Supplemental Nutrition Assistance
Program Education (SNAP-Ed)

SNAP-Ed 102 Training (Part 2):
Fiscal and Administrative Overview
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Welcome and introductions


Today’s Presenters
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USDA FNS Western Region USDA FNS Western Region
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Learning Goals

Define reasonable, necessary, and allocable
Recall SNAP-Ed Cost Principles
Build a SNAP-Ed Budget

|dentify Federal reporting and administrative
requirements



Audience

e State Agency SNAP-Ed Coordinators
 SNAP-Ed Implementing Agency Staff
* Financial Management Staff


Presenter
Presentation Notes
The training is intended for State SNAP Agency and SNAP-Ed Implementing Agency staff who oversee the development, implementation, monitoring, and evaluation of the State SNAP-Ed Plan of Operations. State staff who are new to SNAP-Ed or seeking a deeper understanding of program activities will benefit from this training. 

Other participants may include contractors and program partners seeking a better understanding of the SNAP-Ed Program. 

The intent is for State level staff to share what they learn from this training with local project staff and nutrition educators.


Six Training Topics

SNAP-Ed Funding
Overview

USDA, Food and Nutrition Service
Supplemental Nutrition Assistance Program Education
(SNAP-Ed)

Management Evaluation Guide

Management
evaluations

SNAP-Ed Cost Principles
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SNAP-Ed Funding Overview
What is SNAP-Ed, and how does the funding work?


Presenter
Presentation Notes
Topic 1 – SNAP-Ed Overview


Laws and Regulations

Food and Nutrition Act of 2008, Sec. 28 (As
Amended Through PUBLIC LAW 113-128—
July 22, 2014)

Healthy, Hunger Free Kids Act of 2010, Sec.
41 (PUBLIC LAW 111-296—DEC. 13, 2010)

American Taxpayer Relief Act (ATRA) of 2013,
Sec. 701 (Public Law 112-240 —JAN. 5, 2013)

Agricultural Act of 2014, Sec. 4028. (PUBLIC
LAW 113-79—FEB. 7, 2014)

Code of Federal Regulations, Title 7
Agriculture 8 272.2 (2)

SNAP-Ed
Funding

Healthy, Hunger Free Kids Act of 2010,
Sec 241

(3) USE OF FUNDS.— (A) IN GENERAL.—A State agency may use
funds provided under this section for any evidence-based allowable
use of funds identified by the Administrator of the Food and
Nutrition Service of the Department of Agriculture in consultation
with the Director of the Centers for Disease Control and Prevention
of the Department of Health and Human Services, including—

(i) individual and group-based nutrition education, health
promotion, and intervention strategies;

(ii) comprehensive, multilevel interventions at multiple
complementary organizational and institutional levels; and

(iii) community and public health approaches to improve nutrition



SNAP-Ed: Nutrition Education and
Obesity Prevention Grant

Prior Rules Current Rules
e 50 % Federal * 100 % Federally Funded
reimbursement * No State contribution or

match required

e State contribution required
d e Capped funding with state

e One-year period of allocations
performance * Two-year period of
performance (carry-over

funding)

Period of Performance: the time during which the non-Federal entity may incur

new obligations to carry out the work authorized under the Federal award

SNAP-Ed
Funding



Flow of Funding

* Food and Nutrition Service
Federal

agency

e Grantee
e SNAP agency

State agency

e Sub-recipient/Sub-grantee

e State, local government, Indian tribe, institution of higher education, or nonprofit organization that carries out
allowable SNAP-Ed activities

Implementing
agency

e Sub-sub recipient

¢ (In some states) Local cooperative extension offices, local health departments, local affiliates or local chapters of
Local Provider non-profit organizations receive funding from a State Implementing agency to carry-over local SNAP-Ed activities

SNAP-Ed
Funding



Historical SNAP-Ed Funding
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SNAP-Ed Funding Formula

State Share of

National
SNAP-Ed
Expenditures

State Share of
National SNAP
Caseload

State
SNAP-Ed
Allocation

SNAP-Ed
Funding
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Funding Allocations

Inputs 2013 2014 2018 (and
beyond)*

Share of FY 2009 FY 2010 FY 2011 FY 2012 FY 2013 FY 2014...

SNAP-Ed

Expenditures

in...

Share of February 1, February 1, February 1, February 1, February 1,

2012 to 2013 to 2014 to 2015 to 2016 to

e January 31, January 31, January 31, January 31, January 31,

- gl0ad 2013 2014 2015 2016 2017...

" *Amount is adjusted to reflect any increases for the 12-month period ending the preceding June

SNAREd 3 0th-r-the-ConstmerPreethderforAl-brban-Consumers —




Funding Formula

Inputs 2013 2014 2015 2016 2017 2018 (and
beyond)

Share of 100% 90% 80 % 70 % 60 % 50 %
SNAP-Ed
Expenditures

Share of 0 10 % 20 % 30 % 40 % 50 %

SNAP

. i

‘o/0ad
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Question

 One input in the SNAP-Ed funding formula is
the...

a. SNAP participation rates, as reported in FNS
Publication Reaching Those in Need

b. SNAP Program Access Index

SNAP caseload during the twelve-month period
of Feb. 1 —Jan. 31 in the prior year

SNAP-Ed
Funding



SNAP-Ed Cost Principles

What are the SNAP-Ed cost principles? What factors determine cost
allowability?

14



Before we start...

Acronyms _

OMB Office of Management and Budget

CFR Code of Federal Regulations

SNAP-Ed
Cost 15
Princibles



Must vs. Should

e Required

Should

e Best practice

SNAP-Ed
Cost

Princibles



Key Regulations

S — OMB Guidance:

® 2 CFR 200 Subpart E (Cost Principles): cost principles for State and local governments, universities and
institutions of higher learning, not-for-profit organizations, etc.

¢ 2 CFR 200 Subpart D (Post Federal Award Requirements): administrative requirements for universities,
hospitals, and not-for-profit organizations, etc.

USDA departmental regulations:

¢ 2 CFR 416: administrative requirements for State and local governments;

¢ 2 CFR 400: administrative requirements for universities, hospitals, and not-for-profit organizations (USDA
codification of 2 CFR 200)

med  Program-specific guidance:

S ﬂ{-‘ * SNAP regulations at 7 CFR 277

{ A

s » * FNS policy statements
SNAP-Ed
Cost

Princibles
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Cost Principles

Allowable Reasonable

Necessary Allocable

SNAP-Ed
Cost
Princibles



Allowable, Defined

e Costs that are reimbursable from Federal
program funds because they support SNAP-Ed
and conform to Government-wide and SNAP-
specific cost policy.

=
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Allowable, scenario

 The State SNAP-Ed plan includes costs to
purchase an instructor’s guide and 7
curriculum kits at the cost of S150 per kit for

the delivery of an evidence-based nutrition
education program.

=
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Does the Cost Pass

the ALLOWABILITY Test?

a. Does the cost support an activity within the scope of SNAP-Ed,
included in an approved SNAP-Ed State Plan;

b. Conform to government-wide and SNAP-specific cost
principles?

c. Adequately documented?

d. Not included as a cost or used to meet cost sharing or

matching requirements of any other Federal award?

%
i, s
SN B5fd consistently applied?
SNAP-Ed
Cost 21
Princibles




Reasonable Defined

e A cost is reasonable if, in its nature or amount,
it does not exceed that which would be
incurred by a prudent person under the
circumstances prevailing at the time the
decision was made to incur the costs.

=
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Reasonableness, scenario

e A State agency has requested to purchase
boxed lunches that cost $36 per person as a
participant support cost for a professional
training meeting offered for 40 non-

employees working to advance a SNAP-Ed
;ntervention.

N
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Does the Cost Pass

the REASONABLENESS Test?

a. Did the State agency receive a program benefit that is
generally commensurate with the dollar amount incurred?

b. Is the cost proportionate to costs incurred for other,
comparable goods or services?

c. What is the cost item’s priority compared with competing
demands on limited administrative resources?

s 8 d. Did the individuals concerned act with prudence in the
+% Circumstances considering their responsibilities to the non-
sna Federal entity, its employees, the public at large, and the Federal

Cc 24
o government?



Necessary Defined

e A costis necessary if it is directly related to
the SNAP-Ed mission and objective(s).
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Necessary, scenario

 An Implementing agency plans to hire a full-
time credentialed Physical Activity Specialist
to plan and implement evidence-based
physical activity programs. The salary is
commensurate with State pay grades and the
@gmployee’s experience.

G\ =y
SNAP-Ed

Cost
Princibles



Does the Cost Pass
the NECESSARY Test?

a. Is the cost item needed to carry out the program?

b. Can the cost item be foregone without adversely impacting
the program’s operations?

c. Will incurring the cost duplicate existing efforts?

R N
SNAP-Ed

Cost
Princibles
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Allocable, Defined

e Allocation entails correlating costs with the
program benefits obtained by incurring them. A
cost is allocable to SNAP-Ed if the goods or
services involved are chargeable or assignable to
SNAP-Ed in accordance with relative benefits
received. If a cost item benefits only SNAP-Ed,

Elma’then 100 percent of it is allocable to SNAP-Ed.

