Step by Step Instruction:

How to Create a Benefit Issuance Document
(=1/9),

Professional Standards Learning Codes
3110, 3120
Length: 2 hour

Arizona

“How to Create a Benefits Issuance Document” is
intended for the School Food Authorities in the State

of Arizona. All regulations are specific to operating
the National School Lunch Program under the
direction of the Arizona Department of Education. 1
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Intended Audience and Content

* This How-To-Guide is intended for Local Educational Agencies
(LEAs) operating the National School Lunch Program (NSLP) who
are required to collect student eligibility documentation.

* The following slides provide guidance on how to create a Benefit
Issuance Document (BID) to record eligibility determinations.

- Attendees are expected to already understand how to certify
students for meal benefits prior to reviewing this How-To-Guide.

* Please review these How-To-Guides before continuing:

- Step by Step Instruction: How to Process Household Applications (SY 16-17)

- Step by Step Instruction: Introduction to CNP Direct Certification in CNP Direct

Certification/Direct Verification

- Step by Step Instruction: How to Conduct Direct Certification Using Other

Documentation
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Objectives

At the end of this training, attendees should be able to:

* read a Benefit Issuance Document (BID);

* understand what is required on a BID;

- record individual student eligibility information on the BID; and

- understand how to update an individual student’s eligibility
information on the BID.
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The instruction within this How-To-Guide is based on guidance from
ADE’s School Nutrition Programs Guidance Manual, 2015.

* Section 3.7- Eligibility Documentation (pages 31-32)

It is recommended to review this section of the manual in addition to reviewing this
training. Click here to access ADE’s School Nutrition Programs Guidance Manual,
2015


http://www.azed.gov/health-nutrition/files/2015/11/snp-guidance-manual-updated-november-2015.pdf

Handouts for Training

At this time, please print off the handouts Sample BID and SY 16-17
Enrollment List. You will need these handouts to complete this

Step by Step training.

Instruction: .
How to Create ==
a Benefit
Issuance a— ra——
Document Sample BID SY 16-17

Enrollment List



http://www.azed.gov/health-nutrition/files/2016/06/handout_samplebid.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_samplebid.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf

Comprehension

Check

* Throughout this guide there will be comprehension quiz questions

to test your knowledge and help you apply what you're learning.

- Be sure to review these quiz questions and the answers, available

within the guide.

* This icon will indicate a comprehension quiz question, and the

background of the slides will be a light blue like you see on this
slide.
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Definitions

- Student Eligibility Category: The type of meal benefit a student
is certified for. This will be either free, reduced, or paid.

- Student Eligibility Documentation: The paperwork or forms the

LEA has on file that support why each student is receiving free,
reduced-price, or paid meals.

- Benefit Issuance Document: The document that summarizes the

meal benefit each student receives, the documentation that is on
file supporting that benefit eligibility, and the date the
documentation was processed.



The Step by Step Instruction will review:

Introduction to the BID Slides 9-15
Step by Step Creating the BID Slides 16-49
: . Updating the BID Slides 50-58
Instruction:
Coding the BID Slides 59-65
HOW tO Create Questions and Answers Slides 66-71
a Benefit
l ssyance The following slides will only cover how-to instructions for creating the BID. Please

refer back to the ADE Online Training Library for other How-To-Guides regarding

DOC ument methods to certify students for meal benefits.



http://www.azed.gov/health-nutrition/nslp/training/

Introduction to the Benefit
Issuance Document




Introduction

Eligibility Determinations and Documentation

Based on the eligibility documentation the LEA has on file, each enrolled
student in your school is assigned a meal benefit category (free, reduced,

or paid).

* We have learned in the previous How-To-Guides that specific eligibility
documentation will certify a child for free or reduced meal benefits.

MEAL BENEFITS DOCUMENTATION

FREE REDUCED PAID
CNP Direct Certification ~ Household Application No documentation on
Match Results based on Income file
Liaison Lists for Submitted incomplete
Homeless, Migrant, Household Application
Runaway
Household Applications Submitted Household
(Case number, income, Application where
foster) income is too high

Agency Documentation

10



Introduction

Benefit Issuance Document

- All eligibility determinations should
be recorded on a Benefit Issuance
Document (BID).

- ABID is a list of all students at your
organization that you determined
have either free or reduced meal
benefits.

* It is recommended to include all
enrolled students (Free, Reduced and
Paid).

Last First Benefit Method/ Certification
Name Name Status Documentation Date

Coyote Wiley Free Income App 8/7/16

DeVil Dusty Reduced | Income App 9/17/16
Granger Hermione Paid

Lee Brock Free DCTANF 8/15/126
Potter Harry Free Foster App 9/3/16
Weasley Ron Free DC SNAP 7/16/16
Weasley | William Free DCSNAP 7/16/16

11



Introduction

Benefit Issuance Document

* The BID contains the:
* first and last name of the student,

* the meal benefit status,

* the method used to determine
their benefits (application, direct
certification etc.),

- and the date it was determined.

* This would be the date the
application was processed by the
determining official, when CNP
Direct Certification was
conducted, or when the
agency/liaison list was received.

- If the LEA has more than one site
operating, a column should be added
for site name.

Last First Benefit Method/ Certification
Name Name Status Documentation Date

Coyote Wiley Free Income App 8/7/16

DeVil Dusty Reduced | Income App 9/17/16
Granger Hermione Paid

Lee Brock Free DCTANF 8/15/126
Potter Harry Free Foster App 9/3/16
Weasley Ron Free DC SNAP 7/16/16
Weasley | William Free DCSNAP 7/16/16

12



Introduction

How to Read a BID

Each column is a required part
of a BID and each row is a
student.

For example,

* Dusty DeVil has reduced meal
benefits due to an income
application.

* The income application was
certified on 9/17/16.

-

Last First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley Free Income App 8/7/16

Granger Hermione Paid

Lee Brock Free DCTANF 8/15/126
Potter Harry Free Foster App 9/3/16
Weasley Ron Free DC SNAP 7/16/16
Weasley | William Free DCSNAP 7/16/16
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Introduction

How to Read a BID

Each column is a required part
of a BID and each row is a
student.

For example,

* Hermione Granger receives paid
meal benefits because there is no
documentation on file for her.

