
Michigan Department of Education 
Child and Adult Care Food Program 

10/2025 

Point of Service (POS) Meal Service for 
Child and Adult Care Food Program (CACFP) 

Meal Attendance 

Meal Attendance Records, or Point of Service (POS) Meal Attendance, is required monthly 
documentation used to support the monthly claim for reimbursement and is different from the 
Daily Attendance Records.  

POS Meal Attendance is the point at which a participant is marked for having received a 
reimbursable meal or snack during an approved meal service.  

POS Meal Attendance is the only way that meal attendance is permitted to be taken in the CACFP. 

Meal Attendance Can be Taken Two Different Ways 

1. For enrolled programs, meal attendance must be taken by participants' first and last name.
2. For programs that do not require enrollment, meal attendance can be taken by aggregate

count (At-Risk After Schools programs and Emergency Shelters).

Documentation 

The original documentation of meal attendance is required to submit a claim. You may use an 
electronic version such as an Excel spreadsheet. If you are taking meal attendance on paper and 
transferring it to an electronic point of service, retain both versions. MDE must audit the original 
paper meal attendance.    

Internal Edit Checks 

Have a second person double-check meal count consolidation totals. Errors in this area are 
common and can be costly in terms of under or over-claiming! 

It is NEVER okay to recreate meal attendance based on memory or using attendance records! 

Daily Meal Attendance Records  

How to Complete the Meal Attendance Record Correctly 

• Include specific site/room, month, week and year
• Include child’s first and last name
• Put an “X” in the correct box when child’s name is called during meal service
• When a child is absent, leave the box blank
• Do not draw lines for days off
• Record all adult meals
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• Include daily and week totals 
• Include a signature for the individual who completed the form (Totaled By) and approved it 

(Reviewed By) 

Consolidating Meal Attendance 

Meal counts for the month need to be consolidated and entered into the claim. You can use the 
following MDE Meal Attendance Summary Record to make meal consolidation easier or use your 
own method. 

  

Best Practices 

• For sites that require participants to be listed by benefit category, (i.e. Free (Category A), 
Reduced (Category B), or Paid (Category C), record each participant alphabetically by last 
name, first name.   

• Leave blank lines for additional participants that may enroll during the month.  
• Update the meal attendance record monthly by removing participants that are no longer 

enrolled and adding any new participants. 
• Utilize an electronic point of service. This will save time with meal count claim 

consolidation at the end of the month. 

Keep in Mind 

Staff must be trained on how to properly take POS meal attendance at least annually and this 
training must be documented.  

POS means meal attendance MUST be taken during the actual meal service and documented. 
Meals not taken POS or not documented cannot be claimed.  


