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INTRODUCTION
Class Overview
This course teaches the importance of an accurate system for counting meals at serving sites prior to the
submission of the monthly claim for reimbursement. The basics of efficiently operating and utilizing a point of
service (POS) system, ensuring correct recognition of reimbursable meal components, offer versus serve
(OVS), and confidential student eligibility identification will be reviewed. Internal controls to ensure the
accuracy of meal counts and record keeping will be discussed.

Acknowledgement Statement
You understand and acknowledge that the training you are about to receive does not cover the entire scope of
the program and that you are responsible for knowing and understanding all handbooks, manuals, alerts,
notices and guidance as well as any other forms of communication that provide further guidance, clarification
or instruction on operating the program.

Course Objectives
By the end of this course participants will understand the basics of an accurate counting system and should be
able to do the following:
•
•
•

Identify the required elements of an effective meal counting system
Describe acceptable and unacceptable meal counting procedures
Recognize the requirements of a reimbursable meal at the point of service

• Identify internal control methods to support accurate claims for reimbursement
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Who Should Attend this Class?

Target Audience(s)
May include the following school nutrition professionals:
•

Employees responsible for counting meals for
reimbursement at the point of service (POS)

•

Food service site managers

Class Outline
Module

Estimated Time

Module 1: Acceptable Meal
Count Systems

1 hr.

Module 2: Recognizing
Reimbursable Meals

1 hr.

Module 3: Accuracy and
Recordkeeping

1 hr.

Total Class Time

3 hrs.
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Abbreviations
• Administrative Review (AR)
• Administrator’s Reference Manual (ARM)
• Afterschool Care Program (ASCP)
• Community Eligibility Provision (CEP)
• Contracting Entity (CE)
• Food Based Menu Planning (FBMP)
• Point of Service (POS)
• School Nutrition Program (SNP)
• Texas Department of Agriculture (TDA)
• United States Department of Agriculture (USDA)
Definitions
•
•

•
•

•
•
•

•
•
•
•

Benefit issuance—Process of determining eligibility status by application or direct certification, creating
and updating rosters to reflect student status and issuing the medium of exchange to students.
Daily Record/Accuclaim form—Information collected on this form allows the CE to compare the
percentage of free, reduced-priced, and paid meals claimed at each site to the number of students
eligible to participate in the program at that site and ensure that claims are accurate.
Equal access—Requirement that every student, no matter the eligibility, have equal access to a
reimbursable meal in a serving line that does not overtly identify the student’s eligibility status
Master list/roster—List of students (free, reduced-price and paid) enrolled at each site as well as
detailed information that may be useful for managing the program and submitting claims for
reimbursement. Also called Benefit Issuance List.
Medium of exchange—The way students pay for meals during meal service.
Offer versus Serve (OVS)—Method of service that allows students to decline some of the food offered
as part of school breakfast or lunch while still having a reimbursable meal.
Overt identification—Actions the CE takes that may result in a student being recognized as eligible or
potentially eligible to receive or be certified for free or reduced-price meals including at the point of
service (POS).
Point of service (POS)—Point in the food service operation where a determination can accurately be
made that a reimbursable free, reduced-price, or paid meal has been served to an eligible student.
Reimbursement—Federal cash assistance paid to participating CEs for meals that (1) meet the meal
pattern requirements and (2) are served to eligible students.
Reimbursable meal—Meal that offers all of the required meal pattern food items and/or food
components in the required servings sizes for the student’s age/grade group.
Universal free feeding—Site which offers reimbursable meals at no cost to all participants. In this
situation the CE has chosen to provide free reimbursable meals to all students, but submits claims
based on each student’s eligibility as determined each year by application or direct certification.
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MODULE 1: ACCEPTABLE MEAL COUNT SYSTEMS
MODULE 1 INTRODUCTION
Module Summary
This module will provide information on acceptable meal count systems.

Topics
Module 1 Introduction
Topic 1: Acceptable Meal Count Systems
Topic 2: POS Requirements

Module Objectives
By the end of this module, participants will be able to identify the following:
•
•
•

Important features of an effective meal count system.
Requirements of accurately counting meals at the point of service.
Acceptable coding and counting practices.
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TOPIC 1: ESSENTIAL FEATURES
Essential Features
A contracting Entity (CE) must ensure that the Claim for Reimbursement accurately reflects the number of
meals served to eligible students by eligibility category, by meal type for each day of operation. The CE must
develop and implement an acceptable system that meets the needs of the CE and USDA requirements. The
system must:
◻
◻
◻
◻