-

Last First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley Free Income App 8/7/16
DeVil Dusty Reduced | Income App 9/17/16

Lee Brock Free DCTANF 8/15/126
Potter Harry Free Foster App 9/3/16

Weasley Ron Free DC SNAP 7/16/16
Weasley | William Free DCSNAP 7/16/16

14



Introduction

How to Read a BID

Each column is a required part
of a BID and each row is a
student.

Forexample,

*  Brock Lee receives free meal
benefits because he matched in
the TANF column in CNP Direct
Certification.

* The CNP Direct Certification was
run on 8/15/16.

-

Last First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley Free Income App 8/7/16
DeVil Dusty Reduced | Income App 9/17/16
Granger Hermione Paid

Potter Harry Free Foster App 9/3/16
Weasley | Ron Free DCSNAP 7/16/16
Weasley | William Free DCSNAP 7/16/16

15
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Creating the BID

- Before we create our own BID, let's work together to complete the
Sample BID.

* If you have not done so already, please print out the Sample BID and SY
16-17 Enrollment List.

PLE BID SY 16-17 ENROLLMENT
‘ t 2 t h First Name LastMame |  School Name
rea Ing e Wiley Coyote | DryDesert High

Dusty Devil Dry Desert High
Hermione Granger | DryDesert High
Brack Lee Dry Desert High
Harry Dry Desert High

William Weasley Dry Desert High

Sample BID SY 16-17
Enrollment List



http://www.azed.gov/health-nutrition/files/2016/06/handout_samplebid.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_samplebid.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
http://www.azed.gov/health-nutrition/files/2016/06/handout_sy1617enrollment.pdf
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Creating the BID

/

Record the
Locate the student’s meal
eligibility benefits (F/R/P),
C{ﬁ:,:i:st,?:;e List all of your documentation the type of Repeat for all
required columns enrolled that you have document and enrolled
qofthe BID students. received and the date the students.
' processed for document was
that student. processed on the
BID.
- J . J - J . J . J

Creating the

- Together we will fill in the Sample BID following the
steps listed above.

BID

} * The pencil will help you follow where information
was filled into the Sample BID.

Lo

- At anytime, you may go back to the previous slides.

) .
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Creating the

BID

a D ™
Create a table .
that has the List all of your
; enrolled
required columns d
of the BID. students.
A\ 4 J

Locate the
eligibility
documentation
that you have
received and
processed for

On the top row of the Sample
BID, label each column:
* Last Name
*  First Name
*  Benefit Status
*  Method/Documentation
* Certification Date

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

J

SAMPLE BID

that student.
-
Last First
Name Name

Benefit
Status

Method/
Documentation

Repeat for all
enrolled
students.

N\,
Certification 4 /

Date

19
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Creating the

BID

Create atable
that has the
required columns
of the BID.

List all of your
enrolled
students.

Using the S5Y 16-17

Enrollment List, list all of the
student’s names in the
columns titled Last Name,

and First Name.

* Inthis example, names
have been listed in
alphabetical order by last

name.

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

- J

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

» SAMPLE BID

-
Repeat for all
enrolled
students.
-

Last & First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley
DeVil Dusty
Granger Hermione
Lee Brock
Potter Harry
Weasley Ron
Weasley William

20
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4 N\ e D 4
Record the
Locate the student’s meal
eligibility benefits (F/R/P),
Ctrlfa,:i @ tfl,?le List all of your documentation the type of Repeat for all
° dasl N enrolled that you have document and enrolled
requ:cr;eh cgnl;mns students. received and the date the students.
orthe BIL. processed for document was
that student. processed on the
BID.
- J . J A\ 4 - J
Creating the We will now enter individual SAMPLE BID
StUdent |nf0rmat|0n Into the Last First Benefit Method/ Certification
BID Columns t|t|ed Name Name Status Documentation Date
* Benefit Status, Coyote | Wiley
* Method/Documentation, o oty
and _
L . Granger Hermione
* Certification Date
Lee Brock
. . . Pott H
Let's first start with Wiley - il
Coyote. The next slide will Weastey | Fer
provide a screen shot of his Weasley | William

application.

Wiley Coyote

21



Creating the

BID

Create atable
that has the
required columns
of the BID.

List all of your
enrolled
students.

The first student on the BID
is Wiley Coyote.

On file there is a
household application
that has been processed
based on income that
certified Wiley Coyote as
Free on 8/7/16.

N « N 4 N
Record the
Locate the student’s meal
eligibility benefits (F/R/P),
documentation the type of Repeat for all
that you have document and enrolled
received and the date the students.
processed for document was
that student. processed on the
BID.
J A8 J - J
TET AU TUUSSIIIMISIOET | 7] 77 ) 7 || TT T ] ] ] ] e e
OFFICE USE ONLY T
Eligibility: FIE_/ Reduced___ Denied___ e
Determining Official’s Signature: Joan #l pate: __8/7/16

QdCase # Application JFoster Application
Application
Household Size:__ 4
Total Income: _$2,500  Per OWesk DBi-Weskly (Every 2 Weeks) D2x Month m QAnnual

3 Selected For Verfication
Confirming Official’s Signature: Date:
Follow-Up Official's Signature: Date:

22



Record the
Locate the student’s meal
eligibility benefits (F/R/P),
Ctrﬁ:*:i::?ﬁ;e List all of your documentation the type of Repeat for all
required columns enrolled that you have document and enrolled
of the BID students. received and the date the students.
' processed for document was
that student. processed on the
BID.
g 4 . J g 4 - J

Record the information on SAMPLE BID

Creating the

the row for Wiley Coyote. . . o
BID . Under Benefit Status el NG il P e
record Free. Coyote Wiley Free Income Application | 87126 & /
¢ U n d e r DeVil Dusty
Method/Documentation oo | o
record Income — —
Application.
* Under Certification Date, S i
record the date the teasley | e
application was Wessley | Wilem

processed, 8/7/16.
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Creating the

BID

Create atable List all of your
that has the y
: enrolled
required columns d
of the BID. students.
- J - J

All of the required information
for Wiley Coyote has been
entered into the BID.

