Step by Step Instruction:
How to Complete Daily Edit Checks

Professional Standards Learning Code 3310
Length: 2 hour

Released December 2018
“Step by Step Instruction: How to Complete Daily Edit
Checks” is intended for the School Food Authorities
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Intended Audience and Content

This How-To-Guide is intended for Local Educational Agencies
(LEASs) operating the National School Lunch Program (NSLP)
and/or the School Breakfast Program (SBP) who count and claim
free, reduced and paid meals and are required to establish
internal controls to ensure that accurate claims are being made
for reimbursement.

The following slides provide guidance on how to complete Daily
Edit Checks when using ADE’s Daily Edit Check Worksheet. *ape

recognizes that some LEAs have established their own method of completing Daily Edit Checks
and do not utilize this worksheet.

Attendees are expected to already understand proper counting
and claiming procedures prior to reviewing this How-To-Guide.
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Objectives

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

understand key terms needed to complete a Daily Edit Check;
complete the header for each month;

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

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



Comprehension

Check

Throughout this guide there will be comprehension quiz
questions to test your knowledge and help you apply what you're
learning.

Be sure to review these quiz questions and the answers, available
within the guide.

This icon will indicate a comprehension quiz question, and the
background of the slides will be a light purple like you see on this

slide. @
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Definitions

Daily Edit Check: A worksheet that is required to be completed on a daily
basis to ensure the numbers of children eligible for free, reduced-price,
and paid meals, multiplied by the LEA'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 number of meals actually served to students by
category (free, reduced-price, paid) at the point of service (POS).

Attendance Factor: A percentage developed each program year by ADE
School Finance. This percentage accounts for the difference between
enrollment and attendance. This information is used as a basic edit check
for claims.

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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The Step by Step Instruction will review:

Counting and Claiming Review Slides 7-10
Introduction to the Daily Edit Check Slides 11-25
Completing the Daily Edit Check Worksheet Slides 26-54

Completing the Simplified Daily Edit Check Worksheet  Slides 55-75






Counting and Claiming Overview

* Federal reimbursement is provided for each meal that meets
program requirements and is served to an eligible student.

* To obtain this reimbursement, LEAs must accurately count,
record, and claim these meals by eligibility categories: free,

Review Of reduced-price, and paid.

Counting and * 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.

Claiming




Review of

Counting and
Claiming

Counting and Claiming Overview, Continued

Daily checks are required at each site to establish internal control
for School Food Authorities (SFAs) to ensure that an accurate
claim for reimbursement has been made.

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

The number of meals reported for monthly reimbursement
should be reflective of meals served on the Daily Edit Check.




Review of

Counting and
Claiming

Ensuring Claiming Accuracy

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

If an error is made during the counting
and collection processes, SFAs should
identify these errors prior to
submitting the monthly claim.

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

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

Claim for

Reimbursement

Internal
Controls

Eligibility
Documentation

- Point of Service
(POS) Meal
Counts
Meal Counting

and Claiming

Collection
Procedure

Reports
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Introduction to
the Daily Edit

Check

Monitoring Meal Counts with Daily Edit Checks

As we learned in the first section of this training, LEAs 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: Example:
* More meals served were counted If Walter Cronkite Elementary has
on a single day than eligible 70 students approved for reduced-

. price meals, it is not possible to
students in thefree, reduced- serve over 70 reduced-price meals

rice, and/or paid categories. in one day.
V4

12



Downloading the Worksheet

ADE provides two different worksheets for SFAs to complete their edit

checks with:
DAILY EDIT GHECK WORKSHE ET 5 tisonas 5o DAILY EDIT CHECK WORKSHEET
Schoel: oE_—— Factor (AFE . momn: Simplified Daily Edit Check Worksheet
TR e AT T e s Enmoiment G
Mo e | - | ™ . — | e x| - Month Attendance Factor (AF
0 1 o
Introduction to | e
7
the Daily Edit ;
11
=
Check : =
ec : =
z 7
2 —t =
27 27 22
i —at =z}
S 25 25
Meals Served should not exceed Eligible X Attendance Factor (AF). (Column D should not exceed column C). —%; —§9 )
Moniniy Totals
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[x)icon next to the preferred edit check worksheet.


http://www.azed.gov/hns/nslp/forms/
https://cms.azed.gov/home/GetDocumentFile?id=593b0a623217e10e9ce5e3a7
https://cms.azed.gov/home/GetDocumentFile?id=5bd733c71dcb250b94e916b9

Monitoring Meal Counts with Daily Edit Checks

The Simplified Daily Edit Check Worksheet should only be used at those
sites who are operating an alternative counting and claiming system
because they have been approved by ADE to operate a provision. Please
refer to the chart below that outlines which operations should be using

which worksheet.

Introduction to

the Daily Edit

CheCk Regular NSLP Community Eligibility Provision (CEP)

Special Assistance Provision Base Year Special Assistance Provision Non-Base Year

14
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Diagram of the Daily Edit Check Worksheet

The Daily Edit Check Worksheet has two sections: the header and the table.

Daily Edit Check Header

Daily Edit Check Table <

School: Enrollment (Membership): [ National School Lunch Program
Month: Attendance Factor (AF): [ school Breakfast Program
A B c D A B c D A B c D
Free Free Reduced | Reduced . Paid Paid
3:3:1:’; EI'::;e AF | Eigible x| Meals R;:L‘:;S AF | Eiigible x| Meals E”';T:L: AF | Eiiginie x| Meals CT(;TLAT';:
AF: Served: AF: Served: AF: Served:

1 0.00% 0 0.00% 0 0.00% 0 0]
2 0.00% 0 0.00% 0 0.00% 0 0]
3 0.00% 0 0.00% 0 0.00% 0 0
4 0.00% 0 0.00% 0 0.00% 0 0]
5 0.00% 0 0.00% 0 0.00% 0 0]
6 0.00% 0 0.00% 0 0.00% 0 0
7 0.00% 0 0.00% 0 0.00% 0 0]
8 0.00% 0 0.00% 0 0.00% 0 0]
9 0.00% 0 0.00% 0 0.00% 0 0
10 0.00% 0 0.00% 0 0.00% 0 0]
11 0.00% 0 0.00% 0 0.00% 0 0]
12 0.00% 0 0.00% 0 0.00% 0 0]
13 0.00% 0 0.00% 0 0.00% 0 0]
14 0.00% 0 0.00% 0 0.00% 0 [
15 0.00% 0 0.00% 0 0.00% 0 0]
16 0.00% 0 0.00% 0 0.00% 0 0]
17 0.00% 0 0.00% 0 0.00% 0 0
18 0.00% 0 0.00% 0 0.00% 0 0]
19 0.00% 0 0.00% 0 0.00% 0 0]
20 0.00% 0 0.00% 0 0.00% 0 0
21 0.00% 0 0.00% 0 0.00% 0 0]
22 0.00% 0 0.00% 0 0.00% 0 0]
23 0.00% 0 0.00% 0 0.00% 0 0
24 0.00% 0 0.00% 0 0.00% 0 0]
25 0.00% 0 0.00% 0 0.00% 0 0]
26 0.00% 0 0.00% 0 0.00% 0 0]
27 0.00% 0 0.00% 0 0.00% 0 0]
28 0.00% 0 0.00% 0 0.00% 0 0]
29 0.00% 0 0.00% 0 0.00% 0 0]
30 0.00% 0 0.00% 0 0.00% 0 0]
31 0.00% 0 0.00% 0 0.00% 0 0

Totals 0] 0] 0]
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Daily Edit Check Worksheet 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.

Header

/ntI’OdUCtIOn tO o T g Dl = : School: Your site name.
h . . o | e | [ ] g | Enrollment: Total enrollment for
the Daily Edit

Is -
AF: served: | ©'OPl°

the month.

Attendance Factor (AF): ADE
calculates an attendance factor for
each site on NSLP and posts it on
the bottom of each site claim. This
number will be the same through
the program year. This number may
be different for each of your sites.

: : Month: Enter the month. For

=1 : f E : example, September.

- *The meal service this worksheet is
representing is indicated by checking the
box for National School Lunch Program
or School Breakfast Program.

=|:2] 2] E)

Check

R

EEEEEE

R

R EE




Daily Edit Check Worksheet 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.

Table

Day of Month: Each row in this column

/n thdUCtIOn tO 7 CEE i ———_ = : represents a day of the month. Some rows
the Daily Edit

T
AF Eligible X

AF: served: | ©'OPl°

B || v it | will be left blank for the days that meal

' service did not occur.

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 that receive

free meal benefits that are likely to be in

- _ : attendance based on this site’s attendance

=1 : f f : 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.

=|:2] 2] E)

Check {

R

EEEEEE

Yy Y Y Y
S (@] [Nfo [on |

R

=22 ]2]2 =2




Diagram of the Simplified Daily Edit Check Worksheet

The Simplified Daily Edit Check Worksheet has two sections: the header and
the table.

_
DAILY EDIT CHECK WORKSHEET
Simplified Daily Edit § Simplified Daily Edit Check Worksheet
. . Mational School Lundh Program
Check Header Schoal: Enrollment: 7] Schen Eres Hast Frogram
ln trodUCtion to Month Attendance Factor [AF)
C
_ BREAKFAST LUNCH
. . a B c D a B c D
Total Total Total
t h e Da I [y E d I t payof || Totatenronment | aF | Enroiiment x [Tl Meals) TOTAL oyl | ot Enronment | ar | Enrotiment % | meats | TOTAL
AF: AF: Served:
[ER 1] 0 0.00% 0 0
. (1,00 %) 1] [1] Z 0.00% 0 [(]
(.00 % 0 0 0.00% 0 )
eC E (1,00 %) 1] [1] 4 0.00% 0 [(]
2 (.00 % 0 0 5 0.00% 0 )
[ER 1] 0 0.00% 0 0
7 (1,00 %) 1] 0 7 0.00% 0 [{]
(1100 %af 1] 0 0.00% 0 0
g (.00 % i Q '] 0.00% 1] 0
] (.10 % 1] 0 ] 0.00% 0 0
. o ) ) 11 0.00%) 0 0 11 0.00% 0 0
Simplified Daily Edit J IR 0 0 T00% 0 0
1] (1,00 %) 1] 0 ] 0.00% i 0
CheCk Table F [ER 1] 0 E 0.00% 0 0
15 (1,00 %) 1] [1] 15 0.00% 0 [(]
B (.00 % 0 0 B 0.00% 0 )
ki (1,00 %) 1] [1] 7 0.00% 0 [(]
(.00 % 0 0 0.00% 0 )
[ER 1] 0 0.00% 0 0
2 0.00 % 1] [1] 2 0.00% 0 [{]
21 (.00 % 1] 0 21 0.00% 0 0
22 (.00 % i Q 27 0.00% 1] 0
p. (.00 % 1] 0 F 0.00% 0 0
24 (.00 % 0 0 24 0.00% 0 0
[ER i 0 0.00% 0 1]
26 (1,00 %) 1] 0 26 0.00% i 0
L ¥i [ER 1] 0 7 0.00% 0 0




Simplified Daily Edit Check Worksheet 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.

PAILY EDIT CHECK WORKSHE! T

d . . Header
/ t t t Simplified Daily Edit Check Worksheet . .
ntroauction to e Gt School: Your site name.
Month: Attendance Factor {AF).
h . : mewest e Enrollment: Total enrollment for
t e D al [y E dl t Davat m,,.gn‘:.,..m :F Em.{.“z:::mx Tw;a;g:f's CL?I..“TLSJ Darar Tm.g:m..m :F gnm'.iz‘?mx SJ.E‘;E.; o the month.
m i\ Attendance Factor (AF): ADE
CheCk 8 i‘ : calculates an attendance factor for
%] [ . .
j : each site on NSLP and posts it on
0 %) 0 0 o a .
: = the bottom of each site claim. This
| 0 o
= : number will be the same through
i ol the program year. This number may
o i be different for each of your sites.
7 1 it Month: Enter the month. For
26 %} [ 26
I m! [z example, September.

*The meal service(s) this worksheet is
representing is indicated by checking the
box for National School Lunch Program
and/or School Breakfast Program.




Simplified Daily Edit Check Worksheet 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.

PoT———— - Table

/ n tr O d UC t[ on tO e Day of Month: Each row in this column

Enroliment.

. . - S represents a day of the month. Some rows
the Da[[y Edit L S will be left blank for the days that meal
Check e service did not occur.

Total Enrollment (A): Enter the total
number of students enrolled at the school.
AF (B): Enter the attendance factor as
shown in the header.
Total Enrollment x AF (C): This number is
the estimated amount of students that
receive meal benefits that are likely to be in
attendance based on this site’s attendance
factor.
Total Meals Served (D): Total meal counts
from actual meal service.