Manage the eligibility determination process.
Maintain accurate, current lists of enrolled students to reflect current eligibility status.
Ensure that reimbursement claims are based on meal counts taken daily at the point of service.
Correctly identify the number of free, reduced price and paid meals served to eligible students without
overt identification.
◻ Establish procedures which ensure the accuracy of meal counts prior to the submission of the monthly
claim.
The CE must provide staff with all necessary training, so they are ready to implement the written procedures
for accurately counting meals.
Do Not Claim

Notes:

➢ Second meals
➢ Adult Meals
➢ A la Carte
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TOPIC 2: POINT OF SERVICE REQUIREMENTS
Point of Service Requirements
Regulations identify the point of service, or POS, as the point in the food service operation where a
determination can accurately be made that a reimbursable free, reduced-price, or paid meal has been served
to an eligible student.
Staff at the POS are responsible for:
1. Determining if a reimbursable meal has been selected by each student.
2. Using the CE’s coding and counting system to record the meal served to the student.
3. Ensuring that only one reimbursable meal is served to each student during each meal service.
Meals must meet meal pattern requirements to be reimbursable. An accurate meal count system may be
manual or automated.
When a serving site offers a selection of more than one type of meal, more than one item, or different types
of milk that are part of the reimbursable meal, the school must offer all students the same choices no matter
the eligibility of the student—free, reduced-price, or paid.
NOTE: When operating CEP or P2, CEs are required to maintain a POS system that provides an accurate count
of reimbursable meals served to students at each meal service. The CE must be able to associate each claimed
meal with the student receiving the reimbursable meal.

Benefit Issuance System
The CE’s system must:
◻ Identify staff responsible for reviewing applications and direct certification lists to determine free,
reduced, or paid status of enrolled students.
◻ Create rosters that reflect each student’s current status.
◻ Implement its medium of exchange method as appropriate to each student’s eligibility.
Procedures for counting and
claiming reimbursable meals
at the point of service are
identified in the CE’s Policy
Statement for Free and
Reduced-Price Meals,
Attachment B which must be
approved by TDA before
implementation of the
procedures.

9

NSLP Counting Reimbursable Meals

Module 1: Meal
Count Systems

Policy Statement-Attachment B
The point of service must be located at the end of the service line. Alternative methods of counting meals,
after the POS or for special situations such as in the classroom or on field trips must also be described in the
Attachment B and approved by TDA. Attachment B identifies:
1. Medium of exchange method or payment method for free, reduced-price, or paid meals (verbal
identifier, ID cards, pin pads).
2. Strategy used at the point of service to code a reimbursable meal and prevent overt identification.
3. Method of counting and claiming reimbursable meals.
4. All meal count/collection procedures including breakfast in the classroom, Afterschool Care Program,
field trips, and any alternative meal service (including ISS).
5. Written policy for students charging.

Special Provision Sites
CEs operating Community Eligibility Provision (CEP) or Provision 2 (P2) point of service (POS) systems are
required to provide an accurate count of reimbursable meals served to students at each meal service. This
includes having a system that meets the following criteria
(1) Method to monitor serving lines to ensure that all meals claimed for reimbursement meet the
meal pattern requirements for a reimbursable meal
(2) Method to ensure that reimbursement is claimed for only one reimbursable meal

Charge Policy
•

•
•

Texas legislature and USDA regulations require that all CEs operating the National
School Lunch Program and/or School Breakfast Program must develop a meal
charge policy.
Texas law requires that CEs establish a grace period for each school year and that CEs communicate
their policy to household in writing.
CEs have discretion in developing the specifics of their policies.

CEs are required to provide the meal charge policy in writing to all households and school or CE-level staff
members responsible for policy enforcement. This includes the following:
•
•
•

School food service professionals responsible for collecting payment for meals at the point of service
or other locations
Staff involved in notifying families, of low or negative balances
Staff involved in enforcing any other aspects of the meal charge policy

TIP: Site managers should keep a copy of Attachment B and the local charge policy on file at their campus, so
staff know what has been approved by TDA.
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Benefit Issuance List
The benefit issuance list or roster is a listing of all students and their approved eligibility categories by school.
Maintaining an accurate list or master roster of students who participate in the meal program is essential for
an accurate POS count of meals served by eligibility category at each site.

