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CNS Update: Ensuring Accurate Claims for Reimbursement 

Program operators use a variety of methods to record and consolidate meal counts 
to prepare monthly claims for reimbursement, including paper rosters, Excel 
spreadsheets and electronic meal counting systems.  

No matter which method is used, good internal controls are required. Child Nutrition 

Services continues to find errors when validating monthly claims for reimbursement 
during Administrative Reviews. Please review your internal controls using these 

best practices:  

For paper systems: 

•Ensure good internal controls are in place to count meals in each eligibility 

category: free, reduced-price and paid.  
•Ensure accurate transcription to spreadsheets.  
•Periodically double-check the process to ensure accuracy. When clerical errors are 

found, expand and implement corrective actions as needed. 
•Review daily meal counts against an attendance factor (edit check) for each site 

by eligibility category: free, reduced, and paid.  

In paper systems, all back-up documents must be kept on file according to records 
retentions schedules. Back-up documentation includes daily meal count rosters. 

For electronic systems: 

•Review daily meal counts against an attendance factor (edit check) for each site 
by eligibility category: free, reduced, and paid.  
•Work with vendor to understand the content of claim reports.  

•Ensure your system is set up to accommodate site-based claims. 
•Ensure daily site-level meal count totals match monthly totals between reports.  

•Implement appropriate reconciliation processes and document explanations when 
reports do not match.  
•Understand and periodically review report parameters.  

Internal controls to prevent block claiming and meal counts that exceed number of 

students in attendance are required. The Point of Service Meal Counting Reference 
Sheet provides further details. 

If you have questions, please contact your program specialist. 
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