*Follow the same guidance for breakfast/lunch.

2 =
HENEENEEEEEEERNEREEERE
g
=
lololo]

Inol
|
=
=

o [
=

e B S B B

jololo]
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Comprehension

Check

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.

B
C.
D

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

Depends on how often the school updates their BID

=

21



Comprehension

Check

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

Although edit checks are to be performed daily, it is important for
SFAs using the Daily Edit Check Worksheet to recognize that each
worksheet is reflective of a particular month and meal service.
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.

22



Comprehension

Check

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

A.

B
C.
D

The school should ask their specialist
On the site applicationin CNPWeb
It is acceptable for the school to create their own

On the site claim in CNPWeb

23



Comprehension

Check

Where can a school access their attendance factor (AF)?
A. The school should ask their specialist
On the site application in CNPWeb

B
C. Itisacceptable for the school to create their own
D

On the site claim in CNPWeb

ADE calculates an AF foreach
site on NSLP and posts it atthe ;=

Paid Meals Served:

bottom of the site claim. Thisis i

Approved for Free Meals:

the percentage that needs to be s

Served:

used for Daily Edit Checks and 7o
should be entered into onthe  “™

worksheet. 2
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Check

Completing the Daily 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.

» Refertoslide 13 if you have not yet accessed the worksheet.

In 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.

Completing the Daily
Edit Check Worksheet
25






Have the Daily Edit Check Worksheet in front of you and follow

a | O n A B | C | D E F |, 6 | H 1 | kK | L | M | N |
- 1 School: Enroliment (Membership): [ national School Lunch Program
2 Month: Attendance Factor (AF): [] 5chaol Breakfast Program
4| A B c D A B c D A B c D
Free Free Reduced | Reduced B Paid Paid
5 | 3:’ of | Free AF  |engiote x| meats | %999 A |Eigibie x| Meals Paid aF  |engiote x| mears || JOTAL
: nth: | Eligible ar | sorema: | EVOBl ae | sereed: | Ei@ible: ars | sersed: | COUNTS:
7 1 0.00%) 0 0.00%)| 0 0.00%, 0 0]
& 2 0.00%, 0 0.00%)| 0 0.00%, 0 0
9 3 0.00%, 0 0.00%| 0 0.00%, 0 0
10 4 0.00%, 0 0.00%| 0| 0.00%, 0 0
1 5 0.00%, 0 0.00%| 0| 0.00%, 0 0
12 6 0.00%, 0 0.00%| 0| 0.00%, 0 0
13 7 0.00% 0 0.00%| 0| 0.00%, 0 0
14 8 0.00% 0 0.00%| 0| 0.00%, 0 0
15 .00% 0 0.00%| 0| 00%) 0
= 16 _00%)] [\ 0.00%| 0 00%, 0
17 _00%)| [\ 0.00%)| 0 00%, 0
18 . 00% 0 0.00%)| 0 -00%)| 0
19 0.00% 0 0.00%)| 0| 0.00%, 0 0]
20 14 0.00% 0 0.00%)| 0| 0.00%, 0 0
- - 217 15 0.00%) 0 0.00% 0 0.00%, 0 [
22 16 0.00%) 0 0.00%)| 0| 0.00%, 0 0
23 17 0.00%) 0 0.00%)| 0| 0.00%, 0 0
24 18 0.00%) 0 0.00%)| 0| 0.00%, 0 0
25 19 0.00%) 0 0.00%)| 0| 0.00%, 0 0
26 20 0.00%) 0 0.00%)| 0| 0.00%, 0 0
27 21 0.00%) 0 0.00%)| 0| 0.00%, 0 0
28 22 0.00%) 0 0.00%)| 0| 0.00%, 0 0
29 23 0.00%) 0 0.00%)| 0| 0.00%, 0 0
30 24 0.00%, 0 0.00%| 0| 0.00%, 0 0
31 25 0.00%, 0 0.00%| 0| 0.00%, 0 0
32 26 0.00%, 0 0.00%| 0| 0.00%, 0 0
33 27 0.00%, 0 0.00%| 0| 0.00%, 0 0
34 28 0.00% 0 0.00%| 0| 0.00%, 0 0
35 29 0.00% 0 0.00%| 0| 0.00%, 0 0
36 30 0.00% 0 0.00%| 0 0.00%, 0
37 31 0.00% 0 0.00%| 0 0.00% 0
38 Totals: 0| 0 0

*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
Daily Edit Check

Worksheet

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

AR LR LA R LT R R T TR TR TR TR
00 =) O L e W R = 0 WD 00 | W W R

A | 8B | ¢© | D E | E | & | H J | K | L | M N
|School: Arizona Elementary School Enroliment {(Membership): [ national School Lunch Program
|Manth: Attendance Factor (AF): [ school Breakfast Program
i A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
| 3:‘:“‘: Elf;f;e AF Eligible X| Meals R;T:i':;:d AF | Eigible x| Meals E”':k':e: AF | Eigible x| Meals CTJLL‘?F';:
AF: Served: AF: Served: AF: Served:
1 0.00% 0 0.00% 0 0.00% 0 0
0.00% 0 0.00% 0 0.00% 0 0|
3 0.00% 0 0.00% 0 0.00% 0 0|
4 0.00% 0 0.00% 0 0.00% 0 0|
5 0.00% 0 0.00% 0 0.00% 0 0|
6 0.00% 0 0.00% 0 0.00% 0 0
7 0.00% 0 0.00% 0 0.00% 0 0|
8 0.00% 0 0.00% 0 0.00% 0 0|
9 0.00% 0 0.00% 0 0.00% 0 0|
10 0.00% 0 0.00% 0 0.00% 0 0|
11 0.00% 0 0.00% 0 0.00% 0 0
12 0.00% 0 0.00% 0 0.00% 0 0|
13 0.00% 0 0.00% 0 0.00% 0 0|
14 0.00% 0 0.00% 0 0.00% 0 0|
15 0.00% 0 0.00% 0 0.00% 0 0|
16 0.00% 0 0.00% 0 0.00% 0 0
17 0.00% 0 0.00% 0 0.00% 0 0|
18 0.00% 0 0.00% 0 0.00% 0 0|
19 0.00% 0 0.00% 0 0.00% 0 0|
20 0.00% 0 0.00% 0 0.00% 0 0|
21 0.00% 0 0.00% 0 0.00% 0 0
22 0.00% 0 0.00% 0 0.00% 0 0|
23 0.00% 0 0.00% 0 0.00% 0 0|
24 0.00% 0 0.00% 0 0.00% 0 0|
25 0.00% 0 0.00% 0 0.00% 0 0|
26 0.00% 0 0.00% 0 0.00% 0 0
27 0.00% 0 0.00% 0 0.00% 0 0|
28 0.00% 0 0.00% 0 0.00% 0 0|
29 0.00% 0 0.00% 0 0.00% 0 0|
30 0.00% 0 0.00% 0 0.00% 0 0|
31 0.00% 0 0.00% 0 0.00% 0 0
0|

Totals:

28



Completing the
Daily Edit Check

Worksheet

2. Enter the current month in the Month field.

AR LR LA R LT R R T TR TR TR TR
00 =) O L e W R = 0 WD 00 | W W R

A | 8B | ¢© | D E | E | & | H J | K | L | M N
|School: Arizona Elementary School Enroliment {(Membership): [ national School Lunch Program
|Month:  December Attendance Factor (AF): [ School Breakfast Program
i A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
| 3:‘:“‘: Elf;f;e AF Eligible X| Meals R;T:i':;:d AF | Eigible x| Meals E”':k':e: AF | Eigible x| Meals CTJLL‘?F';:
AF: Served: AF: Served: AF: Served:
1 0.00% 0 0.00% 0 0.00% 0 0
0.00% 0 0.00% 0 0.00% 0 0|
3 0.00% 0 0.00% 0 0.00% 0 0|
4 0.00% 0 0.00% 0 0.00% 0 0|
5 0.00% 0 0.00% 0 0.00% 0 0|
6 0.00% 0 0.00% 0 0.00% 0 0
7 0.00% 0 0.00% 0 0.00% 0 0|
8 0.00% 0 0.00% 0 0.00% 0 0|
9 0.00% 0 0.00% 0 0.00% 0 0|
10 0.00% 0 0.00% 0 0.00% 0 0|
11 0.00% 0 0.00% 0 0.00% 0 0
12 0.00% 0 0.00% 0 0.00% 0 0|
13 0.00% 0 0.00% 0 0.00% 0 0|
14 0.00% 0 0.00% 0 0.00% 0 0|
15 0.00% 0 0.00% 0 0.00% 0 0|
16 0.00% 0 0.00% 0 0.00% 0 0
17 0.00% 0 0.00% 0 0.00% 0 0|
18 0.00% 0 0.00% 0 0.00% 0 0|
19 0.00% 0 0.00% 0 0.00% 0 0|
20 0.00% 0 0.00% 0 0.00% 0 0|
21 0.00% 0 0.00% 0 0.00% 0 0
22 0.00% 0 0.00% 0 0.00% 0 0|
23 0.00% 0 0.00% 0 0.00% 0 0|
24 0.00% 0 0.00% 0 0.00% 0 0|
25 0.00% 0 0.00% 0 0.00% 0 0|
26 0.00% 0 0.00% 0 0.00% 0 0
27 0.00% 0 0.00% 0 0.00% 0 0|
28 0.00% 0 0.00% 0 0.00% 0 0|
29 0.00% 0 0.00% 0 0.00% 0 0|
30 0.00% 0 0.00% 0 0.00% 0 0|
31 0.00% 0 0.00% 0 0.00% 0 0
0|

Totals:

29



3. Enter the enrollment in the Enrollment (Membership) field.

A B | ¢ [ F | 6 [ H ] If enrollment fluctuates
1 |School: Arizona Element Enrollment (Membership): on g
2 |Month: December Attendance Factor (AF): thrOUg hout any month, Iitis
= A 5 C A B C : advised to enter the
5 | Dayof Free AF Free Free || peduced AF E':f“’_';:‘; : .
¢ | Month: | Eligible Fioble X| Meals | eigioie o hlghest number of
7 1 0.00% 0 0.00% 0 .
: = : oo ; students enrolled during
s [ 3 0.00% 0 0.00% 0 :
[ —3 200 : 2000 2 that mont: fo|: your edit
[ 5 0.00% 0 0.00% 0 :
= 2 6 0.00% 0 0.00% 0 SHEE
’ ' ' etln t e El 0.00% 0 0.00% 0 0.00% 0 0
4 g 0.00% 0 0.00% 0 0.00% 0 0
. . s 9 0.00% 0 0.00% 0 0.00% 0 0
510 0.00% 0 0.00% 0 0.00% 0 0
Daily Edit Check o o — o — L — o
e 12 0.00% 0 0.00% 0 0.00% 0 0
o 13 0.00% 0 0.00% 0 0.00% 0 0
W k h t bo 14 0.00% 0 0.00% 0 0.00% 0 0
Or S ee b1 15 0.00% 0 0.00% 0 0.00% 0 0
b> 16 0.00% 0 0.00% 0 0.00% 0 0
b3 [ 47 0.00% 0 0.00% 0 0.00% 0 0
ba [ 18 0.00% 0 0.00% 0 0.00% 0 0
bs 19 0.00% 0 0.00% 0 0.00% 0 0
bs 20 0.00% 0 0.00% 0 0.00% 0 0
b7 29 0.00% 0 0.00% 0 0.00% 0 0
bs [ 22 0.00% 0 0.00% 0 0.00% 0 0
bo [ 93 0.00% 0 0.00% 0 0.00% 0 0
b0 [ 24 0.00% 0 0.00% 0 0.00% 0 0
b1 [ 95 0.00% 0 0.00% 0 0.00% 0 0
T 0.00% 0 0.00% 0 0.00% 0 [
b3 [ 27 0.00% 0 0.00% 0 0.00% 0 0
ba [ og 0.00% 0 0.00% 0 0.00% 0 0
bs o9 0.00% 0 0.00% 0 0.00% 0 0
b5 30 0.00% 0 0.00% 0 0.00% 0 0
b7 31 0.00% 0 0.00% 0 0.00% 0 [
B2 | Totals: 0| 0| 0 0|




4. Enter the AF in the Attendance Factor (AF) field:

A B . c | D [ F [ G | H | I . J . K| L | M | N
1 |School: Arizona Elements Enrollment (Membership): 200 [] Mational School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [[] schoal Breakfast Program
4 A B A B C D A B C D
Free Reduced | Reduced . Paid Paid
5 | 3‘:1:: EI':“.” AF  |Eigible x| meas || REduced AF | Eiigible x| Meals Paid AF  |eigible x| meas | TOTAL
3 = igible AF: served: Eligible AF: served: Eligible: AF: served: COUNTS:
7 1 93.75% 0 93.75% 0 93.75% 0 0
8 93.75% 0 93.75% 0 93.75% 0 0
] 3 93.75% 0 93.75% 0 93.75% 0 0
10 4 93.75% 0 93.75% 0 93.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% 0 0
. 12 6 93.75% 0 93.75% 0 93.75% 0 0
Om etln t e 13 7 93.75% 0 93.75% 0 93.75% 0 0
14 8 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
Dal[y Edlt Ch eCk 17 11 93.75% 0 93.75% 0 93.75% 0 0
18 12 93.75% 0 93.75% 0 93.75% 0 0
19 13 93.75% 0 93.75% 0 93.75% 0 0
WorkSh eet 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
24 18 93.75% 0 93.75% 0 93.75% 0 0
25 19 93.75% 0 93.75% 0 93.75% 0 0
26 20 93.75% 0 93.75% 0 93.75% 0 0
27 21 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
31 25 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
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: 0| 0| 0 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.