Master List or Roster of Program Participants
There are typically two types of list or rosters used by CEs:
Master List or Roster
The master list or roster is a list of all students (free, reduced-price and paid) enrolled at each site as well as
detailed information that may be useful for managing the program and submitting claims for reimbursement.
Also called the Benefit Issuance List. Master lists or rosters are usually alphabetical; however, CEs may use
other classification methods. CEs must have a manual backup process for lists that are maintained
electronically. The roster must include the following:
(1)
(2)
(3)
(4)

Student’s name
Eligibility status
Date of eligibility determination
Date and notation of any changes in status

Point of Service Meal Count List or Roster
A point of service list or roster for counting meals must
include:
(1)
(2)
(3)
(4)
(5)

Student’s name
Eligibility status
Type of meal service
Date of meal service
Totals for the day/month by category

◻ Manual list/roster counts should be verified by at
least two different staff
◻ Bulk entry counts into an electronic system must be supported by a manual check off list or roster of
names to support the claim for reimbursement

Notes:
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Medium of Exchange
•

•
•
•

The medium of exchange is what the student provides at the
point of service to receive a meal. It must accurately reflect
eligibility without overt identification.
Confidentially can be obtained by following specific coding
standards.
CEs must describe their coding methods in the Attachment B.
All students must be provided the CE’s selected medium of exchange to receive a reimbursable meal at
the point of service.

Payment and charging systems must include a method for payment or charging for meals that make free and
reduced-price meal recipients appear the same as those who have pre-paid full price. CEs are encouraged to
use prepayment systems with multiple methods of prepayment to prevent overt identification of a student’s
eligibility status.
(1) If charging is necessary, CEs must notify parents as soon as possible about the charges to prevent the
accumulation of large charge balances.
(2) Cashiers must be trained on the site’s charge policy and how to count alternative meals if they are
reimbursable.
(3) Households must be notified of the methods available for the student to receive and pay for school
meals.
TIP: If an automated system is used at the POS, it is important that in case of power outage or mechanical
failure the CE have a backup roster that is updated weekly.
What action should a cashier take if a student is not identified in the automated system or found on a roster?
Notes:
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Coding
CEs are not required to use any one particular coding method.
Whatever method is used the coding must:
•
•
•

Protect students’ privacy
Prevent overt identification
Link the meal served to an individual student to the student’s eligibility category

Common Coding Methods

Cashier List/Verbal Identifier
Coded Identification Cards
Pin Number

Overt Identification
Any action the CE takes that may result in a student being recognized as eligible or potentially eligible to
receive or certified for free or reduced-price meals including at the point of service (POS). Verbal or written
identification of a student’s eligibility status shared with others is prohibited, unless allowed by statute.
TIPS to prevent overt identification:
(1) Prevent the view of lists, whether paper or on a computer, from the sight of students and adults.
(2) Shield the view of the computer screen if the eligibility or price of the meal is displayed.

Notes:
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Prohibited Coding Methods
Coding methods, which are likely to risk students being overtly identified, should not be used. Prohibited coding
methods include:






Color coding
Single symbol coding
Assigning students to eating lines, times, or arrangements based on eligibility
Limiting a student’s meal based on eligibility status
Solely on visual identification or knowledge of students’ eligibility categories

Unacceptable Counting Methods
All methods must ensure student confidentiality. Meal counting methods must provide a daily count at the point of
service for reimbursable meals by category. The method must link the students to the meal served at the POS and
ensure that duplicate meals are not counted.

Method

Definition

Explanation?

Attendance Counts

Using the number of students in attendance
as a meal count.

This does not provide a number of
reimbursable meals actually served to
students.

Classroom Counts

Count based on the number of students in a
class that indicate an intention to eat a meal
prior to the meal being served.

This method does not accurately count
reimbursable meals actually served to
students.

Tray or Entrée Counts

Counting the number of trays or entrees
used during the meal service to obtain the
meal count.

This does not provide an accurate count of
reimbursable meals — only of trays and
entrees.

A La Carte

Counting food items not served as part of
the reimbursable meal as reimbursable.

A la carte items cannot be claimed for
reimbursement.

Cash Totals

Using cash totals to determine the number
of meals served.

The conversion of cash to meals does not
provide an accurate count of reimbursable
meals served.

Category/Cash Back
Out

Calculating the meal count by subtracting
CEs must count the number of meals served in
the number of meals from another category.
each eligibility category.

Counting Off Site

Counting the number of meals delivered to
a school.

The number of meals delivered is not
necessarily the number of meals that were
actually served.

Ineligible
Students/People

Ineligible adults or children served and
claimed for reimbursement.

CEs must certify eligibility before claiming for
reimbursement.

Prepaid/Charged
Meals

When students either prepay or charge
their meals.

Meals must be counted on the day that the
student is served the meal, not on the day
that the prepaid meal was purchased or the
charged meal was repaid.

Seconds

Refers to second meals served to students
that are claimed for reimbursement.

