


Disclaimer

This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the

training library to prevent use of outdated content.



Nntended Audience

This training is intended for School Food Authorities
(SFAs) operating the National School Lunch Program
(NSLP). All regulations are specific to operating the
NSLP under the direction of ADE.

Opjectives

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.




Eligibility Manual for School Meals
Determining and Verifying Eligibility

HSDA US[A Food smd Naariition Servioes
_ Child Mutrigion Progresns

July 1% A317

The instruction within this Online Course Is based on guidance
from USDA's Eligibility Manual For School Meals, 2017.

It iIs recommended to review this manual in addition to
reviewing this course for complete guidance on processing and
verifying household applications.

Click here to access the manual.



https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd
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Hanadouts for
Iramning
At this time, please print off the handouts

Documentation | Sertification Bate First Name Last Name School Name Sample BID and EnrOIIment LiSt. YOU Wi”

Last Name First Name Benefit Status Method . Certification Date
Documentation

SAMPLE BID

Last Hame |  First Ma me Benefit Status
— need these handouts to complete this
Dusty Cevil Dry Desert High p
Hermione Granger Dry Desert High . 0

Brock Lee Dry Desert High t ra I n I n g *
Harry Potter Ciry Desert High
Ron Weasley Dry Desert High

William Weasley Dry Desert High

Sample BID Enrollment



https://www.azed.gov/sites/default/files/2017/05/Handout_SampleBID.pdf
https://www.azed.gov/sites/default/files/2017/05/Handout_Enrollment.pdf?id=592defe13217e10e8022c685
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Definitions

Benefit Issuance Document
The document that summarizes the meal benefit each student receives, the type of documentation that is on file supporting

that benefit eligibility, and the date the documentation was processed.

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



Quiz Time
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- ligibility

FREE REDUCED PAID

! t O
Determinations an
. CNP Direct Certification Household Applications No documentation on
) O C b m @ m ‘t a ‘t ‘ Q m Match Results based on Income file
Liaison Lists for Homeless, Directly Certified for Submitted Incomplete
S IACIT . Mi LR Medicaid - Red d H hold Applicati
Based on the eligibility documentation the SFA FHEILG AEIENCEY) eicald - Reduee A L
has on file, each enrolled student in your school is Household Applications Submitted Household
. d b fit t f d d (Case number, income, Applications where
assigned a meal benerit Ca egory( ree, readuced- foster) income is too high

price, or paid). Based on specific eligibility

documentation, each student will be certified for Agency Documentation
free, reduced-price, or paid meal benefits that will

be recorded on the BID. See the chart, which

identifies the various eligibility documentation.
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SBeneflt lssuance

SAMPLE BID

Last Name First Name Benefit Status Method . Certification D Q C u m e m t
Documentation Date
Coyote Wiley Free Income App|  8/7/24 All eligibility determinations should be recorded
on a BID.
DeVil Dusty Reduced [Income App| 9/17/24
. . It Is recommended to include all enrolled
Granger Hermione Paid _ ,
students (free, reduced-price and paid) for an
Lee Brock Free DC TANF 8/15/24 inclusive list of all enrolled students’ eligibility
Foster statuses.
Potter Harry Free . 9/3/24
Application
Weasley Ron Frec DC SNAP TN7/24 At m|r.1|mgm, a BID is a list of gll students gt your
organization that you determined to be eligible
Weasley William Free DC SNAP TN7/24 for either free or reduced-price meal benefits
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SBeneflt lssuance
ocument

REQUIRED INFORMATION

SAMPLE BID

Method Certification

Last Name First Name | Benefit Status 5 i The BID contains the;
ocumentation Date .
e first and last name of the student,
Coyote Wiley Free Income App| 8/7/24 e meal benefit status,

e method used to determine benefits
(application, direct certification, etc.),

Granger | Hermione Paid e and date eligibility was determined.

o This would be the date the application was

DeVil Dusty Reduced [Income App| 9/17/24

Lee Brock Free DC TANF 8/15/24 o o
processed by the determining official,
Dotter Harry Cree Foster 9/3/24 when CNP Direct Certification was
Application conducted, or when the agency/liaison list
Weasley Ron Free DC SNAP TN7/24 was received.
Weasley William Free DC SNAP TN7/24

If the SFA has more than one site operating, a
column should be added for site name.
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SAMPLE BID

SBeneflt lssuance

Last Name First Name Benefit Status Docrrizhni:tion Certg;i:tion D Q C u m e m L
. HOW TO READ
Coyote Wiley Free Income App| 8/7/24
Each column is a required part of a BID, and each

DeVil Dusty Reduced |Income App| 9/17/24 ‘oW is a student.

Cranger | Hermione Paid
L Brock F DC TANF 8/15/24 For example,
=C roc ree e Dusty DeVil has reduced-price meal benefits
Foster ‘ i i
Potter Harry Free .. 9/3/24 due to ar.w mc;ome appllccja’.tlon.
Application e The application was certified on 9/17/24.

