Michigan Department of Education

Child and Adult Care Food Program

Meal Attendance Record Instructions
The following are meal attendance records used to record meal/snack attendance at the time the meal/snack is served (point of service).  This information is needed to complete the Claim for Reimbursement each month.

Meal attendance records should reflect data for a calendar month.  Use a new form at the beginning of each calendar month.

· Refer to the upper left hand corner of the form.  Insert the name of the site/room and time period of the meal attendance record.  

· Circle A, B or C, to identify the category of children listed on the page.  

· List the names of the enrolled children (last name first).  

· Record meal/snack attendance by placing an X in the appropriate box for each child served at the time the meal/snack is served (point of service).  Do not take meal/snack attendance before or after the meal/snack.  

· At the end of the time period, total the number of meals/snacks by meal type and category for enrolled children, program adults, and all others.  Have another staff person double-check the figures. 

· Transfer the totals to the Meal Attendance Summary Record.
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