CEs can only claim one reimbursable
breakfast, lunch and snack per student per
day per the student’s approved eligibility.
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Counting Afterschool Care Program (ASCP), At Risk Meals, and Seamless Summer Option
(SSO) Meals
Even though the CE is not required to have a point of service (POS) for afterschool programs, the CE must have
a method to accurately count the snacks or dinners served. This applies to Afterschool School Care Program
snacks and At Risk Meal Program snacks and dinners.
The Afterschool Care Program and At Risk meal counting system:
◻ Must accurately count one snack/dinner per student served
◻ Must match the student to the snack/dinner served
◻ May be same system as NSLP
◻ May be computerized or manual
◻ Must be able to separately count snacks and meals for each CNP they operate
The Seamless Summer Option meal counting system:
◻ Must accurately count one snack/meal per student served
◻ May be computerized or manual
End of Module Activity: Key Terms Review
•

Equal Access
Requirement that every student, no matter the eligibility, have equal access to a reimbursable meal in a serving
line that does not overtly identify the student’s eligibility status.

•

Master List/Roster
A list of students (free, reduced-price and paid) enrolled at each site as well as detailed information that may be
useful for managing the program and submitting claims for reimbursement. Also called Benefit Issuance List.

•

Medium of exchange
The way students pay for meals for meals during meal service.

•

Overt Identification
Any action the CE takes that may result in a student being recognized as eligible or potentially eligible to receive
or be certified for free or reduced-price meals including at the point of service (POS).

•

Point of service (POS)
Point in the food service operation where a determination can accurately be made that a reimbursable free,
reduced-price, or paid meal has been served to an eligible student.

•

Reimbursable Meal
Meal that offers all of the required meal pattern food items and/or food components in the required serving
sizes for the student’s age/grade group.

•

Reimbursement
Federal cash assistance paid to participating CEs for meals that (1) meet the meal pattern requirements and (2)
are served to eligible students.
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MODULE 2: RECOGNIZING REIMBURSABLE MEALS
MODULE 2 INTRODUCTION
Module Summary
This module provides information about meal pattern requirements and special situations in counting
reimbursable meals. Participants will practice recognizing reimbursable meals under OVS.
Topics
Module 2 Introduction
Topic 1: Meal Pattern Requirements
Topic 2: Other Considerations

Module Objectives
By the end of this module, participants will be able to do the following:
•
•

Recognize a reimbursable meal at the point of service.
Identify additional requirements to consider when counting meals in special situations.
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TOPIC 1: MEAL PATTERN REQUIREMENTS
Food Based Menu Planning
Schools must offer nutritious, well-balanced, and age-appropriate meals to all of the students they serve to
improve their diets and safeguard their health.
A reimbursable meal must:
➢ Be available to all students
➢ Meet nutrition standards
➢ Meet meal pattern requirements for the specific age/ grade group
Available to All Students -- If certain lines are not made available to all students, including those
receiving free or reduced-price meals or free milk, reimbursable meals or free milk served on those lines must
not be claimed for reimbursement. Meals served on “all cash” lines are not reimbursable.
The menu planner uses USDA Food Based Menu Planning (FBMP) for established age/grade groups as a
planning tool. Meal patterns and dietary specifications have been established for grade groups:
• Grades K-5 (ages 5-10)
• Grades 6-8 (ages 11-13)
• Grades 9-12 (ages 14-18)
Staff at the point of service must follow the intent of the menu planner to ensure that students select a
reimbursable meal.
What tools should be provided to staff to know what the intended menu items and portion sizes should be
offered?

__________________________________________________________________________________
NOTE: The food quantity requirements for grade groups K–5 and 6–8 overlap, allowing schools to use one
meal pattern for students in grades K through 8 at lunch. The patterns for breakfast overlap for all grades
K-12.
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Meal Components
FBMP requires specific meal components to be offered in specific amounts in order to qualify as a
reimbursable meal. A food component is one of the food groups that comprise a reimbursable lunch or
breakfast. Each food component has a daily required minimum serving amount to meet the meal pattern
requirement.
The five meal components are:

_______________
_______________
_______________
_______________
_______________
Regulations require that each student must take ½ cup of fruits or vegetables at
lunch and breakfast for the meal to be reimbursable. CEs must offer at least two
choices of milk throughout lunch and breakfast meal service. Allowable choices
include:

➢ Unflavored or flavored fat-free and 1% (low-fat) milk (lactose free or reduced lactose), or an allowable
substitute
NOTE: CEs are required to offer an unflavored milk at each school meal service.

Lunch Meal Pattern
The Lunch Meal Pattern requires that full serving amounts of all five meal components be offered for a
reimbursable meal.