Weasley Ron Free DC SNAP TN7/24
Weasley William Free DC SNAP TN7/24
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SAMPLE BID

SBeneflt Issuance

Last Name First Name Benefit Status Docrrizhni:tion Certg;i:tion D Q C u m e m g
‘ HOW TO READ
Coyote Wiley Free Income App| 8/7/24
Each column is a required part of a BID, and each
DeVil Dusty Reduced [Income App| 9/17/24 ‘oW is a student.
Granger | Hermione Paid
For example,
Lee Brock Free DC TANF 8/15/24 . . .
e Hermione Granger receives paid meal
Foster i i i
Dotter Harry Cree Ster 9/3/24 bengﬂts because there is no documentation
Application on file for her.
Weasley Ron Free DC SNAP TN7/24
Weasley William Free DC SNAP TN7/24
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SAMPLE BID

SBeneflt Issuance

Last Name First Name Benefit Status Docrrizhni:tion Certg;i:tion D Q C u m e m _\,
. HOW TO READ
Coyote Wiley Free Income App| 8/7/24
Each column is a required part of a BID and each
DeVil Dusty Reduced [Income App| 9/17/24 ‘oW is a student.
Cranger | Hermione Paid
L Brock F DC TANF | 8/15/24 For example,
= ot ee e Brock Lee receives free meal benefits because
Foster i i
Dotter Harry Cree Ster 0/3/24 hg matche.d.m t.he TANF column in CNP
Application Direct Certification.
Weasley Ron Free DC SNAP 7N7/24 e The CNP Direct Certification was run on
8/15/24.
Weasley William Free DC SNAP TN7/24
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SAMPLE BID

Last Name First Name Benefit Status Method Certification Date

Documentation

Creating the Benefit
ssyuance bocument

EXAMPLE HANDOUTS

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

have not done so already, please print out the ENROLLMENT EXAMPLE

Sample BID and Enrolilment List Example. Bl e — T
Wiley Coyote Dry Desert High

Dusty DeVil Dry Desert High

Hermione GCranger Dry Desert High

Brock Lee Dry Desert High

Harry Potter Dry Desert High

Ron Weasley Dry Desert High

William Weasley Dry Desert High

Enrollment List Example



https://www.azed.gov/sites/default/files/2017/05/Handout_SampleBID.pdf
https://www.azed.gov/sites/default/files/2017/05/Handout_Enrollment.pdf?id=592defe13217e10e8022c685
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Creating the BID
/ \ / \ / Locate the\ stﬁjﬁﬁ;itr:zh / \

Create a table eligibility benefits (F/R/P),

that has the documentation the type of Repeat for all
# that you have # document and # enrolled
received and the date the students.

required
BID. processed for document was

List all of your
» enrolled
columns of the students.
\__ ), \thatstudent, e \___

e Together we will fill in the Sample BID following the steps listed above.
e The pencil will help you follow where information was filled into the Sample BID.

e Please refer back to the previous slides at any point throughout this training.
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e ~N Tocare e Recordthe 4 I
ocate the student’s meal

Create a table eligibility benefits (F/R/P),

that has the List all of your documentation the type of Repeat for all
required enrolled # that you have » document and # enrolled
columns of the students. received and the date the students.

BID. processed for document was

\ / Qhat studeniy @cesls;g.on thy \ /

SAMPLE BID |
D Last Name First Name | Benefit status [ Method Certification C re a t ‘ m g t h e 3 ‘ D

Documentation Date

On the top row of the Sample BID, label each
column:

e Last Name

e First Name

e Benefit Status

e Method/Documentation

e Certification Date
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/ \ / h \ Record the\ / \
Locate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required enrolled # that you have » document and # enrolled
columns of the students. received and the date the students.
BID. processed for document was

\_ Y, \_that student. / NG \_ Y,

SAMPLE BID

] Method Certification C t g t h 3 ‘ >
Last Name First Name ‘ Documentation Date r e a ‘ m e
Coyote Wiley . . .
m— Dty Using the Enrollment List, list all of the students’
names in the columns titled Last Name, and
Granger Hermione First Name
Lee Brock e In this example, names have been listed in
Potter Harry alphabetical order by last name.
Weasley Ron
Weasley William
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4 R

Create a table
that has the
required
columns of the
BID.

-

-)

~

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

4 A

Repeat for all
enrolled
students.

