PREPARING FOR THE ANNUAL BANK
ACCOUNT RECONCILIATION REVIEWS

Child Nutrition Services — Child and Adult Care Food Program (CACFP)

Background

The United States Department of Agriculture (USDA) published the Child Nutrition Program
Integrity Final Rule and amended regulations_7 CFR 226.7(b) and 7 CFR 226.10(c) to require

annual reconciliation of bank account activity and accounting of reported actual expenditures with
CACFP funds. This Final Rule only applies to Sponsoring Organizations (Sponsors of more than one
site) and was implemented in Fiscal Year 2025 (FY 25).

The Office of Superintendent of Public Instruction (OSPI) is responsible for assuring fiscal integrity
of CACFP funds. Review of financial records ensures Sponsoring Organizations are demonstrating
appropriate financial management practices and viability.

During the annual bank account reconciliation review, OSPI will verify that administrative costs
meet CACFP requirements and expenses incurred are documented. Review notification will be sent
to applicable Sponsoring Organizations providing 30 days to prepare and submit these records to
OSPI for review. Please use this guide to prepare the required records for this annual review.

Sponsors scheduled for a FY CACFP Administrative Review will receive notice with the records
request for the Administrative Review and the same sample month will be used for the
Administrative Review and the Annual Bank Account Reconciliation Review.

Sponsors that are not scheduled for a FY CACFP Administrative Review will receive notification and
be provided 30 business days to gather and prepare records to upload to the OSPI Secure File
Transfer Site.

Gather Records

Gather the following materials:

1. Copies of all expense documentation for the sample month. Documented expenses include
receipts, invoices, bills of sale, purchase orders, credit card reconciliation


https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.federalregister.gov%2Fdocuments%2F2023%2F08%2F23%2F2023-17992%2Fchild-nutrition-program-integrity&data=05%7C02%7CArianne.McConchie%40k12.wa.us%7C7666a403b88a4512bcd508dd8766e0a9%7Cb2fe5ccf10a546feae45a0267412af7a%7C0%7C0%7C638815598415211404%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=BUkoB0QB8lz3HP9hFm3Wf%2Bj0USaLdUo6hMYc4M7G15Q%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.federalregister.gov%2Fdocuments%2F2023%2F08%2F23%2F2023-17992%2Fchild-nutrition-program-integrity&data=05%7C02%7CArianne.McConchie%40k12.wa.us%7C7666a403b88a4512bcd508dd8766e0a9%7Cb2fe5ccf10a546feae45a0267412af7a%7C0%7C0%7C638815598415211404%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=BUkoB0QB8lz3HP9hFm3Wf%2Bj0USaLdUo6hMYc4M7G15Q%3D&reserved=0
https://www.ecfr.gov/current/title-7/part-226/section-226.7#p-226.7(b)
https://www.ecfr.gov/current/title-7/part-226/section-226.10#p-226.10(c)

forms/logs/reports, payroll reports, copies of timecards/time in and out reports, copies of
personnel activity reports, if not part of timecards, and other records that document the
allocation of expenses when not 100% attributed as a CACFP allowable cost.

2. Copy of the corresponding bank statements or credit card statements that document the
expenses have been paid.

3. Copy of the general ledger for CACFP budget or other accounting software report showing
the costs charged to the CACFP account as allowable expenses. If a report is not available or
does not classify CACFP expenses, the Monthly Record of CACFP Operating and
Administrative Expenses must be completed for the sample month.

4. Organize expense documentation records and indicate the “Record Label” for the expense
on the scanned copy receipt, invoice, etc. This is the number that you will use on the Bank
Statement or Credit Card Bill to identify the expense as paid.

5. Sponsors of unaffiliated sites must also include a list of sponsored facility payments and
either a copy of the cancelled check or electronic funds transfer report that indicates the
date the payment was issued to the unaffiliated facility.

Steps for Preparing Records

1. Label all monthly allowable CACFP expense documentation (receipts, invoices, etc.) with a
number. If you are using the OSPI Template Monthly Record of CACFP Operating and
Administrative Expenditures, you may utilize the column “Record Label”. If you are using an
accounting software report or GL report, highlight and identify each expense with a number.

2. Using the list of expenses, including the associated number, find and identify the corresponding
transaction on the bank statement for the business and highlight or indicate the corresponding
expense Record Label.

