


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Nntended Audience

This training is intended for School Food Authorities
(SFAs) operating the National School Lunch Program
(NSLP) and/or the School Breakfast Program (SBP).

Opjectives

At the end of this training, attendees should be able
to:

e understand key terms needed to complete a Daily Edit
Check;

e complete the header for each month;

e understand the daily requirements that must be
completed on the table; and

o utilize the Daily Edit Check Worksheet to ensure that
claims are being made accurately in CNPWeb each
month.
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Definitions

Daily Edit Check
A worksheet that is required to be completed on a daily basis to ensure the number of children

eligible for free, reduced-price, and paid meals, multiplied by the SFA’s attendance factor, does not
exceed the meals served for the day.

Meal Claiming
Federal reimbursement is provided for each meal that meets program requirements and is served
to an eligible student. To obtain this reimbursement, school personnel must accurately count,

record, and claim the nhumber of meals actually served to students by category (free, reduced-
price, paid) at the point of service (POS).

Attendance Factor (AF)

A percentage developed each program year by ADE School Finance. This percentage accounts
for the difference between enrollment and attendance.

Benefit Issuance Document (BID)
The document that summarizes the meal benefit each student receives, the documentation that
is on file supporting that benefit eligibility, and the date the documentation was processed.
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SECTION 1 COUNTING AND CLAIMING REVIEW

Counting and Claiming Overview

e Federal reimbursement is provided for each meal that meets program

requirements and is served to an eligible student.
e To obtain this reimbursement, SFAs must accurately count, record, and claim

these meals by eligibility categories: free, reduced-price, and paid.
e Program meals and non-program meals must be recorded daily and the
number of meals claimed must have adequate documentation on file to

support the claim.
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Counting and Claiming Overview

e Daily checks are required at each site to establish internal control for SFAs to
ensure that an accurate claim for reimbursement has been made.

e Total free, reduced-price, and paid reimbursable meal counts will then be
reported by site each month for reimbursement.

e The number of meals reported for monthly reimbursement should be
reflective of meals served on the Daily Edit Check.
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-Nnsuring Claiming Accuracy

e To make accurate claims for reimbursement each month, proper daily
procedures must be followed.

e |fan erroris made during the counting and collection processes, SFAs
should identify these errors prior to submitting the monthly claim.

e Edit checks are to occur every day that eligible meals are being served
to identify any potential errors made.

e When an error is found, it is up to the SFA to investigate further and
mMake any necessary corrections prior to the submission of their claim.
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EXAMPLE:

If Walter Cronkite Elementary has 70 students
approved for reduced-price meals, it is not
possible to serve over 70 reduced-price meals

IN one day.

SLIDE 12

VMonitoring Meal Counts
with Dally BEait Checks

SFAs are required to complete an edit check for each
school that participates in the SBP and/or the NSLP for
each day eligible students are provided with
reimbursable meals. This requirement must be
completed prior to the submission of the total counts
IN the monthly reimbursement claim. The purpose of
the Daily Edit Check is to identify any possible errors in
the schools’ meal counting and claiming processes.

A possible identifiable error is:
e More meals served were counted on a single day
than eligible students in the free, reduced-price,
and/or paid categories.
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Downloading the Worksheet

ADE PROVIDES TWO DIFFERENT WORKSHEETS FOR SFAS TO COMPLETE THEIR EDIT CHECKS WITH:

:"‘1'11_ 4§ ‘I! (&
: : N4 National Schoal Lunch
Daily Edit Check Worksheet w prrescirp iy w
e Simplified Daily Edit Check Worksheet
School: Enroliment (Membership): Attendance Factor (AF): Manth: School: Enroliment: [] National Schos! Lunch Program
A B [ D A B c D A B [ D Monith: Attendance Factor (AF): [ School Broaktast Pragram
:::1::: Er:;::u AF EIFI:I:H ::u": FI‘E‘I’::::: A ::;:T:; R‘mﬂ EIT:::I& A E:;::u :l:ft c::f:::: BREAKFAST LUNCH
XAF; | Served: AF: Served: X AF: | Served T
::1"“:{ mmmmmmmm AF :m:Eme J::': cm:#s: :::‘;'; Total Enceliment F Eml:h?mm ;“EE: ik
1 0,00%] 0 1 0.00%) 0) R
2 0.00%] 0] 2 0.00%) 0] o
3 0.00%] 0 3 3 0.00%) 0) o
4 0,005 of o 4 0.00% i i
L 0.00%| 0| 0 5 0.00%) 0 o
6 0.00%] [ o 6 0.00%] u
7 0.00%] 0 " 0.00%) 0 o
8 01.00%| ] o 0.00%| & o
g 0,005 % [V 0.00% of [T
10 0.00%) 0 o [1] 0.00%) 0 o
11 0. 0%| 5 [ 1 0.00%| [
12 0.00%] o} o 12 0.00% | o
13 0.00% i o 13 0.00% 0} a
. 14 0,00 0 o 14 0.00%] 0 o
SN SN E— — — 15 0.00%) 0) 15 0.00% 0 0
16 0.00%) [ a 16 0.00%) 0 ol
17 0005 0 o 17 0005 o o
18 0.00%, 0) 18 0.00%) 0) [
19 0.00%] 0] 0 19 0.00%) |
20 0.00% 0 20 0.00% 1 0
21 0.00%] 0 a 21 0.00%) 0) o
22 0,00 0) 0 22 0,00%] 0) o
23 0.00%) 0 0 FE] 0.00%) 0 o
24 0,00%] 0) 24 0.00% |
25 0.00% L a 25 [ [ o
— 26 B0 0 al 26 000 0 a
Meals served should not exceed Eligible X Attendance Factor (AF). (Column D should not exceed Column C). 27 0. 0 27 T 0 [
of Education |

DAILY EDIT CHECK WORKSHEET SIMPLIFIED DAILY EDIT CHECK WORKSHEET

SFAs will need to use the correct worksheet depending on their individual school’'s operation. Refer to
the next slide for more details on these worksheets. If you would like to download the Excel version of
either of these worksheets, please click here for the Program Forms webpage, then click on the icon
next to the preferred edit check worksheet.


http://www.azed.gov/hns/nslp/forms/
http://www.azed.gov/hns/nslp/forms/
https://cms.azed.gov/home/GetDocumentFile?id=593b0a623217e10e9ce5e3a7
https://www.azed.gov/sites/default/files/2018/10/Simplified%20Daily%20Edit%20Check%20Worksheet.pdf?id=5bd733c71dcb250b94e916b9
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Vonitoring Meal Counts
with Dally Edit Checks

The Simplified Daily Edit Check Worksheet

. DAILY EDIT CHECK WORKSHEET S 'MPL'F"‘E'::;O[:;;::I::T CHECK
should only be used at those sites that are
operating an alternative counting and
CIaiming system because they have been Regular NSLP Community Eligibility Provision (CEP)

approved by ADE to operate a provision.
Please refer to the chart that outlines which

operations should be using which

Special Assistance Provision Base Year Special Assistance Provision Non-Base Year
worksheet.
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Dally BEdit Check Worksnheet

THE DAILY EDIT CHECK WORKSHEET HAS TWO SECTIONS: THE HEADER AND THE TABLE.

Daily Edit Check
| School: Enroliment (Membership): Attendance Factor (AF): Month:
Header
A B Cc D A B c D A B C D
Day of Free AF Free Free Reduced AF Reduced Reduced Paid AF Paid Paid Total
Month: | Eligible Eligible | Meals Eligible Eligible X Meals Eligible Eligible | Meals Counts:
XAF: | Served: AF: Served: X AF: | Served

Daily Edit Check |
Table
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Dally BEdit Check Worksheet Heagaer

THERE ARE DIFFERENT PARTS TO THE HEADER THAT NEED TO BE COMPLETED TO HELP MAINTAIN
INTERNAL CONTROLS. THE HEADER IS TO BE COMPLETED MONTHLY.

Daily Edit Check Header

e School: Your site name. School Enroliment (Membership): Attendance Factor (AF): Month:

A B c D A B c D A B Cc D
e Enrollment: Total enrollment for the month. borer [ eee | ar | rree | oo | Rodens | ar | mooes | o | pao | ar | eas | pua | Tow
o Attendance Factor (AF): ADE calculates an XA |Servme Ar: | Seved XAF: | sorvad

attendance factor for each site on NSLP and
posts it on the bottom of each site claim. This
number will be the same throughout the
program year. This number may be different
for each of your sites.
e Month: Enter the month.
*The meal service this worksheet represents is
Indicated by checking the box for National

School Lunch Program or School Breakfast
Program.




SECTION 2 INTRODUCTION TO DAILY EDIT CHECKS SLIDE 16

Dally BEait Check Worksneet Taple

THERE ARE DIFFERENT PARTS TO THE TABLE THAT NEED TO BE COMPLETED TO HELP MAINTAIN
INTERNAL CONTROLS. THE HEADER IS TO BE COMPLETED MONTHLY.

Daily Edit Check Table

° Day of Month: EaCh row In thIS COlumn represents 3 School: Enroliment (Membership): Attendance Factor (AF): Month:
day Of the month’ Some rOWS Wi” be |eft blank for Day of F:u AEFI F:n F:- Rn::.lmd iF Rndfcud Ru:l:ld F‘:d iF Ifald F:d Total
the days that meal service did not occur. | XAF: | Sarved: A | Servee s | |

* Free Eligible (A): Based on your BID, enter the total
students with free meal benefits.

 AF (B): Enter the attendance factor as shown in the
header.

* Free Eligible x AF (C): This number is the estimated
amount of students who receive free meal benefits
that are likely to be in attendance based on this
site's attendance factor.

* Free Meals Served (D): Total free meal counts from
actual meal service.

*Follow the same guidance for the remaining reduced
and paid eligible/meals served columns.
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Simplified Daily BEdit Check Worksneet

THE SIMPLIFIED DAILY EDIT CHECK WORKSHEET HAS TWO SECTIONS: THE HEADER AND THE TABLE.

Simplified Daily Edit Check Worksheet
Sim plified Daily Edit q School: Enrollment: [[] National School Lunch Program
Check Header Month: Attendance Factor (AF): [] School Breakfast Program
BREAKFAST LUNCH
A c A - c
Total Total otal Total TOTAL
Total Enrollment AF EnrulL':?nt x S[:a::d CTJT#E: Total Enrollment AF EnrnanFﬂ?nt X SP.,:,E,'::’: COUNTS:
0.00% o] 0.00% ol
0.00% of 0.00% of
0.00% of 0.00% 0]
0.00% of 0.00% 0]
0.00% of 0.00% o]
0.00% of 0.00% o]
0.00% of 0.00% o]
. .o . . 0.00% of 0.00% of
Simplified Daily Edit q 0.00% ol 0.00% ]
0.00% of 0.00% of
Check Table 0.00% ] 0.00% 9]
0.00% of 0.00% of
0.00% 0] 0.00% ol
0.00% 0 0.00% 0]
0.00% 0 0.00% 0]
0.00% 0] 0.00% of
0.00% 0] 0.00% 0]
0.00% 0] 0.00% 0]
0.00% 0] 0.00% 0]
0.00% 0 0.00% 0]
0.00% 0] 0.00% 0l
0.00% 0] 0.00% 0l
0.00% o] 0.00% 0]
0.00% o] 0.00% 0]
0.00% | 0.00% 0l
0.007% 0] 0.00% of
0.007% 0] 0.00% of
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Simplitied Dally Edit Check Worksneet Header

THERE ARE DIFFERENT PARTS TO THE HEADER THAT NEED TO BE COMPLETED TO HELP MAINTAIN
INTERNAL CONTROLS. THE HEADER IS TO BE COMPLETED MONTHLY.

Simplified Daily Edit Check Worksheet
Daily Edit CheCK Header School: Enrollment: [[] National School Lunch Program
° SChOOI: Your Site Nname. Month: Attendance Factor (AF): [] School EBreakfast Program
e Enrollment: Total enrollment for the month. BREAKFAST LUNCH
A H A c
o Attendance Factor (AF): ADE calculates an romEatmen | e | emoiex | s | o —— E“”;E‘lflﬁ“‘“ e | o
. AF: Served: ’ : Served: -
attendance factor for each site on NSLP and — ] — i
posts it on the bottom of each site claim. S50 EI Goot EI
This number will be the same throughout o0 EI o EI
the program year. This number may be o0 EI o EI
. . 0.00% 0.00%
different for each of your sites. 3.00% EI 0.00% EI
0.00% ol 0.00% of
e Month: Enter the month. For example, 0.00% l 0.00% q
0.00% ol 0.00% of
September. 0.00% ] 0.00% o]
" i ) i 0.00% o] 0.00% of
The meal service this worksheet represents is 5.00% il 5.00% 9
. . . . 0.00% 0] 0.00% 0]
Indicated by checking the box for National 500% 0] 0.00% ]
0.00% 0f 0.00% of
School Lunch Program or School Breakfast 0.00% DI 0.00% nl
0.00% 0 0.00% 0
P rogram. 0.00% | 0.00% of
0.00% o] 0.00% of
0.00% 0f 0.00% of
0.00% o] 0.00% of
0.00% of 0.00% |
0.00% 0l 0.00% 0f
0.00% 0l 0.00% 0f
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Simplitied Dally Edit Check Worksneet Table

THERE ARE DIFFERENT PARTS TO THE TABLE THAT NEED TO BE COMPLETED TO HELP MAINTAIN
INTERNAL CONTROLS. THE TABLE IS TO BE COMPLETED DAILY.

Simplified Daily Edit Check Worksheet
Daily Edit CheCk Table School: Enrollment: [[] National School Lunch Program
d Day of Month: Each row in this column Month: Attendance Factor (AF): ___ [] School Breakfast Program
represents a day of the month. Some rows BREAKFAST LUNCH
. A c A c
will be left blank for the day s that meal Total Enrollment AF EMJIEme Ea:éd‘ oOTAL Total Enroliment AF Enr::EnEa;ntl S,E::% . CL?JLA'I!_S :
service did not occur. T I I oo G
e Total Enrollment (A): Enter the total S50 EI G EI
e number of students enrolled at the school. o EI o EI
e AF (B): Enter the attendance factor as T EI o EI
. 0.00% 0.00%
shown in the header. o0 1 oo 1
. . 0.00% of 0.00% of
e Total Enroliment x AF (C): This number is 0.00% l 0.00% q
. 0.00% of 0.00% of
the estimated amount of students who 0.00% ] 0.00% q
) ) ) ) 0.00% o] 0.00% of
receive meal benefits that are likely to be in 500% 0] 0.00% ]
. o 0.00% o] 0.00% of
attendance based on this site's attendance 3.00% 3] 500% 9
0.00% o] 0.00% of
factor. 0.00% | 0.00% 0]
0.00% of 0.00% of
» Total Meals Served (D): Total meal counts D007 n: OO0 n:
.00 0 : 0
from actual meal service. 0.00% q 0.00% q
. 0.00% o] 0.00% of
*Follow the same guidance for breakfast/lunch. el EI o EI
000% | 000% |
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Quliz Time

If a school operates and serves lunch for 10 months, how many Daily Edit Check Worksheets
should have been completed and kept on file by the end of the school year for lunch service?