Completing the
Daily Edit Check

Worksheet

5. Check the accurate meal service box.

A | B | C | D E | F | 8 | H | k| L M N
1 |School: Arizona Elementary School Enrollment (Membership) Mational Schoal Lunch Pragram
2 |Month: December Attendance Factor (AF): [ school Breakfast Program
4 A B [= D A B C D A B [= D

Free Free Reduced | Reduced . Paid Paid
2_ 3‘2’:’1:’; EI':;’;e AF Eligible X| Meals R;:L"i';‘ld AF | Eigible x| Meals E”':SLI AF Eligible X| Meals cﬁj-:?rl,_s-
AF: Served: AF: Served: ) AF: Served: .

7 1 93.75% 0 93.75% 0 93.75% 0 0
2 2 93.75% 0 93.75% 0 93.75% 0 0
] 3 93.75% 0 93.75% 0 93.75% 0 0
10 4 93.75% 0 93.75% 0 93.75% 0 0
11 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 8 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% 0 0
18 12 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
24 18 93.75% 0 93.75% 0 93.75% 0 0
25 19 93.75% 0 93.75% 0 93.75% 0 0
26 20 93.75% 0 93.75% 0 93.75% 0 0
2 21 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
20 24 93.75% 0 93.75% 0 93.75% 0 0
31 25 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
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: 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.

| | [ E | F [ G | H | I | 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% [[] schol Breakfast Program
4 | A B C D A B C D A B C D
3 3‘“ of | Free AF EIi;ir:I: X I:::Ts Reduced | op ;I::i’;:‘:( Ren:’:a‘::d Paid AF Elii;i'zlli X I:::I’s TOTAL
3 lonth: Eligible AF: Served: Eligible AF: Served: Eligible: AF: Served: COUNTS:
* 7 1 93.75% 0 93.75% 0 93.75% 0 0
' ' ' etln t e 8 93.75% 0 93.75% 0 93.75% 0 0
g 3 93.75% 0 93.75% 0 93.75% 0 0
. . 10 4 93.75% 0 93.75% 0 93.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% 0 0
al y I eC 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 8 93.75% 0 93.75% 0 93.75% 0 0
WorkSh eet 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% 0 0
18 12 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
24 18 93.75% 0 93.75% 0 93.75% 0 0
25 19 93.75% 0 93.75% 0 93.75% 0 0
26 20 93.75% 0 93.75% 0 93.75% 0 0
27 21 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
31 25 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
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: 0| 0| 0 0




The first operating day of the month for Arizona Elementary
School in December was on Monday the 37. The 15t and the
2"d will not be completed on the worksheet.

A | 8 | ¢ | b | E | FE | &6 | H | . J | K | L | M | N
1 |School: Arizona Elementary School Enrollment (Membership): 200 Mational School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [ schoel Breakfast Program
4 | A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
5 3‘“:’; EF"?:I AF | Eligible x| Meals R:If“.'ifd AF | Eiigible x| Meals EI.Pi': . AF | Eligible X| Meals CEL‘?F';.
6 onth: 'gible AF: Served: 'gible AF: Served: 'gible: AF: Served: ;
.
: ’ = = o = T o e = 2
’ ' ' letl ' t e 8 4‘ OQ_ E% fal OQ_ Lo al OQ_ Lo, [ 0
g | 3 93.75% 0 93.75% 0 93.75% 0 0
. . 10 4 93.75% 0 93.75% 0 93.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% 0 0
al y I eC 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 8 93.75% 0 93.75% 0 93.75% 1] ]
WorkSh eet 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% 0 0
18 12 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
24 18 93.75% 0 93.75% 0 93.75% 0 0
25 19 93.75% 0 93.75% 0 93.75% 0 0
26 20 93.75% 0 93.75% 0 93.75% 0 0
27 21 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
31 25 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
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 0| 0| 0 0




6. Enter the number of Free Eligible students on the 3.

A ] B | C | D 1 E 1 F 1 G | H ] l ] J | K | L | M | N ]
1 |School  Arizona Elementary School Enrollment (Membership): 200 Mational 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_ :‘;’:’1 ::1'_ E;:i’;e AF | Eligible X| Meals R;:::;’S AF | Eiigible X| Meals E“'; ?Ld'e_ AF | Engible x| Meals CT{':JT"‘?F';_
3 AF: Served: AF: Served: i AF: Served: 3
7 1 93.75% 0 93.75% 0 93.75% 0 0
8 2 93.75% 0 93.75% 0 93.75% 0 0
3 120 93.75% 0 93.75% 0 0
4 93.75% 0 93.75% 0 0
5 93.75% 0 93.75% 0 0
~ . 93.75% 0 93.75% 0 0
on ] etlng t e For example, Arizona 9375% 0 5375% 0 0
93.75% 0 93.75% 0 0
. . Elementary School had 120 93.75% 0 93.75% 0 0
o o 93.75% 0 93.75% 0 0
Da[[y Ed[t CheCk students eligible for free meals 53 To% : R ; 0
recorded in their BID on Sk : S : 3
rd 93.75% 0 93.75% 0 0
WorkSh eEt December 3 93.75% 0 93.75% 0 [
/5% 0 93.75% 0 93.75% 0 0
23 17 93.75% 0 93.75% 0 93.75% 0 0
24 18 93.75% 0 93.75% 0 93.75% 0 0
25 19 93.75% 0 93.75% 0 93.75% 0 0
26 20 93.75% 0 93.75% 0 93.75% 0 0
27 21 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
31 25 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
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: 0 V] 0 0]




Completing the
Daily Edit Check

Worksheet

7. The Free Eligible x AF was auto-filled via the Excel.

A B c | D E | F | G | H | 1 | 3 | Kk | L | M | N |
1 |School  Arizona Elementary School Enroliment (Membership): 200 Mational 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| :‘:1 ::1' Elf“i:e AF | Eligible x| Meals R;‘_":ﬁ? AF | Eeiigible x| meals EI_P ?Ldle_ AF | Eligible X| Meals CT(::JT:rI:s-
6 : ‘o AF: served: || 0 AF: Served: || 0o AF: Served: :
7 1 93.76% 0 93.75% 0 93.75% 0 0
2 2 93.75% 0 93.75% 0 93.75% 0 0
g 3 12 3 93.75% 0 93.75% 0 0
10 4 93.76% 0 93.75% 0 93.75% 0 0
11 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
14 8 93.75% 0 93.75% 0
15 9 93.75% 0 93.75% 0 H B
610 R 5 TR 5 If you are completing this worksheet
KT 93 75% 0 93.75% 0
TEE == : Ty : manually, please take the Free
1213 93 75% 0 93 75% 0 Eligible and multiply it by the AF. For
20 14 93 76% 0 93.75% 0
21 15 93.75% 0 93.75% 0 example;
22 16 93.75% 0 93.75% 0
23 17 93 76% 0 93.75% 0
24 18 93 75% 0 93 75% 0
2519 33.75% 0 53 75% 5 120 X .9375 = 112.5 (round to 113)
26| 20 93 75% 0 93.75% 0
27 2 93 75% 0 93 75% 0
28 22 93.75% 0 93.75% 0 93.75% 0 [1]
29 23 93.75% 0 93.75% 0 93.75% 0 0
20 24 93.75% 0 93.75% 0 93.75% 0 0
31 25 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 93.765% 0 93.75% 0 0
35 29 93.75% 0 93.75% 0 93.75% 0 0
36 30 93.76% 0 93.75% 0 93.75% 0 0
37 31 93.75% 0 93.765% 0 93.75% 0 0
38_Total5 0| 0| 0 0
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8. Enter the number of Free Meals Served on the 3,

A I B I < I D 1 E 1 F 1 < I H I I I J | K I L I M I N I
1 |School  Arizona Elementary School Enrollment (Membership): 200 Mational School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [[] schoal Breakfast Program
4 A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
5 :‘:1 :: Elf“_’e AF | eigible x| meas [[RFIUCd | AF  |Eiigible x| Meals Paid AF  |eigible x| meas | TOTAL
& . igible A Servey. || Efgible AP Sorven: || Eligible: A Sersen: | COUNTS:
7 1 93 75% 0 93 75% D 93.75% 0 0]
s 9 93 76% 0 93 75% 0 93.75% 0 D)
s 3 120 93.?5‘ 100 93.75% 0 93.75% 0 0]
10 4 93.75% 0 93 75% 0 93.76% 0 0]
1 5 93 75% 0 93 75% 0 93.75% 0 D)
" 12 6 93 75% 0 93.75% 0 93.75% 0 0]
Om etln t e 13 7 93 75% 0 93 75% 0 93.75% 0 0]
14 g 93 75% 0 93 75% 0 93.75% 0 D)
. . 5 9 93.76% 0 93.75% 0 93.75% 0 0]
1610 93 75% 0 93 75% 0 93.75% 0 0]
Dally Edlt CheCk 171 93 75% 0 93 75% 0 93.75% 0 D)
18 12 93.76% 0 93.75% 0 93.75% 0 0]
197 13 93 75% 0 93 75% 0 93.75% 0 0]
WorkSh eet 20 14 93 75% 0 93 75% 0 93.76% 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 47 93.75% 0 93 75% 0 93.76% 0 0]
24 18 93 75% 0 93 75% 0 93.75% 0 D)
25 49 93.75% 0 93.75% 0 93.75% 0 0]
2620 93 75% 0 93 75% 0 93.75% 0 0]
27 2 93 75% 0 93 75% 0 93.75% 0 D)
28 99 93.76% 0 93.75% 0 93.75% 0 0]
25 23 93 75% 0 0 0 0]
30 24 93 75% 0 ; 0]
3125 33.75% 0 Please note the numberin red to the 0
32|26 93 75% 0 : . o
S TRE ; left. This number will change o
34 28 93 75% 0 : 0]
T = ; throughout the month while other =
3630 93.76% 0 meal counts are recorded on the 0
37 31 93.75% 0 . . 0
33 [Totals: 100 worksheet. If you are completing this 0

worksheet manually, you will wait

until all operating days are completed
to add up the total meal counts.



