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                      WebEx Recording

Meal Counting and Claiming

CLICK HERE TO ACCESS THE WEBEX RECORDING

https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Falsde.webex.com%2Falsde%2Fldr.php%3FRCID%3Dabd99bfc262d96432c78eacbec630d21&data=05%7C01%7Casia.fallen%40ALSDE.edu%7C89c76f8b70964cf081fe08dbaf18c9ed%7C351f1fc546a145dcb71143cc7df1b62b%7C0%7C0%7C638296293680101760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=BIIAluwRWcWUkJ%2BIkxzf4dU5Su1V7v4NiNMwXyP804A%3D&reserved=0
https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Falsde.webex.com%2Falsde%2Fldr.php%3FRCID%3Dabd99bfc262d96432c78eacbec630d21&data=05%7C01%7Casia.fallen%40ALSDE.edu%7C89c76f8b70964cf081fe08dbaf18c9ed%7C351f1fc546a145dcb71143cc7df1b62b%7C0%7C0%7C638296293680101760%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=BIIAluwRWcWUkJ%2BIkxzf4dU5Su1V7v4NiNMwXyP804A%3D&reserved=0


Agenda
• August Checklist Review
 Sept Claim
• Meal Counting
• Meal Claiming
• Admin Review Basics
• School Breakfast and SFSP Outreach
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Six Essential Element Acceptable Counting and Claiming System

Eligibility documentation
Collection procedures
Point of service meal count system
Reports
Claim for reimbursement
Internal controls
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ALSDE Child Nutrition Programs

Meal Counting and Claiming
To receive reimbursement:
•System must have adequate 
supporting documentation on file for 
meals claimed

•Benefit issuance document should 
be kept current and always available

•Mechanism must include edit checks
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ALSDE Child Nutrition Programs

Eligibility Documentation

•Free and Reduced 
application

•Direct certification 
•Other source 
categorically eligible 
•Homeless, runaway 
or foster Lists
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ALSDE Child Nutrition Programs

Benefit Issuance Document

•Must be kept 
current

•Date stamp of  
enrollment, 
transfer, 
withdrawals, and 
change in approved 
benefits
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ALSDE Child Nutrition Programs

Medium of Exchange

•Takes place at POS
•Benefit issuance is 
distributed

 Ticket, PIN, token, 
biometric systems

•No overt 
identification
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Point Of Service Meal Count
Point of Service Meal Count – the point in the serving line where it can be determined if a reimbursable meal has been selected.

Key elements:
• Must meet meal pattern requirements
• Accurate meal counting system
• Count conducted by trained staff
• Meals served outside of cafeteria POS meal count
• One reimbursable meal per meal service per day per child
• Prepaid meal
• Meal Charges
• Second Meals

Meal Counting and Claiming



ACCEPTABLE  Meal Counting System
All meal counting and claiming systems must provide an accurate point of service count 
of the following:

1. Reimbursable Meals – Meet the meal pattern 
2. One reimbursable meal per child per meal type
3. Second meals are counted as a la carte or an established meal price

All meal counting and claiming systems must provide an accurate point of  service  count:
1. By Category
2. Each day for each meal
3. Without revealing student eligibility
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UNACCEPTABLE  Meal Counting System

 Counts taken in the morning, in the classroom or any other location before the meals is served
 Attendance counts
 Tray or plate counts
 Adults are not paying for their meals or being claimed as reimbursable meals
 Count the number of tickets/tokens SOLD 
 Count the number of meals paid for in advance
 Use the number of Free and Reduced-Priced eligible students instead of the number of meals 

actually served
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UNACCEPTABLE  Meal Counting

 Subtract the count of one category from a total count to obtain another eligibility category count

 Counts taken that make a student's eligibility category obvious.

 Roster System using an outdated roster.

 Rosters should be printed weekly.

 Counts taken at the beginning of the serving line without checking that the components on the 
tray count as a reimbursable meal.

 Any count of meals served by category that is not accurate. 

Delivery Counts of Meals 

 The number of meals delivered to a school is not necessarily the number of meals actually served.