A Eight, because December and March have school break
B Ten, for each operating month
C Nine, because August was a short month

D Depends on how often the school updates their BID
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Quliz Time

If a school operates and serves lunch for 10 months, how many Daily Edit Check Worksheets
should have been completed and kept on file by the end of the school year for lunch service?

A Eight, because December and March have school break Although edit checks are to be
performed daily, it is important for

( B )‘en, for each operating month SFAs using the Daily Edit Check
Worksheet to recognize that each
C Nine, because August was a short month worksheet is reflective of a
particular month and meal service.
D Depends on how often the school updates their BID Regardless of how many serving

days occur within a particular
month, edit checks must be
performed for each day meals were

served to an eligible student. f)
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Quliz Time

Where can a school access their attendance factor (AF)?

A The school should ask their specialist
B On the site application in CNPWeb

C Itis acceptable for the school to create their own

D On the site claim in CNPWeb
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Quliz Time

Where can a school access their attendance factor (AF)?

A The school should ask their specialist
B On the site application in CNPWeb

C Itis acceptable for the school to create their own

(D pn the site claim in CNPWeb

ADE calculates an AF for each
site on NSLP and posts it on the
bottom of the site claim. This is
the percentage that needs to be
used for Daily Edit Checks and
should be entered into on the
worksheet.

f)
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Completing the Dally Edit Check

To best understand the remainder of this training, print the appropriate Daily
Edit Check Worksheet or pull it up on your desktop to follow along. It is
recommended to complete edit checks on your desktop within an Excel
worksheet because the calculation will be done for you. This will eliminate a
potential calculation error. Refer to slide 13 if you have not yet accessed the

worksheet.

INn the following sections, an example of both worksheets will be completed. If
you only need instruction on how to complete the Simplified Daily Edit Check
Worksheet, skip this next section and scroll to slide 54.
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COMPLETING THE DAILY EDIT CHECK WORKSHEET

Me to follow along!

HAVE THE DAILY EDIT CHECK WORKSHEET IN FRONT OF YOU.

*Please note that this example represents an Excel document and calculations will be done automatically. If you are completing this by hand, all calculations must

A B i D E F G H J k. L P M
1 |School: Arizona Elementary School Enroliment (Membership): [ National School Lunch Program
P |Month: Attendance Factor (AF): [] schoal Breakfast Program
A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
g ;":::'1:: EI':;?;E AF  |Eigible x| meals R;?g‘:gf: AF | Eigible x| Meals E”';?LCI'E. AF | Eigivie x| meals CTD[LL‘?I_';.
5 ' AF: Served: AF: Served: ' AF: Served: '
7 1 0.00% 1] 0.00% ] 0.00% 1] 0
& 2 0.00% ] 0.00% 0 0.00% 0 0
& 3 0.00% 1] 0.00% ] 0.00% 0 0
0 4 0.00% 1] 0.00% ] 0.00% 1] ]
1 5 0.00% 1] 0.00% 0 0.00% 1] ]
2 6 0.00% ] 0.00% ] 0.00% 1] ]
3| 7 0.00% 0 0.00% 0 0.00% 0 0
4 E 0.00% 1] 0.00% ] 0.00% 0 0
5 g 0.00% 1] 0.00% ] 0.00% 1] ]
& 10 0.00% 1] 0.00% ] 0.00% 1] ]
7 11 0.00% ] 0.00% ] 0.00% ] 0
g 12 0.00% 0 0.00% 0 0.00% 0 0
g 13 0.00% 1] 0.00% ] 0.00% 0 0
1 14 0.00% 1] 0.00% ] 0.00% ] ]
F1 15 0.00% 1] 0.00% ] 0.00% 0 ]
= 16 0.00% ] 0.00% ] 0.00% 0 ]
3 17 0.00% 0 0.00% 0 0.00% 1] 0
&l 1§ 0.00% 1] 0.00% ] 0.00% 0 ]
S 19 0.00% 1] 0.00% ] 0.00% 0 ]
i} _2(] 0.00% 1] 0.00% ] 0.00% 0 ]
i _21 0.00% 0 0.00% 0 0.00% 0 0
& 22 0.00% 0 0.00% 0 0.00% 1] 0
P g _23 0.00% 1] 0.00% ] 0.00% 0 0
{u _24 0.00% 1] 0.00% 0 0.00% 0 ]
1 25 0.00% 1] 0.00% 0 0.00% 0 ]
5 26 0.00% 0 0.00% ] 0.00% 0 0
3 27 0.00% 0 0.00% 0 0.00% 1] 0
b2l 28 0.00% 1] 0.00% ] 0.00% 0 0
5 29 0.00% 1] 0.00% ] 0.00% 1] 0
a3 30 0.00% 1] 0.00% ] 0.00% ] ]
LT 31 0.00% 0 0.00% ] 0.00% 0 0
LS | Totals: 0 0 0 ]

be done manually.
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1. Enter the school site name in the School field.

A B i D E F G H J k. L P M
1 |School: Arizona Elementary School Enroliment (Membership): [ National School Lunch Program
P |Month: Attendance Factor (AF): [] schoal Breakfast Program
A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
g ;":::'1:: EI':;?;E AF  |Eigible x| meals R;?g‘:gf: AF | Eigible x| Meals E”';?LCI'E. AF | Eigivie x| meals CTD[LL‘?I_';.
5 ' AF: Served: AF: Served: ' AF: Served: '
7 1 0.00% 1] 0.00% ] 0.00% 1] 0
& 2 0.00% ] 0.00% 0 0.00% 0 0
& 3 0.00% 1] 0.00% ] 0.00% 0 0
0 4 0.00% 1] 0.00% ] 0.00% 1] ]
1 5 0.00% 1] 0.00% 0 0.00% 1] ]
2 6 0.00% ] 0.00% ] 0.00% 1] ]
3| 7 0.00% 0 0.00% 0 0.00% 0 0
4 E 0.00% 1] 0.00% ] 0.00% 0 0
5 g 0.00% 1] 0.00% ] 0.00% 1] ]
& 10 0.00% 1] 0.00% ] 0.00% 1] ]
7 11 0.00% ] 0.00% ] 0.00% ] 0
g 12 0.00% 0 0.00% 0 0.00% 0 0
g 13 0.00% 1] 0.00% ] 0.00% 0 0
1 14 0.00% 1] 0.00% ] 0.00% ] ]
F1 15 0.00% 1] 0.00% ] 0.00% 0 ]
= 16 0.00% ] 0.00% ] 0.00% 0 ]
3 17 0.00% 0 0.00% 0 0.00% 1] 0
&l 1§ 0.00% 1] 0.00% ] 0.00% 0 ]
S 19 0.00% 1] 0.00% ] 0.00% 0 ]
i} _2(] 0.00% 1] 0.00% ] 0.00% 0 ]
i _21 0.00% 0 0.00% 0 0.00% 0 0
& 22 0.00% 0 0.00% 0 0.00% 1] 0
P g _23 0.00% 1] 0.00% ] 0.00% 0 0
{u _24 0.00% 1] 0.00% 0 0.00% 0 ]
1 25 0.00% 1] 0.00% 0 0.00% 0 ]
5 26 0.00% 0 0.00% ] 0.00% 0 0
3 27 0.00% 0 0.00% 0 0.00% 1] 0
b2l 28 0.00% 1] 0.00% ] 0.00% 0 0
5 29 0.00% 1] 0.00% ] 0.00% 1] 0
a3 30 0.00% 1] 0.00% ] 0.00% ] ]
LT 31 0.00% 0 0.00% ] 0.00% 0 0
LS | Totals: 0 0 0 ]
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2. Enter the current month in the Month field.

A B iz D E F G H J ke L P M
1 |School: Arizona Elementary School Enrollment (Membership): [] national School Lunch Program
2 |Month: December Attendance Factor (AF): [ school Breakfast Program
4 A B C D A B C D A B C D

Free Free Reduced | Reduced : Paid Paid

5 ;":-:'1:: E::t:e AF | Eiigible x| Meals R;fg‘:gf: AF | Eiigible x| Meals E”';?t'ﬂa AF | Eiigibie x| Meals CTD%L‘?I_';.
& ' AF: Served: AF: Served: ' AF: Served: '
7 1 0.00% 0 0.00% 0 0.00% 0 0
8 2 0.00% ] 0.00% 1] 0.00% 1] 0
q 3 0.00% ] 0.00% 1] 0.00% 1] 0
10 4 0.00% ] 0.00% 1] 0.00% 1] 0
11 5 0.00% 0 0.00% 1] 0.00% 1] 0
12 6 0.00% ] 0.00% 1] 0.00% 1] 0
13 | T 0.00% 0 0.00% 1] 0.00% 0 0
14 8 0.00% ] 0.00% 1] 0.00% 1] 0
15 g9 0.00% 0 0.00% 0 0.00% 0 0
16 10 0.00% ] 0.00% ] 0.00% 1] 0
17 11 0.00% ] 0.00% 1] 0.00% 1] 0
18 12 0.00% ] 0.00% 1] 0.00% ] 0
19 13 0.00% ] 0.00% 1] 0.00% 0 0
20 14 0.00% ] 0.00% 1] 0.00% 0 0
21 15 0.00% ] 0.00% 1] 0.00% 0 0
22 16 0.00% ] 0.00% 1] 0.00% 1] 0
23 17 0.00% ] 0.00% 1] 0.00% 0 0
24 18 0.00% ] 0.00% 1] 0.00% 0 0
25 19 0.00% ] 0.00% 1] 0.00% 0 0
26 20 0.00% ] 0.00% 1] 0.00% 0 0
27 21 0.00% ] 0.00% 1] 0.00% 1] 0
28 9292 0.00% 0 0.00% 0 0.00% 0 0
29 23 0.00% ] 0.00% 1] 0.00% 0 0
30 24 0.00% 0 0.00% 0 0.00% 0 0
31 25 0.00% ] 0.00% 1] 0.00% 1] 0
32 26 0.00% ] 0.00% ] 0.00% 1] 0
33 27 0.00% ] 0.00% 1] 0.00% 1] 0
34 28 0.00% ] 0.00% ] 0.00% 1] 0
35 29 0.00% 1] 0.00% 1] 0.00% 0 0
36 30 0.00% ] 0.00% 1] 0.00% 0 0
37 31 0.00% ] 0.00% 1] 0.00% 1] 0
38 |Totals: 0 ] ] 0
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3. Enter the enrollment in the Enroliment (Membership) field.

A B 1= D E G H | J k. L Pl |

1 |School: Arizona Elementa Enrollment (Membership): 200 L Lblasional coboal lunch Poop e

2 Month: December Attendance Factor (AF):

- =S eonmmammamesa s e If enrollment fluctuates throughout any
Free Free Reduced | Reduced . d A A

| porot | ree | ar [ x| mems [Foes| ar e x| ems month, it is advised to enter the highest
AF: Served: AF: Served: °

A T 00% 0 000% G number of students enrolled during

&8 | 0.00% ] 0.00% 0 o

= et : S : that month for your edit check.

10 4 0.00% ] 0.00% 0

11 | 5 0.00% ] 0.00% 0 U_00% U U

12 6 0.00% 0 0.00% 0 0.00% 0 0

13 | T 0.00% ] 0.00% 0 0.00% 0 0

14 8 0.00% 0 0.00% 0 0.00% 0 0

15 | g9 0.00% ] 0.00% 0 0.00% 0 0

16 | 10 0.00% 0 0.00% 0 0.00% 0 ]

17 11 0.00% ] 0.00% 0 0.00% 0 0

18 12 0.00% 0 0.00% 0 0.00% 0 ]

19 | 13 0.00% ] 0.00% 0 0.00% 0 0

20 | 14 0.00% ] 0.00% 0 0.00% 1] 0

21 15 0.00% ] 0.00% 0 0.00% 0 0

22 16 0.00% i 0.00% 0 0.00% 0 0

23 | 17 0.00% ] 0.00% 0 0.00% 0 0

24 | 18 0.00% ] 0.00% 0 0.00% 1] 0

25 19 0.00% ] 0.00% 0 0.00% 0 0

6 20 0.00% 0 0.00% 0 0.00% 0 0

27 '_21 0.00% ] 0.00% 0 0.00% 0 ]

28 22 0.00% i 0.00% 0 0.00% 0 0

29 23 0.00% ] 0.00% 0 0.00% 0 ]

30 24 0.00% i 0.00% 0 0.00% 0 0

31 | 25 0.00% ] 0.00% 0 0.00% 0 0

32 | 26 0.00% ] 0.00% 0 0.00% 0 0

33 27T 0.00% ] 0.00% 0 0.00% 0 0

34 28 0.00% ] 0.00% 0 0.00% 0 0

35 | 29 0.00% 0 0.00% 0 0.00% 0 0

36 | 30 0.00% ] 0.00% 0 0.00% 0 0

37 31 0.00% 0 0.00% 0 0.00% 0 ]

38 |Totals: 0 0 ]

SLIDE 30
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4. Enter the AF in the Attendance Factor (AF) field.

A B C D E F G H [ J K L ¥ M
1 |School: Arizona Elementary School Enrollment (Membership): 200 [] national Schoal Lunch Program
2 |Month: December Attendance Factor (AF).  93.75% [] School Breakfast Program
4 A B C A B C D A B C )

Free Free Reduced | Reduced : Paid Paid

5 nﬁi:: E::t:e AF | Eiigible x| Meals R;;’g‘:gf: AF | Eiigible x| Meals E”';?ELI AF | Eiigibie x| Meals CTD%L‘?I_"‘S.
] ' AF: Served: AF: Served: ' AF: Served: '
Ti 1 0.00% 0 0.00% 0 0.00% 0 0
8 2 0.00% ] 0.00% 1] 0.00% 1] 0
q 3 0.00% ] 0.00% 1] 0.00% 1] 0
10 4 0.00% 0 0.00% 1] 0.00% 1] 0
11 5 0.00% 0 0.00% 1] 0.00% 1] 0
12 6 0.00% 0 0.00% 1] 0.00% 1] ]
13 | T 0.00% 0 0.00% 1] 0.00% 0 0
14 8 0.00% 0 0.00% 1] 0.00% 1] 0
15 g9 0.00% 0 0.00% 0 0.00% 0 0
16 10 0.00% 0 0.00% ] 0.00% 1] ]
17 11 0.00% 0 0.00% 1] 0.00% 1] 0
18 12 0.00% 0 0.00% 1] 0.00% ] ]
19 13 0.00% 0 0.00% 1] 0.00% 0 0
20 14 0.00% ] 0.00% 1] 0.00% 1] 0
21 15 0.00% 0 0.00% 1] 0.00% 0 0
22 16 0.00% ] 0.00% 1] 0.00% 1] 0
23 17 0.00% 0 0.00% 1] 0.00% 0 0
24 18 0.00% ] 0.00% 1] 0.00% 1] 0
25 19 0.00% 0 0.00% 1] 0.00% 0 0
26 20 0.00% ] 0.00% 1] 0.00% 1] 0
27 21 0.00% 0 0.00% 1] 0.00% 1] 0
28 9292 0.00% 0 0.00% 0 0.00% 0 0
29 23 0.00% 0 0.00% 1] 0.00% 0 0
30 24 0.00% 0 0.00% 0 0.00% 0 0
31 25 0.00% 0 0.00% 1] 0.00% 1] 0
32 26 0.00% 0 0.00% ] 0.00% 1] 0
33 27T 0.00% 0 0.00% 1] 0.00% 1] 0
34 28 0.00% 0 0.00% ] 0.00% 1] 0
35 29 0.00% 0 0.00% 1] 0.00% 0 0
36 30 0.00% 0 0.00% 1] 0.00% 0 0
3T 31 0.00% 0 0.00% 1] 0.00% 1] 0
38 |Totals: 0 ] ] 0
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5. Check the accurate meal service box.