SNAP-Ed

Cost
Princibles




Allocable, scenario

* Alocal cooperative extension agency is
delivering a 3-hour training on the Smarter
Lunchrooms Movement in partnership with
the School Food Service team, and Local
Wellness Council.

=
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Does the Cost Pass

the ALLOCABILITY Test?

a. Is the cost incurred specifically for SNAP-Ed?

b. Benefits both SNAP-Ed and other work of the non-Federal
entity and can be distributed in proportions that may be
approximated using reasonable methods?

c. Is necessary to the overall operation of the non-Federal entity
and is assignable in part to SNAP-Ed?

e o -
‘.-. 3 & 1
] S

ford V)
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Example 1: Staffing

Staffing Is the Cost?
e State agency hires a full-  Allowable?
time analyst who charges e Reasonable?

100 % of her salary to SNAP-
Ed, but splits her time
between SNAP-Ed and SNAP
Outreach.

* Necessary?
 Allocable?

=

BT =y
SNAP-Ed
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Example 2: Office Supplies

Staffing Is the Cost?
e AnImplementing agency  Allowable?
uses SNAP-Ed funds to e Reasonable?

purchase 25 notepads, 24
pens, and 12 folders to be
used exclusively by SNAP-Ed
staff for program
s2dministration activities.

* Necessary?
Allocable?

el

"a' e p
SNAP-Ed

Cost
Princibles



Example 3: Travel

Travel Is the Cost?

e AnImplementing agency o P
registers and pays 100% of the Allowable:
costs for its staff to attend a e Reasonable?
statewide gardening e N 5
conference. The first two days eCesSsary:
of the conference focuseson e Allocable?
garden maintenance and
gardening education; the last
two days focus on integrated

Mpest management.
SNAP-Ed

Cost
Princibles



Example 4: Computing Supplies

Computing Supplies

e An Implementing agency has a
contract with a technology
vendor. The agency hired two
new full-time staff who are
split-funded between SNAP-Ed
and a CDC grant. The agency
will charge to SNAP-Ed two
laptop computers that cost

'M‘ZZ,SOO each.

SNAP-Ed

Cost
Princibles

Is the Cost?

Allowable?

Reasonable?

* Necessary?
Allocable?



Example 5: Media Campaign

Media Campaign Is the Cost?
 AnImplementing agency will be
procuring the services of a media * Allowable?
vendor to buy 15 radio spots in the . ble?
local Spanish-language media market Reasonable:
that predominantly reaches the low-
income audience. The focus of the * Necessary?

campaign is mothers with children ages

0-5. The local maternal and child health e Allocable?
program is a collaborator in this effort,

but does not have funding to pay for

media. SNAP-Ed will pay for 100% of

the media buy.

7 ;
. A li

SNAP-Ed
Cost
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Allowable

Unallowable

ImpIement
and maintain
PSE efforts
within the
scope of
SNAP-Ed

PSE Changes
outside the
scope of
SNAP-Ed
infrastructur
espace, land,
or
construction

Conductmg
environmen
tal scans or
assessments
of the food
and activity
environmen
t

Capital
improvemen
ts to retail
stores,
sidewalks,
trails,
bicycle
paths, or
dining
facilities

Analyzmg
and
preparing
data reports

Refrigeratio
n units in
grocery or
convenienc
e stores

Community
forums or
meeting

Financial
incentives to
community
partners or
retailers

purchase or
point-of-
decision
signage,
other
marketing
materials

Salaries for
retail store
staff, farmers
market
managers, or
food service
workers for
service
operations

PO|ICV Svstems,; Enwronment

Resource kits

License or
permit fees
for farmers
markets or
food retailers

36
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SNAP-Ed Budget Development

What are the essential components of the State SNAP-Ed Budget
Summary?
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Timeline

SNAP-Ed in a Year

January 31
March 31

April 1-August 15
May 1
August 15

October 1

December 31

SNAP-Ed
Budgets

Annual report from prior year
Release of Annual Guidance and Preliminary Funding Allocations

Plan submission period for the coming fiscal year

Last date for receipt of Plan Amendments for current
year

Due date for receipt of annual Plans or updates to
multiyear Plans for the coming fiscal year

Approval date or Regional Office response to States on

Plan

Due date to report EARS data through FPRS online system
AND to report prior fiscal year carry-over funds

38



USDA

= United States Department of Agricultura

Supplemental Nutrition Assistance Program Education
Plan Guidance FY 2017

Nutrition Education & Obesity Prevention
Grant Program
=

SNAP-Ed Annual
Guidance

SNAP-Ed
Budgets



SNAP-Ed State Plans

 In order to receive a SNAP-Ed grant, States must submit a State Plan

e The Plans must:
1. identify the use of funding for local projects;
2. ensure that interventions are appropriate for the eligible low-income
population;
3. and recognize the population's constrained resources and potential eligibility
for Federal nutrition assistance.

e States may propose implementing annual or multi-year SNAP-Ed Plans of up to
three years

SNAP-Ed
Budgets


Presenter
Presentation Notes
The SNAP-Ed goal is to improve the likelihood that persons eligible for SNAP will make
healthy food choices within a limited budget and choose physically active lifestyles
consistent with the current Dietary Guidelines for Americans and the USDA food guidance.
The focus of SNAP-Ed is:
 Health promotion to help the SNAP-Ed target audience establish healthy eating habits
and a physically active lifestyle; and,
 Primary prevention of diseases to help the SNAP target audience who have risk factors
for nutrition-related chronic disease such as obesity prevent or postpone the onset of
disease by establishing healthier eating habits and being more physically active.

Seventy-five percent of SNAP households included a child, an elderly person, or a disabled person, and these households received 82 percent of all benefits.
A majority (57 percent) of SNAP households with children were
single-adult households.




Six Elements of the SNAP-Ed Plan

A. Target Audience, Needs Assessment, Coordination

B. Goals, Objectives, Nutrition Education Projects, Evaluation
C. Staffing

D. Budget Summary

E. Assurances

F.

Signatures

SNAP-Ed
Budgets



Budget Template
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SNAP-Ed
Budgets
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Classification of Costs

Direct Costs

Can be identified specifically with
a program or other cost objective,
or can be assigned to cost
objectives relatively easily and
with a high degree of accuracy.

Examples: compensation of staff
working in the program, their
fringe benefits, materials,

~ supplies, and equipment used in

- the program

Indirect (F&A) Costs

Incurred for common or joint purposes
benefiting more than one cost
objective.

Cannot be readily assigned to
benefiting cost objectives without
effort disproportionate to results
achieved.

“Facilities & Administration (F&A)”
inserted to accommodate the university
and not-for-profit environments.

— They subdivide indirect costs into these
components.

43



Indirect Costs (cont.)

De Minimis Rate Regular Rate
e Setat 10% of MTDC. e Set at whatever level can be
e Available to program operators justified under the cost principles.

that have never negotiated arate

Available to all program operators
with the Federal Government. Pros P

. that wish to recover indirect costs
* State, local, and tribal allocable to their Federal awards.
governments must also have

direct Federal funding below $35  * Must be periodically re-

million. negotiated with the program
 Used without negotiation. operator’s cognizant Federal
~— May be use indefinitely. agency for indirect costs.

SNAP-Ed 44
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Salaries and Benefits

e Salaries and benefits of personnel involved in SNAP-Ed and
administrative support

— All staff wages, salaries, and benefits must be computed on a
reasonable hourly basis commensurate with duties being performed

e Standards for Documentation of Personnel Expenses (1) Charges to
Federal awards for salaries and wages must be based on records
that accurately reflect the work performed. These records must:

— (i) Be supported by a system of internal control which provides
reasonable assurance that the charges are accurate, allowable, and
properly allocated;

— | — (ii) Be incorporated into the official records of the non-Federal entity;

SNAP-Ed
Budgets



Materials and Supplies

Materials

ltems to be given away — NERI,
pamphlets, cooking demo
supplies, paper and printing costs
for handouts, and garden supplies

Must be cost allocated when
there are multiple program
benefits and methods for

__ allocation are reasonable.

Supplies

In-office use — office supplies,
postage, county-wide
membership fees, computer
software, and subscriptions theft-
sensitive equipment, such as
computer, printers, projectors,
tablets, and cell phones.

Must be pro-rated based on %
use for SNAP-Ed.



Maintenance

— Utilities, phone, internet, security, insurance, and
janitorial services

— Must be cost allocated when there are multiple
program benefits and methods for allocation are
reasonable

SNAP-Ed
Budgets



Travel

— Travel expenses and registration fees

— Travel Purpose
e Justification for the trip and a budget must be submitted for all travel.
e State or Federal per diem rates must be used.

