




















































































































 

                                            
                                                                              

PRE-PAID MEALS ARE 
AVAILABLE 

 

PLEASE SEE YOUR LUNCH ROOM  
MONITOR FOR DETAILS 

 

       



  
 

Grants Coordination and School Support 
School Nutrition Training and Programs 

 
 

 

POINT OF SERVICE  
 
 

Acceptable Counting System at the Point of Service 
 

When you take your meal counts, they must be taken at the point of service.     
This term refers to that point in the serving line or area at which you can determine   
that the student has chosen a reimbursable meal.  Point of service has often been 
interpreted as meaning that meals must be counted only at the end of the serving 
line.  Meals can be counted at the beginning of the serving line, but someone must 
check at the end on the line to ensure that the student has taken all required 
components to make a reimbursable meal before exiting from the serving area. 
This includes “food” and/or “salad bars.” 
 
In an Offer vs. Serve Program, the lunch can be counted as reimbursable 
(complete) if the student selects 3 or 4 components (depending on age level and 
School Food Authority policy).  In a non Offer vs. Serve Program, the meal is 
reimbursable only if all five components are selected.  This is why a point of service 
count cannot be done before the students receive their food. 
 
There are several ways of obtaining a reliable daily count at the point of service: 
 

1.  Class Roster Check List 4.  Ticket System 
2.  School Roster Check List 5.  Cash Register Code System 
3.  Computerized Bar Code I.D. Cards 6.  Prepaid List 

 
The key points in this regulation are - the daily count must be taken at the point of 
service and it must be a count by category (free, reduced price, and paid).  An 
application must also be on file for each student claimed free or reduced and never 
can you claim more free or reduced meals than applications on file. 
 
 

Counting System Not Acceptable at the Point of Service 
 
1. Claims based solely on meal or milk counts taken in the morning in the classroom 

or at any other location before the meal or milk is served. 
 
2. Claims based solely on the attendance records. 
 
3. Meals or milk counts based on the number of tickets/tokens sold and distributed 

or the number of meals paid for in advance. 
 
4. The number of free and reduced price meals or free milk claimed based on the 

number of children eligible to receive such meals/free milk. 
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5. Cash given to students eligible for free or reduced priced meals or free milk to 
pay for their meals/milk. 

 
6. Meal counts by category taken at the beginning of the service line without 

assurance from the School Food Authority that meals are checked at the end of 
the serving line to ensure that meals are reimbursable. 

 
7. Meal counts by category based solely on visual identification of students with   

no backup system available for persons not familiar with the students (e.g., 
checklists). 

 
8. Meal counts based solely or partly on tray or plate counts. 
 
9.  A back-out system used which subtracts one number (e.g., numbers of free and 

reduced price meals) from the total count to get another number (e.g., the 
number of paid meals). 

 

 (Example:  You receive 400 lunches from the base kitchen.  You have 100    
pre-paid tickets and receive cash for 80 lunches and cash for 5 staff lunches. 
You subtract 185 from 400 and claim 215 as free.) 

 
10. The system overtly identifies free and reduced price students. 

 

 (Example:  Using different colored tickets for free, reduced, and paid; 
designating students on tickets or rosters with the words paid/free/reduced or 
with letter codes F,R,P, etc.) 

 
11. A system which will allow students to come through the line and be counted 

twice. 
 

If your system is described in any of the above, you have a problem with the point of 
service counts.  If assistance is needed, please call the School Nutrition Training and 
Programs office at 517-373-3347. 
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ROSTER SYSTEM AT THE POINT OF SERVICE 
 

The roster or checklist is one method of collecting the number of paid, free and reduced meals, 
which have been served.  The roster/checklist is an acceptable method for “point of service”, which 
keeps track on a daily, weekly or monthly basis of the count for reimbursable (complete) meals, and 
prevents overt identification of students.  The roster or checklist is used to determine the number of 
meals served in each category.  Remember, the roster or checklist must include the names or 
numbers of students in each category in reduced and paid.  The following are some variations of the 
checklist system: 

Name Checklist - The cashier or other designated person is given a list of all children’s names as 
the students pass through the line.  They identify themselves to the person with the checklist who 
puts a mark by the student’s name to indicate they were served a reimbursable meal.  The list is 
compared with the master list of names or may be coded by category to obtain the count of 
reimbursable meals. 