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

A ] B | C | D 1 E 1 F 1 G | H ] l ] J | K | L | M | N ]
1 |School  Arizona Elementary School Enrollment (Membership): 200 Mational School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [[] schoal Breakfast Program
4 | A B C D A B C D A B C D
Free Free Reduced | Reduced N Paid Paid
2_ :‘:1 ::1' E;:i:e AF Eligible X| Meals R;:::ﬁ? AF Eligible X| Meals E“'; ?Ldle_ AF Eligible X| Meals CT(::JT:rI:s-
) AF: Served: AF: Served: ) AF: Served: 3
7 1 93.756% 0 93.75% 0 93.75% 0 0
8 2 93.75% 0 93.75% 0 93.75% 0 0
53 120 93.75% ‘ 50| 93.75% 5h) 93.75% 0 0]
0] 4 93.76% 0 93.75% 0 93.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% 0 0
- 12 6 93.75% 0 93.75% 0 93.75% 0 0
ombpletina the iz g 537590 R N o
: 93.75% 0 93.75% 0 0
: . For example, Arizona 93.75% 0 93 75% 0 0
93.75% 0 93.75% 0 0
Daily Edit Check Elementary School had 60 S e — :
R~ 93.75% 0 93.75% 0 0
students eligible for reduced i : Sk ; 2
Worksheet price meals recorded in their BID 93 75% 0 93 76% 0 0
93.75% 0 93.75% [ 0
on December 3. 93 75% 0 93 75% 0 0
93.75% 0 93.75% 0 0
18 0 93.75% 0 93.75% 0 0
25 19 93.75% 0 93.75% 0 93.75% 0 0
26| 20 93.75% 0 93.75% 0 93.75% 0 0
27 21 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 93.756% 0 93.75% 0 93.75% 0 0
31 25 93.75% 0 93.75% 0 93.75% 0 0
32| 26 93.75% 0 93.75% 0 93.75% 0 0
33| 27 93.756% 0 93.75% 0 93.75% 0 0
34 928 93.75% 0 93.75% 0 93.75% 0 0
35| 29 93.75% 0 93.75% 0 93.75% 0 0
36| 30 93.76% 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




Completing the
Daily Edit Check

Worksheet

10. The Reduced Eligible x AF was auto-filled via the Excel.

& B c | D E | F G | H | 1 1 | K L M N
1 |School  Arizona Elementary School Enrollment (Membership): 200 Mational School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [[] schoal Breakfast Program
4 | A B C D A B C D A B C D

Free Reduced | Reduced . Paid Paid

5 | Dayof Free AF Eli;irheli x| mears || RF®]  aAF  |Eigible x| Meals Paid AF  |eigible x| meas | TOTAL
& | Month: | Engible o coeals | evoibie o coeals | engible: e | emest= | counts:
i 1 93.76% 0 93.75% 0 93.75% 0 0
8 2 93.75% 0 93.76% 0 93.75% 0 0
s _3 120] 93.75% 113 100 5‘ 3 93.75% 0 0
10 4 93.76% 0 93.75% 0 93.75% 0 0
11 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
14 8 93.75% 0 93.75% 0
s 2 : DIk : If you are completing this worksheet
TEE == : - : manually, please take the Reduced
1213 93 75% 0 93 75% 0 Eligible and multiply it by the AF. For
20 14 93 76% 0 93 75% 0
21 15 93.75% 0 93.75% 0 example:
22 16 93.75% 0 93.75% 0
23 17 93 76% 0 93 75% 0
2418 93 75% 0 93.75% 0
T 93.75% 0 93.75% 0 60 X .9375 = 5625 (round to 56)
26 20 93 75% 0 93 75% 0
2729 93 75% 0 93.75% 0
28 22 93.75% 0 93.75% 0 93.75% 0 [1]
29 23 93.75% 0 93.75% 0 93.75% 0 0
20 24 93.75% 0 93.75% 0 93.75% 0 0
31 25 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 93.765% 0 93.75% 0 0
35 29 93.75% 0 93.75% 0 93.75% 0 0
36 30 93.76% 0 93.75% 0 93.75% 0 0
37 31 93.75% 0 93.765% 0 93.75% 0 0
38 |Totals: 100 0| 0 0
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Completing the
Daily Edit Check

Worksheet

11. Enter the number of Reduced Meals Served on the 3.

A B c | D E | F G | H 1 | 3 | Kk | L | M | N |
1 |School  Arizona Elementary School Enroliment (Membership): 200 Mational 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 | :‘;’:’1 ::1'_ E;:i’:le aF  |engible x| Meals R;:::;’S afF  |eigible x| meals E“'; ?"Jdb_ afF | engible x| Meals CT{;:JT"‘?F';_
6 i AF: Served: AF: Served: ) AF: Served: i
7 1 93.75% 0 93.75% 0 93.75% 0 0
2 2 93.75% 0 93.75% 0 93.75% 0 0
] 3 120 | 93.75% 113 100 B0| 9375 50 93.75% 0 0
10 4 93.75% 0 93.75% 0 93.75% 0 0
11 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 8 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% 0 0
18 12 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
24 18 93.75% 0 93.75% 0 93.75% 0 0
25 19 93.75% 0 93.75% 0 93.75% 0 0
26 20 93.75% 0 93.75% 0 93.75% 0 0
2 21 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 o
3125 93.75% 0 93.75% 0 Please note the number in red to the
32| 26 93 75% 0 93.75% 0 : "
S TR g SRR g left. This number will change
34 28 93 75% 0 93.75% 0 :
T L - e : throughout the month while other
630 33 75% 0 93 75% 0 meal counts are recorded on the
37 31 93 75% 0 93 75% 0 : _
38 Totals 100 worksheet. If you are completing this

worksheet manually, you will wait
until all operating days are completed
to add up the total meal counts.
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12. Enter the number of Paid Eligible students on the 3.

A ] B | C | D 1 E 1 F 1 G | H ] l ] J | K | L | M | N ]
1 |School  Arizona Elementary School Enrollment (Membership): 200 Mational School Lunch Program
2 |Month: December Attendance Factor (AF): 93.75% [[] schoal Breakfast Program
4 | A B C D A B C D A B C D
Free Free Reduced | Reduced N Paid Paid
2_ :‘:1 ::1' E;:i:e AF Eligible X| Meals R;:::ﬁ? AF Eligible X| Meals E“'; ?Ldle_ AF Eligible X| Meals CT(::JT:rI:s-
) AF: Served: AF: Served: ) AF: Served: 3
7 1 93.75% 0 93.75% 0 93.75% 0 0
8 2 93.75% 0 93.75% 0 93.75% 0 0
g 3 120 93.75% 113 100 R0 93.75% 5~ 20 93.75% 19 0]
0] 4 93.75% 0 93.75% 0 93.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% 0 0
o 12 5 93.75% 0 93.75% 0 93.75% 0 0
ombpletina the 7 g 537590 R N o
: 93.75% 0 93.75% 0 0
: . For example, Arizona 93.75% 0 93 75% 0 0
93.75% 0 93.75% 0 0
Daily Edit Check Elementary School had 20 S e — :
.. : 93.75% 0 93.75% 0 0
students eligible for paid meals i : Sk : 2
Worksheet recorded in their BID on 9375% 0 93 75% 0 0
93.75% 0 93.75% [ 0
December 3"d_ 93.75% 0 93.75% 0 0
93.75% 0 93.75% 0 0
18 0 93.75% 0 93.75% 0 0
25| 19 93.75% 0 93.75% 0 93.75% 0 0
26| 20 93.75% 0 93.75% 0 93.75% 0 0
27 21 93.75% 0 93.75% 0 93.75% 0 0
28 9292 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
31| 25 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
34 928 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




Completing the

Daily Edit Check
Worksheet

Does the total eligibles exceed total enrollment?

(¥
O [0a |~ | on & e [po

A A | B | c | D E | F 6 | H S L M N
1 |School  Arizona Elementary School Enrollment (Membership): 200 Mational 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 :‘;’:’1 ::1'_ E;:i’:'e AF | Eligible x| Meals R;:::;’S AF | Eiigible X| Meals E“'; ?"Jd'e_ AF | Eligible X| Meals CT{;:JT"‘?F';_
6 . AF: Served: AF: Served: : AF: Served: .
T 1 93.75% 0 93.75% 0 93.75% 0 0
8 93.75% 0 93.75% 0 93.75% 0 0
(120]) 93.75% 113 100]  ( 60J) 93.75% 56 50 ( 20] )93.75% 19 0
93.75% 0 93.75% 0 93.75% 0 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:

16 10

7 11

18 12

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

23 17

24| 18 - : ; .

= ;g If total eligibles exceed the number listed in the Enrollment (Membership)
27 21 field, a new student may have enrolled since you completed the header of
28 29 : :

s 23 the worksheet. Make sure to update this number to the highest number of
ex—24 students that were enrolled during that month.

32| 26 5% U 93 5% 0 93 5% 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

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

42



Completing the
Daily Edit Check

Worksheet

13. The Paid Eligible x AF was auto-filled via the Excel.

A B c | D E | F G | H 1 | 3 | Kk | 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

5 | Dayof j Free AF | eigible x| meas [[RFIUCd | AF  |Eiigible x| Meals Paid AF  |eigible x| meas | TOTAL
5| Month: || Eligible o 7| ameme | Engible o | sorne | Etigible: o | emene | counts:
7 1 93.75% 0 93.75% 0 93.75% 0 0
8 2 93.75% 0 93.75% 0 93.75% 0 0
9 3 120 93.75% 113 100 BO| 93.75% 56| 50 2 19 0
10 4 93.75% 0 93.75% 0 93.75% 0 0
11 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
14 8 93.75% 0 93.75% 0
15 9 93.75% 0 93.75% 0 . .
610 R 5 ST 5 If you are completing this worksheet
171 93 75% 0 93 75% 0 :
TEE == : Ty : manually, please take the Paid
1213 93 75% 0 93 75% 0 Eligible and multiply it by the AF. For
20 14 93 76% 0 93 75% 0
21 15 93.75% 0 93.75% 0 example:
22 16 93.75% 0 93.75% 0
23 17 93 76% 0 93 75% 0
2418 93 75% 0 93.75% 0
2519 33.75% 0 53 75% 5 20X .9375 =18.75 (round to 19)
26 20 93 75% 0 93 75% 0
2729 93 75% 0 93.75% 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
31 25 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
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

43



Completing the
Daily Edit Check

Worksheet

14. Enter the number of Paid Meals Served on the 3.

A B c | D E | F G | H 1 | 3 | Kk | 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 N Paid Paid

5 :‘;" of || Ffree AF | eigible x| meas [[RFIUCd | AF  |Eiigible x| Meals Paid AF  |eigible x| meas | TOTAL
3 nth: Eligible AF: served: Eligible AF: served: Eligible: AF: served: COUNTS:
7 1 93.75% 0 93.75% 0 93.75% 0 0]
s 2 93.75% 0 93.75% 0 93.75% 0 0
g 3 120 93.75% 113 100 R0 93.75% 56 5] 20 93_75_ 5 155
10 4 93.75% 0 93.75% 0 93.75% 0 0]
1] 5 93 75% 0 93.75% 0 93.75% 0 0]
120 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)
5] 9 93.75% 0 93.75% 0 93.75% 0 0]
1610 93 75% 0 93.75% 0 93.75% 0 0]
711 93 75% 0 93.75% 0 93.75% 0 0)
18] 12 93.75% 0 93.75% 0 93.75% 0 0]
197 13 93 75% 0 93.75% 0 93.75% 0 0]
200 14 93 75% 0 93.75% 0 ]
21 ™15 5375% ; 93 75% 0 Please note the number in red below.
22 93.75% 0 93.75% 0 . .
B — - A : This number will change throughout
24 18 93 75% 0 93.75% 0 :
s e : S . the month while other meal counts
26|20 93 75% 0 93 75% 0 are recorded on the worksheet. If you
27 21 93 75% 0 93.75% 0 . :
286 22 93 75% 0 93.75% 0 are completing this worksheet
29[ 23 93 75% 0 93.75% 0 . . .
30 24 93 75% 0 93 75% 0 manuaIIy, you will wait until all
31| 25 93.75% 0 93.75% 0 :
226 TR 5 IR 0 operating days are completed to add
33 27 93 75% 0 93.75% 0
ot — - e - up the total meal counts.
35 29 93 75% 0 93.75% 0 93.75% 0 0]
36 30 93.75% 0 93.75% 0 93 75% 0 off
37 31 93 75% 0 93.75% 0 93.75% 0 off
38 [Totals 100 50 5] 155]
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Completing the
Daily Edit Check

Worksheet

15. The Total Counts were auto-filled via the Excel.

A B c o0 | E | fF | & __H | 1 1 | x t wm 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
Day of Free . Reduced o Paid o TOTAL

2— Month: | Eligible AF E"":’: x S:::t Eligible AF E"":’F'f x S';’::; Eligible: AF E"":: x s::::t COUNTS:
7 1 93 76% 0 93 75% 0 93.75% 0 0]
s 2 0
) 3 120 50
10 4 0
1M 5
126
L If you are completing this worksheet manually, you can now add the
s free, reduced, and paid meals served and enter them into the Total
AN 7} Counts for December 3. For example:
19 13
20 14 :
2115 100 free meals + 5o reduced meals +5 paid meals = 155 total meals.
2z 16
23147 ] : — : — : :
2448 93_76% 0 93.75% 0 93 76% 0 0]
2519 93 75% 0 93 75% 0 93 75% 0 0]
2620 93 75% 0 93 75% 0 93 75% 0 0]
27 2 93_76% 0 93.75% 0 93 76% 0 0]
2892 93.75% 0 93 75% 0 93.75% 0 0]
23 23 93 75% 0 93 75% 0 93 75% 0 0]
30 24 93 76% 0 93_75% 0 93 75% 0 0]
3195 93.75% 0 93 75% 0 93.75% 0 0]
32| 26 93 75% 0 93 75% 0 93 75% 0 0]
33927 93 76% 0 93_75% 0 93 75% 0 0]
3298 93.76% 0 93.75% 0 93 75% 0 0]
3529 93 75% 0 93 75% 0 93 75% 0 0]
36 30 93 76% 0 93 75% 0 93 75% 0 0]
37 31 93 76% 0 93.75% 0 93 75% 0 0]
38 [Totals 100 E 5] 155
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Now that December 3% is complete, let’s check your work.

