Verification “Quick Reference” 2009-2010
 USDA Eligibility Manual for School Meals, January 2008 pages 62 - 79; Reauthorization 2004
Verification is confirmation of students’ eligibility for free and reduced price meals. 
Verification efforts are not required for Directly Certified, Homeless or Migrant eligible students including Household Failure to Apply. 
Verification must include either confirmation of income eligibility or confirmation that the child is a member of a household receiving assistance under the SNAP, FDPIR or TANF program. 
Verification may include confirmation of any other information required on the application. 
Verification begins October 1 and must be completed by November 15. 
Sponsors may verify the required sample in a single school or may distribute the sample among all the schools. 

Return the “Summary of Verification” (Form 581-3731c-O) by Friday, February 19, 2010, via fax to Jennifer Parenteau Child Nutrition Specialist at (503) 378-5156.

Claim for reimbursement payments will be withheld until ODE CNP receives the required “Summary of Verification” form.
1. Select one verification method from the following based on verification response rate from the prior year:

Standard Sample Size (page 68)

3% Focused of applications on file as of October 1 selected from “Error prone” - required for Sponsors who had prior year non-response rate of 20% or 1st year Sponsors “Error- prone” = Households within $100/month of Income Guidelines ($1200 per year)

OR

Alternate Sample Size (page 68)

3% Random - used by Sponsors with prior year non-response rate of less than 20%
OR
1% Plus Focused - the total number of approved applications selected from “error prone” plus 5% of categorically eligible
2. Calculate sample size for the method as of October 1

3. Pull samples from all newly approved applications

4. Replacing Applications (page 71) 

….the LEA may, on a case-by-case basis, replace up to 5% of applications selected. Applications may be replaced when the LEA believes that the household would be unable to satisfactorily respond to the verification request.  Any application removed must be replaced with another approved application selected on the same basis (i.e., an error-prone must be substituted for an error prone). In those LEA’s where 5% to total applications result in less than one; one application may still be replaced. All results of the 5% calculation are rounded up to the next whole number.
· Factors to consider – household stability and communication difficulty

· May decline up to 5% of selected applications (1 in 20 applications)

· Select a replacement application of the same type
In those LEAs where 5 % of total applications result is less than one, one application may still be replaced. All results of the 5 % calculation are rounded up to the next whole number. 

5. Conduct a preliminary review of applications for accuracy (page 70)
· Completed by a different person than who approved application (MUST BE a district employee)

· Waived if technology determined initial eligibility with high level of accuracy

· Correct eligibility determination if error found

Status changes from reduced price to free 

The LEA: 

· makes the increased benefits available immediately
· notifies the household of the change in benefits; and 

· verifies the application
If verification reduces the level of benefits (from free to reduced price or paid), the household is sent a notice of adverse action.
Status changes from free to reduced price

The LEA:

· does not change the child’s status; and 

· verifies the application
If the child’s free status is verified, the LEA does not notify the household. However, if the child’s status changes from free to either reduced price or paid, the household is sent a notice of adverse action. 

Status changes from free or reduced price to paid
The LEA:

· immediately sends the household a notice of adverse action
· does not verify the application
· selects a similar application (for example, another error-prone application) for verification; and 

· follows the confirmation review procedures for the newly selected application
6. Use “Direct Verification” (Optional pages 82-84)
· Obtain and use income and program information from public agencies

· SNAP or TANF or Medicaid (Medicaid Free = 133% benefit; Reduced = 185% benefit)

· Use most current data = 180 days before application date

· If unable to verify household, send written notification of verification selection and complete process

7. Notify Households of selection by sending written notification (page 72)
· Use the ODE CNP provided Notification of Selection letter informing households of their responsibility to submit documentation of their eligibility and the timelines for submitting information

· Include a toll free contact phone number for parents/guardians needing assistance

8. Verify household information (page 73)
· Review the submitted verification information from each household to determine the level of benefits

· If the household does not respond by the date specified in the Notification of Selection letter, at least one follow-up attempt is required. May use phone, email, letter or personal contact – record name, date and method

· File and retain verification documentation provided by households
9. Notify households of verification results

· If verification results in higher benefits or no change in benefits, the household can be notified in person, by telephone or in writing

· If verification results in reduced or terminated benefits, the notification of reduced or terminated benefits must be in writing.  Use the ODE CNP Letter of Verification Results. Households must be given 10 calendar days to appeal.

10. Completion (page 75)
· Verification is complete when a household’s eligibility for the approved level of benefit is confirmed, changed to a higher level, or the household is sent a letter reducing or terminating benefits no later than November 15.

(The ten-day appeal period may delay the change in meal benefits to no later than November 25.)

· Verification status changes completed at ‘Point of Service’ for each student in the household

Use the ODE CNP provided “Summary of Verification” form and fax to Jennifer Parenteau, Child Nutrition Specialist, at (503) 378-5156 by Friday, February 19, 2010. 
Verification Required Documentation

Maintain a description of verification efforts that includes:

1. Copies of all relevant correspondence between households selected and the school / LEA, including verification documents submitted by the household and letters of reduction of benefits or termination of benefits sent to the households.

2. Completed “Summary of Verification” that includes:

· The number of new applications on file as of October 1 and the percentage of those application verified 

· Indicate method used (3% focused, 1% Plus Focus, 3% Random, or All)

· Results of verification for all households selected

Acceptable verification documents for:

· Categorical eligible applications (SNAP, TANF, or FDPIR benefits) must include the certification period.

· Income applications include the name of the household member(s), the amount of income, the frequency, and the date received. (For example, a pay stub missing any of the above information would not be sufficient.)  Social Security numbers or an indication of none for each adult household member.

· A letter from the tribal officials can verify FDPIR.
Document the following for each application verified:

· Reasons for any denial or change of eligibility

· Dates of eligibility changes (note on the meal application)

· The title and signature of the verifying official

Verified applications must be readily retrievable by school.

Retain verification records for at least three years after the end of the fiscal year to which they pertain.

SPECIAL NOTES: 

With the exception of verification ‘for cause,’ LEAs must not verify any more or less than the standard sample.  Remember to round decimals up.
Sponsor must conduct verification even if they determine benefits for one application.  For example: if the sponsor has three applications they must verify one application even though it is 33%.

Verification conducted ‘for cause’ is done in addition to the required verification sample size. (page 66)

Verification ‘For Cause’ (page 67)

The LEA has an obligation to verify all questionable applications. Such verification efforts cannot delay the approval of applications. If an application is complete and indicates that the child is eligible for free or reduced price benefits, the application must be approved. Only after the determination of eligibility has been made can the LEA begin the verification process.

To verify an approved application ‘for cause,’ the LEA must send the household a letter explaining information with the application for continued eligibility Use the ODE CNP provided Notification of Selection letter.
The verification letter may be sent at the same time as the Eligibility Notification Letter.
Any household that fails to submit requested verification information that does not support the initial determination of eligibility must be sent a notice of adverse action, Letter of Verification Results.
Once households have been requested to provide documentation ‘for cause,’ the LEA must complete the verification process for these households.
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