Carryover Instructions

[bookmark: _GoBack]1. Notification of the deadline for completion of the Carryover Closeout Analysis and Calculation worksheet will be e-mailed to Day Care Home Sponsors each year in the month of October.
2. Fill in the Prior Fiscal Year column with the information that you submitted last October.
3. Fill in the Current Fiscal Year column following steps 4 through 10 listed below. 
4. Administrative Reimbursement Received –Current Fiscal Year (CFY)(line 6 of the worksheet) is the total of all CACFP reimbursement received between October 1 and September 30 of the Current Fiscal Year. Due to payment procedures, the money received in October and November will be for claims submitted in August and September of the prior Fiscal Year. Therefore, do not include the administrative money that you expect to receive for October and November of the current fiscal year.
5. Carryover Reimbursement - Prior Fiscal Year (PFY) (line 7 of the worksheet) is the amount of CACFP Reimbursement that was carried over from the Prior Fiscal Year. The number on line 7 will be identical to the number on this line in the Prior Fiscal Year.
6. Total Reimbursement Available for Current Fiscal Year (CFY) (line 8 of the worksheet) is the total of Administrative Reimbursement received in the Current Fiscal Year (line 6 of the carryover worksheet) and the Carryover from the Prior Fiscal Year (line 7 of the carryover worksheet). Carryover Funds are considered to be money received in the Current Fiscal Year because this is additional money available to be spent in the Current Fiscal Year. This is a calculated field and will auto-fill after line 6 and line 7 are populated.
7. Actual Documented Administrative Costs for CFY (line 9 of the worksheet) is the total amount of CACFP funds that were actually spent on the Budget items that you included in Budget pages 3-3d of your Current Year CACFP Agreement. When completing your Agreement for the upcoming Fiscal Year, please project the actual amount of Administrative Reimbursement that you will receive by multiplying the average number of providers sponsored each month by the homes rate received for each provider per month and then multiply times 12 months. This should result in your projected Administrative Budget being relatively close to actual reimbursement received unless there are unforeseen dramatic changes in the number of homes being sponsored. In order to assure that CACFP funds are spent, Budgets should be reviewed on a regular basis. In the event that a budget review shows that your Agency is half way through the Budget Year and has spent significantly less than half of the projected reimbursement; a Budget revision should be submitted to your Agreement Administrator to reduce the chances of your Agency being required to return Administrative Reimbursement to the USDA. A Budget Revision will need to be pre-approved by your Agreement Administrator, and you will be notified in writing of the approval. Once the approval is received, you should start spending the additional money; waiting until the end of the Agreement year to spend additional funds will most likely result in Carryover. Please be sure to obtain documentation of all CACFP expenses.
8. Current Fiscal Year (CFY) Cash Balance (line 10 of the worksheet) is the Total Reimbursement Available for the Current Fiscal Year (line 8 of the worksheet) minus the Actual Administrative Costs (line 9 of the worksheet). This is the amount of CACFP reimbursement that was received but not spent in the Current Fiscal Year. If this number is $0 or a negative number, the amount of Carryover will be $0.
9. Maximum Carryover Allowed (line 11 of the worksheet).  This number will equal 10% of Reimbursement received (10% of the number entered on line 6 of the worksheet).  This is a calculated field and will auto-fill after line 6 is populated.
10. Unexpended Cash Balance to be Repaid to State Agency (line 12 of the worksheet) is Current Fiscal Year Cash Balance (line 10 of the worksheet) minus Maximum Carryover Allowed (line 11 of the worksheet). The amount on this line must be returned to USDA if it is any number greater than $0. Negative numbers indicate that more money was spent than received, and require no action other than returning the completed worksheet to the assigned Agreement Administrator. This is a calculated field and will auto-fill after line 10 and line 11 are populated.
11. What to do next:
11a. Unexpended Cash Balance (line 12 of the worksheet) equals $0 or is a negative number: Return the completed Carryover worksheet to assigned Agreement Administrator, as well as the signed  Cert/Approval sheet.  No further action is required.
11b. Unexpended Cash Balance (line 12 of the worksheet) equals any amount of money greater than $0: Return the completed Carryover Closeout Analysis and Calculation worksheet and the Certification/Approval sheet to assigned Agreement Administrator with the amount due on line 12.  This amount must be returned to USDA; make check payable to Treasurer State of Maine and mail to your Agreement Administrator at DHHS/CACFP, SHS 11, 2 Anthony Avenue, Augusta, Maine 04333.  
11c. Agency chooses to carry over 10% of Current Fiscal Year Reimbursement (line 9 of the worksheet). Return the completed Carryover Closeout Analysis and Calculation worksheet to assigned Agreement Administrator with the Certification /Approval sheet and revised current budget.  (Revise Budget pages 3-3d of the new Fiscal Year to include the amount of money shown on line 9, and submit to your Agreement Administrator. The revised Budget will need to be approved by your Agreement Administrator, and you will be notified in writing of this approval with the certification and approval sheet.   The amount on line 12 must be returned to USDA; make check payable to Treasurer State of Maine and mail to your Agreement Administrator at DHHS/CACFP, SHS 11, 2 Anthony Avenue, Augusta, Maine 04333.  
Carryover funds should be the first money spent in the new Agreement Year. Notify your Agreement Administrator as soon as the Carryover has been spent, and submit documentation showing how the money was spent. You will receive a letter from the State Agency acknowledging that Carryover funds have been spent.
11d. Agency chooses to not carry over 10% of Current Fiscal Year Reimbursement (line 9 of the worksheet). Return the completed Carryover worksheet to assigned Agreement Administrator. The amount on line 10 (Unexpended Cash Balance) must be returned to USDA; make check payable to Treasurer State of Maine and mail to your Agreement Administrator at DHHS/CACFP, SHS 11, 2 Anthony Avenue, Augusta, Maine 04333.

Due on or before November 1. 