— Number of Staff
e There is no limit to the number of staff allowed for in-state travel.
* There is a limit of four staff traveling out-of-state for conferences.
— Conferences
e Conferences hosted by program operators (ASNNA, SNEB)
e Scope of the meeting must be “beyond the non-federal entity”

SNAP-Ed
Budgets



Equipment

e Equipment
— Purchase of any capital equipment.

e Capital equipment — Equipment that has a per unit cost
of $5,000 or more and has a useful life of more than
one year

 Must be tagged and inventoried.

SNAP-Ed 49
Budgets



Contracts and Grants

e Interagency agreements

— Allowable between two public entities
e Subcontracts/Subgrants:

— Simplified Acquisition

— Competitive Solicitations



Procurement Process

Procurement is the purchasing of goods and services.
The procurement process involves:


Presenter
Presentation Notes
Procurement is the buying of goods and/or services. 
The procurement process begins with planning. Which goods or services do you need?�How much do you need? When do you need them? 
After determining your needs, document them in detail and create specifications.
Then, provide specifications to responders who might be able to fulfill your needs.
Award a contract to one of the responders to provide the needed goods and services. 
Manage the contract to ensure that everything is provided according to your specifications.
The bulk of this presentation will focus on how to create solicitations that target local products, and to do that we need to understand that at the heart of this process are four procurement principles that come into play when spending federal funds.



Procurement Methods

(Federal Threshold = $150,000)

Informal

Formal
| |
! 1
Small Purchase !
(Requires price quotes from Sealed Bids (IFBs)
at least 3 bidders) & Competitive

Proposals (RFPs)
1

1
Noncompetitive Purchase

(value of purchase may not exceed
$3,000)


Presenter
Presentation Notes
Effective date of Micro-purchase threshold?  _____________

An important distinction made in the regulations concerns “formal” and “informal” procurements.
Under federal rules, the “simplified acquisition” or “small purchase” threshold determines whether a procurement must be conducted “formally.” 
Formal procurement includes procurement by sealed bids (which involves issuing an Invitation for Bid (IFB)) or competitive proposals (which involves issuing a Request for Proposal (RFP)).
Informal procurement requires that procurers follow the small purchase procedures. 
The current federal government small purchase threshold is $150,000, so you must use a formal procurement method to purchase anything that costs more than $150,000.
 States or localities may set lower small purchase thresholds, and many of them do. 
Anytime the state or local threshold is more restrictive (i.e., lower), it always trumps the federal threshold. 

Use it when:
The aggregate value of your purchase falls below the micro purchase threshold of $3,000. Micro purchases enable schools:
To purchase supplies or services without soliciting competitive quotations, if the school considers the price reasonable.
When using the micro purchase option, schools must:
Distribute micro-purchases equitably among qualified suppliers;
Develop written specifications and required terms, conditions, and contract provisions; and,
Document all purchases.




Question

What percentage can be used in place of a pre-
negotiated indirect cost rate with a federal
cognizant agency?

SNAP-Ed
Budgets
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USDA, Food and Nutrition Service
Supplemental Nutrition Assistance Program Education
(SNAP-Ed)

Management Evaluation Guide

Management Evaluations

What are management evaluations, and how do they benefit SNAP-Ed
program operations?




THE UNIVERSITY
. OF ARIZONA.
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THE UNIVERSITY
OF ARIZONA.
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THE UNIVERSITY
. OF ARIZONA.

e YouTube training videos
 Annual budget templates
 Monthly budget vs. actual reports



i vy YouTube VIDEO

*» https://www.youtube.com/watch?v=MJZ zi6l|ZY



https://www.youtube.com/watch?v=MJZ_zi6ljZY

e vy BUDGET TEMPLATE

X/

* The Budget Template consists of 5 primary tabs
= Summary Tab
= Salary Expense Tab
= EXxpenses Tab
= Materials Tab
= Subcontract Tab
* unique to each subcontract
* no example provided
% All data rolls up into the Summary Tab and the Expenses Tab
= The Summary Tab shows totals by category
» The Expense Tab shows line item detail



e vy BUDGET TEMPLATE

Overall goals of the budget template

» To create a duplicable, systematic, common sense data entry format that displays
easy to see and understand results. This helps with consistency from year to year.

« Upon completion, the results are easily and automatically transferred to our
sponsor’s (The Arizona Nutrition Network’s) required format.

Basic rules implemented into our spreadsheets

* There is extensive use of cell drop downs, dependent drops downs, color coding
(using conditional formatting) and control totals. These all pull from a hidden

reference tab that helps us maintain consistency among our several locations and
from year to year.

» Protected cells prevent inadvertent changes to static numbers.



e gy COLOR CODING

Many cells are color coded based on cell values or content to
provide an at a glance view of any areas of concern or to
show the user what they can and can't alter.

e RED =NEEDS ATTENTION. ERROR, DATA MISSING, OUT OF
BALANCE OR OVER BUDGET.

e BLUE = AUTO CALCULATIONS, AND/OR CELLS THAT CAN'T
BE ALTERED.

o YELLOW = CONTROL TOTALS BALANCE

e GREEN = EXPENSES ARE NOT OVERBUDGETED.

o WIHITE = INFORMATION CAN BE ENTERED.



e gy UDGET SECTIONS

Summary Tab

FFY17 BUDGET TEMPLATE FFY13 FFY14 FFY15 FFY16 FFY17
EXPENSES EXPENSES BUDGET BUDGET TOTAL COMMENTS

PERSONNEL COSTS/SALARY 38.640.65 40,378 52 44,394 00 54.018.68 57.891.48

FRINGE BEENFITS 18.765 34 19.365 89 19.729 00 18.744 48 20.088 34
CONTRACTS, GRANTS & AGREEMENTS 19.735 00 32.980.25 32.980.00 32 98016 31.228 78
NON-CAPITAL EQUIPMENT SUPFPLIES 4,407 72 5.884 30 5.500.00 3.873 37 3.665.00

MATERIALS 67 58 18,593 61 7.643.00 5.050.00 5.794.00

TRAVEL 2.307.33 4.327.00 3.614.00 2.234.38 2.396.93

BUILDING SPACE 2.472.00 2.472.00 3.000.00 2.468.00 1.236.00
MAINTENANCE 1,412 62 1,399 34 3.000.00 3.480 .00 3.480.00
EQUIPMENT & OTHER CAPITAL 0.00 0.00 000 0.00 0.00

INDIRECT COSTS 22 446 53 25,050 91 21,783 00 28,961 12 23 678 66

TOTAL 110,254.77 150,451.82 141,543.00 151,810.19] 149,459.19| TOTAL

149.,459.63|BUDGET LIMIT

REMAINIG TO BE BUDGETED

GENERAL QUSETIONS YES /I NO EXPENSES REQUIRING A JUSTIFICAITON
ARE YOUR COMPUTERS GOING TO BE 100% SHAP-ED? ~ES CELL PHOME EXPEMNSES
ARE YOU GOING TO GET/HAVE AMNY CELL PHOMNES? ~wES OuUT OF STATE TRAVEL
ARE YOU GOING TO ADD OR USE AMNY FACILITIES THAT AREMNT OM CAMPUS OR AT AN
EXTEMNSION OFFICE? ~ES USING SUBCONTRACTORS
ANY OUT OF STATE TRAVEL? el SPECIAL PROJECTS
ARE YOU GOING TO USE SUB-CONTRACTORS vES UTILITIES FOR AN OFF CAMPUS, MOMN EXTEMSION OFFICE
ARE YOU GOING TO DO AMNY SPECIAL PROJECTS THAT WOULD REQUIRE A JUSTIFICATIOMN? o] ERI'S
DO YOuU HAVE ANY STORAGE UMNITS? TYES= Wl Fl HOTSRPOT
BUILDING SPACE (OTHER THAMN STOREAGE)

JUSTIFICAITONM 1 JUSTIFICAITON 3
East Valley phone: 1 cell phones for 2 staff ($7¥0/mo x 12 mos) (no landline capabilities available at this
location)

JUSTIFICAITOMN 2 JUSTIFICAITON 4



Presenter
Presentation Notes
We have 5 sections to our budgets, the first being the Summary tab. It provides an at a glance budget by categories compared to previous years along with general questions and list necessary justifications. 