Now, we will enter information

for Dusty DeVil. ‘

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

a
Repeat for all
enrolled
students.
S

SAMPLE BID

Last First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley Income Application 8/7/16
DeVil Dusty
Granger Hermione
Lee Brock
Potter Harry
Weasley Ron
Weasley William

24



Creating the

BID

4 ) 4 I « N 4 N
Record the
Locate the student’s meal
eligibility benefits (F/R/P),
Ctrﬁ:,:i:stiﬁée List all of your documentation the type of Repeat for all
required columns enrolled that you have document and enrolled
qofthe BID students. received and the date the students.
' processed for document was
that student. processed on the
BID.
- J - J A8 J - J
Dusty DeVil
. . TRET FATUIL MPMUESETIOI sTIesr | "7 ) " | "7 |77 77 1 | | | | Bl iy |
* Onfilethereisa
. . OFFICE USE ONLY ;
household application v S
Eligibility: Free___ Reduced Y Denied___
that has been processed Determining Offcial's Signature: ____ Joan il pate:___9/17/16
based on income that SR TR

certified Dusty DeVil as
Reduced on 9/17/16.

Application
Household Size; 3

Total Income:_$600 PerYaWeek DBi-Weekly (Every 2 Weeks) DO2x Month

OMenthly  QAnnual

3 Selected For Verfication
Confirming Official’s Signature: Date:
Follow-Up Official's Signature: Date:

25



Creating the

BID

Create atable
that has the
required columns
of the BID.

List all of your
enrolled
students.

Record the information on
the row for Dusty Devil.
Under Benefit Status

record Reduced.
Under

Method/Documentation

record Income
Application.

Under Certification Date,
record the date the

application was

processed, 9/17/16.

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

-
Repeat for all
enrolled
students.
-

SAMPLE BID

Last First Benefit Method/ Certification

Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16 '\’
DeVil Dusty Reduced Income Application 9/17/16 n /
Granger Hermione
Lee Brock
Potter Harry
Weasley Ron
Weasley William

26
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4 ) I 4 )
Record the (
Locate the student’s meal
eligibility benefits (F/R/P),
Ctrﬁ:,:i:stiﬂe List all of your documentation the type of Repeat for all
required columns enrolled that you have document and enrolled
qofthe BID students. received and the date the students.
' processed for document was
that student. processed on the
BID.
& J - J & J S )
Cl’eatln the All of the required information SAMPLE BID
g for Dusty DeVil has been
i Last First Benefit Method/ Certification
BID entered into the BID. Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16
. . . DeVil Dusty Reduced Income Application 9/17/16
Now, we will enter information
for Hermione Granger. Granger | Mermione
Lee Brock
Potter Harry
Weasley Ron
Weasley William




Record the
Locate the student’s meal
eligibility benefits (F/R/P),
Ctrﬁ:,:i:stsﬂe List all of your documentation the type of Repeat for all
required columns enrolled that you have document and enrolled
of the BID students. received and the date the students.
' processed for document was
that student. processed on the
L . BID.

Hermione Granger
* She and none of her household members matched on CNP Direct Certification.
BID * Herhousehold did not submit a household application.

Creating the

* Her name is not listed on any liaison lists, other agency documentation, etc.
* Since there is no documentation on file for Hermione Granger, she stays

paid.

28



Creating the

BID

Create atable
that has the
required columns
of the BID.

List all of your
enrolled
students.

Record the information on
the row for Hermione

Granger.

* Under Benefit Status
record Paid.

* Under
Method/Documentation
you may leave this blank
or record No
Documentation.

* Under Certification Date,
leave blank.

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

Repeat for all
enrolled
students.

SAMPLE BID

Last First Benefit Method/ Certification

Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16
DeVil Dusty Reduced Income Application 9/17/16 \7
Granger Hermione Paid No Documentation A /
Lee Brock
Potter Harry
Weasley Ron
Weasley William

29
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Creating the

BID

Create atable

List all of your

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

that has the
. enrolled
required columns d
of the BID. students.
- J \§ J

All of the required information
for Hermione Granger has been
entered into the BID.

Now, we will enter information

for Brock Lee. ‘

Repeat for all
enrolled
students.

SAMPLE BID

Last First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16
DeVil Dusty Reduced Income Application 9/17/16
Granger Hermione Paid No Documentation
Lee Brock
Potter Harry
Weasley Ron
Weasley William

30



Creating the
BID

Create atable
that has the
required columns
of the BID.

Brock Lee

List all of your
enrolled
students.

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

On file, there is a printed CNP Direct Certification match result list
that was run on 7/15/16. He was a match in the TANF column.,

Repeat for all
enrolled
students.

Processed as: Standard
Prepared by: Joan Hill Date Prepared: 7/15/2016 10:29AM
Diract Verification: No Displaying: Matches , Non-Matches
Records Processed: 7 Validation Errors Found: 0
Matches Found: 1 Non-Matches Found: 6
SNAP Matches: 0 MA Matches: ]
TANF Matches: 1 Foster Matches: (1]
BIA Matches: 0 Migrant Matches: 0
Record Number “ First Name Last Name Birthdate DES Results DES Decision Date SNAP | TANF | MA FOSTER
1| Wiley Coyote 02/15/2001 No Match
2 | Dusty DeVil 09/08/2001 No Match
3 | Hermione Granger 10/31/2000 MNo Match
4 | Brock Lee 12/01/1999 Match 1)
5 | Harry Potter 08/09/2001 No Match
6 | Ron Weasley 04/06/2000 No Match
7 | William Weasley 11/08/1999 No Match
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4 N N\ 4 N 4
Record the
Locate the student’s meal
eligibility benefits (F/R/P),
Ctrlfa;ceha t;‘llJIe List all of your documentation the type of Repeat for all
° dasl N enrolled that you have document and enrolled
requ:cr;eh cglgmns students. received and the date the students.
orthe BiL. processed for document was
that student. processed on the
BID.
G J o J G J o J
C : h Record the information on the SAMPLE BID
I’eatlng t e row for Brock Lee.
i Last First Benefit Method/ Certification
BID * Under Beneﬁt StatUS record Name Name Status Documentation Date
Free.
o |n the Column t|t|ed Coyote Wiley Free Income Application 8/7/16
MethOd/Documentatlon we DeVil Dusty Reduced Income Application 9/17/16
W|” erte DC_TANF DC |S Granger Hermione Paid No Documentation \
short for Direct Certification Lee Brock | Free DC- TANF s
and TANF is the category the Potter | Harry
matCh (Y) was |n Weasley Ron
* Under Certification Date, Weasley | Willam

record the date DC was
conducted, 7/15/16.

