




















































































































 

                                            
                                                                              

PRE-PAID MEALS ARE 

AVAILABLE 
 

PLEASE SEE YOUR LUNCH ROOM  
MONITOR FOR DETAILS 

 

       



07/12 

Michigan Department of Education 
Office of School Support Services 

School Nutrition Programs 

 

COUNTING SYSTEMS 
 
 

Acceptable Counting System 

All meal counts must be done at the point of service. That is, it is the 

point in the serving line or area at which you can determine that the 

student has chosen a reimbursable meal. While that generally means 

the end of the serving line, it can be at the beginning of the line with 

someone ensuring that all required components are taken before the 

students leave the service area. This can help with food and/or salad 

bars.    

There are several ways of obtaining a reliable daily count at the point of 
service including: 

 Class or School Roster Check List 

 Ticket System 
 Computerized Bar Code I.D. Cards  

 
Whatever system you use, there must:  

a. Be a daily count taken at the point of service  

b. Be a count by category (free, reduced price, and paid) 
c. Be a correctly approved application on file for each student claimed 

free or reduced  
d. Never be more students claimed free or reduced than approved 

applications on file. 
 
 

Unacceptable Counting Systems 

 Attendance records. 

 Classroom milk orders. 

 Meals that are being paid for in advance. 

 Tray or plate counts. 

 A system that overtly identifies free and/or reduced priced students.  

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

 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).  

 
For more information go to www.michigan.gov/schoolnutrition 

http://www.michigan.gov/schoolnutrition


 

ROSTER/CHECKLIST AT THE POINT OF SERVICE 

 

The roster/checklist is an acceptable method of collecting the number of paid, free and reduced meals, 
which have been served at the point of service. It 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 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 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 – Each 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 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. 
 
Remember: 

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

 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. 



DAILY EDIT SYSTEM: 
 

WEEK OF:                May 14, 2012  

 

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:              May 14, 2012__ 
 

STUDENT NAME M T W TH F CODE 
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 May 14, 2012 is 62. 

3.  This Roster is saved for 3 years plus the current year to be available for an 
Administrative Review 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. 



REQUIRED EDIT CHECK FOR SCHOOL LUNCH PROGRAMS 

U. S. Department of Agriculture (USDA) regulations require school agencies to complete an edit 
check for each of its schools that participate in the National School Lunch Program prior to 
consolidation of the daily lunch counts for the monthly reimbursement claim.   
 
The purpose of the edit check is to identify errors in the schools’ lunch counts and/or problems 
with the meal counting and claiming procedures so that necessary corrections are made.   
 
School agencies are not required to use the sample forms provided but must perform an edit 
check after completing the calculations shown on the bottom of the form.  Schools with a 
computerized meal counting system should ask vendors about the edit check feature. 
 

EDIT CHECK PROCEDURES FOR EACH SCHOOL  
1. Obtain and record the highest number of students in each category. 

 Obtain the highest number of students approved for free and for reduced price lunches. 

 Obtain the highest student enrollment in the schools submitting lunch participation data 
for the month. 
Exclude those students who do not have access to the lunch program (e.g., half-day 
kindergarten and/or pre-kindergarten students) when arriving at the enrollment figure 
to use in the edit check. 

 Subtract the number of students approved for free and reduced price meal benefits 
from the student enrollment to obtain the number of students for the paid category.   
 

2. Attendance factor. 

 The Michigan Department of Education uses the National Attendance Factor of 93.80% 
(SY 2011/2012). 

 To obtain a distinctive attendance factor, divide your average daily attendance for 
students by the school enrollment. The attendance factor is percentage of students in 
attendance and is not the percentage of students participating in the school lunch 
program. 

 Note:  The attendance factor must be calculated at least once each school year but may 
be computed each month. 
 

3. Calculate the “highest number of lunches expected for any day” by eligibility category. 

 Multiply the highest number of students in each category by the attendance factor. 
 

4. Compare the “highest number of lunches expected for any day” to the daily counts 
recorded on the participation record for each of the eligibility categories. 
 
