Instructions for Preparing Form SA-603F
Sponsoring Agency Cash Resources Report
National School Lunch and School Breakfast

GENERAL INSTRUCTIONS

	1.
	All required data must be reported on an Accrual Basis to the nearest whole cent. (The exceptions are Interfund Transfers, Warehousing Charges and Rebates. Please see instructions for proper entry of these items.)

	2.
	This Analysis is on a Sponsoring Agency basis and is to include information as requested for the entire Cafeteria Account. All entries must be actual, with support documentation on file, which illustrates the source of each entry.  For instance, expenses should be supported by invoices, payroll records, etc. Revenues should be supported with deposit slips and journal entries.


INSTRUCTIONS FOR INDIVIDUAL ENTRIES

	Item 1
	Beginning Cash Resources



	
	The July 1  balance should be calculated as follows: 

	
	Cafeteria Account ending checkbook balance plus ending savings balance as of the close 

of business June 30. 

	
	Plus:
	Uncollected revenue to the operation of the Cafeteria Account earned before July 1     i.e. May and June reimbursement.

	
	Minus:
	Outstanding debts relating to the Cafeteria Account incurred before July 1  i.e., unpaid bills from June and employee benefits for the school year. 

	
	Result:
	Beginning Balance for July 1.



	Item 2
	Any questions as to whether or not any other type of adjustments should be included in this entry due to unusual circumstances should be directed to Barbara St. Louis at (518) 474-3956.



	Item 3
	The adjusted Beginning Cash Resources is calculated by adding or subtracting Item 2 for Item 1, depending on whether Item 2 is a plus or minus adjustment.



	REVENUES



	Item 4
	Sale of Reimbursable Meals and Special Milk - Report total money received from children for the sale of reduced and full price lunches and/or breakfasts. Those sponsoring agencies with a recipient agency in the Special Milk Program should also include the sale of paid milk in this item.



	Item 5
	Reimbursement (Accrued) - Report revenue earned, broken out by State and Federal reimbursement as generated by the reimbursement claim forms on a school year basis (whether or not it has been received.) 



	Item 6
	Other Sales - Include all a la carte sales to children, adult sales, banquets and any other services provided which generated income.  Do not include the sale of reimbursable meals.



	Item 7
	Other Income - Other income should include accrued revenue due to interest on deposits and investments, sale of equipment, miscellaneous revenue from local sources, i.e., donations, etc.

Private/nonpublic schools that charge students through tuition payments vs. daily/weekly meal payments, should enter here that portion of the tuition payments which is provided for school meals.  This does not apply to Provision 2 schools, which cannot charge students for their meals.

Provision 2 schools should not report any appropriations from the general school account under this entry.  See Item 8 below.



	Item 8
	Interfund Transfers Received - Interfund Transfers Received must include appropriations and loans from internal funds other than the Cafeteria Account such as the General Fund and separate School Fund (for Private Schools).  Do not include tuition payments (see Item 7) here.

Provision 2 Schools:  Report here all monies appropriated to the food account from the general school account to cover payroll expenses, the cost of adult meals and any other Child Nutrition program costs (outstanding food bills, for example) which cannot be paid for solely with State and Federal reimbursement.



	Item 9
	Total Report Period Revenue - Add Items 4, 5, 6, 7 & 8



	Item 10
	All Revenue - Add Items 3 & 9



	EXPENSES



	Item 11
	Food Purchases



	
	a)
	Should reflect all food costs incurred for the year.  This includes food processing costs.  Food processing costs are normally incurred when donated foods are sent to be processed into another form.

Example:  1,000 lbs. of ground beef is sent by the school district to a selected meat packer to be processed into patties for $.24/lb.

1,000 lbs. x $.24 - $240.00 processing costs

This should be added to Food Purchases.  Any non-donated food item, which is treated in a similar manner, should also be entered on this line.



	
	b)
	Rebates received from food distributors, brokers or manufacturers as related to processed government donated foods should be entered in Item 12b ~ received.  This entry should include direct rebates only.  DO NOT INCLUDE DISCOUNTS.


	
	c)
	Total (a minus b).