32
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Creating the

BID

Create atable

List all of your

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the

that has the
. enrolled
required columns d
of the BID. students.
- J - J

BID.

Repeat for all
enrolled
students.

All of the required information SAMPLE BID

for Brock Lee has been entered
into the BID.

Now, we will enter information

for Harry Potter. ‘

Last First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16
DeVil Dusty Reduced Income Application 9/17/16
Granger Hermione Paid No Documentation
Lee Brock Free DC- TANF 7/15/16
Potter Harry
Weasley Ron
Weasley William

33



Creating the

BID

4 7 4 N « N 4 N
Record the
Locate the student’s meal
eligibility benefits (F/R/P),
Ctrﬁ:*:i::?ﬁ;e List all of your documentation the type of Repeat for all
required columns enrolled that you have document and enrolled
qofthe BID students. received and the date the students.
' processed for document was
that student. processed on the
BID.
- J - J A8 J - J
Harry Potter
. . TRET FATUIL MPMUESETIOI sTIesr | "7 ) " | "7 |77 77 1 | | | | TETROSAR A e
* Onfilethereisa
. . OFFICE USE ONLY = Ceriified
household application v Seror Prone
Eligibility: Free ¥ Reduced_ Denied_
that has been processed Determining Officia’s Signature: ____[Jocue Fill oate:__9/3/16
i OCase # ion AFoster i
as Free on 9/3/16 with the | 3e=<*Aeeteaton Application
Household Size;

box Foster checked off.

Toetal Income: Per: QWeek QBi-Weekly (Every 2 Weeks) 2x Month

OMenthly  QAnnual

3 Selected For Verfication
Confirming Official’s Signature: Date:
Follow-Up Official's Signature: Date:
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4 N 4 N 4
Record the
Locate the student’s meal
eligibility benefits (F/R/P),
Ctrlfa;cia t;t:le List all of your documentation the type of Repeat for all
° dasl N enrolled that you have document and enrolled
requ:crfh cgnl;mns students. received and the date the students.
orthe BiL. processed for document was
that student. processed on the
BID.
G J o J G J o J
C : h Record the information on the SAMPLE BID
I’eatlng t (& row for Harry Potter.
H Last First Benefit Method/ Certification
BID * Under Beneﬁt StatUS record Name Name Status Documentation Date
Free.
o U nder Method/Documentatlon Coyote Wiley Free Income Application 8/7/16
record Foster Application DeVil Dusty Reduced Income Application 9/17/16
° U nder Cel’tlflcatlon Date Granger Hermione Paid No Documentation
1
reco rd the date the Lee Brock Free DC- TANF 7/15/16 \!
a p pl |Cat | on was p I’OCESSGd, Potter Harry Free Foster Application 9/3/16 4
9/3/16 . Weasley Ron
Weasley William
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Creating the

BID

Create atable

that has the
required columns
of the BID.
& J

List all of your
enrolled
students.

All of the required information
for Harry Potter has been

entered into the BID.

Now, we will enter information

for Ron Weasley.

—

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

a
Repeat for all
enrolled
students.
S

SAMPLE BID

Last First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16
DeVil Dusty Reduced Income Application 9/17/16
Granger Hermione Paid No Documentation
Lee Brock Free DC- TANF 7/15/16
Potter Harry Free Foster Application 9/3/16
Weasley Ron
Weasley William
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Creating the
BID

Create atable

that has the
required columns
of the BID.
& J

Ron Weasley

List all of your
enrolled
students.

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

Repeat for all
enrolled
students.

On file, there is a printed CNP Direct Certification match result list that was

run on g/25/16. He was a match in the SNAP and TANF column.

Processed as: Standard
Prepared by: Joan Hill Date Prepared: 9/25/2016 1:46PM
Diract Verification: No Displaying: Matches , Non-Matches
Records Processed: 7 Validation Errors Found: 0
Matches Found: 2 Non-Matches Found: 5
SNAP Matches: 1 MA Matches: 0
TANF Matches: 2 Foster Matches: 0
BIA Matches: 0 Migrant Matches: 0
Record Number “ First Name Last Name Birthdate DES Results DES Decision Date SNAP | TANF | MA FOSTER
1| Wiley Coyote 02/15/2001 No Match
2 | Dusty DeVil 09/08/2001 No Match
3 | Hermione Granger 10/31/2000 MNo Match
4 | Brock Lee 12/01/1999 Match Y
5 | Harry Potter 08/09/2001 No Match
6| Ron Weasley 04/06/2000 Match 2 B2
7 | William Weasley 11/08/1999 No Match
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Creating the

BID

Create atable

List all of your

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the

Repeat for all
enrolled
students.

that has the
. enrolled
required columns d
of the BID. students.
- J - J

Record the information on the
row for Ron Weasley.

Under Benefit Status record Free.
In the column titled
Method/Documentation we will
write DC-SNAP. Even though he
also matched in TANF, you will
always default to SNAP. Anytime a
student matches in SNAP and
another category, always record
SNAP on your BID.

Under Certification Date, record
the date DC was conducted,

9/25/16.

BID.

SAMPLE BID

Last First Benefit Method/ Certification

Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16
DeVil Dusty Reduced Income Application 9/17/16
Granger Hermione Paid No Documentation
Lee Brock Free DC- TANF 7/15/16
Potter Harry Free Foster Application 9/3/16 }
Weasley Ron Free DC- SNAP 9/25/16 IS
Weasley William
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Creating the

BID

Create atable
that has the
required columns
of the BID.

List all of your
enrolled
students.

All of the required information
for Ron Weasley has been
entered into the BID.

Now, we will enter information
for William Weasley.

—

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

a
Repeat for all
enrolled
students.
S

SAMPLE BID

Last First Benefit Method/ Certification

Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16
DeVil Dusty Reduced Income Application 9/17/16
Granger Hermione Paid No Documentation
Lee Brock Free DC- TANF 7/15/16
Potter Harry Free Foster Application 9/3/16
Weasley Ron Free DC- SNAP 9/25/16
Weasley William
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Creating the
BID

Create atable

that has the
required columns
of the BID.
& J

-
List all of your
enrolled
students.
\§

William Weasley
On file, there is a printed CNP Direct Certification match result list that was run on

9/25/26. William is a not match; however, Ron did match in SNAP and TANF columns.
A match in SNAP or TANF extends to all household members.

