Declare sponsor seriously deficient

15  

CACFP funds may not be used to pay 
for unapproved or unallowable costs. 
Only costs included on the approved 
budget may be charged to Program 
funds. No portion of an unallowable 
cost may be charged to the Program.  
  
In the instance that an institution will 
wish to or need to make expenditures 
to support non-Program activities, the 
institution must use non-Program funds 
to cover the costs. 
  
ODE CNP has the authority and 
responsibility to determine that all 
institutions are financially viable; to 
establish an over claim if the sponsor 
used CACFP funds improperly; and/or 
declare a Sponsor seriously deficient on 
the basis of its improper use of CACFP 
funds. 
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Budget as a Management Tool

Refer to the budget all year long:

• Before making a purchase

• Submit a budget revision if necessary

• When charging expenses

• To adhere to line item totals

• To track and reconcile expenditures

All costs must be on an approved budget 

PRIOR to incurring the cost.

16  

  
As a best management practice 
sponsors should use the budget when 
making spending decisions.  If an item 
is not included in the approved budget, 
the sponsor will need to submit a 
budget revision to include the item in 
the budget. The cost may not be 
incurred prior to the approval of the 
budget revision.  
  
Sponsors should review the approved 
budget before charging expenses to the 
program.  If an expense is not in the 
approved budget, the sponsor must 
charge the cost to non-CACFP funds. 
  
Sponsors must review the budget to 



ensure they adhere to line item totals 
when claiming administrative costs 
throughout the year. 
  
Sponsors must regularly track and 
reconcile the year-to-date status of the 
administrative expenditures and the 
approved budget amounts. 
  
Remember- All costs charged to 
Program funds must be in the approved 
budget prior to incurring the cost. 
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Disclosure
Less-than-arms-length transactions include:

• Transactions between family members

• Transactions between an Institution and 

officers and/or employees

• Transactions where one party has 

significant control over the other party

Failure to disclose consequences:

• Disallowance

• Administrative or legal remedies

17  

All less than-arms-length transactions 
and must be disclosed to ODE CNP. A 
less-than-arms-length transaction is 
defined as one under which one party 
to the transaction is able to control or 
substantially influence the actions of 
the other party.  
 
Some examples of less than arm’s 
length transactions include but are not 
limited to those between:  
family members, between the 
institution and officers or employees or 
When one party has significant control 
over another party 
 
 Failing to disclose required information 
will result in the disallowance of the 
cost and may subject the institution, its 
principals, employees and others to the 
administrative and legal remedies 
available to the ODE CNP and FNS.  
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Prior Approval

• All costs require approval  

• These costs must be specifically identified 

by item and amount in the budget

• When properly disclosed, the approval of 

the budget meets the prior approval 

requirement

18  

All costs require approval.  Prior 
approval costs are costs that, by type or 
amount, require additional disclosure 
for ODE CNP to make an informed 
decision about the allow-ability of the 
cost.  When costs are disclosed fully 
and properly, the ODE CNP approval of 
the budget indicates that the item is 
approved, unless ODE CNP specifically 
disallows the cost in writing.   
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Specific Prior Written Approval

Non-routine CACFP program costs:

• Professional accounting services

• Legal services

• Communication or Technology systems

• General liability insurance

• These costs must be included on the 
Documentation sheet of the budget.

• ODE must Approve or Deny in writing

19  

Certain costs are not  allowed unless 
ODE CNP has provided the sponsor 
with specific prior written approval of 
both the cost and the amount of the 
cost that can be charged to the 
program before the cost is incurred.   
Such costs are not customarily incurred 
in the routine operation of the CACFP 
but can sometimes be necessary and 
reasonable for proper and effective 
program operations. Sponsors will be 
notified in writing of ODE’s approval of 
these costs, they will receive a letter 
from ODE CNP identifying each item 
that has been granted specific prior 



written approval. 
  
