
1. Coordinator must check 
off one number as the 
child takes the meal.

2. Coordinator 
must record any 
leftovers & 
waste 3. Coordinator 

must sign & date.



After School Coordinator Instructions
• Attendance must be taken by an adult and recorded daily.
• Students must take all 5 components 
• Meal count form must be used daily to claim meals
• Coordinator must establish a point of service at the end of the line. 
• Check one number for every meal taken by student
• One Meal per student
• Number of leftover and damaged meals must be recorded
• Coordinator must sign and date the bottom of form.
• Attendance and Meal Count Form must be returned with leftovers 

daily.



Approved Attendance Sheet

Enter daily 
attendance.

Please read and 
sign.
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