Breakfast Meal Pattern
The Breakfast Meal Pattern requires three meal components incorporated into 4 food
items:

9-12

K-5

6-8

Milk (M)
Fruits/Vegetables (F)
Grains (G)
➢ Food items can be from any required component and must be offered in the minimum quantity.
➢ Vegetables can be substituted for fruits.
➢ USDA allows program operators to count meat/meat alternates towards the weekly grain requirement
if the program operators offer 1 ounce equivalent (oz. eq.) of grain, a meat/meat alternate may also be
offered at breakfast.
➢ Meal pattern allows for overlap so a K-12 menu may be offered to all students.
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Offer Versus Serve (OVS)
Offer versus serve is a system designed to:
➢ Decrease food and packaging waste
➢ Give students greater flexibility with choices
➢ Conserve resources – food, money and energy
OVS does not affect the meal’s unit price. Three, four, or five components are the same
unit price for lunch. Three or more food items for breakfast are the same unit price.
Overview
•
•
•
•
•

Regulations require OVS be implemented for grades 9-12 at lunch
OVS optional in the NSLP for grades K-8
OVS optional for all grade levels at breakfast
CE decides whether to implement offer versus serve
Students decide what foods to decline

Lunch OVS
➢
➢
➢
➢

School must offer all 5 components at lunch
Students can deny 2 components
Students must take 1/2 cup serving of the fruit or vegetable component
Student must take full component of the M/MA, G, and Milk if selected

Combination Foods
Combination foods contain more than one component. The menu planner determines how combination foods
and duplicate fruits and vegetables are counted. Meal contribution is translated to staff on the food
production record and through menu notes provided by the menu planner. Creditable foods that can count
towards a reimbursable meal will be identified on the food production record.
Examples of Combination Foods:
Salad – possible Vegetable, M/MA and Grains
Pizza – cheese and or meat, and crust = M/MA and Grains
Breakfast sandwich-M/MA and Grains
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Menu for Today
9-12
Baked Chicken (2 oz. eq. M/MA)
Whole Grain Roll (2 oz. eq. G)
Or
Spaghetti with Meat Sauce (2 oz. eq. M/MA, 2 oz. eq. G)
Broccoli (1/2 Cup)
Baby Carrots (1/2 Cup)
Pineapple Chunks (1/2 Cup)
Apple Slices (1/2 Cup)
Choice of Milk (1 Cup):
Fat Free Chocolate or Strawberry
1% White

Student Selected Meal
(1)
Spaghetti with Meat Sauce
Pineapple Chunks

(2)
Baked Chicken
Whole Grain Roll
Milk

Is this a meal reimbursable?

Is this meal reimbursable?

If no – why?

If no – why?

(3)
Milk
Broccoli
Carrots
Pineapple Chunks

Is this meal reimbursable?
If no – why?

REMINDER: Straight serve programs require students to take all components in the amounts required by the
lunch meal pattern.
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Menu for Today
K-5/6-8
Chef Salad with Chicken Strips (1/2 cup V, 1 oz. eq. M/MA)
Breadstick (1 oz. eq. G)
Or
Cheeseburger on Bun (1.5 oz. eq. M/MA, 1.5 oz. eq. G)
Baked Beans (1/2 Cup)
Carrot & Celery Sticks (1/2 Cup)
Peaches (1/2 Cup)
Choice of Milk (1 Cup):
Fat Free Chocolate
1% White

Student Selected Meal
(1)
Chef Salad with Chicken Strips
Milk

(2)
Carrot and Celery Sticks
Breadstick
Milk

Is this meal reimbursable?
If no – why?

Is this meal reimbursable?
If no – why?

(3)
Cheeseburger on Bun
Milk
Is this meal reimbursable?
If no – why?
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OVS at Breakfast
Offer versus Serve is optional at all grade levels.
Key Points
➢ At least 4 food items must be offered from the 3 required breakfast components – Milk,
Fruit/Vegetable, Grains
➢ Student must be offered 1 cup fruit/vegetable or combination daily
➢ Student must choose 3 items including 1/2 cup fruit/vegetable or combination
Food Item
The specific food items offered for a breakfast meal that contain one
or more of the three food components. The required minimum
amount of each food component that may be counted as an item on
the tray:
• 1 cup of milk
• 1/2 cup of fruit/vegetable or combination
• 1 oz. eq. of grains
When assessing if a student selected meal meets reimbursable meal
requirements remember the following:
•
•
•

One menu item can count for multiple food items
Look for 1/2 cup fruit/vegetable or combination
Look for at least 2 additional items

Notes:
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Menu for Today
K-12
Cereal (1 oz. eq. G)
Toast (1 oz. eq. G)
Or
Breakfast Sandwich w/Sausage & Cheese (1.5 oz. eq. M/MA, 1 oz. eq. G)
Orange or Apple Juice (1/2 Cup)
Banana (1/2 Cup)
Choice of Milk (1 Cup):
Fat Free Chocolate
1% White

Student Selected Meals
(1)
Cereal
Toast
Milk

Breakfast Sandwich
Orange Juice

Is this meal reimbursable?