A | B | ¢ | D | E | F | & | H | I . J | k| L M N
1 |School: Arizona Elementary School Enrollment (Membership): 200 Mational Schoal Lunch Pragram
2 |Month: December Attendance Factor (AF): 93.75% [[] schoal Breakfast Program
4 | A B C D A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
5 | 3‘:1:: EI':“.” AF  |Eigible x| meas || REduced AF | Eiigible x| Meals Paid AF  |eigible x| meas | TOTAL
3 = igible AF: served: Eligible AF: served: Eligible: AF: served: COUNTS:
7 1 93.75% 0 93.75% 0 93.75% 0 0
2 93.75% 0 93.75% 0 93.75% 0 0
9 3 120 93.75% 113 100 GO| 9375% 56 50 20] 93.75% 19 5 155
10 4 93.75% 0 93.75% 0 93.75% 0 0
11 5 93.75% 0 93.75% 0 93.75% 0 0
" 12 6 93.75% 0 93.75% 0 93.75% 0 0
Om etln t e 13 7 93.75% 0 93.75% 0 93.75% 0 0
14 8 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
Dal[y Edlt Ch ECk 17 11 93.75% 0 93.75% 0 93.75% 0 0
18 12 93.75% 0 93.75% 0 93.75% 0 0
19 13 93.75% 0 93.75% 0 93.75% 0 0
WorkSh eet 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
24 18 93.75% 0 93.75% 0 93.75% 0 0
25 19 93.75% 0 93.75% 0 93.75% 0 0
26 20 93.75% 0 93.75% 0 93.75% 0 0
2 21 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
20 24 93.75% 0 93.75% 0 93.75% 0 0
31 25 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
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| 5| 155

Check Your Work




Per category, no meals served should exceed the eligible.

4 A | B | ¢ | D | E | F | & | H | Vv | 3 | K | L | M | N |
1 |School  Arizona Elementary School Enrollment (Membership): 200 Mational 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 N Paid Paid
2 ot | eigwe | AT |Sowie x| weais | TREE ) ar | egte x| eais | (0 | AT cioile x| wes | o0
7 1 93.76% 0 93.75% 0 93.75% 0 0
8 2 93.75% 0 93.765% 0 93.75% 0 0
[} 3 120 93.75% 113 100 60| 93.75% 56| 50 20] 93.75% 19 5 155
10 4 93.76% 0 93.75% 0 93.75% 0 0
o . a = 2 . 93.75% 0 0
~ 93.75% 0 0
,‘n et[ng t e If meals served are less than the number of 53 75% 0 0
00 0 0 o 93.75% 0 0
. . eligible x AF, the SFA can consider their edit check complete. ERED 5 o
Da,[y Edlt Check Scenario 2: If any meals served exceeded the number of S : o
eligible x AF, this should prompt the SFA to check that meal 1% : ’
WOF/(Sh eet counts are accurate, but should not deter the SFA from RN 0 0
entering the true meals served if it is found to be correct. 93 75% 0 0
93.75% 0 0
If any meals served exceeded the number of 93 75% 0 0
00 ] 0 O o 93.75% 0 0
approved eligibles, it would be considered an error and it is up TRER 5 o
to the SFA to investigate further and make the correction. = : 0
93.75% 0 0
93.75% 0 0
Example of above worksheet: 93 75% 0 0
93.75% 0 0
93.75% 0 0
o0 93.75% 0 0
120 Free Eligible > 100 Free Meals Served 33 75% 0 0
60 Reduced Eligible > 50 Meals Served e : 3
20 Paid Eligible > 5 Meals Served 3159




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

Comprehension

School:  Arizona Elementary School Enrolliment (Membership): 200 National School Lunch Program
Manth:  December Attendance Factor (AF): 93.75% [ School Breakfast Program
Ch eCk A B C D A B C I} A B C i}
Free Free Reduced | Reduced . Paid Paid
nﬁ";ﬁf‘: Elf;ie;e AF | Eligible X| Meals R;f;gle: AF | Eligible x| Meals Eli';?;:e: AF  |Eligible x| Meals CT&L’:_';:
AF: Served: AF: Served: AF: Served:
1 93.75% 0 93.75% 0 93.75% 0 0
2 93.75% 0 93.75% 0 93.75% 0 off
3 120] 93.75% 113 100 60| 93.75% 56 50 20l 93.75% 19 5 155|]
4 120]  93.75% 113 112 60] 93.75% 56 48 20] 93.75% 19 20 180(
5 93.75% 0 93.75% 0 93.75% 0 olf
6 93.75% 0 93.75% 0 93.75% 0 off
7 93.75% 0 93.75% 0 93.75% 0 off
8 93.75% 0 93.75% 0 93.75% 0 of
9 93.75% 0 93.75% 0 93.75% 0 off




Comprehension

Check

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 x AF

C. Scenario 1- The edit check is considered complete

Mational School Lunch Program
[] 5chool Breakfast Program

The number of Paid Meals Served exceeded the ——F"——"—

Paid Eligible x AF, therefor, the SFA is prompted |ci. | * [soe x| w500
by the yellow highlighted area in the Excel to R gﬂl
201 93.75% 19 5 155
check their meal counts for accuracy. If the meal [ =72 o 2 7w
counts are true, the edit check is then o m— il
. 93.75% 0 off
considered complete for that day. N o

=
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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 exceeded the Free
Eligible x AF

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

Comprehension

School:  Arizona Elementary School Enroliment (Membership): 200 Mational School Lunch Program
Month:  December Attendance Factor (AF): 93.75% [ School Breakfast Program
Ch eCk A B C 1] A B C D A B C D
Free Free Reduced | Reduced . Paid Paid
:Z‘:'“‘: EI':;T:IE AF | Eigible x| Meals R;id;i'gleed AF | Eigible x| Meals E”';L‘I’e: AF | Eiigible x| Meals CT(;:L'L’:_';:
AF: Served: AF: Served: AF: Served:
1 93.75% 0 93.75% 0 93.75% 0 |
2 93.75% 0 93.75% 0 93.75% 0 off
3 120 93.75% 113 100| 60| 93.75% 56 50 201 93.75% 19 5 155||
4 120] 93.75% 113 112 60] 93.75% 56 A§| 200 93.75% 19 8| 168||
5 120] 93.75% 113 122 B0} 93.75% 56 51 200 93.75% 19 12 185||
6 93.75% 0 93.75% 0 93.75% 0 o
7 93.75% 0 93.75% 0 93.75% 0 olf
8 93.75% 0 93.75% 0 93.75% 0 olf
9 93.75% 0 93.75% 0 93.75% 0 off




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 exceeded the Free

Eligible x AF
C. Scenario 3- The number of Free Meals Served exceeded the Free
. Eligible
Comprehension I AT
C heck The number of Free Meals Served exceeded the s s s
ec Free Eligible, therefore, the SFA is responsible for | wwm | dose | * |5 | e

93.75% 0
93.75% 0

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.

120)] 93.75% 113 100()
1200 93.75% 113 112
1200 93.75% 113 122
93.75% 0
93.75%
93.75%

o |oo |~ jon | e N =

[=] [=] [=]

93.75%

=
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ompleting the
aily Edit Check

orksheet

You have completed steps 1 — 15 on the worksheet for
December 379 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 Enrollment (Membership): 200 National School Lunch Program
Month:  December Attendance Factor (AF): 93.75% [ School Breakfast Program
A B C D A B [ D A B C D
Free Free Reduced | Reduced N Paid Paid
3:"" ::": EIFi;?:le AF  |Eigible x| Meals ";f’m';::’ afF | eigible x| Meals E“: ‘::Ie: AF | Eiigible x| Meals c?lmri:
AF: Served: AF: Served: AF: Served:
93.76% 0 93.76% 0 93.76% 0 [i]
y 93.75% 0 93.75% 0 93.75% 0 0
120]  93.75%, 113 100] 60| 93.75%, 56| 50| 20 93.75%, 19) 5| 155
4 120 93.75%, 113 112) 60] 93.75%, 56] 48| 20| 93.75%,| 19] 20) 180
5 120 93.75%| 113 119 60] 93.75%, 56] 51 20| 93.75%| 19] 12| 182
6 120 93.75%| 113 112) 60] 93.75%, 56] 54| 20| 93.75%| 19] 1 177
7 120] 93.75%) 113 110] 60] 93.75% 56| 50| 20] 93.75% 19) 9 169|
93.75% 0 93.75% 0 93.75% 0 0
9 93.756% 0 93.76% 0 93.76% 0 0
10 120] 93.75% 113 103 60 93.75%, 56| 56| 20 93.75%, 19) 12| 176
11 120]  93.75%, 113 99| 60| 93.75%, 56| 52| 20 93.75%, 19) 14] 165|
12 120 93.75%, 113 110| 60] 93.75%, 56] 45| 20| 93.75%,| 19] 6| 161
13 120 93.75%| 113 112 60] 93.75%, 56] 40| 20| 93.75%| 19] 8| 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
16 93.75% 0 93.75% 0 93.75% 0 0
17 120] 93.75%,| 113 114] 60 93.75%, 56) 42| 20 93.75%, 19) 7| 163|
18 120] 93.75% 113 90| 60 93.75%, 56| 39 20 93.75%, 19) 3 132|
19 120]  93.75%, 113 N 60| 93.75%, 56| 40| 20 93.75%, 19) 5| 13&
20 120 93.75%, 113 80| 60] 93.75%, 56] 32| 20| 93.75%,| 19] 5| 11?H|
21 120 93.75%| 113 82| 60] 93.75%, 56] Kl 20| 93.75%| 19] 3| 116
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 93.756% 0 93.76% 0 93.76% 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: 1539| 681 132| 2352
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Completing the
Daily Edit Check

Worksheet

On January 2"9, Arizona Elementary School will use their
completed Daily Edit Check Worksheet to submit their total

meal counts for the month of December in CNPWeb.

‘Enrolment (Membership).
tor (AF) 75

Attendance Fact

seate | couns:

11111

1 O O A A 5 <

Enter Data

Lunch - High Rate

Mumber of Days Served:

Free Meals Served:

Reduced-Price Meals Served:

Paid Meals Served:

Total Meals Served:

Participants Approved for Free Meals:
Participants Approved for Reduced-Price Meals:
Participants Approved for Paid Meals:
Participants Enrolled:

Attendance Factor
Attendance Factor:

=

(=)

(=]

93.75

For more guidance on submitting a claim using Daily Edit

Checks, click here.
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Completing the
Daily Edit Check

Worksheet

If your LEA has sites operating CEP or Special Assistance
Provision 2/3 Non-Base Year, continue to the next section of

this training.

If your LEA 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.
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Completing the Simplified
Daily Edit Check Worksheet




Have the Simplified Daily Edit Check Worksheet in front of you
and follow along.

A B , ¢ o | E | F G H | KL M
1 Simplified Daily Edit Check Worksheet
2 |School: Enrollment: g;ﬂamﬁrmm
3 |Month: Attendance Factor (AF):
4 BREAKFAST LUNCH
6 | A B C D A B C D
7 [ Dayot Total r Total Total || TOT. Doy of Total ar Total Total || TOTAL |
'] @ | Month: | Enrollment E“:’:"?_e“‘ Szz:‘d COUNTS| | Month: | Enrollment E“;?:':_e“‘ 5':::2 COUNTS
( m n 9 1 0.00% 0 0] 1 0.00% 0 [
0 e tl t e 10 2 0.00%, 0 0] 2 0.00%)| 0 0]
11 3 0.00%, 0 [1] 3 0.00%)| [ 0f
12 4 0.00%) 0 [1] 4 0.00%| 0 0]
[ ] ] ] [ ] 13 5 0.00%) 0 [1] 5 0.00%| 0 0]
m 14 B 0.00%, 0 [1] 3 0.00%)| 0 0]
I I Ie al 15 7 0.00%, 0 0] 7 0.00%)| 0 0]
18 8 0.00%, 0 0] 8 0.00%)| 0 0]
17 g 0.00%, 0 0] g 0.00%)| 0 0]
. IEET) 0.00%, 0 [0 10 0.00%) 1 0|
8 11 0.00% 0 [ 11 0.00%, 1 0|
E I h 20 12 0.00% 0 0| 12 0.00%) 1 0|
21 13 0.00%, 0 [1] 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 [1] 16 0.00%)| [ 0f
5 17 0.00% 0 [ 17 0.00%, 1 0|
26| 18 0.00% 0 [ 18 0.00%, 1 0|
27 19 0.00%, 0 [1] 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 22 0.00%, 0 0] 22 0.00%)| 0 0]
1 23 0.00%, 0 [0 23 0.00%) 1 0|
32 24 0.00%) 0 [1] 24 0.00%| 0 0]
3] 25 0.00% 0 0| 25 0.00%, i 0|
34 26 0.00%, 0 [1] 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 29 0.00%, 0 [1] 25 0.00%)| [ 0f
B[ ag 0.00% 0 [ 30 0.00%, 1 0|
ECEY] 0.00% 0 [ 31 0.00%, 1 0|
40 |Totals: 0] Totals: [

*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.