A B [ D E F G H I J K L I I
1 |School:  Arizona Elementary School Enroliment (Membership): National School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [] School Breakfast Program
4 A B C D A B C D A B C D

Free Free Reduced | Reduced 2 Paid Paid

5 ni'“ ol i AF | engible x| meeats || 29| AF | Eigible x| Meats S=rl AF | Engible x| Meata || TOTAL
2 onth: Eligible AF: e Eligible AF: e Eligible: AF: SR COUNTS:
7 1 93.75% 0 93.75% 0 93.75% ] ]
8 2 93.75% ] 93.75% 0 93.75% 0 0
g 3 93.75% 0 93.75% 0 93.75% ] 0
10 4 93.75% 0 93.75% 0 893.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% ] 0
12 (-] 93.75% 0 93.75% 0 93.75% 0 0
13 T 93.75% ] 93.75% 0 93.75% 0 0
14 8 93.75% 0 93.75% 0 893.75% ] 0
15 9 93.75% ] 93.75% 0 93.75% 0 0
16 10 93.75% 0 93.75% 0 93.75% 0 0
17 11 93.75% ] 93.75% 0 93.75% ] 0
18 12 93.75% ] 93.75% 0 93.75% ] 0
19 13 93.75% 1] 93.75% 0 93.75% ] 0
el 14 93.75% 0 93.75% 0 93.75% 0 0
21 15 93.75% 1] 93.75% 0 93.75% ] 0
22 16 93.75% 0 93.75% 0 93.75% ] 0
3 17 93.75% 0 93 75% 0 93 75% ] 0
el 18 93.75% ] 93.75% 0 93.75% ] 0
5 19 93.75% 0 93 75% 0 93 75% ] 0
26 | 20 93.75% 0 93.75% 0 93.75% ] 0
7 21 93.75% 0 93.75% 0 93.75% ] 0
5 22 93.75% 0 93.75% 0 93.75% 0 0
£l 23 93.75% 0 93.75% 0 93.75% ] ]
G0 24 93.75% 0 93.75% 0 93.75% ] 0
31 25 93.75% 0 93.75% 0 93.75% ] 0
52 26 93.75% 0 93.75% 0 93.75% 0 0
33 27 93.75% 0 93.75% 0 93.75% 0 0
54 28 93.75% 0 93.75% 0 93.75% ] 0
35 29 93.75% 0 93.75% 0 93.75% ] 0
56 30 93.75% ] 93.75% 0 93.75% 0 0
27 31 93.75% 0 93.75% 0 93.75% ] 0
58 |Totals: 0 0 0 0
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The header for the December worksheet has been completed and the table is
now ready to be filled out at the end of each operating day for that month.

A E C D E F G H I J K. L I M
1 |School:  Arizona Elementary School Enrollment {Membership}: 200 mah'nnal School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [] School Breakfast Program
4 A B C D A B C D A B C D

Free Free Reduced | Reduced 2 Paid Paid

5 ni'“ ol i AF | engible x| meeats || 29| AF | Eigible x| Meats S=rl AF | Engible x| Meata || TOTAL
2 onth: Eligible AF: e Eligible AF: e Eligible: AF: SR COUNTS:
7 1 93.75% 0 93.75% 0 93.75% ] ]
8 2 93.75% ] 93.75% 0 93.75% 0 0
g 3 93.75% 0 93.75% 0 93.75% ] 0
10 4 93.75% 0 93.75% 0 893.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% ] 0
12 (-] 93.75% 0 93.75% 0 93.75% 0 0
13 T 93.75% ] 93.75% 0 93.75% 0 0
14 8 93.75% 0 93.75% 0 893.75% ] 0
15 9 93.75% ] 93.75% 0 93.75% 0 0
16 10 93.75% 0 93.75% 0 93.75% 0 0
17 11 93.75% 0 93.75% 0 93.75% 0 0
18 12 93.75% ] 93.75% 0 93.75% ] 0
19 13 93.75% 0 93.75% 0 93.75% 0 0
el 14 93.75% 0 93.75% 0 93.75% 0 0
1 15 93.75% 0 93.75% 0 93.75% 0 0
22 16 93.75% 0 93.75% 0 93.75% ] 0
3 17 93 75% 0 93 75% 0 93 75% ] 0
el 18 93.75% ] 93.75% 0 93.75% ] 0
5 19 93 75% 0 93 75% 0 93 75% ] 0
26 | 20 93.75% 0 93.75% 0 93.75% ] 0
7 21 93.75% 0 93.75% 0 93.75% ] 0
5 22 93.75% 0 93.75% 0 93.75% 0 0
£l 23 93.75% 0 93.75% 0 93.75% ] ]
G0 24 93.75% 0 93.75% 0 93.75% ] 0
31 25 93.75% 0 93.75% 0 93.75% ] 0
52 26 93.75% 0 93.75% 0 93.75% 0 0
33 27 93.75% 0 93.75% 0 93.75% 0 0
54 28 93.75% 0 93.75% 0 93.75% ] 0
35 29 93.75% 0 93.75% 0 93.75% ] 0
56 30 93.75% ] 93.75% 0 93.75% 0 0
27 31 93.75% 0 93.75% 0 93.75% ] 0
58 |Totals: 0 0 0 0
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The first operating day of the month for Arizona Elementary School in December was on
Monday the 3rd. The 1st and the 2nd will not be completed on the worksheet.

A B [ D E F G H I J K L I I
1 |School:  Arizona Elementary School Enrollment {Membership}: 200 mah'nnal School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [] School Breakfast Program
4 A B C D A B C D A B C D
Free Free Reduced | Reduced 2 Paid Paid

2 3‘:—:’1:: EI':;T;E AF | Eigible x| Meals R;idg‘:gf’; AF | Eengible x| Meals E”';?;TE. AF | Eiigible x| Meals CTDC:.I-I;?I'I._E'

) AF: Served: AF: Served: ' AF: Served: '
7 4 =T f S £ S f ]
8 2 Eo=tEEs 2 DE=Eat 5 L=t 4 0
g i 93.75% 0 93.75% 0 93.75% ] 0
10 4 93.75% 0 93.75% 0 893.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% ] 0
12 (-] 93.75% 0 93.75% 0 93.75% 0 0
13 T 93.75% ] 93.75% 0 93.75% 0 0
14 8 93.75% 0 93.75% 0 893.75% ] 0
15 9 93.75% ] 93.75% 0 93.75% 0 0
16 10 93.75% 0 93.75% 0 93.75% 0 0
17 11 93.75% ] 93.75% 0 93.75% ] 0
18 12 93.75% ] 93.75% 0 93.75% ] 0
19 13 93.75% 1] 93.75% 0 93.75% ] 0
el 14 93.75% 0 93.75% 0 93.75% 0 0
21 15 93.75% 1] 93.75% 0 93.75% ] 0
22 16 93.75% 0 93.75% 0 93.75% ] 0
3 17 93.75% 0 93 75% 0 93 75% ] 0
el 18 93.75% ] 93.75% 0 93.75% ] 0
5 19 93.75% 0 93 75% 0 93 75% ] 0
26 | 20 93.75% 0 93.75% 0 93.75% ] 0
7 21 93.75% 0 93.75% 0 93.75% ] 0
5 22 93.75% 0 93.75% 0 93.75% 0 0
£l 23 93.75% 0 93.75% 0 93.75% ] ]
G0 24 93.75% 0 93.75% 0 93.75% ] 0
31 25 93.75% 0 93.75% 0 93.75% ] 0
52 26 93.75% 0 93.75% 0 93.75% 0 0
33 27 93.75% 0 93.75% 0 93.75% 0 0
54 28 93.75% 0 93.75% 0 93.75% ] 0
35 29 93.75% 0 93.75% 0 93.75% ] 0
56 30 93.75% ] 93.75% 0 93.75% 0 0
27 31 93.75% 0 93.75% 0 93.75% ] 0
58 |Totals: 0 0 0 0
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6. Enter the number of Free Eligible students on the 3rd.

A B - D E E G H |
1 |School: Arizona Elementary School Enrollment (Membership): 200
2 |Month: December Attendance Factor (AF): 93.75% .
1] ~ 5 c 5 A 5 c 5 For example, Arizona Elementary School

Free Free Reduced | Reduced . .
2 momm: | cigme | AT |eioible x| meals | TSR] AR | ciigible X|  Meals had 120 students eligible for free meals
AF: Served: AF: Served: N N

] 93.75% 0 93 75% 0 recorded in their BID on December 3rd.

2 93 75% 0 93 75% 0

3 120 | 9375% 113 93.75% 0
1 4 93.75% 0 93 75% 0 93.75% 0 0
1[5 93 756% 0 93 75% 0 93 75% 0 0
i G 93.75% 0 93 75% 0 93 75% 0 0
i 7 93.75% 0 93 75% 0 93 75% 0 0
148 93.75% 0 93 75% 0 93_75% 0 0
5] 9 93.75% 0 93 75% 0 93 75% 0 0
1610 93.75% 0 93 75% 0 93 75% 0 0
17 11 93.75% 0 93 75% 0 93 75% 0 0
1812 93.75% 0 93 75% 0 93.75% 0 0
19 13 93.75% 0 93 75% 0 93 75% 0 0
20 14 93.75% 0 93 75% 0 93.75% 0 0
2115 93.75% 0 93 75% 0 93 75% 0 0
22 16 93.75% 0 93 75% 0 93.75% 0 0
2317 93 75% 0 93 75% 0 93 75% 0 0
2418 93.75% 0 93 75% 0 93_75% 0 0
25 19 93.75% 0 93 75% 0 93 75% 0 0
2620 93.75% 0 93 75% 0 93.75% 0 0
2721 93 75% 0 93 75% 0 93_75% 0 0
28 22 93.75% 0 93 75% 0 93 75% 0 0
29 23 93.75% 0 93 75% 0 93_75% 0 0
30 24 93.75% 0 93 75% 0 93_75% 0 0
3125 93 756% 0 93 75% 0 93_75% 0 0
32 26 93.75% 0 93 75% 0 93_75% 0 0
33 27 93.75% 0 93 75% 0 93_75% 0 0
34 28 93.75% 0 93 75% 0 93_75% 0 0
3529 93 75% 0 93 75% 0 93_75% 0 0
36 30 93.75% 0 93 75% 0 93 75% 0 0
37 34 93.75% 0 93 75% 0 93 75% 0 0
38 |Totals: 0 0 0 0
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7. The Free Eligible x AF was auto-filled via the Excel.

- A L - - E — C 1 - D E - F - - G. H — |
1 |School: Arizona Elementary School Enrollment (Membership): 200
2 |Month: December Attendance Factor (AF):  93.75% . .
5 ~ 5 : 5 A 5 : 5 If you are completing this worksheet
Free Free Reduced | Reduced
2 _ ;":_'—;:: EE?;E AF | eiigible x| Meals R;:’g‘:sfed AF | Eligible x| Meals manua”y, please ta ke the Free
] AF: Served: AF: Served: . . . .
71 53 5% 0 93.15% 0 Eligible and multiply it by the AF. For
8 2 1] 93.75% 0
o 3 13 93 75% 0 example:
10 4 0 93 75% 0
5 0 93.75% 0
12 6 93.75% 1] 93.75% 0
- I 93 75% 0 93.75% 0 120 x .9375 =T112.5 (I’OU nd to “3)
14 E 93.75% 1] 93.75% 0
i 9 93.75% 1] 93.75% ] 93 .75% ] 0
16 10 93.75% 1] 93.75% 0 93.75% ] 0
sl 11 93.75% 0 93.75% 1] 93.75% 0 0
18 12 93.75% 1] 93.75% ] 93.75% ] 0
12| 143 93.75% 0 93.75% 0 93.75% 0 0
20 14 93.75% 1] 93.75% 0 93.75% ] 0
21 15 93.75% 0 93.75% 1] 93.75% 0 0
22 16 93.75% 0 93.75% 0 93.75% 0 0
23| 17 93 75% 0 93 75% 0 93 75% 0 0
24 1E 93.75% 1] 93.75% 0 93.75% ] 0
25 19 93.75% 1] 93 75% 0 93 75% 0 0
26 20 93.75% 1] 93.75% 0 93.75% ] 0
27| 21 93.75% 1] 93.75% 1] 93.75% 0 0
28 22 93.75% 1] 93.75% 0 93.75% ] 0
29 23 93.75% 1] 93.75% 0 93.75% 0 0
30 24 93.75% 1] 93.75% 0 93.75% ] 0
31| 25 93.75% 1] 893.75% 0 93.75% 0 0
32 26 93.75% 1] 93.75% 0 93.75% ] 0
33 27 93.75% 1] 893.75% ] 93.75% 0 0
34 28 93.75% 1] 93.75% 0 93.75% 0 0
35| 29 93.75% 1] 93.75% 0 93.75% 0 0
36 30 93.75% 1] 93.75% ] 93.75% ] 0
T 31 93.75% 1] 93.75% 0 93.75% 0 0
38 |Totals: 0 0 0 0
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8. Enter the number of Free Meals Served on the 3rd.

T ] = = ¢ H | ) ¥ M | N
1 |School: Arizona Elementary School Enroliment (Membership): 200 (] National School Lunch Program
2 |Month: December Attendance Factor (AF): | 93.75%)| [] school Breakfast Program
4 | A B C D A B C D A B C D

Free Free Reduced | Reduced . Paid Paid

5 | ;":_'—;:: EI':'?;E AF Eligible X| Meals R:I:“:Efed AF Eligible X| Meals E”P?t':a AF Eligible X| Meals CTD%L‘?‘F';,
6 ] g AF: Served: g AF: Served: g ' AF: Served: '
Tl 1 93.75% 0 93.75% 0 93.75% 0 0
8 g 93.75% 0 93.75% 0 93.75% 0 0
g 3 120 100 93.75% 0 93.75% 0 0
10 4 93.75% 0 93.75% 0 93.75% 0 0
a1 | 5 93.75% 0 93.75% 0 93.75% 0 0
12 6 93.75% 0 93.75% 0 93.75% 0 0
‘13 T 93.75% 0 93.75% 0 93.75% 0 0
14 E 93.75% 0 93.75% 0 93.75% 0 0
15 | 9 93.75% 0 93.75% 0 93.75% 0 0
16 10 93.75% 0 93.75% 0 93.75% 0 0
17 11 93.75% 0 93.75% 0 93.75% i 0
18 12 93.75% 0 93.75% 0 93.75% 0 0
19 | 13 93.75% 0 93.75% 0 93.75% ] 0
20 14 93.75% 0 93.75% 0 93.75% 0 0
21 15 93.75% 0 93.75% 0 93.75% i 0
22 16 93.75% 0 93.75% 0 93.75% 0 0
23 | 17 93 75% 0 93 75% 0 93 75% 0 0
24 1§ 93.75% 0 93.75% 4 * * "
25 190 93 75% 0 93 75% .
26120 R ; =cam Please note the number in red to the
27 21 93.75% 0 93 75% . .
> = - =mzam |eft. This number will change throughout
20 923 93 75% 0 93.75% .
=22 - - s the month while other meal counts are
21| 28 93.75% 0 93 75%
52 2 x == recorded on the worksheet. If you are
33 927 93.75% 0 93.75% 1 1
e Ll : 2o completing this worksheet manually,
35] 20 93.75% 0 AR you will wait until all operating days are
36 30 93.75% 0 93.75%
i 31 93 75% 0 EEAl completed to add up the total meal
: otals: 100

counts.
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9. Enter the number of Reduced Eligible students on the 3rd.