Number Checklist - The student is given an identification number.  He/she provides the number to 
the person with the checklist who puts a mark by the student’s number on the check-list to indicate 
they were served a reimbursable meal.  The list is compared with the master list of names or may 
be coded by category to obtain the count of reimbursable meals. 

Class List - The cashier, teacher or designated person uses the class list to mark off each child’s 
name as they are served a reimbursable meal.  The class list is turned into the person responsible 
for recording meal and or/milk counts.  The list is then compared with the master list of names or 
may be coded to obtain the count of reimbursable meals by category. 

Coded Checklist - The cashier or other person is given a list of names of participating children.  A 
code indicating the category of eligibility, free, reduced or paid is marked next to each name.  At the 
end of the meal service, the number of meals served in each category is determined by checking the 
codes and tallying the number of meals served in each category. 

Do not group the student’s names by category of need.  Use an obscure code and change it 
periodically. 

For free qualified students, fill each square with a diagonal line; do this ahead for about a week or 
so.  Complete the mark when the child takes a reimbursable meal. 

• For paid and reduced qualified students, draw a diagonal line for each day “prepaid.”  Complete 
mark when child takes a reimbursable meal. 

•   When a child eats a qualifying meal, simply cross the diagonal if a prepaid child misses a day, 
circle it and add an extra diagonal to the next available open date. 

At the end of the month, count each child’s X’s and list the totals according to their code in the free, 
reduced or paid column.  Total them to the bottom, recognizing that for claim purposes the totals 
YOU need are total/free, total reduced and total of all meals served.  However, you must be able to 
get the total of each category (Paid, Reduced and Free) on a daily basis if requested by the School 
District Food Service Staff or the MDE Field Representative. 

Remember, the method of collection used must also prevent “overt identification” of the free 
reduced or paid students, while obtaining the number of reimbursable meals served by category. 

Any additional questions; please contact the Michigan Department of Education, Office of Grants 
Coordination and School Support; School Nutrition Training and Programs at 517-373-3347. 



DAILY EDIT SYSTEM: 
 

WEEK OF:                August 16, 2010  
 

STUDENT NAME M T W TH F CODE 
WEEKLY 
TOTAL 

Alice x x x x x   

Betty x x x x x   

Carol x x x x x   

Donna x x  x    

Edwina x x x x x   

Francis x x x  x   

Gretchen  x x x x   

        

        

        

Frank x x x  x   

Gregory x x x x x   

Harold x x x x    

Isaiah x x x  x   

Joseph x x x x x   

Kevin x x x x x   

Lawrence x x x  x   

        

        

DAILY TOTAL        

 

 

 

 

 

 

 

 



DAILY EDIT SYSTEM: 
 

WEEK OF:              August 16, 2010 __ 
 

STUDENT NAME M T W TH F  
WEEKLY 
TOTAL 

Alice x x x x x  5 

Betty x x x x x  5 

Carol x x x x x  5 

Donna x x  x   3 

Edwina x x x x x  5 

Francis x x x  x  4 

Gretchen  x x x x  4 

        

        

        
Frank x x x  x  4 

Gregory x x x x x  5 

Harold x x x x   4 

Isaiah x x x  x  4 

Joseph x x x x x  5 

Kevin x x x x x  5 

Lawrence x x x  x  4 

        

        

       62 

Daily Total 13 14 13 10 12 62  

 
TALKING POINTS: 
 
1.  Total Meals claimed for Monday is 13. 
2.  Total Meals claimed for the Week of August 16, 2010 is 62. 
3.  Number of approved applications/and or direct certification on file cannot be 

more than 14. 
4.  This Roster is saved for 3 years plus the current year to be available for a CRE 

or audit. 