Is this meal reimbursable?

If no, why?

If no, why?

(2)

NOTE: Straight serve programs require a reimbursable meal to include all components in the amounts
required by the breakfast meal pattern.
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Menu for Today
K-12
Whole Grain Bagel (2 oz. eq. G)
Or
Pancake on a Stick (1 oz. eq. M/MA, 2 oz. eq. G)
Or
Yogurt Parfait with Granola (1 oz. eq. M/MA,
1 oz. eq. G)
Orange Juice (1/2 Cup F)
Banana (1/2 Cup F)
Choice of Milk (1 Cup):
Fat Free Chocolate or Strawberry
1% White

Student Selected Meals
(3)
Yogurt Parfait
Banana

(4)
Orange Juice
Banana
Milk

Is this meal reimbursable?

Is this meal reimbursable?

If no – why?

If no why?

(5)
Pancake on a Stick
Milk
Is this meal reimbursable?

If no, why?
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Pre-Kindergarten Meals – Key Points
➢
➢
➢
➢
➢

OVS is not allowed for pre-K students
Flavored milk is not allowed for pre-K students
Grain based desserts are not allowed for pre-K students
Pre-K students must take all required components
Components are the same for NSLP lunch and breakfast meal pattern: Lunch–5, Breakfast–3

Meal Pattern Flexibility for Comingled Age/Grade Groups
USDA allows flexibility in the pre-K meal pattern for CEs that are serving meals to pre-K in the same
service area at the same time as older age/grade groups. With this flexibility, CEs may serve the pre-K
students the same meal pattern as the kindergarten students at the meal service. The flexibility to
comingle is based on the CE’s ability to identify the age/grade groups of the students and the amount
of time to serve the meals.

Before adopting this flexibility, the CE must consider the following:
1. Can the pre-K class or group of pre-K students be reasonably distinguished in the service line?
2. Is there enough time to serve the pre-K students the pre-K meal pattern before older students are
served?

Afterschool Care Program (ASCP) – Meal Pattern
➢ ASCP Meal Pattern Specifications
The site must provide two different components from the four components listed for a reimbursable
snack in the ASCP Snack Meal Pattern Chart:
- Fruit/vegetable
- Grains/Breads
- Meat/Meat Alternate
- Milk, Fluid
➢ It is recommended that grain-based desserts be served no more than
twice a week.
➢ Offer versus serve is not allowable
➢ All pre-kindergarten students must be served the pre-K meal pattern unless there is a comingled
situation.
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TOPIC 2: OTHER CONSIDERATIONS
Accommodating Students with Medical Disabilities and
Special Dietary Needs
POS staff must identify the enrolled child, the child’s eligibility, and the
meal, which may include any special modifications in order to count the
meal as reimbursable.
Federal feeding programs must make accommodations for students with
a food-related disability.
This requires making substitutions or changes in food items, so students can be safe and healthy.
The CE must provide reasonable accommodations for reimbursable meals at no additional charge, when:
1. A student’s disability restricts his/her diet and
2. The disability is supported by a medical statement signed by a medical authority that is licensed by the
State to write medical prescriptions.
In cases where a meal accommodation is requested by a parent or guardian and when the student does not
have a medical disability, the SNP may provide the accommodation as long as the accommodation does not
prevent the student from being served a reimbursable meal, snack, or an a la carte choice. The CE must offer
the accommodation to all students.
The cashier must ensure that the meal meets the medical statement or accommodation requirements prior to
counting the meal as reimbursable.
NOTE: Substitutions that do not meet the meal pattern are allowable based on medical statements on file at
the school and in the district.

Notes:
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Potable Water
Must be made available free of charge during:
• Lunch service
• Breakfast service in the cafeteria
• Encouraged for Afterschool Care Program snacks.
NOTE: Very young students may lack the ability to request
water. CEs are encouraged to offer water to pre-K students at
every meal rather than just have it available.

Signage
•

Regulations require that schools identify, near or at the beginning of serving lines, what foods
constitute unit priced reimbursable meals.

•

Schools using OVS must also identify what a student must select in order to have a reimbursable
meal under OVS.