3. Prepare a narrative to explain any unusual purchases or any allocation that may need to be
explained. This can be used to explain how any expense is allocated between different programs or
business. Sponsors can use the Bank Activity Transaction Form if records are not self-explanatory.

4. Complete the Secure Document Cover Sheet, scan all materials and create a Zip File of all the
records. Label the file with the WINS Number and name of the Sponsoring Organization and
indicate if the file contains expense records (receipts, invoices, etc.), Bank Statement, and GL or
Expense Report. Upload to the OSPI Secure Site.

Example:

15900111 Around the Clock Bank Statement
15900111 Around the Clock Expense Records
15900111 Around the Clock Expense Report
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https://ospi.k12.wa.us/sites/default/files/2025-06/monthly-bank-account-activity-worksheet.xlsx
https://ospi.k12.wa.us/sites/default/files/2025-06/monthly-bank-account-activity-worksheet.xlsx
https://ospi.k12.wa.us/sites/default/files/2025-06/bankactivitytransactionform.pdf
https://ospi.k12.wa.us/sites/default/files/2025-06/securedocumentcoversheet_fillable.pdf
https://ospi.k12.wa.us/sites/default/files/2025-06/securefileuploadguide.pdf

Sample Expense Report

MONTHLY RECORD OF CACFP OPERATING and ADMINISTRATIVE EXPENDITURES
Annual Bank Account Activity Review
Month October Year 2023
Sponsor Nam Around the Jock Sponsor
(a) (b) (0 W | @ | o ) m m | m | (@ (@) n
ADMINISTRATIVE EXPENSES OPERATING EXPENSES
Day of Imsoice or Mame of Payes for | Administr | Administ | Indirect Food Food Monfood |Senvic | Transpor | MOM- | Invoice Total
Month Receipt Expenditures ative rative | Costs | Purchases/ | Service | Supplies | es | fation | CACFP Record
No/theckNa | - imed (Business | Labor and | Supplies Vendor Costs | Labor and Costs Label
Vendor, Store) <EIENE ~EENE
o 410.89 § 163031 § 204120
10/31/2023 payroll  |Simpson, Marge-ad 1
10/31/2023 receipt  |Sal's Market 5148 75 § 4625 %3130 5 226.30 2
9/29/2023 Grocery Co-0p 5135 .69 § 3.2z 5 166.91 3
10/2/2023 Foods GemCo M arket 5157 .53 % 157.53 4
1042023 Auburn Produce Stand 567017 5 67017 5
10/11,/2023 Big Box Store 51,094 .60 5 11778 51619 | § 122857 6
] 7
] B
g 9
Y 10
Y 11
Y 12
5 13
Y - 14
Totals:| § 410.89| § -] § - | S2206.74 | § 163031] § 19525]| § - | § - | 547.49




SAMPLE Labor Expense Records

TIME CARD

EMPLOYEE Marge: Simpson MANAGER Lisa Sirnpsan
STREET ADDRESS 9876 Bth Ave LMPLOYLE 405-555-0155
PHONE
ADDRESS 2 Apt 101 EMPLOVEE E itaitexample.com
CITY, ST ZIP CODE Gray's Harbor WA ¢ WEEK ENDING 10/19/73024

EMPLOYEE
| PHONE 405-555-0155

EMPLOYEE E-

MAIL

itai@example.com

WEEK ENDING 11/2/2024

- - 2.00 10.00
TIME CARD 3.00 3.00 8.00
8.00
8.00 8.00
N 8.00 8.00
EMPLOYEE Marge simpson MANAGER Lisa Simpson
STREET ADDRESS 9676 Bth Awe: EMPLOYEE PHONE | 4055550155 =10
ADDRESS 2 Apt 101 EMPLOYEE E-MAIL inzi@example.com 15.00 2.00 3.00 58.00
CITY, 5T 7IP CODE Gray's Harbor WA o WEEK ENDING 10/12/2004
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SAMPLE Food & Expense Records

SAls Market
123 Elm Tree Lane SE
12 s Washington 780487
(123} 444-1020

Zuchinni grn 4,65
Banana 8.74
Potatoes 7.0
Grapes, gresn 1147
Ground Turkey 24,58
Clive Gil 24,87
Whole Wht Noodles 4.87
Whole Wht Moodles 4,87
Whole Wht Noodles 4.87
Whole Wht Moodles 4,87
Vellow Peppers 635
1% it = 457
19 4.5
o