 The number of snacks prepared for after-school snack program is not necessarily the number of 
snacks actually served.
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Conduct Edit Checks

Meal Counting and Claiming

Daily Edit Check 
To perform daily meal count edit checks, LEAs must: 
• multiply the number of enrolled children approved in each 

category (free, reduced, and paid) by the attendance factor (AF). 
• compare these numbers, known as attendance adjusted eligible 

figures, to the daily counts of free, reduced-price, and paid meals 
served

• document your calculations on an edit check form. o 
• if counts exceed the attendance-adjusted number, provide a 

written justification on the edit check form next to each applicable 
date



Recordkeeping

LEAs must retain:
• All meal count records
• Eligibility documents
• Rosters
• Edit Checks
• Site monitoring forms
• Claims for reimbursement 
Provision 2 – base year documents
CEP – DC file to support ISP

Meal Counting and Claiming



What is Meal Claiming?

 Daily Counts taken at each school site. 
 Monthly counts for individual school site 

consolidated.
 Monthly Meal counts for all school sites 

sent to district office. 
 District office sends consolidated and 

verified meal counts by school site, 
electronically to state department.

 State Department validates totals and 
issues a reimbursement check to district.

Meal Counting and Claiming



Administrative Review (AR) 
Basics

Loria Hunter, Education Specialist II
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Objectives of an Administrative Review

• Determine whether the SFA meets program requirements.
• Provide technical assistance, as needed.
• Secure any needed corrective action.
• Assess fiscal action and recover improperly paid funds, if applicable.



Key Areas of the Admin Review

• Meal Access and Reimbursement
• Meal Pattern and Nutrition Integrity
• Resource Management – Review designed to capture 

information from the SFA about its financial operations.
• General Program Compliance
• Other Federal Program Reviews (Afterschool  Snack Program, SSO, FFVP, and 

Special Milk Program, if applicable)

• Special Provision Options (CEP or Provisions 1-3, if applicable)



Administrative Review Cycle

• State agencies must conduct an AR for all SFAs 
participating in the school meals programs.

• Five (5) year review cycle (ALSDE has a waiver that allows an AR of all SFAs once every five (5) 
years.)



Admin Review Schedule and SFA Notification

Administrative Review Basics

• Schedule is released by the SA at the beginning of the school year.
• AR training will be scheduled for all SFAs selected for review.
• AR lead reviewer will contact the SFA with dates of review and 

documents needed.



Days of Review vs. Review Period

Day(s) of Review: 
• The day(s) the SA conducts the on-site review 

of the individual sites selected for review.

Review Period: 
• The review period is the most recent month 

for which a Claim for Reimbursement was 
submitted and paid, provided that it covers at 
least ten (10) operating days.

Alexander City Schools Child Nutrition Program
· 
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Prior to the Administrative Review

Administrative Review Basics

• SFAs must submit the required 
documentation prior to the review.

• Lead Reviewer will send a letter detailing 
documents needed and submission 
process via email.

Alexander City Schools Child Nutrition Program
· 



Meal Access and Reimbursement 

Primary Goals
1. Determine if meal benefits are being provided to eligible children.
2. Ensure meals are served, counted, recorded, consolidated, and reported 

accurately.
3. System that consistently yields correct claims.

Aggie Nutrition -Albertville City Schools CNP



Meal Access and Reimbursement

• Certification and Benefit Issuance
• Verification
• Meal Counting and Claiming

Aggie Nutrition -Albertville City Schools CNP



Certification and Benefit Issuance

Certification:
The determination of a student’s meal benefit eligibility using a 
household application, direct certification or evidence of other 
categorically eligible status.

Benefit Issuance:
The method by which the program ensures students receive their 
appropriate meal benefit at the point of service.

Administrative Review Basics



Certification and Benefit Issuance Documentation

Administrative Review Basics

• Direct Certification (DC) List 
• Free/Reduced Meal Applications
• Homeless/Runaway/Foster List
• Point of Sales (POS) Roster



Meal Counting and Claiming

Number of 
Reimbursable 

Meals Claimed by 
Category

Record Consolidate

Report 
(Claim for 

Reimbursement)
Count



Meal Pattern and Nutrition Quality

Primary Goal . . . 
To ensure meals claimed for 
reimbursement contain appropriate 
meal components and quantities.

