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DAILY MEAL COUNT FORM  
REVIEW TRAINING 

This online training contains audio narration.  Please 
adjust the volume on your speakers or headsets to 

the desired level before continuing. 

 

 

 

To read the script with the narration, click on the 
“script” icon in the lower right-hand corner.   
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KEY TRAINING QUESTIONS 

• What are Daily Meal Count Forms and why 
are they needed? 

• Why do counts have to be taken at point-of-
service? 

• Whose job is it to complete the form? 

• How do I complete a daily meal count form? 

• What are Consolidated Meal Count Forms? 
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WHAT ARE DAILY MEAL COUNT FORMS 
AND WHY ARE THEY NEEDED? 

• Justify claims for reimbursement. 

• Ensure SFSP funds are used only for 
allowable SFSP costs. 
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WHY DO COUNTS HAVE TO BE TAKEN 
AT POINT-OF-SERVICE? 

• Accurate point-of-service counts are critical! 

• Only complete meals served to eligible children can 
be claimed for reimbursement. 

• Meals are counted as they are served to ensure that 
an accurate count of meals served is obtained and 
reported. 

• Counting meals at the point of service also allows 
site personnel to ensure that only complete meals 
are served.  
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WHOSE JOB IS IT? 

SFSP Sponsor 

• Provide record sheets to 
sites. 

• Collect records at least 
every week. 

• Ensure that “the number 
of meals delivered“ on 
the site record is the 
same as the number on 
the vendor’s report. 

SFSP Site Supervisor 

• Keep the records each day. 

• Keep records based on the 
actual counts taken. 

• Keep a separate form for 
each meal service. 

• Sign each Meal Count 
Form. 
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WHAT INFORMATION CAN BE FOUND 
ON THE FORM? 

• Meals delivered or prepared, by type (breakfast, 
snack, lunch, supper); 

• Complete first meals served to children; 

• Complete second meals served to children; 

• Excess or leftover meals; 

• Non-reimbursable meals;  

• Meals served to program adults, if any; and  

• Meals served to non-program adults, if any.  
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HOW DO I FILL OUT A DAILY MEAL 
COUNT FORM?  
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DAILY MEAL COUNT FORM 
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Meal count must be taken at point-of-service. 

A separate form is required for each meal type 
served. 

Sponsors establish meal times for each site. 
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Cross out each number as a child receives a meal. 

If more than 150 meals are served, use the optional 
second page. 
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OTHER MEAL TOTALS 
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 Second meals must not exceed 2% of first meals served 
by the sponsor, for all sites, during the claiming period.  

 Program adults are adults who work directly as part of 
the operation of the food service. 

 “Non-Program adults” are adults who are not directly 
involved in the operation of the food service. 



CALCULATING TOTAL MEALS SERVED 
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 All meals must be counted even if they are non-
reimbursable. 

 The total number of items (line 9) should equal total 
meals available (line 1). 



ADJUSTING MEAL ORDERS 
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 The number of children requesting a first meal, after 
all available meals were served, will help you to 
adjust your meal orders.  

 The site supervisor must sign and date at the bottom 
of each form. 



WHAT ARE CONSOLIDATED MEAL 
COUNT FORMS? 

• Used to consolidate your daily meal count 
information  

• Helpful when submitting claims 

• Weekly and monthly consolidated meal 
count forms are not required  

• Daily meal count sheets are required! 
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CALCULATING REIMBURSABLE 
SECOND MEALS 
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RESOURCES 

• Administrative Guidance for Sponsors 

• http://www.fns.usda.gov/sites/default/files/Adm
inGuideSponsors.pdf 

• Memo SP 05-2016, SFSP 05-2016 Subject: 
Meal Service Requirements in the Summer 
Food Meal Programs, with Question and 
Answers 

• http://www.fns.usda.gov/sites/default/files/cn/S
P05_SFSP05-2016os.pdf 
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REMINDERS 

• Daily meal counts are records used to justify claims 
for reimbursement and to ensure that SFSP funds 
are only used for allowable SFSP costs.  

• If more than 150 children are served at the site, use 
the optional second page of the form. 

• Accurate point-of-service counts are critical! 

• Only complete meals served to eligible children can 
be claimed for reimbursement. 

• The site supervisor must sign and date at the 
bottom of each form. 
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THANK YOU! 