14 148.75 - foods, 46.25 - P
19 food supplies 4,5
15 31.30 - ECEAP 4.5

457

4,57

4.57

7.38
Bow = 6. 14
Fapertowels 2875
Papertowels 2875
Subtotal 21297
Tax .34
Total 226.31

Grocery Co-Op

552 Konfull Tree Lane
Jones Washington 789 q‘B
(355)123-1074 %

Doz eggs -brown 547
Doz eggs -brown 547
Doz eggs -brown 547
Doz eggs -brown 547
Doz eggs -brown 547
Doz eggs -brown 547

Whole Wheat Bread slice 487
Whole Wheat Bread slice 487
Whole Wheat Bread slice 487
Whole Wheat Bread slice 487

22 oz mayo 847
1% milk gallon 322
1% milk gallen 322
1% milk gallon 322
1% milk gall el
1% milk gall [:gzz
1% milk galle el
1% milk galloen 322
1% milk gallen el
1% milk gallan 322
chicken thighs 2157
chicken thghs 17.48
potatoes 683
Papertowels 2875
Subtatal 15444
Tax 247
Total 166.91

November 2025

GemCo Market
1213 Konfull Lane E
Jones Washington 78948.
(323) 180 0555

Bananas

Bananas

Bananas

Bananas

Bananas

Doz eggs -brown

Whole Wheat Bread sliced
Whole Wheat Bread sliced
Whole Wheat Bread sliced
Whole Wheat Bread sliced
Green grapes

Green grapes

Green grapes

Green grapes

Green grapes

Ground Beef

Ground Beef

Ground Beef

Ground Beef

1% milk gallon

1% mill: gallon

1% milk gallon

celery stalk

celery stalk

celery stalk

Ground turkey

Ground turkey

Ground turksy

whole milk

Whaole Grain Crackers
Whole Grain Crackers
Whaole Grain Crackers
Whaole Grain Crackers
potatoes