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the
document was
processed on the
BID.

Repeat for all
enrolled
students.

Processed as: Standard
Prepared by: Joan Hill Date Prepared: 9/25/2016 1:46PM
Diract Verification: No Displaying: Matches , Non-Matches
Records Processed: 7 Validation Errors Found: 0
Matches Found: 2 Non-Matches Found: 5
SNAP Matches: 1 MA Matches: 0
TANF Matches: 2 Foster Matches: 0
BIA Matches: 0 Migrant Matches: 0
Record Number “ First Name Last Name Birthdate DES Results DES Decision Date SNAP | TANF | MA FOSTER
1| Wiley Coyote 02/15/2001 No Match
2 | Dusty DeVil 09/08/2001 No Match
3 | Hermione Granger 10/31/2000 MNo Match
4 | Brock Lee 12/01/1999 Match Y
5 | Harry Potter 08/09/2001 No Match
6| Ron Weasley 04/06/2000 Match RE | B2
7 | William Weasley 11/08/1999 No Match
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Creating the

BID

Record the information on the row for

Create atable

List all of your

that has the
. enrolled
required columns d
of the BID. students.
- J - J

William Weasley.

Under Benefit Status record Free.
In the column titled
Method/Documentation we will
write DC-SNAP. Any time a
student does not match, but their
household member does in either
the SNAP, TANF, or FDPIR
column, record what the
household member matched in.
Under Certification Date, record
the date DC was conducted,

9/25/16.

Locate the
eligibility
documentation
that you have
received and
processed for
that student.

Record the
student’s meal
benefits (F/R/P),
the type of
document and
the date the

document was
processed on the
BID.

Repeat for all
enrolled
students.

SAMPLE BID

Last First Benefit Method/ Certification
Name Name Status Documentation Date
Coyote Wiley Free Income Application 8/7/16
DeVil Dusty Reduced Income Application 9/17/16
Granger Hermione Paid No Documentation
Lee Brock Free DC-TANF 7/15/16
Potter Harry Free Foster Application 9/3/16
Weasley Ron Free DC-SNAP 9/25/16 \
Weasley William Free DC-SNAP 9/25/16 4 /
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Comprehension

Check

Which of the following is not required on the BID?
A.

B
C.
D

Student Name
Benefit Status (Free/Reduced/Paid)
Birthdate

Certification Date
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Comprehension

Check

Which of the following is not required on the BID?

A.

B
C.
D

Student Name
Benefit Status (Free/Reduced/Paid)
Birthdate

Certification Date

Student birthdates are not needed on the BID. It is only required
to include information about the benefit status of the child along
with the documentation/method of certification and the date the
student was certified to receive those benefits.

=
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Comprehension

Check

What should you write on the BID for a household member if
they do not match on CNP Direct Certification, but a member of
their household is a match in the SNAP column?

A. Paid; No Documentation
5. Free; DC-SNAP
C. Reduced; DC-SNAP

D. Unsure; It would depend on additional information from the
household.

b



Comprehension

Check

What should you write on the BID for a household member if
they do not match on CNP Direct Certification, but a member of
their household is a match in the SNAP column?

A. Paid; No Documentation
5. Free; DC-SNAP

C. Reduced; DC-SNAP
D

Unsure; It would depend on additional information from the
household.

Anytime a student matches in SNAP, TANF, and/or FDPIR that
student and all other students in that household are directly
certified.
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Below is a household application. What date should be listed on the BID
as the certification date?

2016-2017 Application for Free and Reduced Price School Meals

Complete one application per househald. Please use a pen (nota pencil).
STEP1 List ALl infants, children, and students up to and inchading grade 12 in your household (¥ more spaces are required for addiional names, altach anoiher sheet of paper)

Fosa et

——————  Child's First Name Ml Child’s Last Name School Nan O ey
| 7
L IS T 2 Y L] [Sloh t[H EEEE)) o o

liing wih yeu and shares | |:| ‘ = i ’ﬁ

o PESN i

s | [l ? Y é =

dedriton of Homeless,

i | Ll Al HIERET
/ L LTI LT T T T L] IENE

STEP2 Do any Household Members (inchuding you) cumently participate in one or more of the following assistance programs: SNAP, TANF, or FDPIR? Circle one: Yes / No

If you answered NO = Complets STEP 2. If you answered YES = Wite a case numiber here then go to STEF 4 (Do not complets STER 2 |casetumber: 1 28769

Virte oniy one case numb=Tin tris space

STEP3 Report Income for ALL Household Members (Skip this siep if you answered Yes' io STEP 2)

5
| A, Child Income waisa'
Are you unsure what i Zometimes children in the household eam inceme. Please include the TOTAL BROSS income eamed by all Childran bl Sl

[pomms|
Income o clude \ Household Members listed in STEF 1 here. ﬂ | ‘ | |O OO O‘

"
Flp o the back oFthis B. All Adult Household Members (including yourself)
applcation and review \ Listeniy the Aduit Housshold Members (inzluding yourse il even if they do not receive income. For sach Heuseheld Membar isted, i they do recsive incame, repert total 503 income (amount befere tsxes
E\Ssou.m tided .\ and deduciions] for 2ach seure in whole dellars enly. If they de ne: reesiva incams rom any seures, wiite 0. IF you anter ‘I or leava any fislds blank, you ara cerifying {promising) that ihars is ne ineeme ie raper.
urce:

<
ncome” formore | How e Fowctint?

i GROSS Fudlc Assistrosi Howcher?
::’-‘:::Sm"m } Nams of Adult Housshold Members (FirstandLast)  Eoin oo W*V‘*—iﬁ_i erisdngoy [seem sem] T 1 SR e e
e | LLI1C OO O] LTINS O O0] {ITTS OO0 JT]
eC S : 00 0] s COO0O0| 0000
ST s SECESECIE 0000+ ©000
e | LIITIoc ool s(ITTco ool {I1Tc0 0]

C. Total Household Members Last Four Digits of Social Security Humber [SSN) of . . ; -
(Chilren smd Aduls) D Primary Wage Eamer or Other Acult X[ X[x - Check if no S8H

