SFSP Meal Count Instructions

Sponsors may use the Office of Superintendent of Public Instruction (OSPI) meal count forms to
take point of service (POS) meal counts. The POS is when the participant has received a
complete reimbursable meal in the serving line. Sponsors must train staff who take POS meal
counts. It is a best practice to keep your organization’s written procedure for POS meal counts

along with copies of meal count forms.

Instructions:

1.

Record the name of the site & date of meal service

I Site Name: Date: I

Record delivery time if meals are delivered. Specify the meal type (Breakfast, Lunch,
Snack, or Supper). Indicate whether Offer vs. Serve was used (schools only).

IMeaI Delivery Time: Meal Type: [ Breakfast [ Lunch O Snack O Supper Offer vs Serve? [ Yes CINo I

Record milk and meals received. Record milk and meals carried over from yesterday.
Calculate total items available by adding today’s received milk and meals to the amounts
carried over from yesterday.

Milk Received (+) Milk from Yesterday = Total Milk Available

Meals Received (+) Meals from Yesterday = Total Meals Available

Cross off complete first meals served to children. If approved to use clicker in WINS
application, check “Clicker Count Taken” and circle the final number.

First Meals Served to Children (cross number as each child is served) O Clicker Count Taken

1 2 3 -+ 5 6 7 8 9 10 1 12 13 14 15 16 17 18 19 20
21 22 23 24 25 26 27 28 29 30 3 32 33 34 35 36 37 38 39 40
41 42 43 44 45 46 47 48 49 50 51 52 53 54 55 56 57 58 59 60

At the end of service, total the number of first meals served, record any disallowed
meals, and calculate the total meals to claim by subtracting the disallowed meals from
the first meals.

I Total First Meals Served (-) Disallowed Meals = TOTAL MEALS TO CLAIM I

Record Second meals and total second meals at the end of service.

Second Meals Served to Children
1 2 3 4 5 6 7 ] 9 10 Total Second Meals Served =
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7. Record the number of children who did not receive a meal because the site ran out.

Number of Children Unable to Receive a Meal (Site ran out)
1 2 3 4 5 & 7 8 9 10 Total Number Short =

8. Record any program and non-program adult meals by crossing off the number and
documenting it in the applicable line to the right. Please enter "0" if none were served.
Record any program funds received. Calculate leftover meals by subtracting all meals
served (first, disallowed, second, and adult) from the total meals available at the start of
service.

Program Adult Meals

1 2 3 4 5 6 7 8 9 10 Total Program Adult Meals =
Non-Program Adult Meals

1 2 3 4 5 6 7 8 ] 10 Total Non-Program Adult Meals =

Total Funds Received = % Leftover Meals =

(Total Meals Available - Total Meals Served to Children = Total Adult Meals - Disallowed Meals)

9. Confirm that all information provided is true and accurate, then print and sign the form.

[0 | certify that the above information is true and accurate to the best of my knowledge.

Name: Signature:
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