Subtat
Tax
Total

268

218
S68
478
S47
487
487
487
487

689

157,53
Qoo
157.53

Page | 5




-
Shipping Address Billing Address Please Remit to
DEP| BOD Washington Strast O5FI EDD Washington e
Auburn Produce Stand .
ATTN: rmet PR
PO Number Special INStructions: i I | P
- - or Inguires, please ca -251-
Invoice Murmber: B731399 Drclar Raf Mecak
Sales Associate: Cdd-Bart Simpson
Invoice Date: 09292023 Print Summary: N
Invoice Seguence:
Recap;
Y
=
e Ne, Ordered Shipped UM Shipped Weight  Pack/Size Brand Ieern Cle: cription Tax Battle Tax Unit Price Amount
43753 3 3 0S5 135.006 - 952 HEINZ PICKLE CHIF DILL 1/4* KOSH 5096 15288
B3224 2 A . 14.82 200 - .52 SMUCKERS JELLY ASETHA GRPYBAD FRT/STRWRRY 52 17.37 3474
P
317103 1 1} 5 12.006-12CT OWENFRESH BLUN HAMB 4" WHL WHEAT 100% 311.06 31.06
VEGAN
3559440 2 2 5 92.00 6- %10 DOLE FRUIT TROP SALAD IM L5 e0ge 12178
530BES 3 3 C5 3L2530-1CT WILCON EGGS WA CKD & FLD CAGE FREE 16.59 £2.95
E91151 3 3. & 1535.00 1 - 40w DOLE EAMNANASAN FIRM 34.26 102.78
719381 3 3 CE BT I04 - 12 SUNCHIPS CHIPS BABLTIGRMN HARVEST CHD 48.00 144,00
SUNCHIPS
Shipped Weight 444 94 Subtotal 5670.17
Mo. of Pleces 19 Freight S0.00
Dry Geods 10 Fees & Discounts
Freeter 1 Bottle Tax 50,00
Cooler ® Tax S0.00
Total 5670.17
Total Cases Total Brezk Zases  Total Sales Gross
RMP LE 19 [+] 567017
Thea per Altural cofSTidities listrEn this i are - d subject 8 theSRatutory trust Suthorized by Section 5(C) of the perishable agricultural commodities act, 1930 (T U.5.C. 49%
(E)). The T ler of these comn Cdithl, retaind & st claind 0 the commaodi s, 8 nventories o sod or other products derived from these commadities, and any recelvables ar proceeds
from the saic e come DditleSSntl ful ey ent i Vec ved,
1.5% pg” manth, or ' S.0% ar annEnSarvic. char 2100l be sarge on all past due|  counts, Retu | 2d chacks subject to handling fee.
Witems are Fiuas Bous Bidterials-HAZMAT:, Bocemenits can e obigmed frpm the 2 8 Clenpdiy. Pledse L 1 eor] 451-8306 Page lof 1
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.00 1] 141 m oz $10.29 5 M 5174
500 508 BSaE EI;LWMHTE FIMEAPPLE TIDBITS IMN 100% JNCE, #10 CAMN, §LBS 708 " N 545
=] LI o CHIDMIOS COREAL, 30.55 OF, § T mre M N 5irea
100 T e Pc?mmn FRENCH BAKERY BOFT CHERSE BREADBTICKE, 24 510,60 " N s1060
200 00 FORATH MISSA0M 10° FLOUR TORTLLAS, 48 CT Bi% M N SIS
100 lnd s FRANT BLIDERS Mise HAMBURGER BUME. 34 CT e M H | 1l
LK.} 100 BIATS FORAFT BALAD CRESSMI AANGH, | QALLOM FEEE ] ] '] §1459
LF-] 140 3T HRAFT PREMILIM MAYONNAISE, | QULLON [ITR ] il N ETE
100 180 581471 HIRKLAND EIOMATURE MINCED CALIFORNIA OARLIC. 48 07 ] M N §7595
160 L0 TEATES RIRELAND SIGNATUIRE PLASTIC FOOD WRAP, | W X 30000 sramd v W ET
400 .00 1047690 WORLD CENTRIC COMPOSTABLE 115 FL OZ BOWL. 290 CT CLER L N f 1R 1]
" KIRELAND SICNATURE KITCHEM DRAWSTRING TRASH BAGS,
100 100 1701680 FLEX.-TECH, 10% PG, WHITE, |3 GALLOM. 300 CT s ¥ H f el
KIAKLAKD SsAMATURE 2-PLY PAPER TOWELE, WHITE, 168
— L S1E CREATEASITE SHEETS. 12 CT e A N BRS L jass
1w 00 [Ere] L ] ARETY PACK, 280 WPLS 1610 ¥ N BO0— ST __"T-“,"_""."" )
MLARATHON MANUAL GENTLE FOAM REFILL. 1000 ML, 2 N
Ao ] m 1157871 T 2109 ¥ M S208
‘Cancallad | Out OF Siock
10 o Trite DAMOAN REAL PREMEA MASHED POTATORS, 3,15 LBS LR ] 'l N 000
Kl A TILE AT T E. 3-PLY, . 380
1.00 00 szezate M“E"’-H":[;;?T" HTEALE, 3-PLY, 4.5 X4 348 N N .00
Enstutive Mambers receive sogeccimuny T% sach annusty w819 81000 on guiited pucrases. [ — ‘7
Approaimats rebale lor Bhis Invsice: 504 10 a Kl
. Man Taxatin 3 ]
Tra Coako Anrafirs Mmmcmhmm:wnu-.cmhalﬂ-mmpm.u
Casicn and evirywhen sise Vaul s accepiad Lisr mors a1 Cosrobosresslalveny comicradit-card Reaake 0,00
Approaimate cash back fer this nvales: §24 T Total Misgh. §aids $191834
Ingiart Savings 58.00
4 Qo5 - ok 200’ | o
# v ray arge sa0e
T ’if_-_!__?;i-__-—_ Clerier b gtomant B0
Me f? 1§- Mo~ F2 e Qreter Adpusiman| Tas 8000
W IME - SaiesTae | 5212
Taotsl Do ST

T P O I SheEh B Py pou muthorize u sifer o LSE B Remard ks Som SN L ek 3 G B aecEDG hundl Firnder aran ey
b chack Faear Fo guatioss i coscerg Bl ik call yy pi | 08 hi-3asn il - e iy

rabre

Msinhandiss Pacsived By _

Mgy Dncirun. T v vy Ceclar

Prinigd “iaree

|,094L0 - roo®

[(p.19~ child c47€

NF.F§ —Nef foov cacE?