STEP 4  Contact information and adult signature OFFICE USE ONLY Qirzetly Cerifzd

QEmarFrone

I carty prormisz) 2 3l informaon on s aogicaton € Tue and 13t inams 5 reporiss | urderstand that s mformaton gnen | Eligibility: Free__ Reduced__ Denied, 1
in cennecton with the reos o of Faseral funds, and 3t scheol s may very (shec] e rormatien. | am awsre that | purpasey o e 8/5/ 6
give tase ingoemarion, my children may los= mea) benefits, ana | ma secutad Undr apptable State and Fedsrallavs ™ Determining Official’s Signature: Date:
/16 QCase # Application  DFoster Application

5 Sincome Application

Gignanlfe of aduit comcleting the fom Today's cne Heusshold Size:

H ‘ Tatal Insame: Fer SWask JE-Weekly (Swary 2Waeks) 22¢Month IMenthly Ddnnus
TS nare o S el TR o Tayime e ard Bl Tockand] .
‘ | ‘ ” | Confirming Official’s Signature: Date
Fallow-Jp Oficial’s Signsturs Date:
EESET o Ty SaE  OF P o

A.  7/29/16 - The date the household member signed it.

5. 8/3/16- The date it was received by the School Nutrition Office.

C. 8/5/16- The date it was certified by Diane Jones in the School Nutrition
Office. 46



Below is a household application. What date should be listed on the BID
as the certification date?

2016-2017 Application for Free and Reduced Price School Meals

Complete one application per househald. Please use a pen (nota pencil).

STEP1 List ALl infants, children, and students up to and inchading grade 12 in your household (¥ more spaces are required for addiional names, altach anoiher sheet of paper)

———————————  Child's First Nams Ml Child’s Last Name School Nar e -;.'.Ii..fj
et N E L [Sloh Tt[H EEEE)) o o
g i o s | |:| ‘ N 1= 3
o Pai'W i
Dusrrees | [] ? Y é HENE
e | Ll ==
i resis 20 S

| O CTTTTIT Tt Ri==

STEP2 Do any Household Members (inchuding you) cumently participate in one or more of the following assistance programs: SNAP, TANF, or FDPIR? Circle one: Yes / No

If you answered NO = Complets STEP 2. If you answered YES = Write a case number hers then go to STEP 4 (Do not complete STER ) [casetumber: 1 2876

Virte oniy one case tris space.

STEP3 Report Income for ALL Household Members (Skip this siep if you answered Yes' io STEP 2)

\ A, Child Income: Hovighen?

e you unsure what | Sametimes crildren in tha househald eam inceme. Please incluce the TOTAL GROSS income eamed by all Children : oo Lo
. incometo include | Househeld Members listed i 5TEF * here. ﬂ | ‘ | |O OO O‘
here? |
\
Fliptothe backorthis | B- All Adult Household Members (Including yourseln
appication and review | Listonly the Adut Househald Members (including yourss ) even if they do not receive income. Fer aach Fousshold Membar [t2d, i they 6 receive income, repent total BROSS income (amount before tanes
gxssou.ansnm | and ceduciians) for aach seuns in whola dollars enly. If they de not reesiva incame from any sours, wite ‘0., I you 2nter T or laave any fialcs blank. you ara eertifying {promising) that thars is ne income 1o rapori.
urces |
of Income” for more \ Howaften? " _ Howofier? Howcher?
infamation. | Name o Aduit Housahoie Members (Frst andlLasth S o o ork e B | i F [ sl oo o e |
[ = =
3 I ~
; / L II1Icc oo s(II1Nooc ool L II1]co 0]
/
{ oy I 'B)
| $ OO0 $ @] O o $ o OO0
The “Scuroes o Income | o = e
for Adults” cran wil rel
ot et § OO0 G Ol s O O Ol 9 OO0 QC O
Housenold Mereers | . —— =
Income Secfit
monecon. | L IITNcc ool s[IIlNcooc ool L1100l
!
C. Total Household Members Last Four Digits of Social Security Humber [SSN) of XX P -
(Chileren 3nd Addks) Primary Wage Eamer or Other Acult Household Member Checkifno SSHN

STEP 4 | Contact information and adult signature QFFICE USE ONLY Qirecty

SErorFrone
I ey fpromise] st al imormaon cn this apelcation s Tus ard tht a inoams 5 reportes | urdersland thal s momton sghen | Eligibilty: Free__ F| ced__ Denied, 1

in connsston with the recsic of Fasers funds, and hat sshcel ofiias may very (sheok] e réomaton, | am anars hat ¢ puposs’y - w4 8/5/ 6

give tase ingoemation, my hildren may los= meal benedits, ang | m roseouts appcatle State and Federal lavs.™ Determining Official —ignature: Date-

QCase # Application  ~ter Application

Jincome Application
Fousshold Size:

i

Gignanlfe of aduit comcleting the fom

H ‘ Tatal Insame: Fer TWazk oo L amnnua
TS nare o S el TR o Tayime e ard Bl Tockand] .
‘ | ‘ ” | Confirming Official’s Signature: Date
Fallow-Jp Oficial’s Signsturs Date:
= e "= B EEma- ° <

A.  7/29/16 — The date the household member signed it.

5. 8/3/16- The date it was received by the School Nutrition Office.

C. 8/5/16-The date it was certified by Diane Jones in the School
Nutrition Office. 47



Comprehension

Check

True or False: Does the BID below contain all the required
information for a BID?

Last First School Benefit Certification
Name Name Name Status Date

Flintstone  Fred Dry Desert Free 8/7/16
High School

A, True, it has all the information needed.
5. False, itis missing grade level.

C. False, it is missing method/documentation.
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True or False: Does the BID below contain all the required
information for a BID?

Last School Benefit Certification
Name Name Status Date

Flintstone  Fred Dry Desert Free 8/7/16
High School

A.  True, it has all the information needed.

Comprehension

5. False, it is missing grade level.
Check

C. False, it is missing method/documentation.

The BID must include the method/documentation used to certify the
student for meal benefits.
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Updating the Benefit
|Issuance Document (BID)




Updating the

BID

When to Update the BID

The BID is considered an active document, therefore it is important
to update it anytime there is a change in eligibility information. This
means it should be updated when:

* new students enroll or withdraw;
* 30 Day Carryover;

- if a household turns in an application that changes student eligibility
status; and

* anytime you get new matches in CNP Direct Certification.

