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	CANTEEN OPERATIONS STATEMENT OF REVENUES / EXPENSES AND 
FUND EQUITY CHANGES (GAAP BASIS) INSTRUCTIONS


Gross Sales
Reflect income generated by the sale of goods. Any income received prior to its being earned is to be reported on the balance sheet as deferred income, a liability account.

Beginning Inventory
Must be the same as ending inventory for the prior period.

Purchases
Must include the cost of all goods received by or on the statement date, whether or not the invoice has been received or paid. Any accrued expense (not paid) must be recognized as an accounts payable on the balance sheet.

Ending Inventory
Per perpetual inventory records or by physical count times the average cost per item. An independent person must verify the physical count.

Other Operating Income
Includes income from other operating activities of the canteen. It does not include commissions, interest or other non-operating income. Cash/over should be reported as other operating income. Sales tax discount may be reported as other operating income if sales tax is recorded separately, or left as a residual amount in gross sales if the price includes the sales tax.

Do not report miscellaneous credits as income if they do not meet the income test (Is it earned?). For example, do not report refunds of expenditures as income.

Income from private fundraising activities should not be reported as other operating or non-operating income. These monies should be deposited in a separate bank account.

Operating Expenses
Should match related expenses to income generated by operating activity. Do not include any expenses not related to the generation of operating revenue. Donations to the institution/center or to employees or residents are not operating or non-operating expense.

Salaries
Should include all salary and fringe benefits paid to canteen staff directly engaged in canteen operations. Salaries include the amount charged to the operating budget as well as the canteen. The amount of canteen salaries charged to the operating budget of the institution/center should be reported as an operating transfer-in.

Important Note: The salary and fringe benefits must be reconciled to the first June Fiscal Management System (FMS) run printed in July. Any salary and fringe earned by June 30, but not recorded on FMS, will have to be accrued. The Bureau of Fiscal Services (BFS) needs a copy of the worksheet showing these calculations and copies of the source documents. Please note that generally, health insurance is paid one month in advance of coverage, and life insurance is paid two months in advance of coverage. These payments are recorded as prepaid expense on the balance sheet. Note: generally, income continuation insurance is paid concurrently. The above information is required for both the reimbursed and non-reimbursed salary and fringe expense.

Total fringe benefit expense for health, life, and income continuation insurance should be equal to the total FMS expenses as of the final June 30 report, less the current year July payment plus the prior year July payment.

Supplies and Services
Include items consumed or expensed during the period in order to generate operating income. Such items include:

· Paper bags, plastic utensils, etc. directly used in filling canteen orders.
· Items consumed indirectly such as office supplies.
· The cost of goods received by or on the statement date, whether or not the invoice has been received or paid. Any accounts payable must be recognized as a liability in the balance sheet.

Generally, operating supplies and services expenses must be matched to the production of sales or other operating income.

Depreciation
Should be calculated for all capital items directly used in canteen operations. Canteen capital items should be recorded and depreciated in accordance with APP Section 8 – Capital Assets 1.0 (Capital and Non-Capital Asset and Inventory Systems).

Miscellaneous Expense
Should not include donations from the canteen to the institution/center, residents or employees. Cash shortages are to be reported as miscellaneous operating expense. Stores transfers should be reported as supplies and services.

Non-Operating Income
Should be reported in three categories, including commissions, interest, and other income.

Non-Operating Expense
Matches expense to related non-operating income. Donations are not reported in this category.

Operating Transfer-In
Includes the portion of salaries and fringe benefits paid to canteen employees by the operating budget. This amount must be included in salaries above.

Operating Transfer-Out
Includes the cost of all donations by the canteen to the institution/center, employees, and residents. Capital equipment purchased by the canteen for the institution/center's use should be added to the institution/center's capital inventory as a non-FMS addition.
