
 

 
    

      
 

 
 

  
      

    

    

  
  

   

   
    

     
   

 

    

   
   

   

 
 

    
   

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: 
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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 



 
 

 

 

 

 

 

 

 

 

 

 

 

SAMPLE Labor Expense Records 



    

 

 
   

 

 

SAMPLE Food & Expense Records 
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 SAMPLE BANK STATEMENT 
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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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