Some examples of costs that require 
specific prior written approval include 
but are not limited to: 
  
• Contracting for professional services 
• Charging Rental or lease costs 
• Costs of communication or 

technology services, supplies and/or 
equipment used for CACFP that are 
purchased or leased by the 
institution 

  
Sponsors must identify and request 
approval of these costs during both the 
annual budget approval process and 
when requesting a budget revision.   
  
Approval of a budget line item does not 
constitute adequate specific prior 
written approval for these costs.  These 
costs must be included on the 
Documentation Tab of the budget in 
order to meet the reporting 
requirements. ODE CNP must approve 
or deny these specific requests in 
writing.   
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Cost Sharing

• Benefit more than one objective or activity

• Only the share of costs that benefit the 

program can be charged to program funds

• Cost Allocation Plan

• Indirect Cost Rate

20  

Some costs may be pooled together in 
a way that the expense cannot be 
specifically assigned to the CACFP. 
When this occurs, and  benefits of a 
direct cost cannot be specifically 
identified as an operating or 
administrative cost, or the direct cost 
benefits both allowable and 
unallowable activities,  this shared cost 
must be allocated.   The two types of 
cost sharing are: Cost Allocation plan 
and Indirect cost Rate  
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Cost Allocation Plan

• Requires Specific Prior Written Approval

• State Agency Approves Method

• Method based on benefits received

• Documentation provided to ODE

21  

If sponsors choose to use the cost 
allocation plan, they must submit a 
copy of their institution’s cost allocation 
plan, including the detail of costs 
included in the allocation plan. ODE 
CNP must provide the sponsor with 
specific prior written approval of the 
method that the institution will use to 
allocate the costs. The method used 
must allocate the cost based on the 
benefits received, not the source of 
funds available to pay for the cost.  
  
 
 
 

Slide 22 

Fueling Oregon’s Future

Indirect Cost Rate 

• Requires Specific Prior Written 

Approval

• Approved by Cognizant Agency 

• Documentation provided to ODE

22  

Indirect costs are those costs that have 
been incurred for common or joint 
objectives but cannot be readily 
identified or assigned to the CACFP 
program. Indirect costs can include 
costs such as:  
 
• utilities, 
• general administrative staff salaries 

and wages,  
• and accounting staff salaries and 

wages. 
  
Institutions requesting to charge 
indirect administrative costs to the 



CACFP program must have a current 
approved indirect cost rate from their 
cognizant agency.    As part of the 
required information, sponsors must 
submit a copy of the indirect cost rate, 
to ODE CNP. 
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Budget Revisions

Sponsors must adhere to approved budget

• Without ODE Approval, can shift small 

amounts of money between approved line 

items 

• no line item may increase by $1000 or 

10%

• Keep proper documentation of shifts

23  

Once the administrative budget is 
approved by ODE CNP,  sponsors are 
expected to adhere to the budget. ODE 
CNP will evaluate adherence to the 
approved budget during sponsor 
administrative reviews. 
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Budget Revisions (continued)

Request a budget revision for the following 

changes:

• Single-site to Multi-site mid-year

• Change in participation

• Self-prep to Vended or vice versa

• Salary adjustments

• Equipment, software, contracted service 

purchases

• Travel costs

24  

Sponsors must request a budget 
revision when changes occur such as: 
a sponsor changes from a single-site 
to a multi-site sponsor mid-year, or  
when a center sponsor changes from a 
self-prep to a vended meal service (or 
vice versa),when changes are made to 
salaries or benefits, or the purchase of 
new equipment, or software or 
purchasing contracted services 
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Budget Revision Process

• Contact Finance & Audit Specialist for 

budget revisions

• Allow Ample Time for Budget Revisions

• Provide Supporting Documentation & 

Board of Directors Approval with Budget 

Revision

25  

Sponsors will need to contact the 
Finance and Audit Specialist to request 
a budget revision. The specialist will 
prepare a spreadsheet for the budget 
revision and work closely with the 
sponsor during the revision process.  
  