A B L (D] E E G H | J 4 L P M
1 ;Schanlz Arizona Elementary School Enrollment (Membership): 200 -
i ;Pﬂonth_ Decimber = _ _ Atte:dance FZIC’EUF{J"""F:; —93;5% For eXamp|e, A”Zona Elementa ry SChOOI
o| vevor | free | o o i Rotucea bl had 60 students eligible for reduced-
& | Month: | Eigible 'gfl__'le 2 5!::.2: Eligible o E"gff x mz . d d . h .
T —— - — - price meals recorded in their BID on
8 2 93 75% 93.75% 0
g 3 120 | 93.75% B0 93.75% 56 December 3I’d.
90| 4 93 75% 0 93.75% 0 KW . )
S 5 93 75% 0 93 75% 0 93.75% 0 0
12 6 93 75% 0 93 75% 0 93.75% 0 0
13 7 93.75% 0 93 75% 0 93.75% 0 0
14 g 93 75% 0 93 75% 0 93.75% 0 0
15| g 93.75% 0 93 75% 0 93.75% 0 0
16 10 93 75% 0 93 75% 0 93.75% 0 0
17 11 93.75% 0 93.75% 0 93 75% 0 0
1812 93 75% 0 93 75% 0 93.75% 0 0
19 13 93.75% 0 93.75% 0 93 75% 0 0
20 14 93 75% 0 93 75% 0 93.75% 0 0
21 15 93.75% 0 93.75% 0 93 75% 0 0
22| 16 93 75% 0 93 75% 0 93.75% 0 0
23] 17 93 75% 0 93 75% 0 93 75% 0 0
2418 93.75% 0 93.75% 0 93 75% 0 0
25 19 93 75% 0 93 75% 0 93 75% 0 0
2620 93.75% 0 93.75% 0 93.75% 0 0
2721 93 75% 0 93 75% 0 93.75% 0 0
28 22 93.75% 0 93.75% 0 93.75% 0 0
29 23 93 75% 0 93 75% 0 93.75% 0 0
30 24 93.75% 0 93.75% 0 93.75% 0 0
3125 93 75% 0 93 75% 0 93.75% 0 0
32 26 93.75% 0 93.75% 0 93 75% 0 0
33| 27 93 75% 0 93 75% 0 93.75% 0 0
34| 28 93.75% 0 93.75% 0 93.75% 0 0
3529 93 75% 0 93 75% 0 93.75% 0 0
36 30 93.75% 0 93 75% 0 93.75% 0 0
37 31 93 75% 0 93 75% 0 93.75% 0 0
‘38 |Totals: 100 0 0 0
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10. The Reduced Eligible x AF was auto-filled via the Excel.

1 |School: Arizona Elementary School Enroliment (Membership): 200
2 |Month: December Attendance Factor (AF): 93.75% . .
5 ~ 5 : 5 A 5 : = |f you are completing this worksheet
Free Free Reduced | Reduced
F Red d
H It el IV CHORE VT Daved IEGI PR e  Mmanually, please take the Reduced
] AF: Served: AF: Served: . . . .
& 1 RN I 93 76% 0 Eligible and multiply it by the AF. For
8] 2 93 76% 0 0
g 3 120 | 93.75% 113 6 example:
10] 4 93 75% 0 93.75% 0
15 93 75% 0 93 75% 0
2] 6 93 75% 0 93 75% 0
- I 93 75% 0 93.75% 0 60 x .9375 = 56.25 (I’OU nd to 56)
148 93 75% 0 93 75% 0
159 93.75% 0 93.75% 0 93.75% 0 0
16 __10 93 75% 0 53 75% 0 93.75% 0 0
711 93.75% 0 93.75% 0 93.75% 0 0
1812 93 75% 0 53 75% 0 93.75% 0 0
1913 93.75% 0 93.75% 0 93.75% 0 0
2014 93.75% 0 93.75% 0 93.75% 0 0
2115 93.75% 0 93.75% 0 93.75% 0 0
2216 93.75% 0 93.75% 0 93.75% 0 0
23| 17 93.75% 0 93 75% 0 93 75% 0 0
2418 93.75% 0 93.75% 0 93.75% 0 0
2519 93 76% 0 53 75% 0 93 75% 0 0
2620 93.75% 0 93 75% 0 93.75% 0 0
2721 93 76% 0 53 75% 0 93 75% 0 0
28| 22 93.75% 0 93 75% 0 93 75% 0 0
29 23 93 76% 0 93.75% 0 93 75% 0 0
30|24 93 75% 0 93 75% 0 93.75% 0 0
312§ 93 76% 0 93 75% 0 93.75% 0 0
32|26 93.75% 0 93.75% 0 93 75% 0 0
33|27 93 76% 0 93.75% 0 93.75% 0 0
3428 93.75% 0 93 75% 0 93 75% 0 0
35 29 93 76% 0 93 75% 0 93.75% 0 0
3630 93.75% 0 93.75% 0 93.75% 0 0
3731 93 76% 0 53 75% 0 93.75% 0 0
‘38 |Totals: 100 0 0 0
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11. Enter the number of Reduced Meals Served on the 3rd.

¥ B C (D] E E ] H | J k. L %] |
1 |School: Arizona Elementary School _ Enrolliment (Membership): 200 [] National Schoel Lunch Program
2 Month: December Attendance Factor (AF): 93.75% [] school Breakfast Program
4 | A B C D A B C D A B C D

Free Free Reduced | Reduced . Paid Paid

5 | ;":;:: EI':“.EE AF  |engible x| Meats || R°°%9 | AF | Eiginie x| Meats B AF | eigible x| meatls [ TOTAL
2 - gible AF: e Eligible AF: TR Eligible: AF: SR COUNTS:
Tl 1 93.75% 0 93.75% (1 93.75% 0 0
a g 93.75% 0 93.75% 93.75% 0 0
g 3 120 93.75% 113 100 1] 50 93.75% 0 0
10 4 93.75% 0 93.75% 93.75% 0 0
a1 | 5 93.75% 0 93.75% 0 93.75% 0 0
12 6 93.75% 0 93.75% 0 93.75% 0 0
13 T 93.75% 0 93.75% 0 93.75% 0 0
14 E 93.75% 0 93.75% 0 93.75% 0 0
15 | 9 93.75% 0 93.75% 0 93.75% 0 0
16 10 93.75% 0 93.75% 0 93.75% 0 0
17 11 93.75% 1] 93.75% 1] 93.75% ] 0
18 12 93.75% 0 93.75% 0 93.75% 0 0
19 | 13 93.75% 1] 93.75% 0 93.75% ] 0
20 14 93.75% 0 93.75% 0 93.75% 0 0
21 15 93.75% 1] 93.75% 1]
T S : S . Please note the number in red to the left.
24 18 93.75% 0 93.75% 0 1 1
18 1% . 2% . This numbgr will change throughout the
26 20 93.75% 0 93.75% 0
e 2215% 0 23.75% 0 month while other meal counts are
2] 22 i g = g recorded on the worksheet. If you are
30 24 93 75% 0 93 75% 0 completing this worksheet manually,
31 25 93 75% 0 93.75% 0 i g . .
32| 26 93 75% 0 9376% 0 you will wait until all operating days are
33 27 93.75% 0 93.75% 0
34 28 93.75% 0 93.75% 0 completed to add up the total meal
25 | 29 93.75% 0 93.75% 0
36| 30 93 75% 0 93 75% 0 counts.
= 31 93.75% 0 93.75% 0 . .
38 Totals: 100 50 0 0
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12. Enter the number of Paid Eligible students on the 3

A B C D E F & H | J K L M N

1 |School: Arizona Elementary School Enrollment (Membership): 200 [ National School Lunch Program

2 Month: December Attendance Factor (AF): 93.75% [] School Breakfast Program

4 | A B C D A B C D A B C D

Free Free Reduced | Reduced . Paid Paid
2 ;":_'—;:: EE?;E AF  |Eiigible x| Meals R;:’g‘:sfed AF  |Eigible x| Meals E”';?t':e: AF | Eeigible x| Meals cTo?J?rI;:

AF: Served: AF: Served: AF: Served:

B 1 93 75% 0 93 75% 0 93 75% 0 0
3 2 93 75% 0 93 75% 0 93.75% 0 0
9 3 120 | 93.75% 113|100 60 93 75% 20 93.75% 0 0
10| 4 93.76% 0 93.75% 0 93.75% 0 0
1| § 93.75% 0 93 75% 0 93.75% 0 0
12 6 93.76% 0 93.75% 0 93.75% 0 0
: 93 Tcor C 03 720, 0 93.75% 0 0
. 0 93.75% 0 0
For example, Arizona Elementary School 0 93.75% G 0
. . . 0 93.75% 0 0
had 20 students eligible for paid meals 0 93.75% 0 0
. . 0 93.75% 0 0
recorded in their BID on December 3rd. g 53 75% 0 0
0 93.75% 0 0
: B3 1070 0 K 0 93 75% 0 0
22 16 93.75% 0 93.75% 0 93.75% 0 0
23 17 93 75% 0 93 75% 0 93 75% 0 0
2418 93 75% 0 93 75% 0 93.75% 0 0
25 19 93 75% 0 93 75% 0 93 75% 0 0
2620 93 75% 0 93 75% 0 93.75% 0 0
2721 93.76% 0 93.75% 0 93.75% 0 0
28 22 93 75% 0 93 75% 0 93.75% 0 0
20 923 93.76% 0 93.75% 0 93.75% 0 0
30 24 93.75% 0 93.75% 0 93.75% 0 0
3125 93.76% 0 93.75% 0 93.75% 0 0
32 26 93 75% 0 93 75% 0 93.75% 0 0
33 927 93.76% 0 93.75% 0 93.75% 0 0
34| 928 93.75% 0 93.75% 0 93.75% 0 0
3529 93.76% 0 93.75% 0 93.75% 0 0
36| 30 93 75% 0 93 75% 0 93.75% 0 0
37 39 93.76% 0 93.75% 0 93.75% 0 0
38 [Totals: 100 50 0 0
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Time to double check! Does the total eligibles exceed total enroliment?

A B C D E | F G H | | K L M N
1 |School: Arizona Elementary School " Enroliment (Membership): 200 "] National School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [] School Breakfast Program
4 | A B C D A B C D A B C D
S Dayof Eres AF Eligirtj: X ;;ifs i AF S?;gfi He::a{::d P AF EIigF:EII:! X n::::s el
B Month: Eligible AF: e Eligible AF: TR Eligible: AF: SR COUNT 5:
| 1 93.75% 1] 93.75% 1] 93.75% 0 0
8 2 93.75% 1] 93.75% 1] 93.75% ] 0
g 3 20 | 93.75% 113] 100 (&0) 93.75% 56| 50 (20) 93.75% 19 0
(1] 4 93.75% 0 93.75% 0 93.75% 0 0
1] 93.75% 1] 93.75% N 93.75% 1] 0

To ensure that your total eligibles do not exceed total enrollment, add the
Free Eligible + Reduced Eligible + Paid Eligible and check if it is equal or less
than the number listed in the Enrollment (Membership) field. For example:

120 Free Eligible +60 Reduced Eligible + 20 Paid Eligible = 200 total eligibles
*There are 200 students in the Enrollment (Membership) field.

If total eligibles exceed the number listed in the Enroliment (Membership)

field, a new student may have enrolled since you completed the header of

the worksheet. Make sure to update this number to the highest number of
students that were enrolled during that month.

| L P P P P N P | | | | | | | | k| k|

i

o7 93 75% 0 93 75% 0 93 75% 0 0
34 28 93 75% 0 93 75% 0 93.75% 0 0
35 29 93 75% 0 93 75% 0 93 75% 0 0
36 30 93 75% 0 93 75% 0 93.75% 0 0
37 31 93.75% 0 93 75% 0 93 75% 0 0
38 [Totals: 100 50 0 0
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13. The Paid Eligible x AF was auto-filled via the Excel.

et
38

A E C D E F G H | J K L M N
|School:  Arizona Elementary School _ Enrollment (Membership): 200 [ National School Lunch Program
|Month: December Attendance Factor (AF): 93.75% [] school Breakfast Program
| A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
e [ e | e [ o] e || o[ ] | e | [ o] e |
H ed: H wedao: H ed:
1 93.75% 0 93.75% 0 93.75% 0 0
g 93.75% 0 93.75% 0 0 0
3 120 | 93.75% 113] 100 60 93.75% 56l 50 19 0
4 93.75% 0 93.75% 0 93.75% 0 0
93.75% 0 93.75% 0 93.75% 0 0
) ) 93 75% 0 0
If you are completing this worksheet T g :
L[] ° ° Ly Q
manually, please take the Paid Eligible 9376% 0 0
. . 93.75% 0 0
and multiply it by the AF. For example: 93 75% 0 0
93.75% 0 0
93.75% ] 0
93.75% 0 0
20 x 9375 =18.75 (rOU nd to 19) 93.75% 0 0
93.75% 0 0
17 93.75% 0 93.75% 0 93.75% 0 0
1E 93.75% 0 93.75% 0 93.75% 0 0
19 93.75% 0 93.75% 0 93.75% 0 0
20 93.75% 0 93.75% 0 93.75% 0 0
21 93.75% 0 93.75% 0 93.75% 0 0
22 93.75% 0 93.75% 0 93.75% 0 0
23 93.75% 0 93.75% 0 93.75% 0 0
24 93.75% 0 93.75% 0 93.75% 0 0
25 93.75% 0 93.75% 0 93.75% 0 0
26 93.75% 0 93.75% 0 93.75% 0 0
27 93.75% 0 93.75% 0 93.75% 0 0
28 93.75% 0 93.75% 0 93.75% 0 0
29 93.75% 0 93.75% 0 93.75% 0 0
30 93.75% 0 93.75% 0 93.75% 0 0
31 93.75% 0 93.75% 0 93.75% 0 0
|Totals: 100 50 0

SLIDE 43
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14. Enter the number ofPaid Meals Served on the 3rd.