THE UNIVERSITY

SALARY EXPENSES

Salary Expense Tab

Showina error

. OF ARIZONA

FFY17 BUDGET TEMPLATE REMAINING BUDGET |0
2.25 31.59% 65.66%  97.25%
HOURLY
RATE PER ADHS SALARY ADHS
% EFFORT uA 9  UA (2088 ANNUAL ADJ. (WITH
BUDGET UA FOR SNAP-.| ADMIN DIRECT TOTAL |SNAP-ED LABOR OR YR FOR ANNUAL SALARY AT ANNUAL ADHS
POSITION NAME EEID# JOB# LINE# FTE ED HOURS HOURS HOURS FTE CODE 12 FFY17 SALARY 1.03% RATE ERE% FRINGE
Program Coordinator, Senior [Sheldon Cooper 17205001] 1865213 095 42 12% 80000
Instructional Specialist Penny Hofstadter 1400167 1| 1824986 0 650 100_00% 2000
Instructional Specialist Amy Farrah Fowler 16606744 1834484 0 650 100.00% 100.00
]
]
[ 1
920.00 _1,912.29 57,891.48 20,088.34 _ 77,979.82
0.00 0.00 0.00
. .
With error fixed
FFY17 BUDGET TEMPLATE [ERRGRERBUNKRELS| == caLcuLaes AuTowATIGALLY] ——
2.25 34.34% 65.66% _ 100.00% 1.40 TOTAL
~ ~ ~
HOURLY ADHS
RATE PER ADHS SALARY ADHS
% EFFORT uA 9  UA (2088 ANNUAL ADJ. (WITH TOTAL
BUDGET UA FOR SNAP-| ADMIN DIRECT TOTAL |SNAP-ED LABOR OR YR FOR ANNUAL SALARY AT ANNUAL PROPOSED ADHS (SAL +
POSITION NAME EEID# JOB# LINE# FITE ED HOURS HOURS HOURS FTE CODE__12 _ FFY17 SALARY 1.03% RATE ERE% | INCREA SE] FRINGE FRINGE]
Program Coordinator, Senior |Sheldon Cooper 17205001] 1865213 0.95 42 12%, 800.00 3229 38.000.00
Instructional Specialist Penny Hofstadter 14001671] 1824986 0.650 100.00%, 100.00 940.00 42.000.00
Instructional Specialist Amy Farrah Fowler 16606744 | 18344584 0.650 100.00% 100.00 940.00 40.000.00
]
]
[ ]
1,000.00  1,912.29 57,891.48
0.00 0.00



Presenter
Presentation Notes
The salary expenses tab is set up to easily breakdown work type, and budget a salary increase.

It also easily depicts unbalanced hours(see the red cell above) and the amount of budget still remaining.



muveer (C|RRICLUM EXPENSES

Curriculum Expense Tab

FFY17 BUDGET TEMPLATE

o C TOTAL GENERAL
AUDIENCE / GRADES # OF LESSONS LENGTH TO ORDER MEEDED |COPIES [COST FUNDS



Presenter
Presentation Notes
The curriculum expense tab set to reflect curriculum allowed by the sponsor.  Only the white cells can be altered and the total is captured at the bottom.



THE UNIVERSITY
. OF ARIZONA

Expenses Tab

EXPENSES

With Salary Expenses, Curriculum, and Subcontract from other tabs

FFY17 BUDGET TEMPLATE

NOTE: ALL MATERIALS CIRRICULA ARE TO BE ENTERED IN THE MATERIALS TAB
NOTE: ALL SUBCONTRACTOR EXPENSES ARE ENTERED IN THE SUB CONTRACT TaB (OVER) UNDER BUDGET
MOTE: ROVWS 5§ THOUGH 8 PULL FROM OTHER TABS - DO NOT CHANGE

VARIANCE

BUDGET 149,459.63

EXPENSE

SUBTOTAL

BUDGET CATEGORY SUB CATEGORY

D._NOMNCAPTAL EQUIP_SUPPLIES FOOD DEMOS

SUB, SUEB CATEGORY

FOOD SUPPLIES ($1.25/PERSOM)

QTY -

FOOD FOR FOOD DEMO

EACH

PRICE PER

>

D._NOMNCAPTAL_EQUIP_SUPPLIES OFFICE SUPPLIES

PHOTOCOPYING/PRINTING (BLACK & VWHITE .04)

BLACK AND WHITE COPIEES

5,000 |EACH
D._NOMNCAPITAL_EQUIP_SUPPLIES OFFICE SUPPLEES PHOTOCOPYING/PRINTING (COLOR .20} COLOR COPIES 2000 |EACH
D._NOMNCAPITAL_EQUIP_SUPPLIES OPERATING SUPPLEES CELL PHONE/INTERNET SERVICE 1 [EacH
F1._TRAWVEL LODGING LOCATION AND/OR EVENT: # DAYS X # STAFF X UANN IN SERWVICE - HOTEL - 1 NIGHTS, 3 STAFF, 3

APPROVED U& RATE ROOMS 3 |PER MIGHT
F1._TRAWVEL LODGING LOCATION AND/OR EVENT: # DAYS X # STAFF X AZFNM PARTNER MEETING - HOTEL - APRIL -
APPROVED UA RATE PHOENIX 2 nights, 1 STAFF 2 [PER MIGHT
F1_TRAVEL MILEAGE PERSOMNAL VEHICLE REIMBURSEMENT 3,475 milesiyr x 2.5 staff x 0.445 3,474 |MILES
F1_TRAVEL PER DIEM LOCATION AND/OR EVENT: # DAYS X # STAFF X UANN IN SERWVICE - MEALS - 4 PEOPLE
APPROVED U& RATE 4 |EACH
F1._TRAWVEL PER DIEM LOCATION AND/OR EVENT: # DAYS X # STAFF X AZNN PARTNER MEETING - MEALS - APRIL -
APPROVED UA RATE PHOENEX 2 |EACH
G._BUILDING_SPACE STORAGE SPACE STORAGE UNIT: SQ FT X AMT X 12 MONTHS STORAGE RENTAL - TOVWN & COUNTRY MINI
STORAGE 2 Units at 10 ft. x 20 ft. each = 400 total
square feet 12 |EACH
H1._MAINTENANCE_UTILTIES WATER CITY OF NOGALES - UTILITES 12 |MONTHLY
H1._MAINTENANCE UTILITIES TELEPHOME PHOME SERWICES - ESIHOSTEDSE 12 |MONTHLY
H1._MAINTENANCE_UTILTIES INTERNET PHOME SERVICES - MCC MEDIA 12 |MONTHLY
H1._MAINTENANCE_UTILTIES ELECTRICTY

UNS ELECTRIC

12 |[MONTHLY

E._MATERIALS EDUCATION REINFORCEMENT MEMS

WATER BOTTLES FOR & SNAP-ED RACE

120 [EACH



Presenter
Presentation Notes
The expenses tab is cumulative of all types of expenses.  It pulls from the Salary tab, the Curriculum tab and the Sub-contract tab.  All other expenses are then entered onto this tab. (Circled in red below)



e gy EXPENSES

To maintain consistency, column A is a drop down,
and columns B & C are dependent drop downs.

2 B C
FFY-‘? BUDGET TEMPLJ 3L-ATE HOT HOTE: ALL MATERIALS CIRRICULA ARE TO BE ENTERED IN
NOT HNOTE: ALL SUBCONTRACTOR EXPENSES ARE ENTERED IN T
NOT NOTE: ROWS &5 THOUGH & PULL FROM OTHER TABS - DO NO)
BUDGET CATEGORY -~ | S| SUB CATEGORY SUB, SUB CATEGORY
A, PERSOMMEL COSTS SALARY
B. FRINMGE_BEMNEFITS
E. MATERIALS CIR] CIRRCICULA,
C._CONTRACTS_GRANTS_AGREEMENTS |4 MARIPOSA COMMUNITY CENTER
O._MNONCAPTAL_EQUIP_SUPPLIES l - FOOD DEMOS ! - [0 FOOD SUPPLIES (31.25/PERSON] l -
C._COMTRACTS GRAMNTS_AGREEMEMNTS COMPUTERS AMD PRINTERS ] FOOD DEMD KIT REFLACERMENT ITEMS
H H H FOOD DERMOT KITS
E._MATERIALS || GARDER EQUIFIEMT AMD SUFPFLIES ] |
Fi_TRAaYEL OFFICE SUPPLIES N SUPFLIES FOR FOOD DEMODS (INCLUDIMNG PORTAELE TABLES, ROL
G, BUILDIMNG_SFACE H OFERATING SUPPLIES - — - — — T
Hi_MAIMTERANCE_UTILITIES TRAIMNIMNG ANMD EDUCATION [PROVIDE DETAILC LOCATION ANDVOR EVENT: # DAYS X # STAFF X Uy
H2_ MAINTEMAMCE_F ACILITIES 1 Fi
F1._TRAWEL LO T




muveer BUDGET VS, ACTUAL

*+ The Budget to Actual report consists of 4 tabs
Sum Tab

Transactions Tab

Payroll Forecast Tab

Actual Payroll Tab

» All data rolls up to the Sum Tab which includes
= Budget amounts
» Year to date spending
= Encumbrances
= Budget available
» Spending goals, percentages, and chart
» Projected expenses (what if section)



muveer BUDGET VS, ACTUAL

What Is a budget vs. actual report?

e It's a month to month comparison of actual expenses vs.
what was budgeted.

What are our goals in maintaining this report?

