Using the 5-Day Reconciliation Worksheet
I am reviewing materials and getting ready to conduct a monitor visit at a day care. (The process is the same for homes or centers.)

While I am in my office, I pull the information for the day care.  I do the following things:

1. Review the enrollment forms

2. Decide which 10% (minimum of 5) of the children’s records I will reconcile.

3. Since there are 30 children enrolled at the day care, I will pick 5 children’s names.  I looked at my previous reconciliation review forms to make sure I look at 5 different children’s records. 

4. I decide which 5 days I am going to review.

5. I enter the day, dates, and children’s names on the 5-Day Reconciliation Worksheet. 

6. Next, I enter information from the Enrollment Form on the 5-Day Reconciliation Worksheet.
a. I indicate the information that comes directly from the Enrollment form with an ‘X’.  
b. In the columns, information from the enrollment form goes under the ‘E’ heading, and information from the Meal Participation Record goes under the ‘M’ column.  
c. I look at each child’s enrollment form and in the Attendance column and I mark an ‘X’ if the child should be in attendance that day.  
d. Using the same process as point ‘c’ above, I mark an ‘X’ for each meal the children normally receives while in care.  
e. For each day, there is a row for total.  Add the number of X’s for attendance each day and the number of X’s for each meal type and put that number under the ‘E’ (enrollment information) on the total line.  You will have a total for each of the 5 days.    

7. The form is ready for the monitor visit.  

8. During the review of the day care, I ask for the attendance records and the meal participation records for the 5 days and the 5 children recorded on the worksheet.  
9. While I am at the day care, I enter the information on the 5-Day Reconciliation Worksheet regarding attendance and meal counts.  

a. In the attendance column, I enter a ( for each child that was in attendance for the day and date in question.

b. Next, I look at the meal participation records.  For each meal type, I enter a ( if the child was marked for receiving a meal on the day and date in question.  

c. For each day, there is a row for total.  I count the number of children that were in attendance for the day and at each meal type and put that number under the ‘M’ (meal participation record information).  

10. The worksheet is now complete.  I look over the data—
a. There is NO discrepancy in attendance.  The days the parents indicated these 5 children were normally in care matched the information from the attendance record. 

b. There is NO discrepancy in meal counts.  The meals the parents indicated these 5 children normally received while in care matched the information from the meal participation records. 

c. One child was absent 2 of the 5 days.  Meals for this child were not recorded.
11. The data recorded on the 5-Day Reconciliation Worksheet demonstrates that no discrepancies were found at the day care regarding the 5-day reconciliation of enrollment forms, attendance, and meal counts.  
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