5 155
¥ B C (D] E E ] H | J k. L %] |
1 |School: Arizona Elementary School Enrolliment (Membership): 200 [ National School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [] School Breakfast Program
4 | A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
5 | ;":;:: EI':'?; AF  |engible x| Meats || R°°%9 | AF | Eiginie x| Meats B AF | eigible x| meatls [ TOTAL
& ] gible AF: Served: BN AF: Served: N AF: Served: SR
Tl 1 93.75% 0 93.75% 0 93.75% ] 0
8 g 93.75% 0 93.75% 0 0
g 3 120 93.75% 113 100 a1i] 93.75% 56 H0 20 i) 155
10 4 93.75% 0 93.75% 0 93.75% 0
a1 | 5 93.75% 0 93.75% 0 93.75% 0 0
12 6 93.75% 0 93.75% 0 93.75% ] 0
13 T 93.75% 0 93.75% 0 93.75% 0 0
‘14 g 93.75% 0 93.75% 0 93.75% ] 0
15 | 9 93.75% 0 93.75% 0 93.75% 0 0
16 10 93.75% 0 93.75% 0 93.75% ] 0
17 11 93.75% 0 93.75% 0 93.75% ] 0
12 12 93.75% 0 93.75% 0 155.75% ] 0
19 | 13 93.75% 0 93.75% 0 93.75% ] 0
20 14 93.75% 0 93.75% 0
21 15 93.75% 0 93.75% 1] d
T = . S "= Please note the number in red below.
23 | 17 93.75% 0 93 75% 0 H H
i = REL. - = REw '® This number V\{I” change throughout
25] 19 T 0 L I the month while other meal counts are
26 _2(] 93.75% 0 93.75% 0
A EXNER g XN g recorded on the worksheet. If you are
i k. (] i (s]
2l 2 I g S g completing this worksheet manually,
- e 0 N o [} [ ] [} [}
31 26 9375% 0 EEmmmm you Will wait until all operating days
32 26 93.75% 0 93.75% 0
33 27 93.75% 0 93.75% gm are completed to add up the total meal
34 28 93.75% 0 93.75% 0
3529 93 75% 0 93.75% 0 counts.
36| 30 93.75% 0 93.75% 0 — : :
37 31 93.75% 0 93.75% 0 | 93.75% ] 0
38 Totals: 100! a0 5 154
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15. The Total Counts were auto-filled via the Excel.

5 155
A B L O E E G H | J 4 L P I
1 |School: Arizona Elementary School _ Enrolliment (Membership): 200 [] National Schoel Lunch Program
2 Month: December Attendance Factor (AF): 93.75% [] school Breakfast Program
4 | A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
5| ;":;:: EI':“.EE AF  |engible x| Meats || R°°%9 | AF | Eiginie x| Meats B AF | eigible x| meatls [ TOTAL
2 - gible AF: e Eligible AF: TR Eligible: AF: SR COUNTS:
| 1 93.75% 1] 93.75% 1] 93.75% ] 0
8 g 93.75% 1] 93.75% 1] 93.75% ] 0
g 3 120 | 93.75% 113] 100 G0 93.75% 56l 50 20 93.75% 155
10 4 93.75% 0 93.75% 1] 93.75% 0 0
a1 | 5 93.76% 1] 93.75% 1] 93.75% 1] 0
12 6 93.75% 1] 93.75% 1] 93.75% ] 0
‘13 T 93.75% 1] 93.75% 0 93.75% ] 0
14 E 93.75% 1] 93.75% 1] 93.75% 0 0
15 | 9 93.75% 1] 93.75% ] 93.75% ] 0
16 10 93.75% 1] 93.75% 1] 93.75% ] 0
AF 11 93.75% 1] 93.75% 1] 93.75% 0 0
‘18 12 93.75% 1] 93.75% 1] 155.75% ] 0
12| 143 93.75% 1] 93.75% 1] 93.75% 0 0
20 14 93.75% . .
AT EERE: If you are completing this worksheet manually, you can now
A ENER add the free, reduced, and paid meals served and enter
i A [u]
i 1 T them into the Total Counts for December 3rd. For example:
i L Lx]
27 21 93.75%
28 29 93.75% .
2923 93.75% 100 free meals + 50 reduced meals +5 paid meals = 155 total
30 24 93.75%
3126 93 75% meals.
32 26 93.75%
33 27 93.75% 1] 93.75% 0 93.75% 0 0
34| 928 93.75% 0 93.75% 0 93.75% 0 0
35 5_29 93.75% 1] 93.75% 1] 93.75% ] 0
36 30 93.75% 1] 93.75% ] 93.75% ] 0
37 31 93.75% 1] 93.75% 1] 93.¥5% ] 0
38 Totals: 100! a0 5 154
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Now that December 3rd is complete, let’'s check your work

5 155
A B C D E F e H [ J K L ¥ M
1 |School:  Arizona Elementary School Enrollment {Membership}: 200 [ National School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [] School Breakfast Program
4 A B C D A B C D A B C )
Free Free Reduced | Reduced 2 Paid Paid
2 nﬁ":_'—;:: EE?;E AF | eigible x| meals R;:’g‘:sfed AF | Eigible x| Meals E”';?t':a AF | Eiigible x| Meals CTD%L‘?‘F';,
AF: Served: AF: Served: ' AF: Served: '
T 1 93.75% 1] 93.75% 0 93.75% 0 0
8 2 93.75% 0 93.75% ] 93.75% 0 0
g 3 120 | 93.75% 113] 100 60 93.75% 56l 50 20 93.75% g 5 155
10 4 93.75% 0 93.75% 0 93.75% 0 0
a1 5 93.76% 1] 93.75% 1] 93.75% 0 0
12 6 93.75% 1] 93.75% 0 93.75% 0 0
13 T 93.76% 1] 93.75% ] 93.75% 0 0
14 8 93.75% 0 93.75% 0 93.75% 0 0
15 9 93.75% 1] 93.75% ] 93.75% 0 0
16 10 93.75% 1] 93.75% 0 93.75% 0 0
AF 11 93.75% 0 93.75% 1] 893.75% 0 0
18 12 93.75% 0 93.75% ] 155 75% ] 0
19 15 93.75% 0 93.75% 1] 93.75% 0 0
20 14 93.75% 0 93.75% 0 93.75% 0 0
21 15 93.75% 0 93.75% 1] 93.75% 0 0
22 16 93.75% 0 93.75% 0 93.75% 0 0
23 17 93 75% 0 93 75% 0 93 756% 0 0
24 18 93.75% 1] 93.75% 0 93.75% 0 0
25 19 93.75% 0 93 75% 1] 93 756% 0 0
26| 20 93.75% 0 93.75% 0 93.75% 0 0
2T 21 93.75% 1] 93.75% 1] 93.75% 0 0
28 22 93.75% 1] 93.75% 0 93.75% 0 0
29 23 93.75% 0 93.75% 0 93.75% 0 0
30 24 93.756% 0 93.75% 0 93.75% 0 0
31 25 93.75% 1] 893.75% 0 93.75% 0 0
32 26 93.75% 0 93.75% 0 93.75% 0 0
33 27 93.75% 0 893.75% ] 93.75% 0 0
34 28 93.75% 0 93.75% 0 93.75% 0 0
i35 29 93.75% 1] 93.75% 0 93.75% 0 0
36 30 93.75% 0 93.75% ] 93.75% 0 0
AT 31 93.75% 0 93.75% 0 93.75% 0 0
38 [Totals: 100 a0 5 155
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Per category, no meals served should exceed the eligible.

5 155
A B - D E _ E G H | | | J K L I M
1 |School: Arizona Elementary School Enrolliment (Membership): 200 "] national School Lunch Program
2 |Month: December Attendance Factor (AF):  93.75% [ school Breakfast Program
4 | A B C D A B C D A B C D
Day of Free REES Free || peduced Reduced | Paia I i TOTAL
2 Mc::r'lth: Eligible e E"gfl__'? ¥ Srff;f’ Eligible o E"gfl_f X Etf:;: Eligible: e E"gfl__'f z ;ff;: COUNTS:
| 1 93.75% ] 93.75% 0 93.75% 0 0
8 2 93.75% 0 93.75% ] 93.75% 0 0
9 3 120 | 93.75% 113] 100 G0 93.75% 56l 50 20 93.75% 194 5 155
10 4 93.75% ] 93.75% 0 93.75% 0 0
93.75% 0 0
Scenario 1: If meals served are less than the number of Eligible x AF the 93.75% 0 0
. . . 93.75% 0 0
SFA can consider their edit check complete. 23 75 ; 0
93.75% 0 0
g . . . 93.75% 0 0
Scenario 2: If any meals served exceeded the number of eligible x AF, this 93.75% 0 0
should prompt the SFA to check that meal counts are accurate, but should = : >
not deter the SFA from entering the true meals served if it is found to be 25.75% : 0
correct. 53 75% 0 0
93 756% 0 0
. o 93.75% 0 0
Scenario 3: If any meals served exceeded the number of approved eligibles, 93 75% 0 0
. . ey ¢ . . 93.75% 0 0
it would be considered an error and it is up to the SFA to investigate further e - =
and make the correction. 33 75% 0 0
93.75% 0 0
93.75% 0 0
. 93.75% 0 0
Example of above worksheet: = - -
93.75% 0 0
. e 93.75% 0 0
120 Free Eligible > 100 Free Meals Served e - =
60 Reduced Eligible > 50 Meals Served Lo 2 2
20 Paid Eligible > 5 Meals Served 50 : 5 154
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Quliz Time

Identify the scenario in the Daily Edit Check Worksheet.

A Scenario 2-The number of Paid Meals Served exceeded the Paid Eligible x AF
B Scenario 2-The number of Paid Meals Served is equal to the Paid Eligible

C Scenario 1-The edit check is considered complete

School: Arizona Elementary School Enrollment (Membership): 200 Mational School Lunch Program
Month: December Attendance Factor (AF): 93.75% [] school Breakfast Program

. A | 8 | ¢ | o | a | 8 [ ¢ | o | a | 8B | ¢ | b |
ee ee i i
ee 4 e educe _

Reduced .
Eligible X| Meals igible:
- Served:
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Quliz Time

Identify the scenario in the Daily Edit Check Worksheet.

( A }cenario 2-The number of Paid Meals Served exceeded the Paid Eligible x AF
B Scenario 2-The number of Paid Meals Served is equal to the Paid Eligible

C Scenario 1-The edit check is considered complete

The number of Paid Meals Served
ot % EE;?.'SI;'EE'E‘:EL?IL?EEEF';E’:“ e exceeded the Paid Eligible x AF,
' ' | therefore, the SFA is prompted
by the yellow highlighted area in the
Excel to check their meal counts for
accuracy. If the meal
counts are true, the edit check is then
considered complete for that day.
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SECTION 3 COMPLETING THE DAILY EDIT CHECK WORKSHEET

Quliz Time

Identify the scenario in the Daily Edit Check Worksheet.

A Scenario 1-The edit check is considered complete
B Scenario 2-The number of Free Meals Served is equal to the Free Eligible x AF

C Scenario 3- The number of Free Meals exceeded the Free Eligible

School:  Arizona Elementary School Enrollment (Membership): 200 Mational School Lunch Program
Month: December Attendance Factor (AF): 93.75% [] school Breakfast Program
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Quliz Time

Identify the scenario in the Daily Edit Check Worksheet.

A Scenario 1-The edit check is considered complete
B Scenario 2-The number of Free Meals Served is equal to the Free Eligible x AF

( C $cenario 3- The number of Free Meals exceeded the Free Eligible

The number of Free Meals Served
ek Dot i e (O, [ Clomedni g exceeded the Free Eligible, therefore,
: : | the SFA is responsible for
investigating the counting error and
making the correction to ensure
accurate meal counts. This error must
be corrected prior to submitting the
monthly claim for reimbursement.
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You have completed steps 1-15 on the worksheet for December 3rd and have performed the edit
check. You now know how to perform edit checks for all operating days. Below is a completed
example of the entire month of December for Arizona Elementary School.

School:  Arizona Elementary School Enroliment (Membership): 200 National School Lunch Program
Month:  December Attendance Factor (AF): 93.75% (] School Breakfast Program
A B C D A B C D A B C D
Free Free Reduced | Reduced : Paid Paid
na"::-'l;:: EE?JE AF | Eligible X| Meals R;:’g‘:g:’ AF | Eligible x| Meals E”';‘ii::l'e: AF  |Eligible x| Meals CTD[LTh?rI;".:
AF: Served: AF: Served: AF: Served:
1 83.75% 0 93.75% 0 03.75% ] 0
_2 03.75% 0 03.75% 0 03.75% 1] 0
3 1201 93.75% 113 100 6Ol 93.75% 56 50 201 93.75% 19 5 155
4 1201 93.75% 113 112 60l 93.75% 56 48 201 93.75% 19 20 180
5 1201 93.75% 113 119 60l 93.75% 56 5 201 93.75% 19 12 182
6 1201 93.75% 113 112 GOl 93.75% 56 h4 201 93 .75% 19 11 177
7 1201 93.75% 113 110 6Ol 93.75% 56 50 201 93.75% 19 9 169
8 93.75% 0 93.75% 0 93.75% 1] ]
9 83.75% 0 §3.75% 0 83.75% 1] 0
10 1201 93.75% 113 108 GOl 93.75% 56 56 201 93 .75% 19 12 176
11 1201 93.75% 113 99 6Ol 93.75% 56 52 201 93.75% 19 14 165
12 1201 93.75% 113 110 60l 93.75% 56 45 201 93.75% 19 [ 161
13 1201 93.75% 113 112 60l 93.75% 56 40 201 93.75% 19 8 160
14 1201 93.75% 113 100 GOl 93.75% 56 M 201 93.75% 19 12 163
15 93.75% 0 93.75% 0 93.75% 1] 0
16 93.75% 0 93.75% 0 93.75% 1] 0
17 1201 93.75% 113 114 60l 93.75% 56 42 201 93.75% 19 T 163
1§ 1201 93.75% 113 90 GOl 93.75% 56 19 201 93.75% 19 3 132
19 1201 93.75% 113 9 6Ol 93.75% 56 40 201 93.75% 19 5 136
20 1201 93.75% 113 80 60l 93.75% 56 32 201 93.75% 19 5 117
21 1201 93.75% 113 82 60| 93.75% 56 M 201 93.75% 19 3 116
22 03.75% 0 §3.75% 0 03.75% 1] 0
23 03.75% 0 03.75% 0 §3.75% 1] 0
| 24 93.75% 0 93.75% 0 93.75% 1] 0
| 25 93.75% 0 93.75% 0 93.75% ] 0
_26 03.75% 0 03.75% 0 03.75% 1] 0
27 03.75% 0 03 75% 0 §3.75% 1] 0
28 93.75% 0 93.75% 0 93.75% 1] 0
29 93.75% 0 93.75% 0 93.75% 0 0
30 03.75% 0 §3.75% 0 03.75% 1] 0
31 03.75% 0 03.75% 0 03.75% 1] 0
Totals: 1539 681 132 2352




SECTION 3 COMPLETING THE DAILY EDIT CHECK WORKSHEET SLIDE 53

On January 2nd, Arizona Elementary School will use their completed Daily Edit Check Worksheet to
submit their total meal counts for the month of December in CNPWeb.