 To maintain awareness of our budget amounts by category.
 To be sure that we spend what was budgeted; preferably,
not more and not less



muveer BUDGET VS, ACTUAL

Main features of the Budget vs. Actual Report

Records actual monthly expenses by category
Compares that to your budget by category
Shows budget to actual statistics
Provides a graph of budget vs. actual spending
Calculates your 10% variance (per our Sponsor)
Allows you to pose “what if?” spending scenarios.
It is broken out into two main sections;
 Payroll spending
e All other



s BUDGET VS, ACTUAL

Sum Tab

MONTHLY BUDGET e encumpra | AVAILABLE
BUDGET OCTOBER |NOVEMBER | DECEMBER | JANUARY | FEBRUARY MARCH APRIL MAY JUNE oy AUGUST | SEFTEMBER | 13TH PERIOD TOTALS (AFTER
VS. ACTUAL REPORT BUDGEY NCES
SALARIES 140,000.00 51.09%| 938286 10.107.10 | 9.38286| 9.38486| 9.447.02 | 10.107.10 | 15.348.13 | 10.409.42 | 10.465.22 0.00 0.00 0.00 94,038.77 | 3924533 5.715.91
FRINGE BENEFITS 48,500.00 17.70%| 325656 | 350715 | 325656 | 325656 | 327810 350715 532581 | 361208 | 363149 0.00 0.00 0.00 3263146 | 1351809 2,250.45 159,321.25 [TRANSACTION TAB TOTAL
CONTRACTS/GRANTS/AGRMT 12,000.00 4.38%] 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 12,000.00 VARIANCE
NON CAPITAL LOUIPMLNT %,000.00 1.82% 218.34 1894 ABO.OG | 208160 68.73 HE1 .60 375.77 15.00 709.19 0.00 0.00 0.00 2,850,193 o.ou 149.87
MATLRIALS ,000.00 2.19%] .00 0.00 coo | 500000 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 4, 000.00 o.ou 1,000.00 123,814.71 [PAYROLL TAD TOTAL
TRAVEL 5,000.00 7.10%) 58,60 320,00 25124 3830 70,04 s1a .60 221 80 431.28 aaw 80 0.00 0.00 .00 %,046.01 0.00 2,853 09 50.77%) VARIANCE
BUILDING / SPACE Q0o 0.00 0.00 0.00 0.00 0.00 o.00 o.00 o.00 000 000 .00 .00 0.00 0.00
MAINTENANCE .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 a.00 .00 .00 0.00 0.00
ECQUIPMENT & OTHER COSTS .00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 TOTA 10% VARIANCE| 27 20500
INDIRECFT COSTS - 26% 56.550.00 2063%| 283257 | 329168 | 345723 | s32sas| sossser| ssaovs| savzev| sosoos | ssans:y 0.00 0.00 0.00 32,875.00 | 1374220 992961 B2.44%) 10% VARIAMCE USED
TOTAL EXPENSES 27405000 | 100.00%| 16,5193 | 17.244.87 | 16.820.85 | 23.389.67 | 16,208.50 | 18,550.18 | 26.744.28 | 18.216.78 | 19,105.21 172,44227 | 66,607.90 34.999.83 87.23%] | 10% VARIANCE AVAILABLE| 27,405.00 |
PERCENTAGE OF BUDGET SPENT 5 803, 6.29%| 6.14%] 8 53| 5.01%| 677 9.76% 6.65% 6.07% 62.92%]
OPTIMURM PERCENTAGE TO SPEND, 7.06%, 7 anwl 7 Bnwl 7 aswl 7 sl 7858 10.28% 7. 85% 7 85% 7 85% 7 85% 10.28% 1.31%) 100.00%|
SEEMT M0, (LESS) THAN OFTIMAL 1.17%) 1.56% 1.71% 0.58%] 1.04% 1.08% 0.72% 1.20% 0.88% 9.58%|
EXPECTED SALARY 8 BUNCETS] 1223092 | 1498991 | 1498991 | 14 98091 | 14 98091 | 14 98991 | 2158507 | 1458951 | 14 98091 | 14 98001 | 14 swes1 | 3158397 3,597.33
OPTIMUM DOLLARS TO SPENDN [W/O SALARY/BENEATS)] 604362 | 671742 [ 671741 | 671741 | 671742 | 671741 | 896386 | G7i7sl | 671741 | 671741 | G7i741 | 1008634 -
TOTAL OPFTIMAL MONTHLY SPENDING|  1%,274%a | 21.106.72 | 21.106.72 | 2130672 | 2110672 | 3110672 | 30847 23 [ 2110672 | 2130672 | 31,106 72 1 67030 3,507 33 | 374,080.00
SPENT MOE, (LESS) THAN OPTIMAL| (3,122.61)] (sme1ms)| (a2rsmn)| 208208 | (amemss)| (255650)) (w00 {2mm0.94a)| (2001.51) (29,126.65)|
WHAT IF? (WILL BE ADDED TO THE ENCUMBRANCES COLUMN) PAYROLL WHAT IF'S CAN BE DONE ON THE PAYROLL FORECAST TAD|
CGA NCE MTR TR BDG
DESCRIPTION 55 DESCRIPTION 55 DESCRIPTION 55 DESCRIPTION 55 DESCRIPTION 55 6, 000,00
30,000.00
25,000.00 ACTUAL
s SPENDING
20,000.00 __..——-—4/
. —OPTIMAL
15,000.00 SPENDING
10,000.00
5,000.00
0.00
a
P o @é'



Presenter
Presentation Notes
Main tab of our report updated & distributed monthly.  It is color coded similarly to the Budget Template.



s BUDGET VS, ACTUAL

Sum Tab “what If?” section

WHAT IF? (WILL BE ADDED TO THE ENCUMBRAMNCES COLUMM} PAYROLL WHAT IF'S CAN BE DONE OM THE PAYROLL FORECAST TAB
CGA NCE MTR TRV BDG
DESCRIPTION 58 DESCRIPTION 58 DESCRIPTION 58 DESCRIPTION 85 DESCRIPTION s



Presenter
Presentation Notes
Users can use the “what if?” section to plan the rest of their annual spending.  This is for all non payroll expenses.

It’s a very simple form requiring the user to choose the category, and then enter and a description, and a dollar amount.



muveer BUDGET VS, ACTUAL

WHATIF? (WILL BE ADDED TO THE ENCUMBRANCES COLUMM}) PAYROLL WHAT IF'S CAN BE DOMNE OMN THE PAYROLL FORECAST TAB
CGA MCE MTR TRV BDG
DESCRIPTION (44 DESCRIPTION (1 DESCRIPTION (1 DESCRIPTION (13 DESCRIPTION (13
SUBCONTRACT PAYMENT 12,000.00 [ADMIN LAPTOP 500.00 (CATCH KIDS CIRR. 1,000.00 |PSE TRAINING/HOTEL 800.00
ADMIN PRINTER 250.00 PSE TRAINING,/FUEL 240.00
ADMIN DESK 500.00 PSE TRAINING/MEAL A400.00
ADMNMIN CHAIRS 800.00
GARDEM KIT VISIT 200.00
GARDEN KIT VISIT 6000
p— N gy ™ 1 p— gy g— GARDEN KIT VISIT 100.00
- )%AN@H': = Jr-
— — SEMINAR HOTEL 500.00
SEMIMAR fFUEL 200.00
— W __ Wl _ N ] p— — 't j— g,y SEMIMNAR/MEAL 200.00
(AR YD) | | ) ™ Lrj”
| | I 1 LJ | -
12,000.00 2,150.00 1,000.00 2,800.00 -
¥TD 26 OF
BUDGET
EMNCUMBRA AVAILABLE SPENT
The spreadsheet then moves Nets (AFTER oy
ENCUMBRANCES)
= = ENCUMER
these amounts (including IDC) to ANCES
39,245 33 B6,71591 95 _20%
the enCUI I lbrance COIUI I ln and 13,618.09 2,250.45 95.36% 159,321.25 ([TRANSACTION TAB TOTAL
= 12 000.00 0.00 100.00% VARIAMCE
updates the YTD spending $ and 200.13) T
0/ 1,000.00 0.00 100.00% 123,814.71 (PAYROLL TAB TOTAL
0' 2,800.00 15399 97.43% VARIAMCE
0.00 0.00
0.00 0.00
0.00 0.00 TOTA 10% VARIANCE| 2740500
153,411.49 992961 82.44% 10% VARIANCE USED (2,000.13)
89,224.90 17,049.83 93.78% 10%5 VARIANCE AVAILABLE| 25,404.87