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

A B | c | D | E | F |G| H | | | J | K | L M
1 Simplified Daily Edit Check Worksheet
2 | School: arizona Elementary School Enrollment: g;ﬂaﬁ;ﬁ::gmm
3 |Maonth: Attendance Factor (AF):
4 BREAKFAST LUNCH
6 | A B C 5] A B C O
7 Day of Total Toral Total TOTAL | Day of Total Total Total TOTAL
— Month: Enrollment AF Enrollment Meals |[COUNTS Month: Enrollment AF Enrollment | Meals (([COUNTS
" X AF: Served: - X AF: Served: -
( 9 1 0.00% 0 0 1 0.00% 0 0
I , , letln the 10 2 0.00% 0 0 0.00% 0 0
11 3 0.00% 0 [1] 3 0.00% 0 0
- - - - 12 4 0.00% 0 ] 4 0.00% 0 0
13 5 0.00% 0 0 5 0.00% 0 0
Simplified Dail = o 4 e
15 7 0.00% 0 [1] 7 0.00% 0 0
16 ] 0.00% 0 0 8 0.00% 0 0
* 17 9 0.00% 0 0 ] 0.00% 0 0
It ec 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
Wor S eet 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 ] 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 [1] 20 0.00% 0 0
29 21 0.00% 0 ] 21 0.00% 0 0
30 292 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 [1] 24 0.00% 0 0
33 25 0.00% 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 [1] 28 0.00% 0 0
37 29 0.00% 0 0 25 0.00% 0 0
33 30 0.00% 0 0 30 0.00% 0 0
39 31 0.00% 0 0 31 0.00% 0 0
40 |Totals: 0 Totals: 0




Completing the
Simplified Daily

Edit Check
Worksheet

2. Enter the current month in the Month field.

A B C D | E | F |8 H | I ] K L M
Simplified Daily Edit Check Worksheet
School: arizona Elementary School Enrollment: g;ﬂaﬁ;ﬁ::gmm
Month:  December Attendance Factor (AF):
BREAKFAST LUNCH
A B C 1] n B C 1]
Day of Total Total Total TEITEL—| Day of Total Total Total TOTAL
Month: Enrollment AF Enrollment Meals ||COUNTS Month: Enrollment AF Enrollment | Meals ||COUNTS
X AF- Served: - X AF- Served: H
1 0.00% 0 0] 1 0.00% 0 0]
F 0.00% 0 0| 2 0.00% 0 0|
3 0.00% 0 of 3 0.00% ] 0
4 0.00% 0 il 4 0.00% 0 [
5 0.00% 0 i 5 0.00% 0 0|
3 0.00% 0 0| 3 0.00% 0 0|
7 0.00% 0 of 7 0.00% ] 0
8 0.00% 0 i 8 0.00% 0 [
9 0.00% 0 i g 0.00% 0 0|
10 0.00% 0 0| 10 0.00% 0 0|
11 0.00% 0 of 11 0.00% 1] 0
12 0.00% 0 i 12 0.00% 0 [
13 0.00% 0 i 13 0.00% 0 0|
14 0.00% 0 i 14 0.00% 0 0|
15 0.00% 0 of 15 0.00% ] 0
16 0.00% 0 i 16 0.00% 0 [
17 0.00% 0 il 17 0.00% 0 [
18 0.00% 0 i 18 0.00% 0 0|
19 0.00% 0 0| 19 0.00% 0 0|
20 0.00% 0 of 20 0.00% ] 0
21 0.00% 0 il 21 0.00% 0 [
20 0.00% 0 i 22 0.00% 0 0|
23 0.00% 0 0| 23 0.00% 0 0|
24 0.00% 0 of 24 0.00% ] 0
25 0.00% 0 il 25 0.00% 0 [
26 0.00% 0 i 26 0.00% 0 0|
27 0.00% 0 0| 27 0.00% 0 0|
o8 0.00% 0 of 28 0.00% ] 0
28 0.00% 0 i 29 0.00% 0 [
30 0.00% 0 i 30 0.00% 0 0|
31 0.00% 0 [i]| 31 0.00% 0 0
Totals: 0| Totals: 0
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3. Enter the enrollment in the Enrollment (Membership) field.

A B C D E F G H I
: : ' S O : If enrollment fluctuates
1 ily Edit Check Worksheet o
2 School: arizona Elementary sc Enrollment: 120 iy throughout any montbh, it s
3 Month December Price Factor (AF) advised to enter the
4 BREAKFAST LUNCH hlgheSt number Of
: A B C E A students enrolled during
7 Day of Total Total eTEl ToT Day of Total
. g | Month: | Enrollment AF E“;?:“F‘f“‘ 5"::9';: ':':"'!"TS Month: | Enrollment that month for your edit
9 1 0.00% 0 0] 1
' , ' e In e 1w 2 0.00% 0 0| 2 check.
1 3 0.00% 0 of 3 I
- . - 12 _a 0.00% 0 o 4 0.00% 0 0
13 5 0.00% 0 i 5 0.00% 0 0|
Simplified Dail i i — = o — :
15 7 0.00% 0 of 7 0.00% ] 0
16 8 0.00% 0 i 8 0.00% 0 [
* 17 9 0.00% 0 i g 0.00% 0 [
It ec 1810 0.00% 0 0| 10 0.00% 0 0|
19 11 0.00% 0 of 11 0.00% 1] 0
20 12 0.00% 0 i 12 0.00% 0 [
21 13 0.00% 0 i 13 0.00% 0 0|
Wor S eet 22 14 0.00% 0 of 14 0.00% 0 0
23 15 0.00% 0 of 15 0.00% ] 0
24 18 0.00% 0 i 16 0.00% 0 [
25 17 0.00% 0 il 17 0.00% 0 [
26 18 0.00% 0 i 18 0.00% 0 0|
27 19 0.00% 0 0| 19 0.00% 0 0|
22 =p 0.00% 0 of 20 0.00% ] 0
29[ 29 0.00% 0 il 21 0.00% 0 [
30 29 0.00% 0 i 22 0.00% 0 0|
31 23 0.00% 0 0| 23 0.00% 0 0|
12 24 0.00% 0 of 24 0.00% ] 0
33 25 0.00% 0 il 25 0.00% 0 [
4 28 0.00% 0 i 26 0.00% 0 0|
35 27 0.00% 0 0| 27 0.00% 0 0|
6| 28 0.00% 0 of 28 0.00% ] 0
37 298 0.00% 0 i 29 0.00% 0 [
38 30 0.00% 0 i 30 0.00% 0 0|
39 31 0.00% 0 [i]| 31 0.00% 0 0
40 |Totals: 0| Totals: 0




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

A | B | ¢ | b | E | E |6 H | [ | v | Kk | L | M
1| Simplified Daily Edit Check Worksheet
2 | School:  arizona Elementary School Enrollment: 120 g:ﬁﬂaﬁ;wmﬂ:?mm
3 |Month: Attendance Factor (AF): 9375
4 BREAKFAST LUNCH
6 | A B C 5] A B C D
Day of Total Toral Toral TOTAL Day of Total Toral Toral TOTAL
L vl I AF | Encollment [ Meals [coOunTs| | o>* >0 O < AF | Enroliment | Meals [COUNTS
" ] onth: nrofiment H AF: Served: H onth nrofiment X AF: Served: H
9 1 93.75% 0 0 1 93.75% 0 0
( ' , , letln the 0_2 93.75% 0 0 2 93.75% 0 0
10 3 93.75% 0 0 3 93.75% 0 0
. . . 124 93.75% 0 0 4 93.75% 0 0
13 5 93.75% 0 0 5 93.75% 0 0
Simplified Dail = = e
15 7 93.75% 0 0 7 93.75% 0 0
. 16 8 93.75% 0 0 8 93.75% 0 0
17 9 93.75% 0 0 9 93.75% 0 0
Edlt Ch eck 18 10 93.75% 0 0 10 93.75% 0 0
19 11 03.75% i 0 11 03.75% i 0
20 12 93.75% 0 0 12 93.75% 0 0
21 13 93.75% 0 0 13 93.75% 0 0
Wor S eet 22 14 03.75% i 0 14 92.75% i 0
23 15 93.75% 0 0 15 93.75% 0 0
24 18 93.75% 0 0 18 93.75% 0 0
25 17 93.75% 0 0 17 93.75% 0 0
26 18 03.75% i 0 18 03.75% i 0
27 19 93.75% 0 0 19 93.75% 0 0
28 20 93.75% 0 0 20 93.75% 0 0
23 929 03.75% i 0 21 03.75% i 0
30 22 93.75% 0 0 22 93.75% 0 0
31 23 93.75% 0 0 23 93.75% 0 0
32 24 93.75% 0 0 24 93.75% 0 0
33 25 03.75% i 0 25 03.75% i 0
34 26 93.75% 0 0 26 93.75% 0 0
35 27 93.75% 0 0 27 93.75% 0 0
36| 28 03.75% i 0 o8 03.75% i 0
37 25 93.75% 0 0 25 93.75% 0 0
38 30 93.75% 0 0 30 93.75% 0 0
39 31 93.75% 0 0 31 93.75% 0 0
A0 | 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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5. ldentify the meal service(s) the worksheet is reflecting.

A | B | ¢ | b | E | E |6 H | [ | v | Kk | L | M
1| Simplified Daily Edit
2 | School:  arizona Elementary School Enroll E:ﬁﬂaﬁ;ﬂmﬂ;ﬁgmm
3 |Month: December Attendance Factor (AF): 9375
4 BREAKFAST LUNCH
6 | A B C 5] A B C D
Day of Total Toral Toral TOTAL Day of Total Toral Toral TOTAL
L vl I AF | Encollment [ Meals [coOunTs| | o>* >0 O < AF | Enroliment | Meals [COUNTS
" ] onth: nrofiment H AF: Served: H onth nrofiment X AF: Served: H
9 1 93.75% 0 0 1 93.75% 0 0
( ' , , letln the 0_2 93.75% 0 0 2 93.75% 0 0
10 3 93.75% 0 0 3 93.75% 0 0
. . . 124 93.75% 0 0 4 93.75% 0 0
13 5 93.75% 0 0 5 93.75% 0 0
Simplified Dail = T — =
15 7 93.75% 0 0 7 93.75% 0 0
. 16 8 93.75% 0 0 8 93.75% 0 0
17 9 93.75% 0 0 9 93.75% 0 0
Edlt Ch eck 18 10 93.75% 0 0 10 93.75% 0 0
19 11 03.75% i 0 11 03.75% i 0
20 12 93.75% 0 0 12 93.75% 0 0
21 13 93.75% 0 0 13 93.75% 0 0
Wor S eet 22 14 03.75% i 0 14 92.75% i 0
23 15 93.75% 0 0 15 93.75% 0 0
24 18 93.75% 0 0 18 93.75% 0 0
25 17 93.75% 0 0 17 93.75% 0 0
26 18 03.75% i 0 18 03.75% i 0
27 19 93.75% 0 0 19 93.75% 0 0
28 20 93.75% 0 0 20 93.75% 0 0
23 929 03.75% i 0 21 03.75% i 0
30 22 93.75% 0 0 22 93.75% 0 0
31 23 93.75% 0 0 23 93.75% 0 0
32 24 93.75% 0 0 24 93.75% 0 0
33 25 03.75% i 0 25 03.75% i 0
34 26 93.75% 0 0 26 93.75% 0 0
35 27 93.75% 0 0 27 93.75% 0 0
36| 28 03.75% i 0 o8 03.75% i 0
37 25 93.75% 0 0 25 93.75% 0 0
38 30 93.75% 0 0 30 93.75% 0 0
39 31 93.75% 0 0 31 93.75% 0 0
A0 | Totals: 0 Totals: 0




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.