School:  Arizona Elementary School Enroliment (Membership): 200 National Schoal Lunch Program h soh
Month: December Attendance Factor (AF): 93.75% [ school Breakfast Program Lunch - H 1J Rate
A B C o A B [ 1] A B C (1]
Free Free Reduced | Reduced ¥ Paid Paid
Day of Free ur Reduced e Paid T TOTAL "
Month: | Eligible AE E"":"F'f X ;:::';: Eligible AF E"’:’F': X s:hrv:l;: Eligible: A E"”:’F'f = s:f:;:: COUNTS: Number of DE‘_{S served: 13

1 93.75% o 93.75%) 0 _ 93.75% [ = 0
2 93.75%, i 93.75%) 0 93.75% 0 0 .
3 120] 93.75% 113 100 B0 93.75% 56 50 20 93.75% 19 5 155 Free Meals Served: 1533
4 120] 93.75%| 113 112 B0l 93.75% 56| 48 200 93.75% 19 20| 180/
5 120] 93.75% 113 119 B0 93.75% 56 51 20]_93.75%)| 19 12 182 4
6 120] 9375%]  113] 12| 60| 93.75% 56 54 20] 93.75% 19 (K] IR Reduced-Price Meals Served: 681
7 120 93.75% 113 110 60 93.75% 56 50 20] 93.75% 19 9 169
8 93.75% 0 33 75%) 0 53.75% 0 0
9 93.75% [ 93.75% 0 93.75% (1] 0 Paid Heah Eenred: 132
10 120] 93.75% 113 108 0] 93.75% 56 56, 20] 93.75% 19 12 176
11 120] 9375%|] 113 99 60| 93.75% 56 52 20] 9375% 19 14 165 ENTER DATA
12 120] 93.75% 113 110 50| 93.75% 56 45 20] 93.75% 19 5 161 Total Meals Served: 2352
13 120] 93.75% 3 112 B0 93.75% 56 40 20] 93.75% 19 B 160
14 120] 93.75% 113 100 60| 93.75% 56 51 20] 93.75% 19 12 163
15 93 75%, 0 93 75%) 0 93.75% 0 0 - .
1 — : — 4 — - - Participants Approved for Free Meals: 120
17 120] 93.75% 113 114] B0 93.75% 56 a2 20] 93.75% 19 7 163
18 120] 93.75% 13 50| 60| 93.75% 55 39 20] 93.75% 19 3 132 Eied =
19 120] 93.75% 113 91 60| 93.75% 56 40 20] 93.75% 19 5 136 Partidpants Approved for Reduced-Price Meals: 60
20 120] 93.75% 113 80 B0 93.75% 56 32 2093 75%)| 19 5 7
21 120 93.75% 113 82| 60| 93.75% 13 3 20 93.75% 19 3 116
22 93 75% 0 93 75% 0 93 75% 0 0 Participants Approved for Paid Meals: 20
23 93 75% 0 93.75% 0 93.75% 0 0
24 93.75%) 0 93.75%) 0 93.75% 0 0
25 93.75%, 0 93 75%) 0 33.75% 0 0 = :
26 53.75%) 0 93.75% 0 93.75% 0 0 Participants Enrolled: 200
27 93.76%, i 93.75%) 0 33.75% 0 0
28 93.75%, 0 93.75%) 0 93.75% 0 0
29 93 75%) 0 93.75% 0| 93.75% [ 0 Attendance Factor
30 93 75%, 0 93 75%) 0 93.75% [ 0
M 93.75% 0 93.75%) 0 93.75% 0 0 .

Totals: 1539 B81 132] 2352 Attendance Factor: 93.75

For more guidance on

submitting a claim using Daily
Edit Checks, click here.



https://cms.azed.gov/home/GetDocumentFile?id=58ecf4fd6f53b7148090f868
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Special
Clircumestances

e |f your SFA has sites operating CEP or
Special Assistance Provision 2/3 Non-
Base Year, continue to the next section
of this training.

e |f your SFA only has sites operating
Regular NSLP or Special Assistance
Provision 2/3 Base Year, scroll to slide 76
for further technical assistance
information on receiving a training
certificate.




SECTION 4

*Please note that this example represents an Excel document and calculations will be done automatically. If you are completing this by hand, all calculations must

be done manually.

COMPLETING THE SIMPLIFIED DAILY EDIT CHECK WORKSHEET

Me to follow along!

HAVE THE SIMPLIFIED DAILY EDIT CHECK WORKSHEET IN FRONT OF YOU.

A B C D E F G H | ] K L M
1 Simplified Daily Edit Check Worksheet
g £ [+ Mational School Lunch Program
2 |School: Enraollment: I Schook Bk Program.
3 |Maonth: Attendance Factor (AF):
4 | BREAKFAST LUNCH
b A B C D A B C 1]
- | Day of T&iai AF Total Total TOTAL Dy of Total AF Total Total TOTAL
a Month: Enrollment En;?:';?nt SHEEIZ_ EDL!NTS Month: Enrollment En:r::r;fant SMEE“:_ EDL!NTS
% ervedd: 4 erved:
9 | 1 0.00% 0 0 1 0.00% 0 ]
10 2 0.00% 0 0 2 0.00% 0 ]
11 3 0.00% 0 0 3 0.00% 0 0
12 4 0.00% 0 0 4 0.00% 0 ]
13 5 0.00% 0 0 5 0.00% 0 0
14 B 0.00% 0 0 [ 0.00% 0 0
15| 7 0.00% 0 0 ri 0.00% 0 ]
16 8 0.00% 0 0 8 0.00% 0 0
i 9 0.00% 0 0 -] 0.00% 0 ]
1B 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 ]
21 13 0.00% 0 0 13 0.00% 0 0
22 14 0.00% 0 0 14 0.00% 0 0
23 15 0.00% 0 0 15 0.00% 0 ]
24 18 0.00% 0 0 16 0.00% 0 0
25 17 0.00% 0 0 17 0.00% 0 ]
26| 18 0.00% 0 0 18 0.00% 0 0
27 18 0.00% 0 0 19 0.00% 0 0
28 20 0.00% 0 0 20 0.00% 0 ]
29 =21 0.00% 0 0 29 0.00% 0 0
30 929 0.00% 0 o] [ 22 0.00% 0 0
3 23 0.00% 0 0 23 0.00% 0 ]
2 924 0.00% 0 0 24 0.00% 0 0
33 25 0.00% 0 0 25 0.00% 0 ]
4 =g 0.00% 0 0 28 0.00% 0 0
35| o7 0.00% 0 o] [ o7 0.00% 0 0
36 28 0.00% 0 0 28 0.00% 0 ]
37 =g 0.00% 0 0 29 0.00% 0 0
33 30 0.00% 0 o] [ 20 0.00% 0 0
39 31 0.00% 0 0 31 0.00% 0 ]
40 |Totals: 0 Totals: 0
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COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS

1. Enter the school site name in the School field.

A B C 3] E F G H I 1 K L M
1 Simplified Daily Edit Check Worksheet
2 |School:  arizona Elementary School Enrollment: gxﬁ;ﬁmalstuﬁi:?mm
3 |Maonth: Attendance Factor (AF):
4 BREAKFAST LUNCH
& A B C 0 A B C 0o
= Day of Total Total Total TOTAL Day of Fovs Total Total TOTAL
: Month: Eiviolle s AF Enrollment | Meals |[[COUNTS Month: Eriiiifiie AF Enrollment | Meals ||COUNTS
8 X AF: Served: : X AF: Served: 2
g9 1 0.00% 0 0 1 0.00% 0 0
10 ] 0.00% 0 i] o 0.00% 0 ]
B 3 0.00% 0 o [ 3 0.00% 0 0
12 4 0.00% 0 i] 4 0.00% 0 ]
13 | 5 0.00% 0 0 5 0.00% 0 0
14 & 0.00% 0 0 & 0.00% 0 0
15 7 0.00% 0 0 7 0.00% 0 0
16 g 0.00% 0 0 g 0.00% 0 0
17 ] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 ] 10 0.00% 0 0
19 11 0.00% 0 ] 11 0.00% 0 0
20 12 0.00% 0 ] 12 0.00% 0 0
21 13 0.00% 0 ] 13 0.00% 0 0
22 14 0.00% 0 0 14 0.00% 0 0
23| 15 0.00% 0 0 15 0.00% 0 0
24 16 0.00% 0 0 16 0.00% 0 0
25 17 0.00% 0 0 17 0.00% 0 0
26 18 0.00% 0 0 18 0.00% 0 0
27 19 0.00% 0 0 19 0.00% 0 0
28 20 0.00% 0 0 20 0.00% 0 0
29 21 0.00% 0 0 21 0.00% 0 0
30 292 0.00% 0 0 29 0.00% 0 0
31 23 0.00% 0 0 23 0.00% 0 0
32 24 0.00% 0 0 24 0.00% 0 0
33| 25 0.00% 0 0 25 0.00% 0 0
34 26 0.00% 0 0 26 0.00% 0 0
35 27 0.00% 0 0 27 0.00% 0 0
36 28 0.00% 0 0 28 0.00% 0 0
37| 28 0.00% 0 0 2g 0.00% 0 0
33 30 0 00% 0 o| | 30 0.00% 0 0
3/ 31 0.00% 0 0 21 0.00% 0 0
40 | Totals: 0 Totals: 0
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COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS

2. Enter the current month in the Month field.

A B C 3] E F H I 1 K L M
1 Simplified Daily Edit Check Worksheet
2 |School:  arizona Elementary School Enrollment: gxﬁ;ﬁmalstuﬁi:?mm
3 |Month: December Attendance Factor (AF):
4 BREAKFAST LUNCH
& A B C 0 A B C 0o
= Day of Total Total Total TOTAL Day of Fovs Total Total TOTAL
: Month: Eiviolle s AF Enrollment | Meals |[[COUNTS Month: Eriiiifiie AF Enrollment | Meals ||COUNTS
8 X AF: Served: : X AF: Served: 2
g9 1 0.00% 0 0 1 0.00% 0 0
10 ] 0.00% 0 i] o 0.00% 0 ]
B 3 0.00% 0 o [ 3 0.00% 0 0
12 4 0.00% 0 i] 4 0.00% 0 ]
13 | 5 0.00% 0 0 5 0.00% 0 0
14 & 0.00% 0 0 & 0.00% 0 0
15 7 0.00% 0 0 7 0.00% 0 0
16 g 0.00% 0 0 g 0.00% 0 0
17 ] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 ] 10 0.00% 0 0
19 11 0.00% 0 ] 11 0.00% 0 0
20 12 0.00% 0 ] 12 0.00% 0 0
21 13 0.00% 0 ] 13 0.00% 0 0
22 14 0.00% 0 0 14 0.00% 0 0
23| 15 0.00% 0 0 15 0.00% 0 0
24 16 0.00% 0 0 16 0.00% 0 0
25 17 0.00% 0 0 17 0.00% 0 0
26 18 0.00% 0 0 18 0.00% 0 0
27 19 0.00% 0 0 19 0.00% 0 0
28 20 0.00% 0 0 20 0.00% 0 0
29 21 0.00% 0 0 21 0.00% 0 0
30 292 0.00% 0 0 29 0.00% 0 0
31 23 0.00% 0 0 23 0.00% 0 0
32 24 0.00% 0 0 24 0.00% 0 0
33| 25 0.00% 0 0 25 0.00% 0 0
34 26 0.00% 0 0 26 0.00% 0 0
35 27 0.00% 0 0 27 0.00% 0 0
36 28 0.00% 0 0 28 0.00% 0 0
37| 28 0.00% 0 0 2g 0.00% 0 0
33 30 0 00% 0 o| | 30 0.00% 0 0
3/ 31 0.00% 0 0 21 0.00% 0 0
40 | Totals: 0 Totals: 0
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3. Enter the enrollment in the Enroliment (Membership) field.

1

2 |School: arizona Elementary 5ch

D

E

F

G H

Simplified, Daily Edit Check Worksheet

Enrollment: 120

[w* MNational Sopas

If enrollment fluctuates

3 Month: December Attendance Factor (AF):
throughout any month, it is
4 BREAKFAST LUNCH ) i
6 A B € B A = advised to enter the highest
Total Total TOTAL
e e AF | Encollment | Meals [counts| | pavef || Tewal ¥ number of students enrolled
[ onth: Enrollment % AF- oo : Month: Enrollment . .
91 1 0.00% 0 0 1 @ during that month for your edit
10 2 0.00% 0 0 0.1
[ 3 0.00% 0 ol 3 0.0 check.
12 a4 0.00% 0 0 4 0.1
= 5 0.00% 0 0 5 0.00T 0 0
14 6 0.00% 0 0 6 0.00% 0 0
15 7 0.00% 0 0 7 0.00% 0 0
16 8 0.00% 0 0 8 0.00% 0 0
17 9 0.00% 0 0 9 0.00% 0 0
12 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 0
21 13 0.00% 0 0 13 0.00% 0 0
2 14 0.00% 0 0 14 0.00% 0 0
23| 15 0.00% 0 0 15 0.00% 0 0
24 16 0.00% 0 0 186 0.00% 0 0
25| 17 0.00% 0 0 17 0.00% 0 0
26| 18 0.00% 0 0 18 0.00% 0 0
27| 19 0.00% 0 0 19 0.00% 0 0
28 20 0.00% 0 0 20 0.00% 0 0
29[ 29 0.00% 0 0 21 0.00% 0 0
30 22 0.00% 0 0 22 0.00% 0 0
31| 23 0.00% 0 0 23 0.00% 0 0
32 24 0.00% 0 0 24 0.00% 0 0
33| 25 0.00% 0 0 25 0.00% 0 0
34 928 0.00% 0 0 28 0.00% 0 0
35| 927 0.00% 0 0 27 0.00% 0 0
36| 28 0.00% 0 0 28 0.00% 0 0
37| 29 0.00% 0 0 29 0.00% 0 0
33 30 0 00% 0 o| | 30 0.00% 0 0
39 31 0.00% 0 0 31 0.00% 0 0
A0 |Totals: 0 Totals: 0
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4. Enter the AF in the Attendance Factor (AF) field.