•

Regardless of where meal service takes place, signage is required to inform students of what food
items they need to take in order to build a reimbursable meal.

•

The non-discrimination statement must be included on or near signage at the beginning of the
service line. This includes electronic signboards.
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Unique Situations for Claiming Reimbursable Meals
There are several special situations in which it may be difficult to determine whether to count meals served to
students for reimbursement. A detailed list of unique situations and guidance is addressed in the ARM Section
20. A few of the more common situations are identified below.

Special Situation
In-School
Suspension (ISS)

Meals Prepared for
Field Trips

Guidance
• Students must have equal access to all lines and meal types if served in the cafeteria
during regular meal service.
• Students may be limited to only one reimbursable line or meal type If allowed access
to the cafeteria, either before or after regular serving times.
• Students must be able to receive and consume their meals prior to, or after, regular
meal periods.
• Students must be allowed to choose their milk from a variety of allowable milks.
•
•
•
•

Reimbursable meals consumed on school-sponsored, supervised field trips may be
claimed for reimbursement since the meals are prepared by the SNP department and
served and consumed as part of a school-related function.
A list, roster, or other method of claiming the meals must be used to record the meals
students were served.
The CE must have a procedure to ensure that only reimbursable meals served to
students are claimed.
The list should be provided to the site manager to enter into the POS system when the
staff returns to the site.

Students in Special
Off-Campus
Programs

•

Visiting SNP
Participants

• In some situations a student’s attendance in such a school may be short-term (a few
days) or long-term (entire school year).
• Adjustments and notations should be entered on the Accuclaim records to justify the
claim when applicable and to document current numbers of approved students.
• Reimbursable meals served to eligible students may be claimed by the host CE or the
sending CE, but must not be claimed by both CEs.

Visiting Special
Provision Student
(CEP/P2)

• The CE MUST serve a reimbursable meal at no charge.
• There are various scenarios for claiming visiting students, depending on if they come
from within the same CE, whether their home site participates in a special provision, or
if the student visits from outside of the CE.
• Please see ARM Section 20 for additional details.

•

A student who is enrolled at a home campus and attends class at an off-campus
location during meal times may participate in the home campus meal service on days
when the special program is not in session.
In these cases, the home campus may claim meals for reimbursement.

➢ Students attending Universal Free feeding sites are not charged for their meals at the point of service,
but the CE submits claims for meals based on each student’s determined eligibility.
➢ Weekend meals may be served and claimed on Saturday only if a CE holds classes on Saturday that are
part of the CE’s regular instructional calendar, and, students are required to attend.
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MODULE 3: ACCURACY AND RECORDKEEPING
MODULE 3 INTRODUCTION
Module Summary
This module reinforces the importance of accuracy and
recordkeeping when counting reimbursable meals.
Topics
Module 3 Introduction
Topic 1: Internal Controls
Topic 2: Recordkeeping

Module Objectives
By the end of this module, participants will be able to do the following:
•
•
•

Identify internal controls for ensuring accuracy of meal counts prior to submission of the claim for
reimbursement.
Understand the steps in conducting daily edit checks.
Identify recordkeeping requirements.
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TOPIC 1: INTERNAL CONTROLS
Internal Controls
The CE must establish internal controls that ensure the accuracy of meal counts prior to the submission of the
monthly Claim for Reimbursement. At a minimum, these controls must include onsite reviews, daily/monthly
edit checks.

Onsite Monitoring Reviews
The purpose of onsite monitoring reviews is to ensure that the following requirements are met:
➢ The counting system is accurate and consistent with the CE’s approved Policy Statement for Free and
Reduced-Price Meals, Attachment B.
➢ The counting system yields the actual number of reimbursable free, reduced-price, or paid meals
served for each day of operation.
➢ The counting system prevents overt identification of students receiving free and reduced-price meals.
➢ The system ensures that only reimbursable meals are counted.
Each CE with more than one feeding site must perform an annual on-site monitoring review of the counting
and claiming system and observe daily procedures at each serving site.
•
•

NSLP must be reviewed at each site within the CE and SBP reviews at 50% of all sites
Prior to February 1 annually

All CEs operating Afterschool Care Programs (ASCP)
•
•

Twice during the school year.
The first onsite review must be conducted within the first four weeks of operation and the second one
later during the school year.

Onsite monitoring forms for Afterschool Care/At Risk, NSLP, SBP, Special Provision CEP and P2 are located on
the Squaremeals.org website, NSLP Administration & Forms.