s BUDGET VS, ACTUAL

Payroll Forecast Tab

Includes it's own “What if?” section

CURRENT REPORTING PERIOD PERIODS PER MTH 170 2.00 2.00 2.00 2.00 2.00 3.00 2.00 2.00 2.00 2.00 3.00 (39,245.33) 24,252.81
PAID THROUGH SO FAR REMAINING PAY PERIODS FOR THE YEAR 24.50 2250 2050 1850 16.50 1450 11.50 9.50 7.50 5.50 3.50 0.50 (13,618.09) 8,415.76
WORKED/PAID LAST DAY, SAME MTH LAST DAY WORKED & PAUD WITHIN THE SAME MONTH | 10/25/15  11/22/15  12/20/15 1/17/16  2/14/16 3/13/16  4/24/16  5/22/16  &/19/16  T/17/16  B/14/16 9/30/16
VARIANCE TO PAYROLL TAB LAST PERIOD ENDING OF TH EMONTH | 10/25/15  11/22/15 __ 12/20/15 1/31/16 __ 2/28/16 3/27/16 __ 4/24/16 _ 5/22/16 _ 6/30/15 _ 7/31/16 _ 8/28/16 9/30/16
ENC CE | WILL BE
INV. SALARY EFFECTIVE ERE 1 2 3 4 5 6 7 8 a 10 11 12 FOR ACTIVE  |AVAILABLE AT | TERMINATI
ACCT. UNE _POSITION TITLE CHANGE DATE TYPE RATE BUDGET oct NOV DEC 1AM FEB MAR APR mMaY N JuL AUG SEP EMPLOYEES | YEAR END ‘ON DATE
4013310 50  Program Coordinator salary 52,118.00 | (3,283.21) (3,868.64) (3,B62.60)  (3,862.60) (3,862.60) (4,094.36) (6,141.54) (4,094.36) (4,094.36) - - - (15,353.85) 400.12)
4013310 50 Program Coordinator ERE 0.387 1808495 | (1,139.27) (1,382.42) (1,340.33)  (1,340.34) (1,340.32) (1,420.74) (2,131.12) (1,420.75) (1,420.74) - - - (5,327.78) (138.86)
4013310 51 Intructional Specialist salary 22,581.72 (931.20) (1,149.80) (1,099.00) (1,274.00) (1,21800) (1,42800) (2,002.00) (1,512.00) (1,568.00) - - - (5,880.00) 4,519.72
4013310 51 Intructional Specialist ERE 0.347 7,835.86 (323.13) (398.99) (381.35) (442.08)  (422.64) (495.51)  (694.70)  (524.67)  (544.00) - - - (2,040.34) 1,568.36
4013310 52 Intructional Specialist salary 24,067.27 - - - - - - - - - - 24,067.27
4013310 52 Intructional Specialist ERE #DIV/O! 8,351.34 - - - - - - - - - - 8,351.34
4013310 53 Program Coordinator salary 56,650.00 | (3,711.46) (4,366.42) (4,366.42)  (4,366.42) (4,366.42) (4,584.74) (7,204.59) (4,803.06) (4,803.06) - - - (18,011.48) (3,934.06)
4013310 53 Program Coordinator ERE 0.387 19,657.55 | (1,287.87) (1,51515) (1,515.15)  (1,515.14) (1,515.14) (1,590.90) (2,499.99) (1,666.66) (1,5666.66) - - - (65,249 98) (1,365.09)
SMAP-ED
ANMUAL MAME / POSITION TITLE (MUST BE A DISTRIBUTION EFFECTIVE ERE ADIUSTED 1 2 3 4 5 & 7 8 <) 10 11 12 TOTAL ANNUAL
SALARY FTE _BUDGETED POSITION TITLE) % DATE TYPE RATE SALARY| ocT OV DEC 1AM FEB. MAR APR sy M JuL AUG SEP. ENCUMBRANCE
SALARY - - - - - - - - - - - - -
POSITION TITLE 9 OR 12 MTH ERE [ - - - - - - - - - - - - -
SALARY - - - - - - - - - - - - - -
POSITION TITLE 9 OR 12 MTH ERE [ - - - - - - - - - - - - -
SALARY - - - - - - - - - - - - - -
POSITION TITLE: 9 OR 12 MTH: ERE [ - - - - - - - - - - - - -
EFY16 ERE RATES CALCULATE AN ANNUAL SALARY THINGS TO KNOW ABOUT THE WHAT IF SCENARIOS:
0.387 FULL-BENEFIT |HOURLY RATE 1- INFORMATION CAN BE ENTEERED INTO ANY OF THE APPROPRIATE YELLOW BOXES
0.317 FACULTY ANCILLARY 2088|HOURS IN YEAR FFY16 2 - PLEASE REMEMBER THAT EACH EMPLOYEE HAS TWO LINES; ONE FOR SALARY AND ONE FOR ERE
0.11 CLASSIFIED TEMPORARY [MET ANNUAL SALARY 3 - A NEW EMPLOYEE CAN ONLY BE HIRED INTO AN EXISTING POSITION TITLE LINE. (SEE BUDGETED POSITIONS FOR FFY15 IN COLUMN A)
0.035 STUDENT EMPLOYEE IF YOU WANT TO HIRE A NEW EMPLOYEE INTQ AN ADDITIONAL POSITION TITLE, A BUDGET AMENEDMENT IS NECESSARY)
0.139 GRADUATE ASSISTANTS 4 - ALL RED CELLS MUST BE COMPLETED FOR THE CALCULATIONS TO BE CORRECT.
5 - ONLY ENTER INFORMATION 1IN THE YELLOW CELLS.
6 - AFTER THE EMPLOYEES FIRST MONTH WITH PAY, YOU WILL NEED TO ZERO OUT THEIR WHAT IF LINE.
BUDGETED POSITIONS FOR FFY16
Program Coordinator
Intructional Specialist



Presenter
Presentation Notes
Payroll is a significant portion of the budget and has its own tab that feeds into the main page.  

Due the complexities of salaries, this tab has its own “what if?” options that include; salary changes, termination dates and an area for new hires. (Anything in yellow can be modified by the user)



s BUDGET VS, ACTUAL

Payroll Forecast Tab
With changes

CURRENT REPORTING PERIOD PERIODS PER MTH 170 200 200 200 200 2.00 3.00 200 200 200 200 3.00 F (44,629.12) 18,869.02
PAID THROUGH SO FAR REMAINING PAY PERIODS FOR THE YEAR 24.50 2250 20.50 18.50 16.50 14.50 11.50 9.50 7.50 5.50 3.50 0.50 {15.486.28) 6.547.57
'WORKED/PAID LAST DAY, SAME MTH LAST DAY WORKED & PAUD WITHIN THE SAME MONTH 10/25/15 11/22f15 12/20/15 1/17/16 2/14/16 3/13/16 4/24/16 5/22/16 6/19/16 7/17/16 8/14/16 9/30/16
VARIANCE TQ PAYROLL TAB LAST PERIOD ENDING OF TH EMONTH | 10/25/15  11/22/15  12/20/15 1/31/16  2/28/16  3/27/16  4/24/16  5/22/16  6/30/15  7/31/16  EB[28/16 9/30/16
ENCUMBRANCE | WILL BE
IV SALARY EFFECTIVE ERE 1 2 3 4 5 (] 7 8 9 10 1 1z FOR ACTIVE  |AVAILABLE AT | TERMINATI
ACCT. LINE POSITION TITLE CHANGE DATE TYPE RATE BUDGET ocT NOV DEC JAN FEB MAR APR MAY JUN JuL AUG SEP EMPLOYEES |YEAR END ON DATE
4013310 50 Program Coordinator Salary 52,118.00 | (3,283.21) (3.868.64) (3,862.60)  (3,862.60) (3,862.60) (4,094.36) (6,141.54) (4,094.36) (4,094.35) (15,353.85) (400.12,
4013310 50 Program Coordinator ERE 0.347 18,084.95 | (1,139.27) (1,382.42) (1,340.33)  (1,340.34) (1,340.32) (1,420.74) (2,131.12) (1,42075) (1,420.74) (5,327.78) (138.86
4013310 51 Intructional Specialist 30,000.00 B/1/16 Salary 2258172 | (931.20) (1,149.80) (1,099.00) (1,27400) (1,21800) (1,428.00) (2,002.00) {1,512.00) (1,568.00) {10,290.87) 108.85
4013310 51 Intructional Specialist 10,410.01 8/1/16 ERE 0.347 7.835.86 | (323.13) (398.99) (381.35) (442.08) (422.68)  (495.51)  (684.70)  (524.67)  (544.09) (3,570.92) 37.78
4013310 52 Intructional Specialist Salary 24,067.27 - - - - - - - - - - 24,067.27
4013310 52 Intructional Specialist ERE #DIV/0! 8,351.34 - - - - - - - - - - 8,351.34
4013310 53 Program Coordinator salary 56,650.00 | (3,711.46) (4,366.42) (4,366.42)  (4,366.42) (4,366.42) (4,584.74) (7,204.59) (4,803.06) (4,803.06) (2,401.53) 11,675.88 7/1/16
4013310 53 Program Coordinator ERE 0.347 1965755 | (1,287.87) (151515} (1515.15)  (1,515.14) (1,515.14) (1,590.90) (2,499.99) (1,666.66) (1,666.66) (833.33) 405156 7/1/16
SNAP-ED
ANNUAL NAME / POSITION TITLE (MUST BE A DISTRIBUTION EFFECTIVE ERE ADJUSTED 1 2z 3 4 5 1 7 8 9 10 1 12 TOTAL ANNUAL
SALARY FTE BUDGETED POSITION TITLE) % DATE TYPE RATE SALARY ocT NOV DEC JAN FEB MAR APR MAY Jun JuL AUG SEP ENCUMBRANCE
50,000.00 |1 Bob Smith 75% B/8/16[sALARY 37,500.00 - - - - - - - - - - (73767)  (5,048.08) (5,785.75)
POSITION TITLE:|Intructional Specialist 3 OR 12 MTH: 12.00|ERE [0387 13,012.50 - - - - - - - - (255.87) (1,751.68) (2,007.65)
50,000.00 |1 Janes Smith 100% 7/15/16(sALARY 50,000.00 - - - - - - - - - (220.20) (3,846.15) (6,730.77) (10,797.12)
POSITIONIITLE:|Program Coordinator 9 OR 12 MTH: 12.00|ERE [0347 17,350.00 - - - - - - - - - (76.41) (1,33462) (2,335.58) (3,746.60)
SALARY - - - - - - - - - - - -
POSITION TITLE S OR 12 MTH. ERE | - - - - - - - - - - - - -
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Presentation Notes
As changes are made on this tab, the ENCUMBRANCE FOR ACTIVE EMPLOYEES column and the AVAILABLE AT YEAR END update and carry to the main tab.