A E C D E F G H | J 4 L [
1 Simplified Daily Edit Check Worksheet
2 |School:  arizona Elementary School Enrollment: 120 g:ﬁ;ﬁ;:?;tuﬁi:?mm
3 |Month: December Factor (AF): 93758
4 BREAKFAST LUNCH
& A B C 0 A B C 0o
= Day of Total Total Total TOTAL Day of Fovs Total Total TOTAL
: Month: Eiviolle s AF Enrollment | Meals |[[COUNTS Month: Eriiiifiie AF Enrollment | Meals ||COUNTS
8 X AF: Served: : X AF: Served: 2
9 1 0.00% 0 0 1 0.00% 0 0
10 2 0.00% 0 0 0.00% 0 0
B 3 0.00% 0 o [ 3 0.00% 0 0
12 4 0.00% 0 0 4 0.00% 0 0
13 | 5 0.00% 0 0 5 0.00% 0 0
14 B 0.00% 0 0 B 0.00% 0 0
15 7 0.00% 0 0 ri 0.00% 0 0
16 g 0.00% 0 0 8 0.00% 0 0
17 L:] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 0
21 13 0.00% 0 0 13 0.00% 0 0
22 14 0.00% 0 0 14 0.00% 0 0
23| 15 0.00% 0 0 15 0.00% 0 0
24 16 0.00% 0 0 16 0.00% 0 0
25 17 0.00% 0 0 17 0.00% 0 0
26 18 0.00% 0 0 18 0.00% 0 0
27 18 0.00% 0 0 19 0.00% 0 0
28 20 0.00% 0 0 20 0.00% 0 0
20 21 0.00% 0 0 21 0.00% 0 0
30 29 0.00% 0 0 29 0.00% 0 0
EY 23 0.00% 0 0 23 0.00% 0 0
32 24 0.00% 0 0 24 0.00% 0 0
33| 25 0.00% 0 0 25 0.00% 0 0
34 28 0.00% 0 0 28 0.00% 0 0
35 27 0.00% 0 0 27 0.00% 0 0
36 28 0.00% 0 0 28 0.00% 0 0
37| 28 0.00% 0 0 2g 0.00% 0 0
33 30 0 00% 0 o| | 30 0.00% 0 0
3/ 31 0.00% 0 0 21 0.00% 0 0
40 | Totals: 0 Totals: 0

*Please note that by entering the AF into the header of the worksheet, the AF was then auto-filled in the table of the worksheet.
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COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS

5. Identify the meal service(s) the worksheet is reflecting.

A E C D E F H | J 4 L [
1 Simplified Daily Edit Check Workshget
2 |School:  arizona Elementary School Enrollm Eszmam;tuﬁi:?mm
3 |Month: December Attendance Factor (AF): 9375
4 BREAKFAST LUNCH
& A B C 0 A B C 0o
= Day of Total Total Total TOTAL Day of Fovs Total Total TOTAL
: Month: Eiviolle s AF Enrollment | Meals |[[COUNTS Month: Eriiiifiie AF Enrollment | Meals ||COUNTS
8 X AF: Served: : X AF: Served: 2
9 1 0.00% 0 0 1 0.00% 0 0
10 2 0.00% 0 0 0.00% 0 0
B 3 0.00% 0 o [ 3 0.00% 0 0
12 4 0.00% 0 0 4 0.00% 0 0
13 | 5 0.00% 0 0 5 0.00% 0 0
14 B 0.00% 0 0 B 0.00% 0 0
15 7 0.00% 0 0 ri 0.00% 0 0
16 g 0.00% 0 0 8 0.00% 0 0
17 L:] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 0
21 13 0.00% 0 0 13 0.00% 0 0
22 14 0.00% 0 0 14 0.00% 0 0
23| 15 0.00% 0 0 15 0.00% 0 0
24 16 0.00% 0 0 16 0.00% 0 0
25 17 0.00% 0 0 17 0.00% 0 0
26 18 0.00% 0 0 18 0.00% 0 0
27 18 0.00% 0 0 19 0.00% 0 0
28 20 0.00% 0 0 20 0.00% 0 0
20 21 0.00% 0 0 21 0.00% 0 0
30 29 0.00% 0 0 29 0.00% 0 0
EY 23 0.00% 0 0 23 0.00% 0 0
32 24 0.00% 0 0 24 0.00% 0 0
33| 25 0.00% 0 0 25 0.00% 0 0
34 28 0.00% 0 0 28 0.00% 0 0
35 27 0.00% 0 0 27 0.00% 0 0
36 28 0.00% 0 0 28 0.00% 0 0
37| 28 0.00% 0 0 2g 0.00% 0 0
33 30 0 00% 0 o| | 30 0.00% 0 0
3/ 31 0.00% 0 0 21 0.00% 0 0
40 | Totals: 0 Totals: 0
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COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS SLIDE 62

The header for the December worksheet has been completed and the table is now ready to be
filled out at the end of each operating day for that month.

A B C D E F G H | ] K L _ [0
1 _ Simplified Daily Edit Check Worksheet
2 :Sl:hl:ll:lt Arizona Elementary School Enrollment: IES::QHLFEEH;L::;::QEM
3 \Month: December Attendance Factor (AF): 93.75
4 BREAKFAST LUNCH
B 1 B C D A B C 1]
Day of Total Total Total TOTAL Day of Fovs Total Total TOTAL
E | Month: Eiviolle s AF Enrollment | Meals |[[COUNTS Month: Eriiiifiie AF Enrollment | Meals ||COUNTS
= » AF:- Served: E A M AF- Served: =
g 1 0.00% 0 0 1 0.00% 0 0
10 2 0.00%% 0 0 0.00% 0 0
11 3 0.00%% 0 0 3 0.00% 0 0
12 4 0.00%% 0 0 4 0.00% 0 0
13 | 5 0.00% 0 0 5 0.00% 0 0
14 B 0.00% 0 0 B 0.00% 0 0
15 7 0.00% 0 0 ri 0.00% 0 0
16 g 0.00% 0 0 8 0.00% 0 0
17 L:] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 0 10 0.00% ] 0
19 11 0.00% 0 0 11 0.00% ] 0
20 12 0.00% 0 0 12 0.00% ] 0
21 13 0.00% 0 0 13 0.00% ] 0
22 A 0.00% 0 0 14 0.00% ] 0
0 15 0.00% 0 0
. . 0 16 0.00% 0 0
Arizona Elementary School is not 5 = s = 5
. 0 0.00% 0 0
currently operating breakfast and : 18 —— : :
0 0 20 0.00% 0 0
only needs to complete edit checks i T - :
0 29 0.00% 0 0
for lunch. Please note that steps for - = T : -
. . . 0 24 0.00% 0 0
completing the Daily Edit Check are - 2 e - -
identical for both meal services. : 26 i 2 :
27 0.00% 0 0
0 28 0.00% 0 0
29 .00 % U 0 29 0.00% 0 0
38| 30 0.00% 0 0 a0 0.00% 0 0
39 31 0.00% 0 0 31 0.00% 0 0
40 (Totals: 0 Totals: 0
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The first operating day of the month for Arizona Elementary School in December was on
Monday the 3rd. The 1st and the 2nd will not be completed on the worksheet.

A E C D E F [} H | ] [ L I
1 Simplified Daily Edit Check Worksheet
2 :Sl:hl:ll:lt Arizona Elementary School Enrollment: Eszmam;tuﬁi:?mm
3 |Month: December Attendance Factor (AF): 9375
4 BREAKFAST LUNCH
& A B C 0 A B C 0o
< Day of Total - Total Total TOTAL Day of Fovs A Total Total TOTAL
[ Month: Enrollment En;?:r;fent 52?::3_ EDL!HTS Month: Enrollment En;?:“F‘?nt 52:"::3_ EDL!HTS
g 1 0.00% 0 0 } ey = 0
10 2 0.00% 0 0 =g o 0
B 3 0.00% 0 o [ 3 0.00% 0 0
12 4 0.00% 0 0 4 0.00%; 0 0
13 | 5 0.00% 0 0 5 0.00% 0 0
14 B 0.00% 0 0 B 0.00% 0 0
15 7 0.00% 0 0 ri 0.00% 0 0
16 g 0.00% 0 0 8 0.00% 0 0
17 L:] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 0
21 13 0.00% 0 0 13 0.00% 0 0
22 14 0.00% 0 0 14 0.00% 0 0
23| 15 0.00% 0 0 15 0.00% 0 0
24 16 0.00% 0 0 16 0.00% 0 0
25 17 0.00% 0 0 17 0.00% 0 0
26 18 0.00% 0 0 18 0.00% 0 0
27 19 0.00% 0 0 19 0.00% 0 0
28 20 0.00% 0 0 20 0.00% 0 0
29 21 0.00% 0 0 21 0.00% 0 0
30 29 0.00% 0 0 29 0.00% 0 0
31 23 0.00% 0 0 23 0.00% 0 0
32 24 0.00% 0 0 24 0.00% 0 0
33| 25 0.00% 0 0 25 0.00% 0 0
34 28 0.00% 0 0 286 0.00% 0 0
35 27 0.00% 0 0 27 0.00% 0 0
36 28 0.00% 0 0 28 0.00% 0 0
37| 28 0.00% 0 0 2g 0.00% 0 0
33 30 0 00% 0 o| | 30 0.00% 0 0
3/ 31 0.00% 0 0 21 0.00% 0 0
40 | Totals: 0 Totals: 0
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6. Enter the Total Enroliment of students on the 3rd.

A E C D E F [} H | ] [ L I
1 Simplified Daily Edit Check Worksheet
2 :Sl:hl:ll:lt Arizona Elementary School Enrollment: Eszmam;tuﬁi:?mm
3 |Month: December Attendance Factor (AF): 9375
4 BREAKFAST LUNCH
B ] B C 1] A B C D
< Day of Total Total Total TOTAL Day of Fovs Total Total TOTAL
Month: Eiviolle s AF Enrollment | Meals |[[COUNTS Month: Eriiiifiie AF Enrollment | Meals ||COUNTS
8 X AF: Served: : X AF: Served: 2
g 1 0.00% 0 0 1 0.00%; 0 0
10 2 0.00% 0 0.00%; 0 0
1 3 0.00% 0 e 120 0.00% 113 0
12 4 0.00% 0 4 0.00%; 0 0
13 | 5 0.00% 0 0 5 0.00% 0 0
14 B 0.00% 0 0 B 0.00% 0 0
15 7 0.00% 0 0 ri 0.00% 0 0
16 g 0.00% 0 0 8 0.00% 0 0
17 L:] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 0
21 13 0.00% 0 0 13 0.00% 0 0
22 0.00% 0 0 14 0.00% 0 0
0 0 15 0.00% 0 0
For example, Arizona : o — : :
0 0 18 0.00% 0 0
Elementary School had 120 g ; 5 I - ;
0 0 20 0.00% 0 0
enrolled students on . : = T - :
0 0 29 0.00% 0 0
December 3rd. . : = T - :
0 0 24 0.00% 0 0
c " 0 0 25 0.00% 0 0
34 28 0.00% 0 0 286 0.00% 0 0
35 27 0.00% 0 0 27 0.00% 0 0
36 28 0.00% 0 0 28 0.00% 0 0
37| 29 0.00% 0 0 29 0.00% 0 0
33 30 0 00% 0 o| | 30 0.00% 0 0
39 31 0.00% 0 0 31 0.00% 0 0
A0 |Totals: 0 Totals: 0
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COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS

Does the Total Enrollment exceed the number in the Enroliment field?

A B C D E F G H | J K L [
1] Simplified Daily Edit Check Worksheet
2 .Schu:u:ut Arizona Elementary School Enrollment: IES::QHLFE:?;L::;:?EM
3 \Month: December Attendance Factor (AF): 93.75
4 BREAKFAST LUNCH
b A B C 1] . B C 0
Total Total TOTAL Total Total TOTAL
T it | comomntns | 7| Emolimens | mesie Jcounts| | 2225l | ol |6 | Encolmen | Mesis |coUNTS
9 1 0.00% 0 0 1 0.00% 0 0
10 o 0.00% 0 0.00% 0 0
i 3 0.00% 0 3 120 0.00% 113 ]
12 4 0.00% 0 4 0.00% 0 0
13 | 5 0.00% 0 0 5 0.00% 0 0
14 B 0.00% 0 0 B 0.00% 0 0
15 7 0.00% 0 0 7 0.00% 0 0
16 8 0.00% 0 0 8 0.00% 0 0
17 9 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 0
0 13 0.00% 0 0
If Total Enrollment happens to o) [1a L S g
g . 15 E
exceed the number listed in 0 16 0.00% 0 0
. 0 17 0.00% 0 0
the Enroliment field, a new 0| [18 0.00% 0 0
0 19 0.00% 0 0
student may have enrolled 0] [20 0.00% 0 0
, 0 21 0.00% 0 0
since you completed the 0 22 0.00% 0 0
0 23 0.00% 0 0
header of the worksheet. Make 0 24 0.00% § 0
. 0 25 0.00% 0 0
sure to update this number to 0 26 0.00% 3 0
9 0 27 0.00% 0 0
the highest number of o] 28 0.00% g 0
0 29 0.00% 0 0
students that were enrolled ol 30 5.00% 3 0
5 0 31 0.00% 0 0
during that month. 0 Totals: 0
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7. The Total Enrollment x AF was auto-filled via the Excel.

A E C D E F [} H | ] [ L I
1 Simplified Daily Edit Check Worksheet
Schaoal- 5 : [w* Mational School Lunch Program
2 | Arizona Elementary School Enrollment: [ Schpol Breakfast Program
3 \Month: December Attendance Factor (AF): 93.75
4 BREAKFAST LUNCH
B ] B C 1] A B C D
< Day of Total Total Total TOTAL Day of Fovs Total Total TOTAL
— Month: Eiviolle s AF Enrollment | Meals |[[COUNTS Month: Eriiiifiie AF Enrollment | Meals ||COUNTS
* AF: Served: F X AF: Served: :
g 1 0.00% 0 0 1 0 0
10 2 0.00% 0 0 0 0
11 3 0.00% 0 0 3 13 0
12 4 0.00% 0 0 4 0 0
13 | 5 0.00% 0 0 5 0 0
14 B 0.00% 0 0 B 0.00% 0 0
15 7 0.00% 0 0 ri 0.00% 0 0
16 g 0.00% 0 0 8 0.00% 0 0
17 L:] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 0
0 13 0.00% 0 0
1 1 0 14 0.00% 0 0
If you are completing this I T : :
0 16 0.00% 0 0
worksheet manually, please - 18 o : -
take the Total Enrollment and : 12 — : :
1 1 0 20 0.00% 0 0
multiply it by the AF. For : 2 2 : :
. 0 29 0.00% 0 0
example: . 22 e - .
0 24 0.00% 0 0
0 25 0.00% 0 0
120 x .9375 =112.5 (round to 113) ol |26 E L L
0 27 0.00% 0 0
0 28 0.00% 0 0
_—— 0 29 0.00% 0 0
8 30 0.00% 0 0 20 0.00% 0 0
9 31 0.00% 0 0 31 0.00% 0 0
A0 |Totals: 0 Totals: 0
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8. Enter the Total Meals Served on the 3rd.

COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS

A E C D E F G H | J 4 L _ [
1 _ Simplified Daily Edit Check Worksheet
2 :Sl:hl:ll:lt Arizona Elementary School Enrollment: IES::QHLFE:ELL::;::QEM
3 \Month: December Attendance Factor (AF): 93.75
4 BREAKFAST LUNCH
b A B C 1] . B C 0
Dav of Total Total Total TOTAL DasiaE Fovs Total Total TOTAL

| i AF Enrollment | Meals |[[COUNTS i AF Enrollment | Meals ||COUNTS
; Hn:th. Enrollment % AF- oo " HD:th. Enrollment % AF- R :
9 1 0.00% 0 0 1
10 2 0.00% 0 0
11 3 0.00% 0 0 3
12 4 0.00% 0 0 4
13 | 5 0.00% 0 0 5
14 6 0.00% ] 0 =]
15 7 0.00% 0 0 ri
16 g 0.00% 0 0 8
17 L:] 0.00% 0 0 9
18 10 0.00% 0 0 10 . .
9] 11 0.00% 0 o [ 11 below. This number will change
20 12 0.00% 0 0 12
21 13 0.00% 0 0 13 1
5 —3 o : o throughout the month while
23 15 0.00% 0 0 15
e s - T meal counts are recorded on the
25 17 0.00% 0 0 17 .
2618 0.00% 0 o| 18 worksheet. If you are completing
27 15 0.00% 0 0 19 . 5
28 [ 20 0.00% G ol [20 this worksheet manually, you will
29 21 0.00% 0 0 21
30 29 0.00% ] 0 29 1 1 1
nz Son : o 22 wait until all operating days are
32 24 0.00% 0 0 24
. S - S completed to add up the total
34 28 0.00% 0 0 28
35| 27 0.00% 0 0 27 meal counts.
36 28 0.00% 0 0 28
37 =29 0.00% 0 0 29
38| 30 0.00% 0 0 a0
39 31 0.00% 0 0 31 0.00% 0 0
40 |Totals: 0 Totals: 100

SLIDE 67
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Now that December 3rd is complete, let’'s check your work.