1 1 C 1 D 1 E 1 F 1 G 1 H 1 l 1 J 1 K 1 L 1 M
1| Simplified Daily Edit Check Worksheet
2 | School:  arizona Elementary School Enrollment: 120 ,ENEEDHEI Sdmi_tm Prr:gmm
C [ t M t l 3 |Month: December Attendance Factor (AF). 9375
‘ ] ] e ‘ ] e 4_ BREAKFAST LUNCH
. . . 6 | A B C D A B C D
Day of Total Total Total TOTAL Day of Total Total Toral TOTAL |
I , r ' p I I e a I y 7| Ho:th: - AF Enrollment | Meals [|[COUNTS Ho:th: Ernollment AF Enrollment | Meals |COUNTS
8 X AF: Served: - X AF: Served: H
] 1 93.75% 0 0 1 93.75% 0 0
"l 10 2 93.75% 0 0 2 93.75% 0 0
10 3 93.75% ] 0 3 93.75% 0 0
I e C 12 a 93.75% 0 0 4 93.75% 0 0
13 5 93.75% 0 0 5 93.75% 0 0
14 B 93.75% 0 0 B 93.75% 0 0
15 7 93.75% 0 ] 7 93.75% 0 0
Or S ee 16 8 93.75% 0 0 8 93.75% 0 0
17 9 93.75% 0 0 9 93.75% 0 0
18] 10 93.75% 0 0 10 93.75% 0 |
19 11 93.75% 0 0 11 93.75% 0 0
20 12 93.75% 0 0 12 93.75% 0 0
21 13 93.75% 0 0 13 93.75% 0 0|
0 G ¥ 0 14 93.75% 0 0
. . 0 15 93.75% 0 0
0 16 93.75% 0 0
Arizona Elementary School is not g [z N 0 g
H 0 18 93.75% ] [
currently operating breakfast and only ) [ - 7% 0 g
H 0] 20 93.75% 0 0
needs to complete edit checks for T EENER 0 9
0 29 93.75% 0 0
lunch. Please note that steps for 2= EEREER 0 g
M M M 0 24 93.75% 0 0
completing the Daily Edit Check are o 2 EE : L
a A A 0 26 93.75% 0 0
identical for both meal services. o —= EEREE : .
0 28 93.75% 0 0
37 29 93.75% 0 0 29 93.75% 0 0
18 ap 93.75% 0 0 30 93.75% 0 0|
39 31 93.75% 0 0 31 93.75% 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 37. The 15t and the
2"d will not be completed on the worksheet.

A B | c | D | E | F |G| H | | | J | K | L M
1] Simplified Daily Edit Check Worksheet
2 | School:  arizona Elementary School Enrollment: 120 E:ﬁﬂaﬁ;ﬂmﬂ;ﬁgmm
C [ t M th 3 |Month: December Attendance Factor (AF): 9375
‘ ] ] e Ing e 4 BREAKFAST LUNCH
. . . 6 | A B C O A B C 5]
7 Day of Total Toral Toral TOTAL Day of Total Toral Toral TOTAL |
’ ' ’ I Ie al y 2 | Month: Enrollment AF En;:n:;fenl SHeals_ CDL!NTS Month: Enrollment AF Enlollmfenl Heals_ CDL!NTS
: erved: z X AF: Served: -
9 1 93.75% 0 [1] . Ll & -
" 10 2 93.75% 0 0 2 L2 FEC g L
11 3 93.75% 0 0 3 93.75% 0 0
I eC 12 4 93.75% 0 0 4 93.75% 0 0
13 5 93.75% 0 0 5 93.75% 0 0
14 [ 93.75% 0 0 [ 93.75% 0 0
15 7 93.75% 0 0 7 93.75% 0 0
Or S ee 16 8 93.75% 0 0 8 93.75% 0 0
17 9 93.75% 0 0 9 93.75% 0 0
18 10 93.75% 0 0 10 93.75% 0 0
19 11 93.75% 0 0 11 93.75% 0 0
20 12 93.75% 0 0 12 93.75% 0 0
21 13 93.75% 0 0 13 93.75% 0 0
22 14 93.75% 0 0 14 93.75% 0 0
23 15 93.75% 0 0 15 93.75% 0 0
24 186 93.75% 0 0 186 93.75% 0 0
25 17 93.75% 0 0 17 93.75% 0 0
26 18 93.75% 0 0 18 93.75% 0 0
27 19 93.75% 0 0 19 93.75% 0 0
28 20 93.75% 0 0 20 93.75% 0 0
29 21 93.75% 0 0 21 93.75% 0 0
30 29 93.75% 0 0 29 93.75% 0 0
31 23 93.75% 0 0 23 93.75% 0 0
32 24 93.75% 0 0 24 93.75% 0 0
33 25 93.75% 0 0 25 93.75% 0 0
34 26 93.75% 0 0 26 93.75% 0 0
35 27 93.75% 0 0 27 93.75% 0 0
36 28 93.75% 0 0 28 93.75% 0 0
37 29 93.75% 0 0 29 93.75% 0 0
38 30 93.75% 0 0 30 93.75% 0 0
39 31 93.75% 0 0 31 93.75% 0 0
40 | Totals: 0 Totals: 0
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6. Enter the Total Enrollment of students on the 3.

A | B | ¢ | D | E | F |8 H | I [ r | K LM
1| Simplified Daily Edit Check Worksheet
2 | School:  arizona Elementary School Enrollment: 120 ,Ema;mﬁ:?mm
3 |Month: December Attendance Factor (AF). 9375
4 BREAKFAST LUNCH
& | A B C D A B C D
7 Day of Total Toral Toral TOTAL Day of Total Toral Toral TOTAL
g | Month: Enrollment AF En;?::?ent SHealz COUNTS Month: Enrollment AF En;?::?ent SHealsd COUNTS
. - erved: - - erved: -
9 1 03.75% 0 0] 1 93.75% 0 0|
omptetin e : e E— : oy I— D
: 0 F] 120 | 92.75% 113 0|
. . . For example, Arizona 0 3 5375% 0 0
0 [1] 5 93.75% 0 [
S[ 4 [[ [ed Da[[ Elementary School had 120 g o e 53.75% g g
0 0| 7 93.75% 0 0|
, enrolled students on 0 o 8 93.75% G g
d 0 0] g 93.75% 0 0|
Edit Check === ===
0 0| 11 93.75% 0 0|
0 [ 12 93.75% 0 [
21 13 93.75% 0 0] 13 93.75% 0 0|
WO r S eet 22 14 03.75% i 0| 14 92.75% i 0
23 15 03.75% 0 0] 15 03.75% 0 0|
24 18 93.75% 0 0] 16 93.75% 0 0|
25 17 03.75% 0 0| 17 03.75% 0 0|
26 18 93.75% 0 0| 18 93.75% 0 0|
27 19 93.75% 0 [ 19 93.75% 0 [
28 20 93.75% 0 0] 20 93.75% 0 0|
29 29 93.75% 0 0| 21 93.75% 0 0|
30 22 03.75% 0 0] 25 03.75% 0 0|
31 23 93.75% 0 0] 23 93.75% 0 0|
32 24 03.75% 0 0| 24 03.75% 0 0|
33 25 93.75% 0 0| 25 93.75% 0 0|
4 28 93.75% 0 [ 26 93.75% 0 [
35 97 93.75% 0 0] 27 93.75% 0 0|
36| 28 93.75% 0 0| 28 93.75% 0 0|
37 29 03.75% 0 0] 295 03.75% 0 0|
38 30 93.75% 0 0] 30 93.75% 0 0|
39 31 03.75% 0 0| 31 03.75% 0 0|
40 | Totals: 0 Totals: 0|




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

A | B | C | ()] | E | F | G | H | | | ] | K | L | [l
1| Simplified Daily Edit Check Worksheet
2 | School:  Arizona Elementary School Enrollment: 120 ,E;;i:;a;mﬁ:?mm
3 Month: December Attendance Factor (AF): _ 9375
. 4_ BREAKFAST LUNCH
CO , , letln the ) 2 3 TCI TDI TOTAL 2 5 TCI TDI TOTAL
T R3] oo | A7 | molimens | e |counTs) | 02250 | (T80l | AF | covslimen | Mese coUNTS
" L oL ] 9 1 03.75% 0 ) ] 1 9375% 0 T o
Simplified Daily = = e
10 3 93.75% 0 0 3 ( 120 93.75% 113 0
12 4 93.75% 0 ] 4 93.75% 0 0
L] 13 5 93.75% 0 0 5 93.75% 0 0
Edlt Ch ECk 14 & 93.75% 0 0| & 93.75% 0 0|
= S ] 0 7 93.75% 0 0
0 0 8 93.75% 0 0
0 0 9 93.75% 0 0
Wo rks h e et If Total Enrollment happens to exceed o [0 53 75% 0 o
. . i 0 11 93.75% 0 0|
the number listed in the Enrollment ! 0 12 53 75% 0 0
. 0 0 13 93.75% 0 0
field, a new student may have ' o) T4 0375% 0 0
: i 0 15 93.75% 0 0
0 0 18 93.75% 0 0
enrolled since you completed the . g [e EENE 0 g
header of the worksheet. Make sure ! L T R 0 g
0 0 19 93.75% 0 0
H H 0 0 20 93.75% 0 0
to update this number to the highest 1 g = 33.70% 2 g
p 0| 22 93.75% 0 0
number of students that were , 9 =2 CENELR : g
H 0 93.75% 0 0
enrolled during that month. o —2 R C 2
0 0 26 93.75% 0 0
— 0 0 27 93.75% 0 0
6| o8 93.75% 0 0 og 93.75% 0 0|
a7 29 93.75% 0 0 29 93.75% 0 0
38 30 93.75% 0 0 30 93.75%
39 31 93.75% 0 0 31 93.75%
40 |Totals: ] Totals:




7. The Total Enrollment x AF was auto-filled via the Excel.

A | B | ¢ | b | E | E |6 H | [ | v | Kk | L | M
1| Simplified Daily Edit Check Worksheet
2 | School:  arizona Elementary School Enrollment: 120 ,Ema;mﬁ:?mm
3 |Month: December Attendance Factor (AF). 9375
4 BREAKFAST LUNCH
6 | A B C 5] A B C D
7 Day of Total Toral Toral TOTAL Day of Total Toral Toral TOTAL
| Manth: Enrollment AF Enrollment Meals ||[COUNTS Month: Enrollment AF Enrollment | Meals [[COUNTS
" ] H AF: Served: H X AF: Served: H
9 1 93.75% 0 0 1 93.75% 0 0
' , , e In e 0_2 93.75% 0 0 2 9375% 0 0]
) 93.75% 0 [ 3 120 m [E 0)
. . . 124 93.75% 0 0 4 : 0 0)
13 5 93.75% 0 0 5 93.75% 0 0
Simplified Dail = e e
15 7 03.75% i 0| 7
. 16 8 93.75% 0 0 8
179 93.75% 0 0| ) . .
Ed[t CheCk 1810 53.75% 0 o o If you are completing this worksheet
19 11 03.75% i 0| 11
0 12 55.75% 5 o 12 manually, please take the Total
2113 93.75% 0 0 13 : :
Wor S eet 214 55.75% 0 0 14 Enrollment and multiply it by the AF.
23 15 93.75% 0 0 15
T 83.75% 0 o] [1e For example:
25 17 93.75% 0 0] 17
26 18 03.75% i 0| 18
27 19 93.75% 0 0 19
28 20 93.75% 0 0 20 =
¥ 0 EENE 0 g [z 120 X .9375 = 112.5 (round to 113)
30 29 93.75% 0 0 29
31 23 93.75% 0 0] 23 _
32 24 93.75% 0 0] 24 93.75% 0 0]
33 25 03.75% i 0| 25 03.75% i [
34 26 93.75% 0 0 26 93.75% 0 0
35 27 93.75% 0 0 27 93.75% 0 0]
36| 28 03.75% i 0| o8 03.75% i 0|
37 25 93.75% 0 0 25 93.75% 0 0
38 30 93.75% 0 0] 30 93.75% 0 0]
39 31 93.75% 0 0] 31 93.75% 0 0]
A0 | Totals: 0 Totals: 0
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8. Enter the Total Meals Served on the 3.

