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Overview of Topics: 
o Requesting Prior Approval of Expenses 
o Budget Amendments 
o September Accrual  



 
 
 
 

Requesting Prior Approval of Expenses 



 Costs must be approved by DOH prior to expending the 
requested funds. 
 

 If the sponsor's existing budget needs to be amended to 
revise costs, the budget amendment request must be 
approved by DOH prior to expending requested funds. 
 

 In other words, costs should not be claimed if they are not 
listed in your approved budget. You must request approval 
of expenses prior to claiming.  

http://www.google.com/url?url=http://imgarcade.com/1/bug-eyes-emoticon/&rct=j&frm=1&q=&esrc=s&sa=U&ei=AEokVfr9DMe-ggSPqIGQCg&ved=0CBwQ9QEwAzgU&usg=AFQjCNG2H5gOLvXkfTHYjNMg8aZzyVXdNA


 
 
 
 
 

 It’s possible: 
o The cost may not actually be allowable. 
o Additional documentation or justification may be required to 

approve the cost. 
o The specific type of cost may need to go on the Supplemental 

Budget for Special Cost Items in addition to the budget. 

 

Why? That’s a little inconvenient. 

http://www.google.com/url?url=http://commons.wikimedia.org/wiki/File:Speech_bubble.svg&rct=j&frm=1&q=&esrc=s&sa=U&ei=XUkkVb79FMX_gwSFwIO4Cg&ved=0CBYQ9QEwAA&usg=AFQjCNGwiZBNMrogfHqJyyW-WyejSx7qsQ
http://www.google.com/url?url=http://imgarcade.com/1/raised-eyebrow-emoticon/&rct=j&frm=1&q=&esrc=s&sa=U&ei=8UgkVd6vGMGYgwSMpICwCg&ved=0CB4Q9QEwBDgU&usg=AFQjCNGDTMk8UjnZh1LADPFw1PxC2k6DWA


 It’s also required by the USDA. See page 16 of the FNS 
Ins.796-2 Rev 4. 

 

http://www.google.com/url?url=http://imgarcade.com/1/eye-emoticon/&rct=j&frm=1&q=&esrc=s&sa=U&ei=AEokVfr9DMe-ggSPqIGQCg&ved=0CCIQ9QEwBjgU&usg=AFQjCNGGJnpSKhlISJ9rRu5QBm_PeVAMwQ


 
 
 
 

Budget Amendments 



 4 budget amendments may be submitted per year. 
o Use them! But use them wisely.  
o Don’t neglect to amend your budget when it’s needed.  
o What is the reason for needing the amendment? 

• Staffing changes 
• Contracted service changes 
• Follow-up to a review 

o Think holistically. 
o Are there any other areas or items in your budget that need to be 

updated? 
 
 

 



 

 The deadline date for the last budget amendment of 
the fiscal year is August 31st, however please submit 
earlier, when possible. 
o Begin monitoring your budget closely in June.  
o Use the sponsor earnings report to identify changes that need 

to be made. 
o Consider your budgetary needs for the remainder of the year. 
o Try to avoid having to work on an amendment for the current 

fiscal year and your renewal budget for the coming fiscal year 
at the same time. 

 



 
 Remember that the budget revision process can be extensive 

depending on the changes that need to be made. 
o Submit as soon as possible! Please don’t wait until the last minute, or 

after you have already implemented changes, to request approval. 
o Keep in mind that you should allow time for the amendment request to 

be reviewed and revised as needed before approval. 
o Double check your work. 
o Send the required supporting documentation. 
o Refer to Section 5.1 of the Procedure Manual for Sponsors of Day Care 

Homes and 5.2 of the Procedure Manual for Sponsors of Unaffiliated 
Centers. 

o Call your DOH financial specialist to discuss any unique costs or 
circumstances that impact your budget. 



