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Click on the link below to access the recorded training:



https://alsde.webex.com/alsde/lsr.php?RCID=07bc9b888b904a958d07ebee9e2937bf

MEAL COUNTING
AND CLAIMING




Agenda:

Meal Counting

Student Eligibility

Policies

Meal Claiming

Record Keeping

Cashier Assessment

System for Checks and Balances
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What is Meal Counting?

Cashier:
 Observes tray

e Determines if the food items =
reimbursable meal

* Finalizes the transaction by ringing meals
in by student number

(Computer, roster, or other approved meal
counting procedures)




DAILY RECORD OF MEALS SERVED

Form: SLP-106 ALABAMA STATE DEPARTMENT OF EDUCATION
Revised: 1/1/82 CHILD NUTRITION PROGRAMS
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When 1s a student eligible for free
or reduced meals?

» Free and Reduced Application

» Direct certification, homeless,

runaway or migrant list



Meal Counting

How do you accept payment
from students, teachers, and
staff members”?

1 At the register
J Before a meal
d Online

d Others?




Policies

m Do you know your district policies?

- Unpaid Meal Charge
- Worthless/Bad Check
- Change Cash/Fund

APPROVED




What 1s Meal Claiming?

m Daily Counts per meal service

m Added = monthly counts for
individual school site

m Sent to district office who sends it
electronically to state department




Daily Evaluations

/‘é ®» Daily Edit Checks from POS system

m KEdit Check
- Free count < free count on file
- Reduced count < reduced count on file

- Paid count < [daily attendance — (free
+ reduced)/




Daily Edit Check
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==> [aily sales reports
==> [Daily edit checks from POS system

==> Roster totals, cash register tapes,
ticket/token count

==> Packing up computer system
==> [aily bank deposit slips



Cashier Assessment

m Can the cashier
- Identify a reimbursable meal?

- review the menu before the meal
service?

- leave the cashier station unattended?

m Is a trained backup cashier available?




Cashier
’ Assessment

Jw
\-/
$ m Does the cashier know the procedures
for handling?

\ - Misplaced IDs, Forgotten
Numbers

- Visiting student meals
-  Adult meals

- Second meals
- Charging meals




Cash Handling Procedures

1.

3.

Cashier
a) Remove change cash/fund
b) Counts drawer
¢) Records coins and bills
d) Counts checks

e) Totals money

2nd Person
a) Counts drawer
b) Records coins and bills
¢) Counts checks
d) Tbtals money

Enter into Computer

Currency Count

$100’s
$50's
$20’'s
$10’'s
$5's
$ 1's

Coins

50
25
10
5
1

TOTAL Cash

Total Checks

TOTAL Drawer

Total

Signature

Signature

Date




Depositing Cash Procedures

1. Manager (or designated person)
a) Combines money from drawers
b) Counts money
¢) Fills out deposit slip with checks
d) Puts money, checks, & deposit slip into bank bag



m Emergency situations

- Is a current eligibility list printed and maintained weekly?
m Breakfast
- By Alphabetical/Bus Number
m Lunch
- By Numerical
- By class or when meal periods are scheduled

Emergencies Happen, Be Prepared
e



e —————— = — — i(‘ﬂ"“ =
= 4)4*":6(4:4-4 a‘

O e S 1 -

v’ Eligibility Documentation is correct and
current

v' Meal Counting is accurate

v' Computerized POS counting (data entry is
accurate) — program checks are in place

Systems for ,
v’ Daily reports are accurate

é
checks (% v’ Dalily edit checks are accurate
balances v Accurate claim consolidation
v’ Cash Reconciliation Report (Overage/Shortage)




NONDISCRIMINATION STATEMENT

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies,
offices, and employees, and institutions participating in or administering USDA programs are prohibited from discriminating based on race, color,
national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American
Sigh Language, etc.), should contact the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have
speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339. Additionally, program information may be made
available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at: How to File a
Complaint, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the form. To
request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by:

(1) mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW
Washington, D.C. 20250-9410;

(2) fax: (202) 690-7442; or
(3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.



QUESTIONS