A | B | ¢ | p | E | F |8 H | [ [ r | K LM
1| Simplified Daily Edit Check Worksheet
2 | School:  arizona Elementary School Enrollment: 120 ,E;;i:;a;mﬁ:?mm
3 |Month: December Attendance Factor (AF). 9375
4_ BREAKFAST LUNCH
& | A B C D & B C D
a Total Total TOTAL av o otal Total Total TOTAL
_ T Mo | Enmiotimens | AF | Encollment | Meals |COUNTS| | @200 | eolfinen | AF | Enolimen | Meals |COUNTS
Completing the = — o= — "
10 2 93.75% 0 0 2 93.75% 0 0
p g 1 3 93 75% 0 0] 3 120 | 9375 100 100}
- . - 124 93.75% 0 0 4 93.75 0
13 5 93.75% 0 0 5 93.75% 0 0
' , , I Ie al y 14 B 93.75% 0 0 B 93.75% 0 0
15 7 93.75% 0 0 7 93.75% 0 0
16 8 93.75% 0 0 8 93.75% 0 0
- 7 9 93.75% 0 0 9 93.75% 0 0
Edlt Ch ECk 18 10 93.75% 0 0 10 93.75% 0 0|
19 11 93.75% 0 0 11 = = =
200 12 93.75% 0 0 12 1
W k h t o1z RN : o —12 Please note the number in red below.
27 14 93.75% 0 0 14 2 2
Or S ee 5 = : a2 This number will change throughout
24 18 93.75% 0 0] 16 H
S —s e : 5 e the month while meal counts are
26 18 93.75% 0 0 18
12 e : 5 —2 recorded on the worksheet. If you are
] e : 3 =2 completing this worksheet manually,
= =l : i 2 you will wait until all operating days
32 93.75% 0 0
33 g; 93.75% 0 0 :; are completed to add up the total
34 28 93.75% 0 [ 26
35 o7 93.75% 0 0 27 meal counts.
6| o8 93.75% 0 0 28 e 7 5
a7 29 93.75% 0 0 29 93.75% 0 0
38 30 93.75% 0 0 30 93.75% 0 0
39 31 93.75% 0 0 31 93.75% 0 0|
40 | Totals: 0 Totals: 100
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Now that December 3% is complete, let’s check your work.

A B | ¢ | o | E | F |6 H | | | v | Kk | L | ™
1| Simplified Daily Edit Check Worksheet
2 | School:  arizona Elementary School Enrollment: 120 E:ﬁﬂaﬁ;ﬂmﬂ;ﬁgmm
3 |Month: December Attendance Factor (AF). 9375
4 BREAKFAST LUNCH
6 | A B C O A B C 5]
7 Day of Total Total Total TOTAL Day of Total Total Total TOTAL
& Month: Enrollment AF Enrollment | Meals [(COUNTS Month: Enrollment AF Enrollment | Meals |[COUNTS
] X AF: Served: H X AF: Served: H
9 1 93.75% 0 0 1 93.75% 0 [i]
( ' , pletln the 02 93.75% D 0] 2 93.75% D 0
10 3 93.75% 0 0 3 120 93.75% 113 100 100
. o~ . 124 93.75% 0 0 4 93.75% 0 0|
13 5 93.75% 0 0 5 93.75% 0 [1]
Simplified Dail = = e
15 7 93.75% 0 0 7 93.75% 0 0]
16 8 93.75% 0 0 8 93.75% 0 [i]
* 17 9 93.75% 0 0] 9 93.75% 0 0]
It eC 18 10 93.75% 0 0] 10 93.75% 0 0]
19 11 93.75% i 0] 11 93.75% i 0
20 12 93.75% 0 0 12 93.75% 0 [1]
21 13 93.75% 0 0 13 93.75% 0 0]
WO r S eet 22 14 03.75% i 0| 14 92.75% i 0
23 15 93.75% 0 0 15 93.75% 0 [i]
24 16 93.75% 0 0] 16 93.75% 0 0]
25 17 93.75% 0 0] 17 93.75% 0 0]
26 18 93.75% i 0] 18 93.75% i 0
27 19 93.75% 0 0 19 93.75% 0 [1]
28 20 93.75% 0 0 20 93.75% 0 0]
29 29 03.75% i 0| 21 03.75% i 0
30 22 93.75% 0 0 22 93.75% 0 [i]
31 23 93.75% 0 0] 23 93.75% 0 0]
32 24 93.75% 0 0] 24 93.75% 0 0]
13 25 93.75% i 0] 25 93.75% i 0
34 26 93.75% 0 0 26 93.75% 0 [1]
35 27 93.75% 0 0 27 93.75% 0 0]
6| 28 03.75% i 0| 28 03.75% i 0
37 29 93.75% 0 0 29 93.75% 0 [i]
38 30 93.75% 0 0] 30 93.75% 0 0]
39 31 93.75% 0 0] 31 93.75% 0 0]
A0 |Totals: 0 Totals:

Check Your Work




Completing the
Simplified Daily

Edit Check
Worksheet

Total Meals Served should not exceed the Total Enrollment.

4 A | B [ ¢ | p | E | E |6 H | [ [ 1 ] K | L | ™
1| Simplified Daily Edit Check Worksheet
2_8Ch00|2 Arizona Elementary 5chool Enroliment: 120 ,E;;i:;ammme
3 |Month: December Attendance Factor (AF). 9375
4 BREAKFAST LUNCH
6 | A B C O A B C 5]
a Total Total TOTAL av o otal Total Total TOTAL
T Mo | Enmiotimens | AF | Encollment | Meals |COUNTS| | @200 | eolfinen | AF | Enolimen | Meals |COUNTS
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 93.75% 0 0
13 5 93.75% 0 0 5 93.75% 0 0|
= . 93. 0 0
0 0
0 0|
If Total Meals Served are less than the number of Total 0 0
Enrollment x AF, the SFA can consider their edit check complete. 0 0
Scenario 2: If Total Meals Served exceeded the number of Total 0 g
Enrollment x AF, this should prompt the SFA to check that meal 0 g
counts are accurate, but should not differ the SFA from entering 0 g
the true meals served if it is found to be correct. 0 g
If Total Meals Served exceeded the number of Total : g
Enrollment , it would be considered an error and it is up to the SFA 2 .
to investigate further and make the correction. : =
0 0
0 0
Example of above worksheet: : 2
0 0
100)

e 120 Total Enrollment > 100 Total Meals Served




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

LUNCH
Comprehension CS— - —— -
Day of Total Total Total TOTAL
Month: Enrollment AF Enrollment | Meals |[COUNTS
Ch eCk X AF: Sermved: :
1 93.75% 0 0
2 93.75% 0 0
3 120] 93.75% 113 100 100
4 120] 93.75% 113 115 115
5 93.75% ] 0




Comprehension

Check

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
The Total Meals Served exceeded
the Total Enrollment x AF,

LUNCH
A B C i}

therefore, the SFA is prompted by [payor | o R RGN I s
the yellow highlighted areain the [™r™ ™ | 1 xar fsewedy .

Excel to check meal counts for
accuracy. If meal counts are found
to be correct, the edit check is
then considered complete for that
day.

93.75% 0 0
120] 93.75% 113 100 100
120 93.75% 113 115 115
893.75% o 0

on | |es ko | =

=
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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

LUNCH
Comprehension S - ——
Day of Total Total Total TOTAL
Month: Enrollment AF Enrollment | Meals |[COUNTS
Ch eCk ¥ AF: Served: :
1 §3.75% 0 0
2 893.75% 0 0
3 120 93.75% 113 100 100
&4 120 93.75% 113 99 99
5 120 93.75% 113 122 122




Comprehension

Check

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

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.

LUNCH

A

C

D

Day of
Maonth:

Total

Enrollment

AF

Total

Enrollment
X AF:

Total

Meal=
Served:

TOTAL
COUNTS

§3.75%

0

0

893.75%

0

0

120

893.75%

113

100

100

120

93.75%

113

99

99

tiglokml=

120

83.75%

113

122

122

=



You have completed steps 1 — 8 on the worksheet for
December 379 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.

ompleting the

A B C D E F G H I ] K L M
1] Simplified Daily Edit Check Worksheet
- o o g 2 |School:  aArizona Elementary School Enrollment: g':::::l Sdn:;:'::;:fmm
‘ ] ] I Ie al 3 |Month: Attendance Factor (AF): 1
4 BREAKFAST LUNCH
. 6 | A B = D A B T D
- [ Dapet E— Total Total || TOTAL Doy of Tocal Total Total | TOTAL
2| manth: | Enroliment AF En;?:?em Sﬂealsd COUNTS ol I AF En;,:l\.;em Sﬂealz COUNTS
: erved: : : erved: :
9 1 93.75% 0 [ 1 93.75% 0 [
10 2 03 75% 0 gl 2 93 75% 0 0|
11 3 93 75% 0 0| 3 20| 03 75% T3] 100| T00]
12 4 093.75% 0 0] 4 120] 93.75% 113 o9 EL |
13 5 93.75% 0 [ 5 120 93.75% 113 914 92'
14 6 03.75% [ [ 5 120] 93.75% ERE 102| 102
15 7 93.75% [ [ 7 120] 93.75% ERE] 88 88|
16 8 93.75% [ [ 8 120] 93.75% ERE] [
17 E) 93.75% [ [ 5 120] 93.75% ERE] [
18 10 03 75% 0 0| 10 20| 03 75% ERE] 114] 114]
1911 93 75% 0 0| 11 20| 93 75% ERE 101 101
20 12 93 75% 0 0| 12 120] 93 75% 113 100| 100
2113 93.75% 0 0| 13 120] 93.75% 113 og| o8|
2 14 93.75% [ [ 14 120] 93.75% ERE] 100| 100
2315 93.75% [ [ 15 120] 93.75% ERE] [
24 18 93.75% [ [ 16 120] 93.75% ERE] [
2517 93.75% [ [ 17 120] 93.75% ERE] 111 111
26 18 03 75% 0 0| 18 20| 03 75% ERE] 113 113
2719 93.75% ] 0| 19 120] 93.75% T3] 110| T10]
28 20 93 75% 0 0| 20 120] 93 75% 113 80| 80|
29[ 21 93.75% 0 0| 21 120] 93.75% 113 83| 83
W[ 22 93.75% [ [ 22 120] 93.75% ERE] [
31 23 93.75% [ [ 23 120] 93.75% EREl [
32 24 93.75% [ [ 24 120] 93.75% ERE] [
3325 93.75% [ [ 25 120] 93.75% ERE] [
PR TY 03 75% ] q 26 120] 93.75% T3] EI
35 27 93 75% 0 0| 27 20| 93 75% ERE 0|
36 28 93 75% 0 0| 28 120] 93 75% 113 0|
2729 03.75% [ [ 29 120] 93.75% ERE [
38 a0 93.75% [ [ 30 120] 93.75% ERE] [
39 31 93.75% [ [ 31 120] 93.75% EREl [
40 [Totals: 0 Totals: 1489




On January 2"9, Arizona Elementary School will use their
completed Simplified Daily Edit Check Worksheet to submit their
total meal counts for the month of December in CNPWeb.

Completing the e

Daily Edit Check — o

Worksheet Enter Data
Total Meals Served:
Participants Enrolled:

For more guidance on submitting a claim using Daily Edit
Checks, click here.



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

Technical Assistance

If you have any questions about counting and claiming
meals, use:

* The School Nutrition Programs Guidance Manual at:

For other questions about Daily Edit Checks,
please contact your School Nutrition Program Specialist.


https://cms.azed.gov/home/GetDocumentFile?id=58adf4291130c10a4c1e8b27

End of Training

ADE Online Training Library

Online trainings are easy to use
and available year round. Directors
and staff are encouraged to
complete these trainings as a way
to review previously learned
subjects, or as an introduction to a
regulation. Most guides are also
available in Spanish.

Please take some time to browse
through the ADE Online Training
Library to review additional
resources.

# HOME  HNSAZQUCKSEARCH  CVILRGHTS  MEMOS  CONTACTUS

Health and Nutrition Services

ADE Online Training Library
@@
1 1000-Nutrton
1 2000- Operations
P 3000- Admiisraion

¥ Traning on Applicafions for Stae Reporting (CNPWeb, Direct Certication/ Direct Verfication and Verficafion)

) Training Specific to Operating and Applying for Specil Assstance
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http://www.azed.gov/hns/nslp/trainingps/online/

Congratulations!

You have completed the Step by Step Instruction: How to Complete
Daily Edit Checks.

In order to count this training towards your Professional Standards
training hours, the training content must align with your job duties.

* Information to include when documenting this training for

. Professional Standards:
End Of Tralnlng * Training Title: Step by Step Instruction: How to Complete Daily Edit

Checks
* Learning Code: 3310
* Key Area: 3000- Administration
* Length:

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




End of Training

Requesting a Training Certificate

Please click on the link below to complete a brief survey about this
training. Once the survey is complete, you will be able to print your

certificate of completion from SUI’VEY Monkey. *This will not appear in your
Event Management System (EMS) Account.

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

The information below is for your reference when completing the

survey.
Training Title: Step by Step Instruction: How to Complete Daily Edit
Checks

Professional Standards Learning Code: 3310
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https://www.surveymonkey.com/r/OnlineHowToGuides

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

Persons with disabilities who require alternative means of communication for program information
(e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the Agency (State
or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech
disabilities may contact USDA through the Federal Relay Service at (80oo) 877-8339. Additionally,
program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint
Form, AD-3027, found online at http://www.ascr.usda.gov/complaint filing cust.html, and at any
USDA office, or write a letter addressed to USDA and provide in the letter all of the information
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant
Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; (2) fax:
(202) 690-7442; or (3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.

8o


http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