30

NSLP Counting Reimbursable Meals

Module 3:
Accuracy & Records

Edit Checks
CEs must compare each school’s daily counts of free, reduced price and paid lunches against the total of the number of
students in that school currently eligible for free, reduced and paid lunches times an attendance factor.
➢ Ensures the CE has an accurate counting and claiming system in place.
➢ Identifies potential claiming inaccuracies.

The TDA Daily Record/Accuclaim Form or a comparable form is intended to be used at standard counting and
claiming site to accomplish the following:
• Record daily participation.
• Determine the number of claimed meals to submit for reimbursement.
• Check the accuracy of the number of meals claimed by category for a specific month of operation.
• Reduce the incidence of overclaims.
Afterschool Programs
• Intended for NSLP sites operating an afterschool snack/supper program.
• Incorporates a Snack or Supper Attendance Factor different from what is used for NSLP.
• The highest number of students that are eligible to participate in the Afterschool Program will be used to
calculate the Attendance Factor instead of the school’s total enrollment.
• If a section of the form does not apply to the site program(s) that section will be skipped.

The Daily Record/Accuclaim Forms for standard counting and claiming sites, Special Provision sites and
Afterschool Programs are available on the Squaremeals.org website, NSLP Administration & Forms.
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Edit Check Forms & Results
Special Features for the Excel Files
➢ Cells highlighted with yellow indicate cells where data must be entered
➢ Cells highlighted with green indicate where formulas will be applied when data is entered in the yellow
cells
➢ Green cells will populate automatically
The CE must use the TDA Daily Record/Accuclaim Forms, similar locally developed forms, or an electronic
process to perform a daily edit check summary for each site where meals are served. Any issues or concerns
revealed by the edit check process can be corrected by taking proper actions to address the issue.
Lunch Daily Record/Accuclaim possible issues and action resolutions are identified below.

Possible Issue

Action Resolution

The daily number of free and reducedpriced meals claimed exceeds the
number of students approved for free
and reduced priced meals.

The CE needs to review the attendance
records and procedures used to code
eligibility to reach a correct count.

The number of meals claimed by
eligibility category exceeds the number
of students in attendance by category.

The CE needs to recheck the
attendance numbers and
document the reason why its
meal counts are correct.

The numbers of meals served is the
same at lunch and breakfast or is the
same for multiple days for lunch or
breakfast.

The CE needs to recheck the attendance
numbers and coding procedures to
check if the correct numbers have been
reported.

The percentage of free and reducedpriced meals claimed exceeds the
estimated percentage in attendance.

The CE needs to recheck the attendance
records to determine the maximum
number of students by category that
were present at school on the day of
error.
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Daily/Record/Accuclaim Form Results
Instructions:
➢ Review the sample Accuclaim Form for the month of November from Sunnydale Elementary.
➢ Identify any potential problems.
➢ Discuss solutions that may help to resolve the potential problems.
➢ Refer to the Edit Check Results chart as you discuss your solutions.
Reminders:
• The number of meals claimed by category should not exceed the number of students in attendance by
category unless the school can document though other means that its meal counts are correct.
• Document exceptions or changes on the daily edit check. An example might be students counted for meal
service that were visiting from another school for a special event.
Date

Potential Problem

Solution

Daily Record/Accuclaim Form/Afterschool
Notes:
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TOPIC 2: RECORDKEEPING
Records Retention
Documentation that links specific students to claims for meals must be maintained. Complete records for each
meal service for each site, including reimbursable meals and all food and beverages that are not part of the
reimbursable meal must be available for review by the state agency.
CEs are required to retain the following records to support meals claimed for reimbursement:
◻
◻
◻
◻
◻
◻

Master lists or rosters
Daily records
Counting procedures for meals served by eligibility category
Onsite monitoring forms
Edit check forms
Records demonstrating the accuracy of the counting and claiming system

NOTE: CEs must have a method to recover or back up their records. Recovery or backup methods may be
electronic or paper.
Records Retention Periods

Years
Private Schools
Nonprofit organizations
Residential Child Care Institutions
Years - Public and Charter Schools
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Conclusion

You understand and acknowledge that
• the training you have completed does not cover the entire scope of the program and that
•

you are responsible for knowing and understanding all handbooks, manuals, alerts, notices and
guidance, as well as any other forms of communication that provide further guidance, clarification or
instruction on operating the program.

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and
policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal
or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.
Persons with disabilities who require alternative means of communication for program information (e.g. Braille,
large print, audiotape, American Sign Language, etc.), should contact the Agency (State or local) where they
applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA
through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made available
in languages other than English.
To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write
a letter addressed to USDA and provide in the letter all of the information requested in the form. To request a
copy of the complaint form, call (866) 632-9992. Submit your completed form or letter 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.