Sample Meal Count Reporting Forms 
 
The following are examples of forms that may be used to consolidate reimbursable meal 
counts into daily/weekly/monthly food service reports. The first two forms are used by 
schools on a daily or monthly basis. The last form is a school food authority form 
consolidating total meal counts by category from each school for the claiming period. 
 
“School Lunch Daily Report” is a simple form that can be completed after the meal 
service which records daily counts, by category. All of the daily reports for a claiming 
period would be consolidated to have a total monthly meal count by category. 
 
“Monthly Participation Record” provides the number of meals served, by category, for 
the claiming period. 
 
“School Breakfast and/or Lunch Tabulation Sheet” is a form on which the school 
food authority consolidates monthly meal counts by category and by school/agency 
within its jurisdiction. 





Instructions for School Lunch Daily Report 
 
 
1. Enter appropriate school. 

2. Enter appropriate date. 

3. Enter total number of reimbursable free lunches served that day. 

4. Enter total number of reduced-price lunches sewed that day. This figure includes 
charged and prepaid lunches. 
 

5. Enter total number of paid lunches served that day. This figure includes charged and 
prepaid lunches. 
 

6. Enter total number of reimbursable lunches served for that day. 

7. Enter number of food service employees served meals that day. 

8. Enter number of any other adult meals served that day. 

9. Enter number of nonreimbursable meals served to students (preschool students, 
visiting students, etc.). 
 

10. Enter number of students who purchased a la carte item(s). 





Instructions for Monthly Participation Record 
 
 
1. Enter name of school. 

2. Enter the appropriate school number. 

3. Enter appropriate month and year. 

4. Enter number of days lunch was served in the month. 

5. Enter appropriate dates. 

6. Enter number of paid lunches served on that date. (This includes all charged and 
prepaid lunches.) 
 

7. Enter number of free lunches served on that date. 

8. Enter number of reduced-price lunches served on that date. (This includes all charged 
and prepaid lunches.) 
 

9. Enter number of nonreimbursable lunches served (adults, food service staff etc.) 

10. Enter number of days breakfast was served in the month. 

11. Enter appropriate dates. 

12. Enter number of paid breakfasts served on that date. (This includes all charged and 
prepaid breakfasts.) 
 

13. Enter number of free breakfasts sewed on that date. 

14. Enter number of reduced-price breakfasts served on that date. (This includes all 
charged and prepaid breakfasts.) 
 

15. Enter number of nonreimbursable breakfasts served (adults, food service staff, etc.) 

16. Totals: Enter Totals for each category. 





Instructions for School Breakfast and/or Lunch Tabulation Sheet 
 
 
1. Put in appropriate page numbers. 

 
2. Check the appropriate program that claims are being submitted for.  

 
3. Enter appropriate month and year for the claiming period. 

 
4. List appropriate codes for the schools being claimed. 

 
5. List current enrollment in each school. 

 
6. List number of actual serving days during the claiming period for each school.   

 
7. List number of approved free applications on file for each school. 

 
8. List number of approved reduced-price applications on file for each school.  

 
9. List total number reimbursable free meals served for the month for each school. 

 
10. List total number of reimbursable reduced-price meals served for the month for each 

school. 
 

11. List total number of reimbursable paid meals served for the month for each school. 
 

12. Total: Enter total for each category. 



 
 

JENNIFER M. GRANHOLM 
GOVERNOR  

 

 

 
 

MICHAEL P. FLANAGAN 
SUPERINTENDENT OF

STATE OF MICHIGAN 
 DEPARTMENT OF EDUCATION 

LANSING 
 
    

PUBLIC INSTRUCTION 
 
 

FOOD SERVICE 
ADMINISTRATIVE POLICY NO. 6 

SCHOOL YEAR 2009-2010 
 
 

SUBJECT: National Daily Attendance Factor 
 
DATE: October 23, 2009 
 
 
Effective with the September 2009 School Meals Program Claim for Reimbursement, the 
new national daily attendance factor is 93.6%.  The attendance factor is a percentage 
determined by USDA at least once each year that accounts for the difference between 
enrollment and attendance. The factor is calculated by dividing the total national average 
daily attendance by the total enrollment. 
 