Administrative Review Basics



Meal Components and Quantities

Administrative Review Basics

SA will review one week menu.
Menu Worksheet documentation must be 

complete for
• Menu type
• Age/grade group

 Production Records
 Standardized Recipes
 CN Labels
 Nutrition Facts
 Product Formulation Sheets
 USDA Food Fact Sheets

Elmore County Child Nutrition



Meal Component Compliance 
and Documentation Tools

Meal Components and Quantities



Dietary Specifications and Nutrient Analysis

Administrative Review Basics

Assessment Tools
Off Site Assessment Tool encompasses questions about and requests information 
with regard to several of the monitoring areas of the AR including dietary 
specifications and nutrition.

Meal Compliance Risk Assessment Tool is completed for each site selected for 
review.  School/site with the highest score is most error prone and must be selected 
for a targeted menu review.  

Dietary Specifications Assessment Tool captures information about operational and 
menu planning practices of the SFA.  This helps to determine the risk of violations 
related to calories, saturated fat, sodium and trans fat.  



Meal Pattern and Nutrition Integrity

Meal Pattern and 
Nutrition Integrity

Meal Components 
and Quantities

Dietary 
Specifications and 
Nutrient Analysis

Offer versus Serve
(OVS)

Food Production 
Record 

Compliance



Tips for Success
• Communicate with lead reviewer.
• Respond in a timely manner to documentation submission.
• Keep an electronic or hardcopy notebook of AR materials.
• Make support staff available during onsite visit.
• Complete corrective action thoroughly and in a timely manner



SBP Outreach

• Policy Memo SP 40-2011
• Research has shown that starting the day with a nutritious breakfast helps students 

stay alert and perform better in school.  
• SFA must inform eligible families of the availability of the SBP.
• Notification must be relayed just prior to or at the beginning of the school year.
• Ideally, schools send multiple reminders throughout the school year.
• Types of outreach

• Informational packets w/ meal application
• Public address systems
• Printed or electronic material to families and students



SFSP Outreach
Policy Memo SFSP 04-2011, SP 15-2011

• SFAs inform families of the availability and location of free meals 
for students when the regular school year ends.

• Activities
• Developing and disseminating printed or electronic materials to 

families with school age children 
• SFSP Outreach Toolkit for Sponsors and Feeding Sites



Resources

USDA Approved Certification of Compliance Tools and Software
• https://www.fns.usda.gov/tn/usda-approved-certification-compliance-tools-and-software

Certification of Compliance Worksheets:  5-Day Schedule
• https://www.fns.usda.gov/cn/certification-compliance-worksheets-5-day-schedule

Administrative Review Guidance and Tools
• https://www.fns.usda.gov/nslp/administrative-review-guidance-and-tools

School Breakfast Toolkit
• https://www.fns.usda.gov/introduction-1

Summer Food Toolkit
• https://www.fns.usda.gov/tn/summer-food-summer-moves

https://www.fns.usda.gov/cn/certification-compliance-worksheets-5-day-schedule
https://www.fns.usda.gov/nslp/administrative-review-guidance-and-tools
https://www.fns.usda.gov/introduction-1
https://www.fns.usda.gov/tn/summer-food-summer-moves


Questions
• cnpnslp@alsde.edu
• Email:  loria.hunter@alsde.edu

Subject Line:  New Director August 
Webinar Question

Remember:  Questions and 
answers will be compiled and 
shared via email.  

mailto:loria.hunter@alsde.edu


USDA Non-Discrimination Statement
In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this 
institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual 
orientation*), disability, age, or reprisal or retaliation for prior civil rights activity.
Program information may be made available in languages other than English. Persons with disabilities who require alternative 
means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), 
should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 
(voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination 
Complaint Form which can be obtained online at: USDA Program Discrimination Complaint Form
from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the 
complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient 
detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The 
completed AD-3027 form or letter must be submitted to USDA by: (1) mail: U.S. Department of Agriculture, Office of the 
Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; (2) fax: (202) 690-7442; or (3) 
email: program.intake@usda.gov.

This institution is an equal opportunity provider.

*This language was added pursuant to the May 5, 2022, USDA memorandum. However, the inclusion and applicability of this 
language is currently under challenge in the matter of The State of Tennessee, et al. v. USDA, et al., Case No. 3:22-cv-00257, 
and may be subject to change. 

Alabama State Department of Education

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov
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