
Counting & Claiming Student 
Meals for Reimbursement
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Counting & Claiming Requirements

If you want the money, you must…

1. Count & record reimbursable meals at the “Point of Service” (POS)

2. Only count one reimbursable meal type/day/enrolled student

3. Not count adult meals, a la carte items, second meals for reimbursement

4. Perform “Edit Checks” prior to submitting the claim for reimbursement
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Signed 
Agreement for 
Child Nutrition 
Programs

2



3

What is Point of Service (POS)?

The point in meal service where it can 
be confirmed that a student has 
received a reimbursable meal.
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Why Does This Matter?

• SFAs receive federal & state reimbursement for meals served to 
students

• Meals must meet federal requirements 

• Accurate counts ensure: 
• Each reimbursable meal is counted 

• Claims are accurate 

• The SFA receives the reimbursement it is entitled to
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What if meals are counted for reimbursement 
incorrectly?
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Repay reimbursement received in error

Compliance finding – Administrative Review

Putting program integrity at risk
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Point of Service Methods

Point of Service Meal 
Counting Methods
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How Can Reimbursable Meals Be Counted?

• Electronic

• Manual

• Combination

• All methods must yield an accurate count of reimbursable student 
meals:
• individual student reimbursable meals
• Adult/non-student meals*
• Second meals*
• Milk only/a la carte*
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Electronic POS System
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• Student enters PIN, scans barcode, fs staff check students 
into the computer

• Foodservice staff verifies complete meal at the POS

• Charges for Adults any a la carte purchases*

     

       *(if applicable)

Specialized computer software designed to support 
accountability requirements
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Electronic POS Systems
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•Mosaic
•Nutrikids
•Titan
•PCS
•Powerschool
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Manual POS System
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• Cashier identifies the student at the POS

• Determines if they have a reimbursable meal 

• Checks off the student’s name on the roster, recording the meal as 
served

• Eligibility information is coded & discreet*

• Documentation is maintained

Paper Student Roster

*(if applicable)
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Manual POS System
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• Cashier determines if student has a reimbursable meal 

• Cashier makes a tick mark on the meal count sheet for each 
student with a reimbursable meal

• Must be able to prevent duplicate meals/student
• Should not be used with second chance breakfast or multiple service 

lines/locations

• Adults must be recorded separately

         *(if applicable)

Tick Sheet (CEP & Non-Base Year P2 only)
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Point of Service Methods

Meal Service Locations
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Cafeteria Meal Service

• Students eat in the cafeteria at designated meal time

• Student selects their meal as they go through a serving line

• Their meal is counted by trained staff at the POS after verifying the 
student has a complete meal     
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Counting Reimbursable Meals Served in the 
Cafeteria

Don’t… 

• Count trays or utensils used as meal counts

• Pre-orders

• Attendance 

• Count meals before student has a meal
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Counting Reimbursable Meals Served in the 
Cafeteria

Do…

Count meals at the POS after the student has received a reimbursable 
meal
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What Went Wrong?

• A foodservice staff member counts 100 trays at the beginning of meal 
service and records this number. 

• During lunch: 
• A student gets a meal, drops the tray, goes back to get another meal. 

• An adult gets a meal to take back to their classroom. 

• A student takes an incomplete meal. 

• Another student takes a complete reimbursable meal. 

• At the end of service, all the trays are gone & 100 reimbursable meals 
are recorded.
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Meal Service Outside the Cafeteria

• Classrooms
• Pre-k classroom

• Special Education Classroom

• Hallways

• Other locations on school grounds 
• Superintendent’s office

• Modular classroom

• Field Trips   
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Meal Service Outside the Cafeteria

Great way to feed more students but…alternative meal service is not 
without challenges!

CAUTION: When there is a change in meal service location or 
responsibility is placed on non-foodservice staff, errors may occur

What processes & systems will you implement to ensure accurate 
counting and claiming of meals?
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Counting Reimbursable Meals 
Served in Alternative Locations

Don’t…  

• Use attendance counts

• Count incomplete, non-reimbursable meals

• Use the number of meals delivered as the meal count

• Include teacher meals in the reimbursable count

• Count meals served to students in off-site locations
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Counting Reimbursable Meals 
Served in Alternative Locations

Do…
• Regularly train staff responsible for meal service

• Observe meal service – onsite monitoring

• Provide a designated meal count form
• Use consistent codes for meals taken, milk only, no meal

• Provide instructions

• Keep meal counting responsibilities with foodservice staff if possible
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What Would You Do?

Breakfast In the Classroom:

The teacher counts breakfast meals on the meal count form as each 
student takes a complete meal. After breakfast, the form is set back to 
the kitchen along with leftovers and food service staff enter counts in 
the POS system. 

On Monday, 15 meals were sent to the classroom, the meal count 
sheet indicates that 9 meals were served but there were zero meals 
leftover/returned to the kitchen.
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- Inconsistent markings
- No key for how to 

mark/code 
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Sample 
Alternative 
Location Meal 
Count Form
Arizona DOE
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Special Circumstances

Students Unable to Come to the Cafeteria

• Be offered all meal choices & make selections

• Be counted at POS when they receive the meal on school grounds

Important!

• Meal may NOT be counted when a teacher picks it up

• Cannot remove meal choice or access to lunch as punishment
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Special Circumstances

Off-site Meals
• Meals may NOT be claimed when:

•  Enrolled student is attending school at an alternate location not on school 
grounds:
• Regional Program
• Special Purpose Private School

• Options:
• Catering – provide the meal, paid by another source, not claimed for 

reimbursement
• Alternate Site can become NSLP sponsor or may already be one.

Exceptions: Career & Technical Schools (CTE), field trips
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Point of Service Methods

Internal Controls: Edit 
Check & Onsite 

Monitoring 
Requirements
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Edit Check

• For each site that claims meals, compare the number of reimbursable 
meals served each day with:

1. # of students enrolled at that site, and 

2. Attendance adjusted enrollment (AF)

• Required for all claiming sites
• Traditional

• Special Provision (CEP/SP2)  

• Identify possible errors in the meal counting and claiming process
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Attendance Adjusted Enrollment / 
Attendance Factor (AF) 

The average percentage of students in attendance. 

AF = Attendance ÷ Enrollment
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Edit Check Requirements

What to look for:

• Meal counts close to or exceeding enrollment

• Patterns 
• Same count each day

• All students eating

• Review classroom meal counts! (if applicable)
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DOE High School



Manual Edit 
Check Report
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Manual Edit 
Check Report
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March 2026

Hartley Elementary School

.95



Manual Edit 
Check Report
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March 2024

Hartley Elementary School

.95



Manual Edit
Check Report
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March 2024

Hartley Elementary School

.95

These totals get entered into 
the monthly claim for 

reimbursement!
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Caution! Need 
to investigate!

STOP! 
Something’s  

wrong!
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CEP & Non-base Year– record meals under ‘paid’
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Edit Check Worksheet
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Onsite Monitoring Requirements

Self-check of your counting & claiming system at each site

• Completed prior to February 1 of each year.

• Purpose: to assess the accuracy of meal counting system 
NSLP - Review each meal service site 

SBP - Review 50% of sites (each school reviewed every other year)

FFVP - Review each site 

NSLP After School Snack:
o Review within the first 4 weeks of program start

o Review again in the second half of the year

• Sample Monitoring Forms on the CN NSLP webpage
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Edit Check Worksheet
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Questions
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Stay Connected!

Find Us Online!

www.maine.gov/doe

@MaineDOEComm

@mainedepted

@mdoenews

@MaineDepartmentofEducation1

http://www.maine.gov/doe
http://www.maine.gov/doe
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