School food authorities must document any reported TOTAL MEAL SERVINGS that exceed 
93.6% of enrollment multiplied by days served.  The same documentation is required for 
TOTAL FREE MEALS and TOTAL REDUCED PRICE MEALS that exceed the established 
attendance factor (multiply number of reported Free and/or Reduced Price eligible students 
by number of days served by 93.6%).  Without completion of the documentation, claims 
exceeding the 93.6% factor cannot be submitted for payment. 
 
The required documentation is part of the monthly claim form.  Each time the number of 
meals for a site exceeds the attendance factor, an error will be displayed and you will need 
to click the “Exceeds the Attendance Factor” button.  The “Justification for Exceeding the 
Attendance Factor” form will be displayed.  The reasons(s) for exceeding the factor must be 
entered and the form submitted (online) in order to certify the claim. 
 
If it is known that the factor will be exceeded for consecutive, multiple months of the year, 
select “Justification for School Year 2009/2010” at the top of the form.  This will eliminate 
the need for filling out the form again for the remainder of the year.  If circumstances have 
caused the factor to be exceeded only during a particular month, select “Justification for 
Current Month Only.” 
 
Questions regarding this memo can be directed to 517-373-8642. 
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Instructions for Completing the Monthly Participation Record with Edit 
Information 

 
 

1. Enter the school name, month/year, school enrollment, and days 
served. 

 
2. Enter the appropriate monthly dates that meals are served. 

 
3. Enter the total number of reimbursable free lunches served that day. 

 
4. Enter the total number of reimbursable reduced-price lunches served 

that day.  (This number includes reduced-price charged and reduced-
price prepaid lunches.) 

 
5. Enter the total number of reimbursable paid lunches served that day.  

(This number includes paid charged and paid prepaid lunches.) 
 

6. Enter the total number of reimbursable lunches served for that day. 
 

7. Enter the number of nonreimbursable meals served to students 
(second meals). 

 
8. Enter the number of food service employees served meals that day. 

 
9. Enter the number of any other adult meals served that day. 

 
10.Enter the number of students who purchased a la carte item(s). 

 
11.Enter any comments that would affect the number of meals served 

(field trips, snow day, etc.) 



 
MONTHLY PARTICIPATION RECORD WITH EDIT INFORMATION 

 
 

School Name: (1)   Smith Elementary School____________________________   ____                  ___  
 
Month/Year:  ___Aug 2010____________      National Daily Attendance Factor for SY 2009-10 is 93.6% 
 
Days served:  __18 days_                                         Total School Enrollment:   _467_________
 
Total Free 134 x 93.6% = Daily Edit 125 Total Free 134 x Days Served 18 = Max Serv. 2412 x 93.6% = 2257.6 Monthly Edit 
Total Red 23 x 93.6% = Daily Edit 21.5 Total Red 23 x Days Served 18 = Max Serv. 414 x 93.6% = 387.5 Monthly Edit 

 
Date 
(2) 

Free 
(3) 

Reduced 
(4) 

Paid 
(5) 

Total 
(6) 

Non-
reimbursable 
Student Meals 

(7) 

Adult 
Earned 

(8) 

Adult 
Sales 
(9) 

A la 
carte 
(10) 

Comments 
(11) 

11/1 114 19 210 343  2 4   

11/2 120 16 199 335  2 4   

11/3 126 17 209 352 2 2 4   

11/4 - - - -     No water 

11/7 121 18 209 348  2 5   

11/8 120 11 210 341  2 4   

11/9 118 22 209 349  2 3   

11/10 - - - -     Snow Day 

11/11 116 18 198 332  2 5   

11/14 120 19 197 336  2 5   

11/15 127 18 200 345  2 4  Pizza 

11/16 127 20 5201 345  2 4   

11/17 119 19 201 339 1 2 3   

11/18 121 17 198 336      

11/21 118 12 199 329      

11/22 128 17 197 342  2 3   

11/23 118 12 199 329  2 5   

11/24 - - - -     No School 

11/25 - - - -     No School 

11/28 123 22 209 354  2 3   

11/29 121 20 210 351  2 4   

11/30 126 23 203 352  2 2   

          