A E C D E F G H | J 4 L [
1 Simplified Daily Edit Check Worksheet
2 |School:  arizona Elementary School Enrollment: Eszmam;tuﬁi:?mm
3 |Month: December Attendance Factor (AF): 9375
4 BREAKFAST LUNCH
& A B C 0 A B C 0o
= Day of Total Total Total TOTAL Day of Fovs Total Total TOTAL
: Month: Eiviolle s AF Enrollment | Meals ||[COUNTS Month: Eriiiifiie AF Enrollment | Meals |COUNTS
8 X AF: Served: : X AF: Served: 2
9 1 0.00% 0 0 1 0.00% 0 0
10 2 0.00% 0 0 0.00% 0 0
O 0.00% 0 of [ 3 120 0.00% 113 100 100
12 4 0.00% 0 0 4 0.00% 0 0
13 | 5 0.00% 0 0 5 0.00% 0 0
14 B 0.00% 0 0 B 0.00% 0 0
15 7 0.00% 0 0 ri 0.00% 0 0
16 g 0.00% 0 0 8 0.00% 0 0
17 L:] 0.00% 0 0 9 0.00% 0 0
18 10 0.00% 0 0 10 0.00% 0 0
19 11 0.00% 0 0 11 0.00% 0 0
20 12 0.00% 0 0 12 0.00% 0 0
21 13 0.00% 0 0 13 0.00% 0 0
22 14 0.00% 0 0 14 0.00% 0 0
23| 15 0.00% 0 0 15 0.00% 0 0
24 16 0.00% 0 0 16 0.00% 0 0
25 17 0.00% 0 0 17 0.00% 0 0
26 18 0.00% 0 0 18 0.00% 0 0
27 18 0.00% 0 0 19 0.00% 0 0
28 20 0.00% 0 0 20 0.00% 0 0
20 21 0.00% 0 0 21 0.00% 0 0
30 29 0.00% 0 0 29 0.00% 0 0
EY 23 0.00% 0 0 23 0.00% 0 0
32 24 0.00% 0 0 24 0.00% 0 0
33| 25 0.00% 0 0 25 0.00% 0 0
34 28 0.00% 0 0 28 0.00% 0 0
35 27 0.00% 0 0 27 0.00% 0 0
36 28 0.00% 0 0 28 0.00% 0 0
37| 28 0.00% 0 0 2g 0.00% 0 0
33 30 0 00% 0 o| | 30 0.00% 0 0
3/ 31 0.00% 0 0 21 0.00% 0 0
40 |Totals: 0 Totals: 100
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Total Meals Served should not exceed the Total Enroliment.

A B 0 [ T [ = F_[G] H ]| | [ K L [ ™
1 simplified Daily Edit Check Worksheet

' ; Mational School Lunch P
2 |School:  arizona Elementary School Enrollment: [+ Ntjars TN

[ Schecl Breakfast Program

3 \Month: December Attendance Factor (AF): 93.75

4 BREAKFAST LUNCH

6 | A | B | C | D A B C 7]
T TS Dy ol Toral AF E TT:EI r-Tllmil.I [:TEIIJLIT:'II'_S

Scenario 1: If Total Meals Served are less than the number of Month: || Enrollment Prel .

Total Enrollment x AF, the SFA can consider their edit check

complete.

1 0.00%
0.00%
3 120 | 0.00% 1
i 0.00%
5 0.00%
6 0.00%
7 0.00%
8 0.00%
9 0.00%
10 0.00%
11 0.00%
12 0.00%
13 0.00%
14 0.00%
15 0.00%
16 0.00%
17 0.00%
18 0.00%
19
20
21
22
23
24
25
28
27
28
|23
30
31

=k,

[a=] [a=] [a=] fau] Juu)] Jou)] Jou] Jou] Jou] Jou] Jou] fou] fou] fou] fou] o] o] Pon] Fon] fon] Fon] fon] [on] o] o] o] o] [an] [IC) o] o]

100 10

Scenario 2: If Total Meals Served exceeded the number of
Total Enrollment x AF, this should prompt the SFA to check
that meal counts are accurate, but should not differ the SFA
from entering the true meals served if it is found to be
correct.

0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%
0.00%

Totals: 100

Scenario 3: If Total Meals Served exceeded the number of
Total Enrollment, it would be considered an error and it is up
to the SFA to investigate further and make the correction.

Example of above worksheet:
120 Total Enrollment > 100 Total Meals Served

=] =] I=] =] =) 1=l = EL ELELELHELHELHELHEHEHEHEHE EHEHEHEEHEEH=EHE=EHE=EH = =L =L =
[=] I=] =] I=] [=] I=] [=] [=] [=] [=] [=] =] [=] [=] [=] =) E=1 E=] = = = HE=HE=H=H=HE=H=H =] EH ==
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SECTION 4 COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS

Quliz Time

Identify the scenario in the Simplified Daily Edit Check Worksheet.

A Scenario 2-The Total Meals Served exceeded the Total Enrollment x AF
B Scenario 2-The Total Meals Served exceeded the Total Enrollment

C Scenario 1-The edit check is considered complete

ota ota

Enrollment | Meals ||COUNTS
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SECTION 4 COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS

Quliz Time

Identify the scenario in the Simplified Daily Edit Check Worksheet.

( A }cenario 2-The Total Meals Served exceeded the Total Enroliment x AF

B Scenario 2-The Total Meals Served exceeded the Total Enrollment

C Scenario 1-The edit check is considered complete

COUNTS

The Total Meals Served exceeded the Total
Enrollment, therefore, the SFA is responsible
for investigating the counting error and
making the correction to ensure accurate meal
counts. This error must be corrected prior to
submitting the monthly claim for
reimbursement.



SECTION 4 COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS

Quliz Time

Identify the scenario in the Simplified Daily Edit Check Worksheet.

A Scenario 1-The edit check is considered complete
B Scenario 2-The Total Meals Served exceeded the Total Enrollment x AF

C Scenario 3-The Total Meals Served exceeded the Total Enrollment

A | B | € | D |

COUNTS
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Quliz Time

Identify the scenario in the Simplified Daily Edit Check Worksheet.

A Scenario 1-The edit check is considered complete

B Scenario 2-The Total Meals Served exceeded the Total Enrollment x AF

0

cenario 3-The Total Meals Served exceeded the Total Enroliment

The Total Meals Served exceeded the Total
— T 57 T ¢ T Enrollment, therefore, the SFA is responsible
s for investigating the counting error and

' making the correction to ensure accurate meal
counts. This error must be corrected prior to
submitting the monthly claim for
reimbursement.




SECTION 4

COMPLETING THE SIMPLIFIED DAILY EDIT CHECKS SLIDE 74

You have completed steps 1 -8 on the worksheet for December 3rdand have performed the edit
check. You now know how to perform edit checks for all operating days. Below is a completed
example of the entire month of December for Arizona Elementary School.

A B C D E F G H | J K L M
i | Simplified Daily Edit Check Worksheet
2 |School: Arizona Elementary School Enrollment: g:;?:;ii:::lgtmﬁri:?mm
3 |Month: December Attendance Factor (AF): 1
4 BREAKFAST LUNCH
B | A B C D A B C D
2 Day of Total Total Total TOTAL Day of Total Total Total TOTAL
- Motk EiiialleiE e AF Enrollment Meals ||[COUNTS Mociihs B s AF Enrollment | Meals ||COUNTS

A AF: Served: b H AF: Served: =

9 1 93.75% 0 0 1 93.75% 0 0
10 2 93.75% 0 0 2 93.75% 0 0
11 3 93.75% 0 0 3 120| 93.75% 113 100 100
12 4 93 75% 0 0 4 120] 93.75% 113 99 99
13 5 93.75% 0 0 5 120] 93.75% 113 a0 90
14 6 93.75% 0 0 6 120] 93.75% 113 102 102
15 7 93.75% 0 0 7 120] 93.75% 113 88 88
16 8 93.75% 0 0 8 120] 93.75% 113 0
17 9 93.75% 0 0 9 120] 93.75% 113 0
182 10 93.75% 0 0 10 120] 93.75% 113 114 114
19 11 93.75% 0 0 11 120] 93.75% 113 101 101
20 12 93 75% 0 0 12 120] 93.75% 113 100 100
21 13 93.75% 0 0 13 120] 93.75% 113 08 08
22 14 93.75% 0 0 14 120] 93.75% 113 100 100
23 15 93.75% 0 0 15 120] 93.75% 113 0
24| 18 93.75% 0 0 16 120] 93.75% 113 0
25 | 17 93.75% 0 0 17 120] 93.75% 113 111 111
26| 18 93.75% 0 0 18 120] 93.75% 113 113 113
27 19 93.75% 0 0 19 120] 93.75% 113 110 110
23 20 93.75% 0 0 20 120] 93.75% 113 80 80
29 | 21 93.75% 0 ol [ =21 120] 93.75% 113 83 83
3022 93.75% 0 0 29 120] 93.75% 113 0
31 23 93 75% 0 0 23 120] 93.75% 113 0
32 24 93.75% 0 ol [ 24 120] 93.75% 113 0
3325 93.75% 0 o] [_25 120] 93.75% 113 0
34 28 93.75% 0 0 26 120] 93.75% 113 0
35| 27 93.75% 0 o] [ 27 120| 93.75% 113 0
36| 28 93.75% 0 0 o8 120] 93.75% 113 0
37| 29 93.75% 0 0 29 120] 93.75% 113 0
33| 30 93.75% 0 0 30 120] 93.75% 113 0
39 31 93 75% 0 0 31 120] 93.75% 113 0
40 |Totals: 0 Totals: 1489
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On January 2nd, Arizona Elementary School will use their completed Simplified Daily Edit Check
Worksheet to submit their meal counts for the month of December in CNPWeb.

A B C D E F G H 1 J K L M
1 Simplified Daily Edit Check Worksheet
2 |Schoel: Arizona Elementary School Enrollment: [ . Lunch Frog

[w Schocl Bresddast Brogram |'| H_ |'| t

3 |Month: Antendance Factor (AF) 1 I—“ nc F ":] Ila L=
4 BREAKFAST LUNCH
[ A B C [i] n B [ 1] .
2| Dayof =r Total [ Total TOTAL Doy of Total Tatal Total | TOTAL N L Mher l}f DEI:FI-S 5 Er"re'j = 1 5
& Month: | Enraliment AF En:lmlervr Meals |COUNTS Mok 1 Breclosc AF En;co::l:?-nl s:::: I:ClU:NIS
E] 1 93.70% [ [ 1 93 75% [ [0
02 53.75% g o] 2 93.75% 5 o Free Meals Served: 1382
1 3 93.75% 0 0 3 120] 93.75% 113 100 100)
12 4 93.75% 0 0 4 120] 93.75%| 113 09| R |
12 5 93.75% [0 [ 120] 83.75% 113 o0 sqll x +
4 & 93.75% 0 0 ¢ 120] 93.75% 113|102 102, ENTER DATA Reduced-Price Meals Served: 0
15 7 93.75% 0 0 7 120] 93.75% 113 B8 B8
16 8 93.75% 0 0 8 120] 93.75% 113 0
17 g 93.75% 1 0| g 120] 93.75% 113 [ = 7
18 10 93.75% 0 [ 10 120] 93.75% 113 114 114 Pﬂll:l HEEIS EEWEEI- 1|:|?
19 11 93.75% 0 0] 11 120] 93.75% 113 101 101
20 12 93.75% 1 0 12 120] 93.75% 113 A0 100
21 13 93.75% 0 0 13 120] 93.75% 113 LI 98
2 14 93.75% 0 of 14 120] 93.75% i3] __100) 100 Tl:l'tﬂl il EEIS EEWEd: 14849
23 15 93.75% 0 [0 15 120] 93.75% 113 [0
24 16 G3.75% 1 18 120] 93.75% 113 [1]
25 17 93.75% 0| 17 120] 93.75% 113 111 111_|I
26 18 93.75% [0 18 120] 83.75% 113 113 113 = X
27 15 93.75% 0 0 13 120] 923.75% 113] 110] 110 Pﬂrtlﬂl}ﬂﬂtﬁ Eﬂ rl:l'IEI:I. 1-2['
28 20 93 75% [i] 20 120] 93.75% 113 80 | |
29 21 93.7 5% 1 21 120] 93.75%| 113 [E] CE]
30| 22 03.75% 0 23 120] 93.75%) 113 [0
Ell 23 93.75% [q [0 23 120] 93.75% 113 [0
32 24 93 75% 0| 0 o4 120] 93.75% 113 [0 |
33 25 93.75% 0 0 o5 120] 93.75% 113] olf
34 1) 93.75% 0 [0 26 120] 83.75%) 113 [0
35 27 93.75% 0 [0 27 120] 93.75%) 113 [0
36 28 93.75% 0 [} 28 120] 93.75% 113 [0 |
37 ag 93, 75% 0| 0 og 120] 23.75% 113 off
38 30 93.75% 1 [ a0 120] 83.75% 113 ol
39 31 93.75% 0 0] 31 120] 93.75%) 113 o
40 Totals: [ Totals: 1489

\ L/ _ For more guidance on

- submitting a claim using Daily
\ Edit Checks, click here.



https://cms.azed.gov/home/GetDocumentFile?id=58ecf4fd6f53b7148090f868

- CONTACT US



https://www.azed.gov/hns

Congratulations

You have completed the Online Course:

Step by Step Instruction: How to Complete Daily
Edit Checks.

Information to include when documenting this
training for Professional Standards:

Training Title: Key Area: 3000 - Administration
Step by Step Instruction:

How to Complete Daily o 'n'9 Code: 3310
Edit Checks. Length: 1 hour

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:
Training Title: Key Area: 3000 — Administration
Step by Step Instruction: | earning Code: 3310

How to Complete Daily

, Length: 1 hour
Edit Checks.

Please note, attendees must document the amount of training hours
indicated on the training despite the amount of time it takes to complete it.



https://www.surveymonkey.com/r/upliftrecordedwebinar
https://www.surveymonkey.com/r/OnlineHowToGuides

In accordance with federal civil rights law and USDA civil rights regulations and policies, the
USDA, its agencies, offices, employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and
complaint filing deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program
information (e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may
be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination 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, Mail Stop 9410, Washington, D.C. 20250-9410;

2.Fax: (202) 690-7442; or

3.Email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.


https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