s BUDGET VS, ACTUAL

= (11 - 17 = (11 M 1
efare using “what if? After using “what if?
¥TD % OF Y¥TD %6 OF
BUDGET BUDGET
ENCUMBRA AVAILABLE SPENT ENCUMBRA AVAILABLE SPENT
MNCES (AFTER w/ MNCES (AFTER W
ENCUMBRAMCES) ENCUMBRAMCES)
ENCUMBR ENCUMBR
AMNCES AMNCES
39,245 33 5,715.91 95 .20% 44 562912 1,332.11 99.05%
13,618.09 2,250.45 95.36% 15,486.28 382.26 99.21%
0.00 12 00000 00025 12, ,000.00 0.00 1O O 5
0.00 1,000.00 83.33% 1,000.00 0.0 100 00
0.00 2,953 .99 S0.77% 2, 800.00 153 99 97 .43%
0.00 o.00 0.00 o.00
0.00 000 0.00 o.00
0.00 000 0.00 0.0
13,744 .49 9929.61 82.44% 20,297 .00 5,044 10 85.78%
66,607 .90 34,999.83 B87F.23% 98,362.40 7,912 .33 7. 11%
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Presentation Notes
Now that we have updated our two “what if?” sections with our plans, we can see our forecast come together.  This information can now be used to reevaluate spending.



e gy WHAT WE COVERED

e YouTube training videos
 Annual budget templates
 Monthly budget vs. actual reports
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ME Responsibilities

Federal
agency

* Food and Nutrition Service

State agency

e Grantee
e SNAP agency

Implementing
agency

e Sub-recipient/Sub-grantee

e State, local government, Indian tribe, institution of higher education, or nonprofit organization that carries out
allowable SNAP-Ed activities

Local Provider

Management
evaluations

e Sub-sub recipient

¢ (In some states) Local cooperative extension offices, local health departments, local affiliates or local chapters of
non-profit organizations receive funding from a State Implementing agency to carry-over local SNAP-Ed activities
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®
Subpart C — Pre-Award Requirements

Federal Awarding Agency Review of Risk Posed by
Applications (200.205)

 Federal awarding agency must have in place a
framework for evaluating risk posed by a non-Federal
entity or applicant before they receive an award.

— The conditions imposed must correspond to the degree of
risk assessed

Management 78
evaluations


Presenter
Presentation Notes
I want to talk a little bit about the new risk-based approach FNS is taking
The citation for the risk-based approach.
FNS has an ME plan, which gives us guidelines for risk
How we decided on the ME plan for the year


Subpart C (cont.)

* In evaluating risk, the Federal awarding
agency may consider the following:
— Financial stability

— Quality of management systems and ability to
meet the management standards prescribed

— History of performance

Management 79
evaluations
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Subpart C (cont.)

The Federal agency or the pass-through agency may impose
additional specific award conditions as needed based on risks posed
by the non-Federal entity (200.207)

The specific conditions include:

Requiring payments as reimbursement rather than advance payments

Withholding authority to proceed to the next phase until there is
evidence of acceptable performance

Requiring additional or more detailed financial reporting
Requiring additional project monitoring

Requiring the non-Federal entity to obtain technical or management
assistance
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United States Department of
Agriculture
Food and Nutrition Service
Western Region Tuly 5,2016

Reply to
Attn of:

Subject:

To:

USDA, Food and Nutition Service
‘Supplemanta Nuton Assistance Program Ecucation

(SNAP-Ed)
Management Evaluation Guide

Management
evaluations

Administrative Notice 16-34

SNAP — Suppl tal Nutrition Assistance Program - Fiscal Year 2017
State Target Areas for Management Evalnations

State SNAP Directors

The purpose of this memo is to transmt target areas and procedures for Supplemental
Nutrition Assistance Program (SNAP) Management Evaluations (MEs) for Fiscal
Year (FY) 2017. The Food and Nutrition Service (FNS) National Office, in
collaboration with FNS Regional Offices (ROs). have identified four national target
areas and eight other at-risk program areas where State resources should be directed
for this FY. This memorandum also outlines changes in the definitions of project
areas that States mmst implement for therr FY 2017 reviews.

FNS will provide one additional target area for FY 2017, Quality Control MEs, which
will be addressed under separate cover.

FY 2017 State Target Areas:

1. Able-Bodied Adults Without Dependents (ABA WDs) tracking and policy
compliance for States transitioning off of Statewide time limit waivers in FY
2017;

2. Employment and Training (E&T) programs at the State agency level that
meet at least one of the following criteria:

« FY 2017 budgets in excess of $10 million (Federal and State funds) as
approved in SNAP E&T plans;

# Shifted to mandatory E&T programs since FY 2014; or

s Increased the mumber of work registrants subject to mandatory E&T by
more than 20 percent between the FY 2016 and FY 2017 plans.

3. Program Access Review (PAR) at the local level with an emphasis on the
recertification process; and

4. Electronic Benefit Transfer (EBT) when the State is scheduled to implement
photos on the EBT card or if the State has already implemented this policy.

Review of Frogram Access at the Local Level
States shall conduct PARs at the local level with an emphasis on compliance with

SNAP recertification requirements. The term "local office” shall include any
organizational unit within the State responsible for 1) interacting with SNAP

All SNAP Directors
Page 2

households in person or over the phone and 2) performing certification finctions
related to recertification.

For example, a traditional local office, call center. or processing center would all be
appropriate "local offices” to review as long as they meet the two criteria. State
reviewers are encouraged to nse the FY 2017 Local PAR addendum . scheduled to be
completed by September 30, 2016, as their ME guide for each review.

State At-Risk Areas:

States have the flexibility to review other areas on an at-risk basis. In determining
risk, the State agency should take into consideration the time elapsed since an area
has been reviewed, suspected or confirmed deficiencies in an at-risk area, and any
recent changes to the program area. The FY 2017 State at-risk review areas are:

PAR at the State agency level;

ABAWDs:

Casze and Procedure Error Eate;

EBT;

E&T programs that leverage third party funds, operate in pledge States, have
made significant changes in providers, or have made significant changes in
funding categories;

6. SNAP-Ed:

7. Recipient Claims Management Treasury Offset Program; and

8. Recipient Integrity.

e b=

State Procedures:

In accordance with Federal Regulations at 7 CFR. 275.5(b)(2). State's must conduct
MEs for the State target areas. defined above. in accordance with the following
schedule or on a more frequent basis if there is an identified risk.

« Inlarge project areas every vear;
& Inmedinm areas every 2 vears; and
» In small project areas every 3 years.

State agencies are required. per 7 CFR 275.20, to develop and submit their ME
review schedule for the upcoming FY to their FNS RO by August 1, 2016. The State
may submit a schedule that covers a three year review cycle and provide npdates to
FNS annually. The State's schedule must incorporate recent changes to project area
definitions (see below) for the purposes of selecting sites for MEs.

Changes fo Project Area Definitions:
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e Factors to consider:

Selection of SNAP-Ed Projects

e Amount of expenditures over the past FY relative to other States in
the region with similar population demographics and program scope;

e Quality of sample documentation used by the State agency to
support payment from the State agency to subcontractors;

e Known or suspected difficulties in program administration or
operation; and

e Length of time since the State’s SNAP-Ed services were last
examined.

e Proportion of carry-in funding to total allocation
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ME Components

The State agency has a process in place to review and monitor grantees’ and sub-grantees’ program operations.

Operations are consistent with the terms of the approved Plan.

Activities are targeted to participating and potentially eligible SNAP clients.

Nutrition education and obesity prevention activities are being evaluated for effectiveness.

The State is examining and documenting the progress being made toward reaching the Plan goals.

Administrative expenses are reasonable, necessary, and properly documented and allocated.

States are submitting developed materials to the SNAP-Ed Connection Web site.

l ates are adhering to Civil Rights and EEO requirements.