          

Total 2180 320 3658 6158      

 



 
MONTHLY PARTICIPATION RECORD WITH EDIT INFORMATION 

 
 

School Name: (1)     __________________________________                     ___  
 
Month/Year:  _________________      National Daily Attendance Factor for SY 2009-10 is 93.6% 
 
Days served:  ______                                         Total School Enrollment:   __________
 
Total Free ___ x 93.6% = Daily Edit    Total Free ___ x Days Served ___= Max Serv.___ x 93.6% =___ Monthly Edit 
Total Red ___ x 93.6% = Daily Edit    Total Red   x Days Served ___= Max Serv. _ _ x 93.6% =___ Monthly Edit 

 
Date 
(2) 

Free 
(3) 

Reduced 
(4) 

Paid 
(5) 

Total 
(6) 

Non-
reimbursable 
Student Meals 

(7) 

Adult 
Earned 

(8) 

Adult 
Sales 
(9) 

A la 
carte 
(10) 

Comments 
(11) 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

Total          
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PUBLIC INSTRUCTION 

 FOOD SERVICE 

STATE OF MICHIGAN 
DEPARTMENT OF EDUCATION 

LANSING 
 
 

 
ADMINISTRATIVE POLICY NO. 2 

SCHOOL YEAR 2010/2011 
 
SUBJECT: School Meals Program 
  Meal, Snack, and Milk Reimbursement Rates to School Food Authorities 

Effective July 1, 2010 - June 30, 2011 
 

DATE:  July 27, 2010 
 
The following reimbursement rates are in effect as of July 1, 2010.  The rates shown are total 
reimbursement for each category.  Rates listed for Free and Reduced Price lunches include 
Richard B. Russell National School Lunch Act section 4 and section 11 funds. 
 
 SCHOOL BREAKFAST 

PROGRAM 
NATIONAL SCHOOL 
LUNCH PROGRAM 

AFTER- 
SCHOOL 
SNACKS* 

SPECIAL 
MILK 

PROGRAM 
 Non-Severe 

Need Severe Need Less than 
60% 

60% or 
More 

  

Paid 
 

$0.26 $0.26 $0.26 $0.28 $0.06 $0.1775 

 
Reduced 
Price 

$1.18 $1.46 $2.32 $2.34 $0.37 N/A 

 
Free 
 

$1.48 $1.76 $2.72 $2.74 $0.74 Average cost 
per ½ pint of 

milk 

Commodity Entitlement:  $.2275 for each lunch served in prior school year  (2009/2010) 

Eligibility for the severe need rate for breakfast and the additional payment ($0.02) for lunch is 
recalculated each year.  It is based on the percentages listed below of free and reduced price 
lunches served relative to the total number of lunches served during the 2008/2009 school year. 
 
Determination of Severe Need Rate for Breakfast: 
A building is eligible for the severe need rate for breakfast when forty percent (40%) or more of total 
lunches served in that building in the second preceding school year (2008/2009) were free or 
reduced price. 
 
Determination of Additional $0.02 for Lunch: 
The entire district is eligible for the additional $0.02 for lunch when sixty percent (60%) or more of 
total lunches served district wide in the second preceding school year (2008/2009) were free or 
reduced price.  
 

