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EDIT CHECK WORKSHEET – INSTRUCTIONS
National School Lunch, Snack, and School Breakfast Programs

Although the Edit Check Worksheets are no longer submitted as part of the claim for reimbursement, edit checks must still be completed at each site, for each meal type. 

FORM TO USE: Edit Check Worksheet
· Edit Check Worksheets (ECW) no longer need to be submitted to HCNP; all claim information will be entered in HCNP Systems. Retain the ECW with SFA files for audit purposes.
· There is only one standard template form for all meals and snacks; select the meal type from a dropdown menu. 
· The form requires the Attendance Factor and eligibility data from the most recent October Data report.

· The form contains an “ALERT” column. Errors will be flagged; errors must be corrected based on the error code provided before the ECW can be completed.

· The form assists by highlighting certain errors. (For example, if actual meal counts exceed the number of eligibles, the cell with the error will be highlighted in yellow and an error code “E1” will appear in the ALERT column.)
HOW TO COMPLETE THE EDIT CHECK WORKSHEET

GENERAL DATA – ENTER ON ECW AT BEGINNING OF CLAIM MONTH:

1. Box 1: Enter SFA name 
2. Box 2: Enter agreement number.

3. Box 3: If SFA has multiple sites, enter site name; otherwise, leave blank.
4. Box 4:  Enter claim month/year; select from the dropdown menu.
5. Box 5:  Enter the meal you are completing the ECW for; select from the dropdown menu (Lunch, Breakfast, or Snack).
6. Box 6: Enter the Attendance Factor (AF) from the most recent October Data Report. This AF will be used for an entire year, from October of one year to September of the following year.

MEAL COUNTS AND ELIGIBILITY DATA – ENTER DAILY DURING CLAIM MONTH:
7. Boxes 7 – 10:  Enter enrollment under the Enrollment column and the number of students eligible under each column: FREE Eligibles, RP Eligibles, PAID Eligibles.
a. Enrollment must equal the total of F, R, and P eligibles each day. 

· If not, the error code “E 2” will appear in the ALERT column of the worksheet. 

· Verify enrollment and eligibility data and correct the error; the error code in the ALERT column will disappear.

8. AAE-Attendance Adjusted Eligibles will be automatically computed (number of eligibles x AF-Attendance Factor).
9. Boxes 8-10: Enter meal counts by category under FREE: Actual Count, REDUCED-PRICE: Actual Count, PAID: Actual Count.
a. If meal counts exceed the number of eligibles, the erroneous cell will be highlighted in yellow and the error code “E 1” will appear in the alert column.

b. Verify meal counts and/or eligibility data and correct the error; the error code in the ALERT column will disappear.
CONDUCTING EDIT CHECKS

10. If meal counts exceed the AAE, “E” will appear in the asterisked column for that category. This does not mean you have an error. It most likely means that more students than expected (estimate derived by the AF x the number of eligibles in each category) ate a reimbursable lunch.  
a. “E” means that an edit check is required; counts exceed AAE.
b. Verify meal count for the category that flags.
c. Verify number of eligibles for the category that flags.
d. Confirm the Attendance Factor has been entered accurately.
e. Confirm that meal counts do not exceed actual number of eligibles in the flagged category.
f. Correct located errors, if any.
g. Box 12:  If no errors, enter explanation in the Comments column.
SUMMARIZED DATA – ECW WILL AUTOMATICALLY COMPUTE

11. Box 13: TOTAL - Meal counts will be automatically totaled by category for the month. Cells are framed in bold. (Transfer this data to the claim form on HCNP Systems.)
12. Box 14: HIGH ELIGIBLES – The highest number of eligibles for each category will be automatically computed. Cells are framed in bold. (Transfer this data to the claim form on HCNP Systems.)
CERTIFICATION AND SIGNATURES

a. Box 15: Preparer should review the Edit Check Worksheet to ensure completeness and accuracy, then sign and date the certification statement. 

b. Box 16. A second party review and signature/date completes the process for completing Edit Check Worksheets. 
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