5. Evaluate any daily lunch counts that exceed the “highest number of lunches expected”. 

 The school may find that students approved for the free or reduced-price lunches 
attend at a higher daily rate than those students in the paid category. 



 Documentation such as daily attendance records or check-off rosters may be used to 
support daily counts that exceed the “highest number of lunches expected”. 

 Scan the daily counts and evaluate any that appear unusual, such as transposed digits, 
counts reported in the wrong category or questionable patterns in daily counts. 
 

6. Correct any lunch count reporting errors that are discovered during the edit check before 
consolidating counts for the reimbursement claim. 
 

EXAMPLE OF A SCHOOL’S REQUIRED EDIT CHECK 
 
School’s highest number of students approved for free meal benefits during the month:  15 
School’s highest number of students approved for reduced price benefits during the month:  8 
School’s highest daily enrollment for students with access to the lunch program:  239 
School’s highest number of students in the paid category:  239 – 23 = 216 
School’s average daily attendance:  230           School’s attendance factor:  230 ÷ 239 = .962 
 

Highest # Of Students  Attendance Factor  Highest # Of Lunches 
  Approved in Month  (AVD / School Enrollment)  
 
Free  ______15________ X _____.962_______    = _____14.4 or 15___ 
 
Reduced-Price _______8________ X _____.962_______    = _______7.7 or 8___ 
 
Paid  _____216________ X _____.962_______    = ____207.8 or 208__ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Daily Participation Record/Edit Check 
 

     MONTH OF __________________ 20_____             SCHOOL ____________________________ 
 

 
 
 

                                                 
1
 Non-reimbursable meals include meals served to adults (program and non-program) and non-

claimable children, second lunches served to students, and meals missing required food items. 
 

 
DATE 

LUNCH BREAKFAST 

 
FREE 

REDUCED 
PRICE 

 
PAID 

NON- 
REIMBURSABLE1 

 
FREE 

REDUCED 
PRICE 

 
PAID 

NON- 
REIMBURSABLE² 

1         

2         

3         

4         

5         

6         

7         

8         

9         

10         

11         

12         

13         

14         

15         

16         

17         

18         

19         

20         

21         

22         

23         

24         

25         

26         

27         

28         

29         

30         

31         

TOTALS         



REQUIRED EDIT CHECK FOR SCHOOL LUNCH PROGRAM 
 

Highest # Of Students  Attendance Factor  Highest # Of Lunches 
  Approved in Month  (AVD / School Enrollment)  
 
Free  _____________ X ____________    = __________ 
 
Reduced-Price _____________ X ____________    = __________ 
 
Paid  ______ ______  X ____________    = __________ 
 



  
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 non-reimbursable 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)     __________________________________              ___ 

 

Month/Year:  _________________ National Daily Attendance Factor for SY12-13 is _____% 

 

Days served:  ______                        Total School Enrollment:   __________ 
 

Total Free ___ x ____% = Daily Edit    Total Free ___ x Days Served ___= Max Serv.___ x ____% =___ Monthly 
Total Red ___ x ____% = Daily Edit    Total Red   x Days Served ___= Max Serv. _ _ x ____% =___ Monthly 

Date 
(2) 

Free 
(3) 

Reduced 
(4) 

Paid 
(5) 

Total 
(6) 

Non-reimburs

able Student 
Meals 
(7) 

Adult 
Earned 
(8) 

Adult 
Sales 
(9) 

A la 
carte 
(10) 

Comments 
(11) 

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

          

Total          



 
MONTHLY PARTICIPATION RECORD WITH EDIT INFORMATION 

 
 

School Name: (1)   Smith Elementary School  __________________________________               

 

Month/Year:  ___May 2012_____________ National Daily Attendance Factor for SY 11-12 is  93.80 %  

 

Days served:  ___22 days___                      School Enrollment:   467__________ 
 

Total Free 134 x 93.8% = Daily Edit 126 Total Free _134 x Days Served 22 = Max Serv. 2948 x 93.8% =2765.2 Monthly Edit  
 Total Red _23 x 93.8% = Daily Edit 21.6 Total Red 23 x Days Served 22 = Max Serv. 506  x 93.8% = 474.6 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) 