* Afterschool snacks served in afterschool care programs. 
For inquiries regarding this memo call:  (517) 373-1074 or email: millerp2@michigan.gov. 
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GOVERNOR  
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FOOD SERVICE 
 

ADMINISTRATIVE POLICY NO. 3 
SCHOOL YEAR 2010-2011 

 
SUBJECT: Claim Submission 60 Day Deadline Schedule and Late Claim Exception Options 
 
DATE:  July 27, 2010 
 
United States Department of Agriculture (USDA) regulations require that Claims for Reimbursement for 
the National School Lunch Program, School Breakfast Program, Special Milk, and Afterschool Snacks in 
Afterschool Care Programs, be submitted to the Michigan Department of Education (MDE) within 60 days 
of the last day of the month claimed.  The following deadlines must be met in order to receive 
reimbursement: 
 
 
 

Claim Month Due Date Final Deadline 

July 2010 August 10, 2010 September 29, 2010 

August 2010 September 10, 2010 October 30, 2010 

September 2010 October 10, 2010 November 29, 2010 

October 2010 November 10, 2010 December 30, 2010 

November 2010 December 10, 2010 January 29, 2011 

December 2010 January 10, 2011 March 1, 2011 

January 2011 February 10, 2011 April 1, 2011 

February 2011 March 10, 2011 April 29, 2011 

March 2011 April 10, 2011 May 30, 2011 

April 2011 May 10, 2011 June 29, 2011 

May 2011 June 10, 2011 July 30, 2011 

June 2011 July 10, 2011 August 29, 2011 

STATE OF MICHIGAN 
 DEPARTMENT OF EDUCATION 

LANSING 
 
   

STATE BOARD OF EDUCATION 
 

KATHLEEN N. STRAUS – PRESIDENT  •  JOHN C. AUSTIN – VICE PRESIDENT 
CAROLYN L. CURTIN – SECRETARY •  MARIANNE YARED MCGUIRE – TREASURER       

NANCY DANHOF – NASBE DELEGATE  •  ELIZABETH W. BAUER  
REGINALD M. TURNER • CASANDRA E. ULBRICH 

 
608 WEST ALLEGAN STREET  •  P.O. BOX 30008  •  LANSING, MICHIGAN 48909 

www.michigan.gov/mde  •  (517) 373-3324 

 



Administrative Policy Memo No. 3 
Page 2 
July 27, 2010 
 

LATE CLAIM EXCEPTION OPTIONS 

If your claim is received after the final deadline date, you will receive notification regarding the 
following two options: 
 
WITHIN YOUR CONTROL EXCEPTION 

 
This option may be used if the lateness of the claim or amendment submission is due to circumstances 
within your control.  The MDE has the authority to approve and process the payment of one late claim 
or amendment within a thirty-six (36) month period.  That approval is dependent upon receiving a 
corrective action plan.  You need to submit: 
 

• actions taken to avoid repetition of the situation linked to the late claim or amendment 
submission; 

• actions taken to avoid any future late claim or amendment submission; 
• a statement that your organization understands that an exception can be granted only once 

every thirty-six (36) months for a late claim submission that is within your control.  Future late 
claims or amendments will not be paid unless your organization has not been granted an 
exception during the previous thirty-six (36) month period or the lateness can be attributed to 
conditions outside your control; and 

• the signature of the authorized official for the School Meals Program. 
 

OUTSIDE OF YOUR CONTROL EXCEPTION 

 
The second option is available if the lateness of the claim or amendment was beyond your control and 
you want to request an exception to the regulations.  You need to submit: 
 

• a written request for an outside of your control exception; 
• a detailed description of the events and circumstances that prevented the claim or amendment 

from being submitted on time; and 
• the signature of the authorized official for the School Meals Program. 

 
The information you submit will be reviewed by the MDE.  If it is determined that the submission of 
the late claim or amendment was due to circumstances beyond your control, your request will be 
forwarded to the USDA for approval.  MDE does not have the authority to process this type of 
payment.  That authority rests with the USDA regional office. 

 
 

USDA regulations allow for claims to be amended at any time when the number of meals reported on 
the amendment results in a downward adjustment in the reimbursement value of the claim. 

 
 

DO NOT COMBINE CLAIMS 
 

• Submit meal counts for each month on a separate claim, regardless of how many days meals 
were served. 

• A June claim will automatically be available for all sites. 
• A claim for July and/or August will be available for each site with those months selected on the 

Site Information screen on CNAP. 
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