	Item 12
	Labor Costs



	
	a)
	Salaries.  Report gross salaries.



	
	b)
	Fringe Benefits.  Report fringe benefits, including such items as employer's share of social security, retirement, health insurance, etc. 



	
	c)
	Total (a minus b).



	Item 13
	Materials and Supplies Purchased

Should reflect all expenses for materials and supplies incurred during the report period.



	Item 14
	Should include repayment of loans to the General or School Fund at the time of payment.  Indirect costs charged to the Cafeteria Account from the General or School Fund should be entered here.  Indirect costs are the general costs of operating the school which cannot be attributed to a given program or fund.  The General Fund may only charge the Cafeteria Account up to the approved indirect percentage (obtained from the Department) multiplied by the allowable expenses for computation of indirect costs.  These allowable expenses are salaries and fringe benefits, materials and supplies purchased and other expenses as defined in Item 15 below.  Allowable expenses applicable to the calculation of indirect costs may not include purchase of equipment, management company administrative fees, food purchases or food processing costs.  All direct expenses must be paid before indirect costs may be charged by the General or School Fund.  Any questions regarding the expenses that are or are not indirect costs should be directed to Margaret Zollo, Grants Finance Unit (518) 474-4815.



	Item 15
	Other Expenses



	
	a)
	Warehousing Costs - Entry  in this item is only for those warehousing costs deducted from reimbursement claims for the storage of donated foods.  This item is for donated food warehousing costs only.  DO NOT include warehousing costs for food other than donated foods.



	
	b)
	All Other - should reflect all other direct expenses in the School Lunch or School Food Service Fund not listed in Items 11, 12, 13 and 14 above.  An example of these expenses would be purchase of equipment, extermination costs and warehousing costs other than government-donated foods and all other direct expenses.



	
	c)
	Total (a plus b).



	Item 16
	Contractual Expenses



	
	a)
	Administrative Service Fee - This item is for those sponsoring agencies that use a food service management company to run their food service operation.  The administrative service fee paid for the school year should be totaled and reported here for both Type I and Type II Management Company contracted programs.



	
	b)
	This item is to be used for Types I and II Management Company contracts.  Report the total direct expenses (food, labor and miscellaneous expenses) paid to the Management Company for the school year.  Do not include expenses for items that are not part of the child nutrition program, e.g., catered meetings, dances, sporting events and vending machines.

Any direct expenses of the child nutrition program paid by the SA such as:  salaries and fringe benefits, equipment, materials and supplies should be reported under the appropriate  account code(s), i.e., salaries code 12a.



	
	c.
	Total (a plus b).



	Item 17
	Total Expenses - Add Items 11, 12, 13, 14, 15 and 16.


	Item 18
	Ending Cash Resources - Deduct Item 17 from Item 10.



	Item 19
	Value of Donated Foods



	
	a)
	Donated Foods Received - Enter the total dollar value of donated foods received for the school year (July 1 to June 30)



	
	b)
	Donated Foods Used - Record that figure obtained by taking the value of the beginning inventory for government donated foods only, adding the value of government donated foods received for the current school year and deducting the value of the current inventory.



	Item 20
	Outstanding Loans

Enter monies loaned to the Food Service account from the General Fund and/or separate School Funds for both the present school year and all prior years that have not been re-paid.  Do not report appropriations here.



	SUBMIT THE ORIGINAL TO:



	
	Barbara St. Louis
Child Nutrition Program Administration
New York State Education Department
Room 55 EB
Albany, NY  12234-0055



	
	OR



	FAX TO:



	
	(518) 473-0018  -   to the attention of Barbara St. Louis



	Keep one copy for the school's files.

Questions on this form should be referred to Barbara St. Louis at (518) 474-3956.