Sponsors will need to allow ample time 
for review and approval when 
requesting a budget revision.  
  
They will also need to provide 
supporting documentation for all line 
item revisions or additions to the 
budget.  
  
Remember: ODE CNP approval for 
budget revisions must be received 
before making the proposed 
expenditures.  Costs incurred prior to 
the effective date of the budget 
revision are not allowed. 
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Approving or Denying the Budget

Budget Approvals:

• Allowable Costs

• Detail and Justification 

• Supporting Documentation 

Budget and/or Line Item Denials:

• Unallowable costs

• Lack of Supporting Documentation

• Appeal Procedure Provided

26  

Before approving an institutions 
budget, the state  agency must ensure 
that the budget has enough 
information to allow the Finance and 
Audit Specialist to determine the allow-
ability of all budgeted costs. If at any 
point the specialist is less than 
confident that all budgeted costs are 
allowable , more information will be 
requested from the sponsor. There will 
be instances when the specialist will 
need to question the institution about 
a cost or the value of a cost item. The 
specialist will work with the institution 
to make adjustments to these items in 
the budget. If the institution refuses to 
make changes or provide the 
appropriate documentation, the state 
agency must not approve that portion 
of the budget, or may deny approval of 
the entire budget. 
  
ODE CNP will notify all sponsors in 
writing of both annual budget 
approvals and budget revision 
approvals. If any portion of the budget 
is denied, ODE CNP will provide the 
CACFP appeal procedure with the 
notification.   
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Before submitting the budget

• Recheck Numbers and Amounts for 

Accuracy

• Include Sponsor Explanations in All Fields

• Provide Supporting Documentation

• Request Specific Prior Written Approval

27  

Before submitting the budget, it is 
important to  review and verify the 
following information: 
  
• Check and recheck all numbers and 

amounts in the budget to make sure 
the budget is accurate and includes 
all anticipated expenses. 

• Include sponsor explanations in all 
fields. 

• Submit all supporting 
documentation including  rental or 
lease agreements, service contracts, 



insurance policy declarations, and 
invoices that support costs included 
on the budget.    

• Provide clarifications whenever 
necessary for further explanation of 
a cost. 

• Report all items requiring specific 
prior written approval on the 
Documentation sheet. 
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Link to Budget Guidance

https://cnp.ode.state.or.us/Program.asp

28  

The Oregon Department of Education 
Annual CACFP Administrative Budget 
Guidance for New Center Sponsors and 
current Multi-Site Center Sponsors can 
be found in two locations. It is 
embedded on the Center Sponsors 
excel budget spreadsheet and is also 
available on CNPweb. Sponsors will 
need to log on to CNPweb to access the 
guidance located on the packet tab 
under off line forms. All sponsors 
completing the budget must certify 
that they have read the guidance. Here 
is a link to the document. 
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The U.S. Department of Agriculture prohibits discrimination against its customers, 

employees, and applicants for employment on the bases of race, color, national origin, age, 

disability, sex, gender identity, religion, reprisal, and where applicable political beliefs, marital 

status, familial or parental status, sexual orientation, or all or part of an individual’s income is 

derived from any public assistance program, or protected genetic information in 

employment or in any program or activity conducted or funded by the Department.  (Not all 

prohibited bases will apply to all programs and/or employment activities.)

If you wish to file a Civil Rights program complaint of discrimination, complete 

the USDA Program Discrimination Complaint form, found online at 

http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, 

or call (866) 632-9992 to request the form.  You may also write a letter containing all of the 

information requested in the form.  Send your completed complaint form or letter to us by 

mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence 

Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at 

program.intake@usda.gov

Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA 

through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish). USDA is an 

equal opportunity provider and employer.

 

Thank you for participating in this 
training. This slide shows USDA’s 
nondiscrimination statement. The 
USDA and the State of Oregon are 
equal opportunity providers and 
employers. 
 
 

 