 
 
 
 

September Accrual 



 Costs may be reported on: 
o An accrual basis – costs are recorded when they are 

incurred/when the service was provided. 
o A cash basis – costs are recorded when they are 

paid/received. 
o A modified accrual basis– certain expenses are reported 

on a cash basis while others are reported on an accrual 
basis. 
 

 You are welcome to use your preferred accounting method 
to record costs. 



 HOWEVER: 
o Costs must be treated consistently throughout the year. 

 
And 

 
 You MUST accrue costs for the final claim. 

o This will typically be the final month of the Federal fiscal year, 
September. 
 

 For the September claim:  
o All costs reported should be through September 30. 
o This will require your finance staff to prorate bills that cross September 

and October. 



Prorating bills that cross September and October 
 
 For example:  

 

 Your telephone bill covers service dates  
 

9/15/2015 - 10/14/2015  
 

 Only the prorated portion for September should be used to 
calculate the CCFP portion of the cost. 



 
Service Dates: 9/15/15 - 10/14/15 

Total Cost: $260 

16 days in September 
 
$260 cost / 30 days 
 
=  $8.67 per day 
 
x 16 days for September 
 
 
= $138.67 for September 
 

NOTE: This is the proration for September but 
it still needs to be ALLOCATED for the CCFP 

http://www.google.com/url?url=http://chicotaxpayers.com/2013/01/19/segregating-your-phone-bill-a-sample-att-bill/&rct=j&frm=1&q=&esrc=s&sa=U&ei=KtkjVc7MBsi8sAXNo4HwCg&ved=0CDAQ9QEwDQ&usg=AFQjCNH_x6F1FCXPk_HAWWxBqu2_jRAr0g


 All costs should be prorated as needed to ensure that the 
September claim covers through September 30 and that no 
September costs are included in the October claim. 
 

 Also double check that no October costs are included in the 
September claim. 
o For example: Service dates 9/4/15 – 10/3/15 
o Those three October days should not be included when the 

September claim is calculated. 
o But don’t forget to add them to the October claim calculation! 



 Maintaining the accrual accounting method for the final 
claim is required for compliance with the CCFP guidelines. 

 
 Failure to do so will be counted as a finding during a review. 
 
 If you do not have financial staff present today then please 

communicate the importance of accruing costs for the 
September claim. 



 
 
 
 

To Recap 



 The DON’Ts 
o Charge costs prior to getting 

them approved and added into 
your budget. 

o Wait until the last minute to 
request a budget amendment. 

o Forget to accrue costs for your 
final monthly claim. 

http://www.google.com/url?url=http://truestorieswithgill.com/2013/09/15/grumpy-cat-sunday/&rct=j&frm=1&q=&esrc=s&sa=U&ei=8cMaVYbrG4KzggSs64LwAg&ved=0CBoQ9QEwAg&usg=AFQjCNE2-kNhnLLv_nDlPkENPBgLUVga_w


 The DOs 
o Request approval for costs not 

included in your budget. 
• Contact your financial 

specialist 
• Submit a budget amendment 

o Submit budget amendments 
timely. 

o Use the accrual accounting 
method for the final claim. 

• Prorate costs to ensure that 
all of September (through 
September 30) is being 
claimed in September, and 
that no October costs have 
been included in the 
September claim. 

 

http://www.google.com/url?url=http://memekid.com/lol-smiley-face-meme.htm&rct=j&frm=1&q=&esrc=s&sa=U&ei=EMYaVYWxJ8GigwTDmIGYDA&ved=0CBYQ9QEwADgU&usg=AFQjCNER8Q5CHb6k9iUmD-uJ47BTXXZlMg
http://www.google.com/url?url=http://imgkid.com/facebook-like-icon-png.shtml&rct=j&frm=1&q=&esrc=s&sa=U&ei=lcYaVbqvKczagwSbz4GwAg&ved=0CDgQ9QEwEQ&usg=AFQjCNEn3m0Jp_Zhzl09U8Hv3ZWh43nHpg


 
 

 Contact your financial specialist if you ever have questions 
regarding your budget or final claim accrual. 

 
 Thank you! 
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