CLAIM CONSOLIDATION WORKSHEET

	Sponsor
	Claim Period


SECTION 1.  MEALS

	
	(A)

1st Meals Verified for Claim Period
	(B)

2nd Meals

Verified for Claim Period
	(C)

2nd meals Limitation
 [= 2% of A)]
	(D)

Allowable 2nd Meals

 [= Lesser of (B) or (C)]
	(E)

Max. Allowable Total Meal

[= (A) + (D)]
	(F)

Total Meals Claimed
	(G)

Difference
 [= (F) – (E)]

	Breakfast
	
	
	
	
	
	
	

	Lunch
	
	
	
	
	
	
	

	Supplement
	
	
	
	
	
	
	

	Supper
	
	
	
	
	
	
	


SECTION 2.  COSTS
	
	(A)

Reported for Review Period
	(B)

Verified and Allowable 

For Review Period
	(C)

Difference

(A-B)

	Operating:
Food
	
	
	

	Labor
	
	
	

	Other
	
	
	

	Administrative
	
	
	

	Total
	
	
	


INSTRUCTIONS

SECTION 1.  MEALS
(A)-(B). 
Use source documentation (meal counts from each site) to verify               the total number of eligible first and second meals of each meal type served for the claim period.

(C).          Multiply the verified first meals recorded in (A) by .02. Round DOWN to the next whole number.
(D).
Enter the SMALLER of column (B) or (C).

(E).
Total columns (A) and (D) for each meal type.

(F).
Enter the number of meals claimed by the sponsor.
(G).
Subtract column (E) from column (F) to determine the number 
                of meals underclaimed or overclaimed.
SECTION 2.  COSTS
(A).
Enter the amount of the costs in each category claimed for         reimbursement by the sponsor.

(B).
Verify the costs for each category which are supported by the receipts and documentation as described below. Enter the verified total for each category of costs.

FOOD COSTS. For vended programs, the invoice from the Food Service Management Company must match the signed delivery receipts from the sites. For self preparation operations, invoices/ receipts must be available to document all food costs. The total of the invoices/receipts must equal or exceed the sponsor’s reported food costs.
OPERATING LABOR COSTS: Compute using employee payroll records and time sheets. The hourly wage of each employee working on the food service and charged to the SFSP must be multiplied by the hours expended on the SFSP.  Records must support actual labor costs. Describe any problems in documentation.

NON-FOOD COSTS: Total invoices or receipts for any non-food costs claimed. There should be documentation which allows the distinction of non-food costs from food costs. Trash bags, paper cuts, etc., may be claimed as non-food costs. The total of the invoices/receipts must equal or exceed the sponsor’s reported non-food costs.

ADMINISTRATIVE COSTS are those associated with the planning, organizing, and administration of the Program. Review and verify costs on invoices and documents which are used to substantiate administrative costs claimed. When only a portion of the cost will be charged to the SFSP (such as utility or telephone bills). The invoice must be clearly marked to identify SFSP costs.  If a percentage is used, it should be a reasonable amount for the size of the sponsor’s program. Administrative labor costs are calculated like operating costs (hours times salary) for each person performing administrative duties for the SFSP.

(C).
Calculate any difference between reported and verified, allowable
claim costs for the claiming period.

Note: If your review of operating and administrative cost receipts indicates that costs were under-reported and the sponsor is being paid on costs rather than rates, the sponsor may wish to submit an amended claim.
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