FOOD BANK

OF WESTERN MASSACHUSETTS

USDA
Reconciliations

A Guide for Member Agencies




What We Will Cover Today

e Record Keepin

e Inventory

e Where to find USDA items on invoices

e Filling out reconciliation sheets

 How to calculate totals

e What adjustments are and when to complete

this column




Re co rd Kee p i n g OF WESTERN MASSACHUSETTS

Must maintain the following documents for 3 years, plus the current fiscal year

e Invoices from Food Bank (same as all other
invoices)

e Inventory forms

e Sign-in sheets OR Eligibility Declaration
Forms (pantries only)

e Single Audits (if applicable)

We will check for these documents during the

biannual monitoring visit!




I nve nto ry OF WESTERN MASSACHUSETTS

e Cases vs Individual products
o No need to count each indivisual item!
o Please round to the nearest full case.
e Should complete monthly
o Can do annual reconciliation if you order 2 products a month or
less
e Monthly and annual reconciliation forms can be found in the
Essentials Guide in both English and Spanish

Up Next- Inventory Practice!
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Let’s fill it out together! Start with Opening Inventory FOOD BANK

Opening Inventory Amount
Received

(first day of month) during month Inventory Distributed

Closing Amount Adjustment

USDA Product Name Adjustment )
Explanation

Vegetable Soup 1
Lentils- dry 1
Egg Noodles 3
Grape Juice 1
Pears 1
Blueberries 1

Eggs 1




Invoices- Where to Find Amounts Received

F o 0 Food Bank of Western Massachusetis INVOI C E
D 25 Carew Street .

. Printed On: 22T 202G

B n N K Chicopee , MA 01020 Invoice Date: 22712026

Invoice: 08538

OF WESTERN Agency: 0oG00

MASSACHUSETTS T:{4123)247-6738; F(413410-1020 Picked Up By: NIA
agencyrelationsi@foodbankwma.org

T Wigt - Price | Service
Product Storage Gty | UOM Wit Ext MSRP Price Ext Fee Fee Taotal

MEFAFP FRUITS & VEGETABLES

MDEEE Ciry 10 CASE 17.00 170.00 ¥0.000 50.00  50.000 5000 §0.00
Beverages, Juices,
Orange. MEFAF

Packaging: 400 .75 oz

10 170.00 50.00 30.00 50.00

MEFAF PROTEIN
MF223 Frozen 28  CASE 11.00  319.00 $0.000 50.00  H0.000 30.00 50.00
Meat, Beef, Ground,
MEFAP
Packaging: 101 lb.

29 318.00 50.00 30.00 §0.00
UNRESTRICTED
oDP133 Ciry a0 CASE 12.00  360.00 $0.0:00 50.00 §0.100 33600  $36.00
Cereal, Multi Grain Rings,
oDP
FPackaging: 10/ k.

3o 35000 50.00 $3.00  F3G.00

(" | uspa )

D1 11032 Ciry 15 CASE 2400  3G0.00 $0.0:00 50.00  50.000 30.00 §0.00

Mon-Meat Protein, Beans,
Mawy, Dry, USDA

Packaging: 1212 lb.

UD100382 Ciry 5 (CASE 24.00 120.00 $0.000 $0.00 50.000 S0.00 50.00
Mon-Meat Protein, Beans,
Pimto, Dy, USDA

k Packaging: 1212 |b.




Account for Items Received FOOD BANK

UsoAProguctame | SPernelnuentory | AmountRocened | amount || CotE | agusiment | Adbmen

Vegetable Soup 1 o)
Lentils- dry 1 o)
Egg Noodles 3 4
Grape Juice 1 o)
Pears 1 2
Blueberries 1 o
Eggs 1 O

Mixed Veg O 4
Beans O 2




Account for Items Distributed FOOD BANK

usDA ProductName [ (oSt o e | duringmonth | Distriuted | imventory | Adiustment Explanation
Vegetable Soup 1 O 1
Lentils- dry 1 O 1
Egg Noodles 3 4 6
Grape Juice 1 @) 1
Pears 1 2 2
Blueberries 1 O o
Eggs 1 o 1
Mixed Veg O 4 2
Beans O 2 1




Account for Items Distributed FOOD BANK

USDA Product Name (zfsin;25 :rfv;r;t:trz) Ar;‘:::; I::::i:‘ed Di:::;ﬂ:: d Irf:\::r?::rcfy Adjustment Adjustment Explanation
Vegetable Soup 1 O 1
Lentils- dry 1 O 1
Egg Noodles 3 4 6
Grape Juice 1 O 1
Pears 1 2 2

Blueberries : 0 0 1 Had to throw out 1 c.ase

because they spolied

Eggs 1 @) 1
Mixed Veg O 4 2
Beans O 2 1




Let’s fill it out together! FOOD BANK

USDA Product Name (zfsin;25 :rfv;r;t:trz) Ar;‘:::; I::::i:‘ed Di:::;ﬂ:: d Irf:\::r?::rcfy Adjustment Adjustment Explanation
Vegetable Soup 1 O 1 1-1=0
Lentils- dry 1 O 1 1-1=0
Egg Noodles 3 4 6 (3+4)-6=1
Grape Juice 1 O 1 1-1=0
Pears 1 2 2 (1=2)-2=1
Blueberries 1 0 0 0 . Had to throw out 1 c.ase
because they spolied
Eggs 1 O 1 1-1=0
Mixed Veg @) 4 2 (0+4)-2=2
Beans O 2 1 (0+2)-1=1




Let’s fill it out together! FOOD BANK

USDA Product Name (zfsin;25 :rfv;r;t:trz) Ar;‘:::; I::::i:‘ed Di:::;ﬂ:: d Irf:\::r?::rcfy Adjustment Adjustment Explanation

Vegetable Soup 1 O 1 O
Lentils- dry 1 O 1 O
Egg Noodles 3 4 6 1
Grape Juice 1 O 1 O
Pears 1 2 2 1

Blueberries 1 0 0 0 . Had to throw out 1 c.ase

because they spolied

Eggs 1 O 1 0
Mixed Veg O 4 2 2
Beans O 2 1 1




Questions? Comments?

FOOD BANK

SSSSSSSSSSSSSSSSSSS



Contact Info

Agency Relations

agencyrelations@foodbankwma.org
413-247-9738

FOOD BANK

OF WESTERN MASSACHUSETTS
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