5/1 114 19 210 343  2 4   

5/2 120 16 199 335  2 4   

5/3 126 17 209 352 2 2 4   

5/4 - - - -     No water 

5/7 121 18 209 348  2 5   

5/8 120 11 210 341  2 4   

5/9 118 22 209 349  2 3   

5/10 115 12 206 333      

5/11 116 18 198 332  2 5   

5/14 120 19 197 336  2 5   

5/15 127 18 200 345  2 4   

5/16 127 20 201 348  2 4   

5/17 119 19 201 339 1 2 3   

5/18 121 17 198 336      

5/21 118 12 199 329      

5/22 128 17 197 342  2 3   

5/23 118 12 199 329  2 5   

5/24 123 22 209 354  2 3   

5/25 - - - -     No school 

5/28 - - - -     No school 

5/29 121 20 210 351  2 4   

5/30 126 23 203 352  2 2   

5/31 122 14 196 332      

          

Total 2420 346 4060 6826      
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FOOD SERVICE 
 

ADMINISTRATIVE POLICY NO. 1 
SCHOOL YEAR 2012/2013 

 
SUBJECT: School Meals Program 

 Meal, Snack, and Milk Reimbursement Rates to School Food Authorities 
Effective July 1, 2012 - June 30, 2013 

 
DATE: July 26, 2012 

 
The following reimbursement rates are in effect as of July 1, 2012.   

 
 SCHOOL 

BREAKFAST 
PROGRAM 

NATIONAL SCHOOL LUNCH PROGRAM 
AFTER- 

SCHOOL 
SNACKS* 

SPECIAL MILK 
PROGRAM 

 Non-
Severe 
Need 

Severe 
Need  

Less than 
60% 

Less than 
60% +6¢ 

60% or 
More 

60% or 
More 
+6¢ 

  

Paid 
 

$0.27 $0.27 $0.27 $0.33 $0.29 $0.35 $0.07 $0.1925 

 
Reduced 
Price 

$1.25 $1.55 $2.46 $2.52 $2.48 $2.54 $0.39 N/A 

 
Free 
 

$1.55 $1.85 $2.86 $2.92 $2.88 $2.94 $0.78 Average cost per 
½ pint of milk 

Commodity Entitlement:  $.2275 for each lunch served in prior school year  (2011/2012) 

Eligibility for the severe need rate for breakfast and the additional payment ($0.02) for lunch is determined 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 2010/2011 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 (2010/2011) 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 (2010/2011) 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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FOOD SERVICE 
 

ADMINISTRATIVE POLICY NO. 2 
SCHOOL YEAR 2012-2013 

 
SUBJECT: Claim Submission 60 Day Deadline Schedule and Late Claim Exception Options 
 
DATE:  July 26, 2012 
 
United States Department of Agriculture (USDA) regulations require that Claims for Reimbursement for 
the National School Lunch Program, School Breakfast Program, Special Milk Program, 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 2012 August 10, 2012 September 29, 2012 

August 2012 September 10, 2012 October 30, 2012 

September 2012 October 10, 2012 November 29, 2012 

October 2012 November 10, 2012 December 30, 2012 

November 2012 December 10, 2012 January 29, 2013 

December 2012 January 10, 2013 March 1, 2013 

January 2013 February 10, 2013 April 1, 2013 

February 2013 March 10, 2013 April 29, 2013 

March 2013 April 10, 2013 May 30, 2013 

April 2013 May 10, 2013 June 29, 2013 

May 2013 June 10, 2013 July 30, 2013 

June 2013 July 10, 2013 August 29, 2013 

 
STATE OF MICHIGAN 

 DEPARTMENT OF EDUCATION 
LANSING 



Administrative Policy Memo No. 2 
Page 2 
July 26, 2012 
 

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 was 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 would 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 

 
This option is available if the lateness of the claim or amendment submission was beyond your control 
and you want to request an exception to the regulations.  You would 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 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 if those months were selected on the School 

Nutrition Programs Application, Site Information screen (MEGS+). 
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