Management 83
evaluations



The ME Lifecycle

Notification and Pre-Planning
On-Site Review
Issuing the Report

Corrective Action Plans and Validation

Closing the Review

Management 84
evaluations



FEDERAL FINANCIAL REPORT
SNAP-ED

[Fallaw Farm instructions]

zational Element 2. Federal Grant or Other Identifying Mumber &zsigned by Federal Agenc:

.|

| SERVICE. USDA

me and complete addrezs including Zip code]

n EIM 5. Recipient Account Mumber or Identifying Mumber | 6. Report Tupe
B Cuarterly

— Semi-Annual
_ Annual

-

Federal Financial Reporting

What are the required federal financial reports?


Presenter
Presentation Notes
Topic 1 – SNAP-Ed Overview
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Federal Reporting Requirements

. Federal Financial Report. (SF-425) Quarterly

report

. FNS-759, SNAP-Ed Education Administrative

Reporting System (EARS).



i

o

e

W

SF-425

FEDERAL FINANCIAL REFPORT Recipient Share:
SMAP-ED i. Total recipient share required
[Follow Form instructions) i. Recipient share of expenditures
1. Federal Aigency and Organiz ational Element 2. Federal Grant or Other ldentifying Mumber Assigned by Federal Agency Page of |k Remaining recipient share to be provided (ine i minus )
ta 'Which Peport iz Submitted 1 Program Income:
|. Total Federal share of program income eamed
FOOD AND HUTRITION SERVICE, USDA pai M. Programincome expended in accordance with the deduction alernative
3. Pecipient Organization [Mame and complete address including Zip codel n. Program income expended in accordance with the addition altermn ative
a. Unerpended program income (line | minus line m or line n)
a Type b. Rate c. Period From| Periad To d. Base e. Amaount Charged f. Federal Share
1. Indirect
da. OUMS Number db. EIN 5. Recipient Account Mumber or ldentifying Number | 6. Report Tupe 7. Basis of Aocounting Bupense
K Quarterly __Cazh g. Tatals:
- girnn;.\?l\nnual —feerual 12, Remas: Auach any s Ea i e b Fodarad soonsoning Sgency B et et
: Final

5. Project!Grant Period (Manth, Day, Year) 3. Reparting Period End Date (Month, Day, “ear)
Fram: Ta: 13. Centification: By slgnlng this lepoll I certify to the best of my knowledge and belief that the report is true, complete, and
101012014 0913012016 12131 2014 . and the exp and cash receipts are for the purposes and intent set forth in the award

- documents. | am aware that any [alse fictitious, or fraudulent information may subject me to criminal, civil. or administrative
Guarter 1. Py 2015, Initial Report penalties. [U.5. Code. Title 18, Section 1001)
Revision 0 of 0

10. Transactions

{Lina fines 2= for siuls or combined malids grant eaooeking?
Federal Cash: d. Email Address
a. CashPeceipts

b. Cash Disbursements

Cumulative a. Tuped or Printed Name and Title of Authorized Certifying Official o. Telephone [fArea code, number, and extension)

b. Signature of Autharized Certifuing Official
c. Cazh onHand [line a minus b]

{Ldna finer 7o Aar siuple v ant raponing?

. Date Report Submitted (Month, Day, Year)

STAMPICERTIFY DATE LAST UPDATED BY LAST UPDATED OM 14 Agency use only:
Federal Expenditures and Unobligated Balance:
d. Tatal Federal funds autharized Printed on 03302015 01:07:10 PR Standard Farm 425 - Revised 1004201
i FPRS Electronic Yersion OME Approval Humber: 05348-0061
e. Federal share of expenditures Expiration Date: S282015
f. Federal share of unliquidated obligations Paperwork Burden Statement
g. Total Federal share [zum of ines = and f] ding ta the Pap R d

Act, 2z amended, no persens are required ta respond ko o collection of information unless it displays 3 valid OME Control Number. The valid
OME contrel number fer this information cellaction i 034 8-0061. Public reperting burden for this collection of infermation iz estimate d to average 15 hours per response, including time
h. Unobligated balance of Federal funds (ine d minus g) Fer reviewing instructions, searching existing data sourc atherlng and maintzining the dats needsd, and completing and reviewing the coll of i . Send
regarding the burden estimate or any other aspect o thi o . including su reducing thiz burden, to the Office o Management and Budget,
4

an bemcuneba bty

T

Federal
Financial
Reports



Financial Terms

Total Federal Funds

Authorized Federal funds authorized as of the reporting period end date (Letter of Credit)

Charges made by a non-Federal entity to a project or program for which a Federal award was

Expenditures .
P received.

Orders placed for property and services, contracts and subawards made, and similar transactions
Obligations during a given period that require payment by the non-Federal entity during the same or a future
period.

For financial reports prepared on a cash basis, obligations incurred by the non-Federal entity that
Unliquidated Obligations have not been paid (liquidated). For reports prepared on an accrual expenditure basis, these are
obligations incurred by the non-Federal entity for which an expenditure has not been recorded.

Pass-through entity means a non-Federal entity that provides a subaward to a subrecipient to

Pass through Entity carry out part of a Federal program

Program income means gross income earned by the non-Federal entity that is directly generated
* Program Income by a supported activity or earned as a result of the Federal award during the period of
i performance

Unobligated balance means the amount of funds under a Federal award that the non-Federal

Fe
. li Bal : '
Fir Unobligated Balance entity has not obligated =

Repur o



Carry-In Funding?

Carry-in Funding: Unobligated balance of
Federal funds carried from Year 01 into Year 02

New Requirement:
e August 15 (estimate)

nnnnnnnnnnnnnnnn

——*-December 31 (actual) — Reported to FNS RO
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Form Approved OMB
Expiration De

STATEMENT: According to the Paperwork Reduction Act of 1995, an agency may not conduct or sg
uired to respond to a collection of information unless it displays a valid OMB control number. The v:
or this information collection is 0584-0542. The time to complete this information collection is estime

amnca inclhhiAdinAa tha timvna fAr raviewrinAa inetriicrtiane canarcrhinA avietinA Aata cAnirrae AatharinAa anA v

Education and Administrative Reporting Systems
What is EARS, and what does it contribute to SNAP-Ed?
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What is EARS?

Education and Reporting System

* Provides descriptive data not outcomes data
e Annual report of priority fiscal year information
e Reporting form, not a data collection tool

Benefits of EARS

¢ Informs management decisions and program planning

e Provides uniform documentation for legislative, budget, and other
requests

EARS)
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EARS Components (Current)

Direct Education

Social Marketing

Indirect Education

Summary of Financial Expenditures

FPRS?

Food programs reporting system where
State agencies submit EARS reports
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Direct, Indirect Education, or Social
Marketing Counts

Indirect Education:

Direct Education:

Participants actively engaged in the

learning process with an educator
and/or interactive media

rDirecl“: Completed1
demographic

information
collected
\ )
a4 . N
Indirect:

Demographic
information not
collected

Distribution of information and
resources, including any mass
communications, public events and
materials distribution.

Indirect:
Demographic
Information not
collected

Social Marketing:

Use of commercial marketing
technologies for the analysis,

planning, execution, and evaluation of
programs designed to influence
voluntary behavior of target audiences

Social Marketing:
Report audience
size (impressions)
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Participant

Participant Counts

e John M. attended a class (1 participant)

e John M. attended a series class on 5 occasions(5
contacts)

uuuuuuuuuuu
xxxxxxxx

EARS)
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EARS Training

Online Training Module: An Introduction to EARS

A self-paced online learning module providing an
in depth overview of the Education and
Administrative Reporting System (EARS).
Consisting of 6 lessons, a knowledge check, and
case study, An Introduction to EARS is suitable for

both new and experienced users of EARS.

EARS)


http://snap.nal.usda.gov/snap/IntroductionToEARS/launch.htm

Summary of Expenditures

Q. Inthe EARS reporting form FNS-759 questions 9 and 10, do States
report only current year funds or should they include carry-in funds from
the previous year?

e A.SNAP-Ed funds are provided to States with a two-year period of
performance, which means the funds may be expended over a 2 year
period (e.g., the funding provided in FY 2015 could be expended in FY
2015 or FY 2016, or both). In order to keep the funding years separate
and have it match the SF-425 (Federal Financial Report for State Agencies),
please only report FY 2015 funds expended in FY 2015 in the 2015 EARS
Submission. Do not include carry-over FY 14 funds expended in FY 15 in
the 2014 EARS submission. Instead, States will need to update their FY

2014 EARS report once all FY 2014 funds have been expended.

EARS)
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Administrative vs Program Delivery
Expenditures

= Administrative

e Staff time spent to perform administrative functions, such as but
not limited to record keeping, program management, contract
monitoring and oversight, and accounting

md  Direct Delivery

e Staff time spent developing, implementing, and evaluating
approved nutrition education and obesity prevention services

EARS) 97



Learning Goals

. Define allowable, reasonable, necessary, and
allocable

2. Recall SNAP-Ed Cost Principles
3. Build a SNAP-Ed Budget
4. ldentify Federal reporting and administrative

requirements
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