	Meal Counting and Claiming

	1.
	Does the SFA use an electronic or manual system to count and consolidate reimbursable meals?
	Electronic
	Manual/
Combination

	
	
	
	

	Electronic System means meal counts are generated by an automated Point of Service (POS) system that may connect to the claim for reimbursement.  Electronic systems have the ability to identify a student’s benefit category, tally daily meal counts, transfer daily meal counts to the SFA, consolidate meals counts for the SFA and/or submit the claim for reimbursement.  The system is limited to virtually NO MANUAL data entry at the POS.  Meal counts are kept electronically.

Manual System means real counts are generated by a manual Point of Service system.  Meal counts are manually tallied, consolidated and transferred to the SFA.  Consolidation of meal counts by the SFA is completed manually.  Hard copy records are kept on file.

If the SFA has implemented an electronic system, but one or more aspect of the benefit issuance process is conducted manually, (i.e., the SFA has an electronic POS, but utilizes a roster at an alternate service location and SFA staff manually enters meal counts from the alternate service location), the reviewer will consider it a manual/combination system.

	2.
	How does the SFA’s point of service system identify a student’s eligibility?  Include all types of distinct counting methods (e.g., check-off list for grades 1-3, tickets for grades 4-8).

	

	3.
	Does the SFA have a backup system to their primary meal counting and claiming system should the primary system fail/not operate?
If yes, describe the backup system
	YES
	NO

	
	
	
	

	

	4.
	How often are cashiers and substitute cashiers trained on the meal counting and claiming system (including the backup system)?

	

	5.
	At the end of the meal service, how does the SFA obtain the daily meal counts by category from each school’s point(s) of service?

	

	6.
	What are the SFA’s meal counting and claiming procedures for the following situations (as applicable):

	a)   Offer vs. Serve?
	

	b)  Incomplete/non-reimbursable meals?
	

	c)  Second meals?
	

	d)  Visiting student meals?
	

	e)  Adult, non-student meals, and a la carte?
	

	f)  Student worker meals?
	

	g)  Field trips?
	

	h)  Lost, stolen, misused, forgotten or destroyed tickets, tokens, IDs, and/or PINS?
	

	i)  Charged and/or pre-billed/prepaid meals?
	

	j)  Students without funds to pay for meals?
	

	k)  New students without approved certification of free or reduced-price benefits?
	

	l) Alternative meal locations?  (Breakfast in classroom, grab-in-go, etc.)
	

	7.
	What procedures are used as internal controls to ensure the meal counts do not exceed enrollment or attendance adjusted enrollment?

	

	8.
	Electronic Systems Only:

Are meal counts automatically consolidated?

If YES, does the software program contain edits and internal controls?

If NO, when and how are edit checks and internal controls completed?
	YES
	NO
	N/A

	
	
	
	
	

	Comments

	9.
	Have alternate points of service been approved by the SA?
	YES
	NO
	N/A

	
	
	
	
	

	Comments

	10.
	Describe the number and types of alternate points of service operating during each meal service (e.g., meals in classrooms, bus).

	

	11.
	If a school has more than one meal service line, how does the point of service system prevent duplicate or second meals from being claimed?

	

	12.
	At the site level, how are the total daily meal counts by category submitted to the SFA for consolidation?

	

	13.
	Describe the SFA’s procedures for consolidating daily meal counts by category for each site to process the claim for reimbursement, if applicable.

	