- If a student who has meal benefits due to a household application now
matches in CNP Direct Certification; you will update the BID as DC-and
the category they matched in with the date that CNP Direct
Certification was conducted.

- If a student who is already directly certified now matches in SNAP; you
will update the BID as DC-SNAP with the date that CNP Direct
Certification was conducted.

51



Updating the Student’s Eligibility Status

Even if a student already has meal benefits listed on the BID, you will want
to update the existing benefits if their change has increased their meal
benefits or if the new category can extend benefits to household members.

It is recommended to reference this diagram when determining if it is
necessary to update a meal benefit status or method/documentation on

the BID.

Reduced by Free by DC-Foster DC- FDPIR
Application Application or DC-MEP or DC-TANF

* For example, if a child was reduced based on an income application and now
submits a case number application, you will change the meal benefits to free,
and the method/documentation to case number application. The certification
date will also be updated to the date the case number application was

processed.

Updating the

BID
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Updating the

BID

If the child is already certified for free meal benefits as Foster
in CNP Direct Certification, do | have to change their

eligibility on the BID if they later match under SNAP in CNP
Direct Certification?

* Yes. When children match under SNAP in CNP Direct Certification it
is important to update this on your BID even though the student'’s
free meal benefits do not change. When a child matches in Foster,
their free meal benefits do not extend to other household members.
When a child matches in SNAP, TANF and/or FDPIR, the free meal
benefits extend to household members. Using the diagram below,
DC-SNAP takes precedence over DC-Foster.

Reduced by Free by DC-Foster DC- FDPIR
Application Application or DC-MEP or DC-TANF
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Updating the

BID

How do | make a change to the BID?

As best practice, you will want to find the name of the student and delete the
existing benefit status, method/documentation and certification date. Then enter
in the new benefit status, method/documentation and certification date based on
the documentation you have recently processed.

For example, Wiley Coyote was certified as free due to an application that was processed on
8/7/16.0n 10/1/16, CNP Direct Certification was run and Wiley matched in SNAP. The BID
should be updated due to matching in SNAP and the date the CNP Direct Certification was
conducted.

On your Sample BID, practice making this change.

i
E oo
g
i

a=§§§
iz




Does your Sample BID look like this?

On the updated BID, Wiley Coyote’s benefit status stays free. The
method/documentation is updated to DC SNAP, and the certification date
is updated to 10/1/16, which was when CNP Direct Certification was run
and Wiley matched in SNAP.

SAMPLE BID SAMPLE BID

Updating the

B I D Last First Benefit Method/ Certification Last First Benefit Method/ Certification
Name Name Status Documentation Date Name Name Status Documentation Date

Coyote Wiley Free Income Application | 8/7/16 Coyote Wiley Free _
DeVil Dusty Reduced Income Application | 9/17/16 DeVil Dusty Reduced Income Application | 9/17/16

Granger Hermione Paid No Documentation Granger Hermione Paid No Documentation

Lee Brock Free DC-TANF 7/15/16 Lee Brock Free DC-TANF 7/15/16

Potter Harry Free Foster Application 9/3/16 Potter Harry Free Foster Application 9/3/16

Weasley Ron Free DC-SNAP 9/25/16 Weasley Ron Free DC-SNAP 9/25/16

Weasley William Free DC-SNAP 9/25/16 Weasley William Free DC-SNAP 9/25/16
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Updating the

BID

Beginning of the School Year- New Student

It's important to remember that you cannot give a student meal benefits
unless you have documentation on file.

For example, Dusty DeVil was a new student that was present for the first day of school on
8/7/16; but did not submit his application until 9/15/26 which was processed for reduced meal
benefits on g/17/16. Below shows the BID during 8/7/16-9/16/16 that Dusty was paid and would
have been paying full price for meals. Once the application was processed on g/17/16, the BID is
updated. Now Dusty is charged at the reduced rate.

BID as of 8/7/16-9/16/16

Last First Benefit Method/ Certification
Name Name Status Documentation Date

Dusty DeVil Paid No Documentation

BID as of 9/17/16

Last First Benefit Method/ Certification
Name Name Status Documentation Date

Dusty DeVil Reduced Income Application  g/17/16
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Beginning of the School Year- 30 Day Carryover

Children are eligible for school meal benefits for the school year and for up to
30 operating days in the following school year. The LEA will carryover meal
benefits beginning on the first operating day of school, or until a new
eligibility determination is made.

For example, last year Scooby Doo received free meal benefits due to an income application
processed on 9/1/15. He did not submit a new application and was not a match in CNP Direct

Updatlng the Certification. On the 30t operating day, 9/25/16; his eligibility status has changed to paid on the
BID. You do not need to indicate the date he changed to paid on the BID.

BID

BID as of 8/4/16 (First operating day)

Last First Benefit Method/ Certification
Name Name Status Documentation Date

Scooby Free Income Application  9/1/a5

BID as of 9/25/16 (30t" operating day)

Last First Benefit Method/ Certification
Name Name Status Documentation Date

Scooby Paid No Documentation
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Updating the

BID

Withdrawn Students

A student’s eligibility lasts all school year (July 1-June 30). If the student
returns within the same school year, their previously determined
eligibility status will continue to be used.You can keep the student on the

BID, but be sure to indicate that the child has withdrawn. See an example
below of how to track this.

In this example, the LEA has created another column to the right to be able to add notes.
The date the student withdrew is noted.

Last First Benefit Method/ Certification Notes
Name Name Status Documentation Date

Coyote Wiley Free Income Application  8/7/16 Withdrawn
10/5/16
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Coding the Benefit Issuance
Document (BID)




Protecting Student Eligibility

LEAs must ensure that a student’s eligibility status is protected and
is not disclosed at any point in the process of providing free or
reduced-price meals.

* An example where student’s information is protected would be an
electronic point of service where students enter a pin code or scan their
IDs. As long as students cannot see other students’ eligibility statuses, no
coding would be needed.

COdlng the BID * An example where student’s information isn't protected could be a roster

where student names are listed with their eligibility status. Students may
be able to see this information when they walk by or are standing in line.
Therefore the BID would need to be coded.