Lvri E.-L/IM._

N
S

032‘

BIG BOX STORE
123 MANE DRIVE
Gray's Harbor WA
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SAMPLE BANK STATEMENT

ﬁ‘\% Evergreen Bank

Statement

1/23 Elm Steet, Suite 800, NC, USA 12345-8767

Around the World Care Center

456 Child Care lane, NC, U5A 14785-66T1

Staternent 3V25/2023-10/22/2023
Account Mo: OOS00700E

Beginnirg Balance: 5 23,087.54
Deposits: 5139, 754.25
Wenhdrawals: 103,587.45

Ernding Balance: 5 57,554,724

Date Description Ref. Withdrawal | Deposit
8/25/25 | Check # 256357 147 $1,705.43
9/25/23 | Check # 2566865 146 $1,656.04
8r26423 | Intuit Payroll Services 148 $65.78

w2723 | Waste Managameant 148 5143.23
9/28/23 | Amezon - 151 $234.56
9r28723 | Hrb Foods 123 $670.17 (5]
101423 | Transfer - credit card paymeant 145 £1,234.87
101423 | CSPI- State of WA 132 $4,352.84
1072/23 | POS Sal's Market- 123 $226.30 (]
13/23 | Qkblks subscription 111 $157.28
10/3/23 | Minute Menu 147 $97.35
10/4s23 | Grocery Co-Op POS 132 $166.91 [}
10/4/23 | Gemcocorpllc 164 157.53 [ ]
1011/23 | Kaplan 178 $389.57
10709423 | BIG BOX 121 $1228.57 0
10135423 | Transfer - Peyroll M& $9,2587.36 [1]
1013/23 | Tred Hyd 12367 F178 $987.25
121423 | POS dollar trea 1241 $32.53
12223 | Wimre - POS 138 $1,234.56
1072223 | Olyrnpic Urilities 112 $96.87

CACFP Labor = sea sctivity report snd
payroll records.
November 2025
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Resources

Bank Account Activity Information Sheet

Bank Activity Transaction Form

Monthly Bank Account Activity Worksheet

CACFP Secure Document Cover Sheet

Secure File Upload Guide

Reference

7 CFR 226.7(b)(1)(i)

7 CFR 226.7(b)(1)(ii)

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, this institution is prohibited from discriminating on the basis of race, color,
national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or
retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with
disabilities who require alternative means of communication to obtain program information (e.g.,
Braille, large print, audiotape, American Sign Language), should contact the responsible state or
local agency that administers the program or USDA’s TARGET Center at 202-720-2600 (voice and
TTY) or contact USDA through the Federal Relay Service at 800-877-8339.

To file a program discrimination complaint, a Complainant should complete Form AD-3027, USDA
Program Discrimination Complaint Form, from any USDA office, by calling 866-632-9992 or by
writing a letter addressed to USDA. The letter must contain the complainant’s name, address,
telephone number, and a written description of the alleged discriminatory action in sufficient detail
to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged
civil rights violation. The completed AD-3027 form or letter must be submitted to USDA by:

1. Mail:
U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410; or

2. Fax: 833-256-1665 or 202-690-7442; or

3. Email: USDA Program Intake
This institution is an equal opportunity provider.



https://ospi.k12.wa.us/sites/default/files/2025-06/bankaccountactivityinformationsheet.pdf
https://ospi.k12.wa.us/sites/default/files/2025-06/bankactivitytransactionform.pdf
https://ospi.k12.wa.us/sites/default/files/2025-06/monthly-bank-account-activity-worksheet.xlsx
https://ospi.k12.wa.us/sites/default/files/2025-06/securedocumentcoversheet_fillable.pdf
https://ospi.k12.wa.us/sites/default/files/2025-06/securefileuploadguide.pdf
https://www.ecfr.gov/current/title-7/part-226/section-226.7#p-226.7(b)(1)(i)
https://www.ecfr.gov/current/title-7/part-226/section-226.7#p-226.7(b)(1)(ii)
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov
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