The following slides will provide an example of coding the BID. Note:
this is one way of coding, you may use any numbers and/or letters for

your coding process.
) -




Example of Coding the BID

* In order to protect the student’s information on
the BID the words Free, Reduced and Paid are
coded in a way that only the school nutrition
staff can understand. In order to do this, the
school has created a Category Code Key.

- For example, instead of using Free and DC
SNAP, we can use the code from the table “Four

Coding the BID random numbers + 01= Free-DC SNAP”, such

as 123401.
Last First Benefit Method/ Certification o
Weasley  William Free DC-SNAP 9/25/16 students that arefree

due to matching in
SNAP will have listed
four different random

Last First Eligibility Certification numbers + o1 in the
Name Name date ] . .
column titled Eligibility.

Weasley William 123401 9/25/16
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Practice Coding your Sample BID

On the back side of your handout, Sample BID, is a table titled Coded BID.
Complete the missing eligibility codes for Dusty DeVil and William
Weasley, which are highlighted in red. When completed click on the next
slide for the correct answer.

CODED BID
COdIng the BID Last First Certification

Name Name Date
Coyote Wiley 123401 10/1/16
DeVil Dusty - 9/17/16
Granger Hermione 989809
Lee Brock 321302 7/15/16
Potter Harry 839206 9/3/16
Weasley Ron 232301 9/25/16
Weasley William - 9/25/16




Does your Coded BID look like this?

On the Coded BID, Dusty DeVil's coded eligibility status is four random
digits + 08. William Weasley’s coded eligibility status should be four
random digits + 01. These are entered into the Coded BID as shown below,
highlighted in purple.

CODED BID

SAMPLE BID

"
CO dl n g th e B I D Last First Certification Last First Certification
Name Name Date Name Name Date

Coyote Wiley Free DC-SNAP 8/7/16 Coyote Wiley 123401 10/1/16
DeVil Dusty Reduced Income Application 9/17/16 DeVil Dusty -I
Granger Hermione Paid No Documentation Granger Hermione 989809

Lee Brock Free DC-TANF 7/15/16 Lee Brock 321302 7/15/16
Potter Harry Free Foster Application 9/3/16 Potter Harry 839206 9/3/16
Weasley Ron Free DC-SNAP 9/25/16 Weasley Ron 232301 9/25/16
Weasley William Free DC-SNAP 9/25/16 Weasley William -I




Comprehension

Check

True or False: Every BID must be coded.
A, True
5. False
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Comprehension

Check

True or False: Every BID must be coded.
A. True
2. False

A BID only needs to be coded if the eligibility status of students is
visible at the point of service. If only the school nutrition staff
have access to and see the BID, no coding is needed. If students
can see the BID, it needs to be coded. It's up to the LEA to decide
if the BID should be coded based on how their operation is set

=
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Questions and Answers
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Questions &

Answers

I have an electronic system that creates a BID for me. Do | need to create
another one?

* No. However, you do need to ensure the BID created by your system
includes the required information for all students who receive benefits and
that your system accurately reflects when changes in eligibility status occur.

* You also want to ensure you understand how the eligibility status of each
student is transferred and categorized in your electronic system.
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I have an electronic system that only lets me enter Free, Reduced, or
Paid, and I can't list the method of certification in detail. What should |

Questions & do?

AnSWEI’S * You are strongly encouraged to contact the vendor and ask abo_ut adding

more detail to your system codes and reports. You are still required to know
and track how each student is eligible for benefits, even if your system
doesn’t track that.
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Questions &

Answers

Does ADE have a specific template | can download and fill in to make my
BID?

- No. ADE does not have a specific template; but you could use the sample
BID in this training. Remember, the BID should be customized to meet your
needs and should be in a format you are comfortable working with.
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Questions &

Answers

If the child is already certified for free meal benefits due to an
application, do I have to change their eligibility on the BID if they match
on CNP Direct Certification?

* Yes. When children match in CNP Direct Certification it is important to
update this on your BID. Later in the year, ADE will ask for the number of
students that match in CNP Direct Certification.
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If a child matches in CNP Direct Certification, can I just write DC instead
of writing DC and the column the child matched in?

- Itis important to write the type of category the child matched in for several
reasons. First, if you do not record which category the child matched in, you
will not know if you are able to extend free meal benefits to other household
members. Additionally, ADE will ask specifically for the number of students
(and extended household members) that matched in SNAP on the CNP
Verification Summary Report due in February. If you only indicated DC, you
would not be able to count the number of students who matched in SNAP

from your BID.

Questions &

Answers
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End of Training

Congratulations!

You have completed the Step by Step Instruction: How to Create a

Benefit Issuance Document. To request a Certificate, please go to the
next slide.

In order to count this training towards your Professional Standards
training hours, the training content must align with your job duties.

* Information to include when documenting this training for
Professional Standards:

* Training Title: Step by Step Instruction: How to Create a Benefit
Issuance Document

* Learning Codes: 3110, 3120
* Key Area: 3000-Administration
* Length: 1 hour

* Please note, attendees must document the amount of training hours indicated on the
training despite the amount of time it takes to complete it.
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End of Training

Requesting a Training Certificate

Please click on the link below to complete a brief survey about this
training. Once the survey is complete, ADE will create a certificate
of completion and email it to you within 10 business days.

https://www.surveymonkey.com/r/OnlineHowToGuides

The information below is for your reference when completing the
survey.

Training Title: Step by Step Instruction: How to Create a Benefit
Issuance Document

Professional Standards Learning Code: 31210, 3120

74


https://www.surveymonkey.com/r/OnlineHowToGuides

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights requlations and
policies, the USDA, its Agencies, offices, and employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g., Braille, large
print, audiotape, American Sign Language, etc.) should contact the Agency (State or local) where they applied for
benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal
Relay Service at (800) 877-8339. Additionally, program information may be made available in languages other than
English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, AD-3027,
found online at http://www.ascr.usda.gov/complaint filing cust.html, and at any USDA office, or write a letter
addressed to USDA and provide in the letter all of the information requested in the form. To request a copy of the
complaint form, call (866) 632-9992. Submit your completed form or letter to USDA by: (1) mail: U.S. Department of
Agriculture, Office of the Assistant Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C.
20250-9410; (2) fax: (202) 690-7442; or (3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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