- / \_ / NG, \_ /

SAMPLE BID

Last Name First Name Benefit Status Method . Certification C re a t ‘ m g t h e 3 ‘ :>
Documentation Date
Coyote Wiley Free  [income App)  8/7/24 We will now enter individual student information
DeVil Dusty Reduced [Income App| 9/17/24 Into the columns titlea:
Granger | Hermione Paid * Benefit Status, .
- o e Method/Documentation, and
Lee Broc Free DC TANF 8/15/24 opo .
e Certification Date.
F
Potter Harry Free O.Stef 9/3/24
Application e : : :
Let's first start with Wiley Coyote. The next slide
Weasley Ron Free DC SNAP | 7/17/24 will provide a screenshot of his application.
Weasley William Free DC SNAP TN7 24
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/ \ / \ . ot Record the\ / \
ocate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have document and # enrolled
columns of the students. received and the date the students.

BID. processed for document was

\ / \ / that student. (nmes;clag.on thy \ /

The first student on the BID is Wiley Coyote.
e Onfile, there is a household application that has been processed based on income that certified Wiley
Coyote as free on 8/7/24

OFFICE USE ONLY
JError Prone
Eligibility: Freei Reduced__ Denied

Determining Official’s Signature: _W o/ Date: 8/7/24

JdCase # Application UFoster Application UDirectly Certified: Date of Disregard:
<dincome Application Homeless/Migrant/Runaway

Household Size: __ 4

Total Income: __ 2,000  Per: OWeek 0OBi-Weekly (Every 2 Weeks) 02x Month E{Mnnlhly JAnnual

Section of the
household application
that must be filled out

by SFA.

 Selected For Verification: Confirming Official’'s Signature: Date:
Follow-Up Official’'s Signature: Date:
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e ™ e ~N /Toete the e ~

Create a table eligibility student’s meal
that has the List all of your documentation benefits (F/R/P), Repeat for all
. the type of
required # enrolled # that you have » Jocurment and the enrolled
columns of the students. received and Hate the documen students.
BID. processed for was processed on

\ / \ / Qhat studeniy the BID. \ /

SAMPLE BID |
Last Name First Name | Benefit Status | etod Certification C re a t ‘ m g t h e 3 ‘ D

Documentation Date

P Coyote Wiley Free  |income App|  8/7/24 Record the information in the row for Wiley

DeVil Dusty Coyote.
e Under Benefit Status, record free.
e Under Method/Documentation, record

Granger | Hermione

Lee Brock : :
Income Application.
Potter Harry e Under Certification Date, record the date the
Weasley ron application was processed (8/7/24).

Weasley William
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/ \ / \ /L o th \ Record the\
ocate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have » document and # enrolled
columns of the students. received and the date the students.
BID. processed for document was

\ / \ / Qhat studeniy @ces;a[c)l.on thy

SAMPLE BID

Last Name First Name Benefit Status Method Certification C r e a t ‘ m g t h e 3 ‘ :>

Documentation Date

Coyote Wiley Free Income App| 8/7/24
DeVil Dusty

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

Granger | Hermione

Lee Brock Now, we will enter information for Dusty DeVil.
Potter Harry
Weasley Ron

Weasley William
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/ \ / \ . ot Record the\ / \
ocate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have document and # enrolled
columns of the students. received and the date the students.

BID. processed for document was

\ / \ / that student. (nmes;clag.on thy \ /

Dusty DeVil
e On file there is a household application that has been processed based on income that certified Dusty
DeVil as reduced-price on 9/17/24

OFFICE USE ONLY
-Error Prone

Eligibility: Free___ Reduceds/ Denied

Determining Official's Signature: _W ﬁl// Date: 9/17/24

JdCase # Application UFoster Application UDirectly Certified: Date of Disregard:
<dincome Application Homeless/Migrant/Runaway

Household Size: __ 3

Total Income: ___ 600 Per: E(Wbek dBi-Weekly (Every 2 Weeks) Od2x Month OMenthly QAnnual

Section of the
household application
that must be filled out

by SFA.

 Selected For Verification: Confirming Official’'s Signature: Date:
Follow-Up Official’'s Signature: Date:
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e ™ e ~N /Toete the e ~

Create a table eligibility student’s meal
that has the List all of your documentation benefits (F/R/P), Repeat for all
. the type of
required # enrolled # that you have » Jocurment and the enrolled
columns of the students. received and Hate the documen students.
BID. processed for was processed on

\ / \ / Qhat studeniy the BID. \ /

SAMPLE BID |
Last Name First Name | Benefit Status | ___eod Certification C re a t ‘ m g t h e 3 ‘ D

Documentation Date

PCoyote Wiley Free  [income App|  8/7/24 Record the information in the row for Dusty DeVil

DeVil Dusty Reduced [Income App| 9/17/24 e Under Benefit Status, record free.
e Under Method/Documentation, record
Income Application.

Granger | Hermione

Lee Brock e Under Certification Date, record the date the
Potter Harry application was processed (9/17/24).
Weasley Ron

Weasley William
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/ \ / \ /Locate the\ Record theal\

R student’s me
Create a table eligibility benefits (F/R/P),

that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have » document and # enrolled
columns of the students. received and the date the

BID. processed for document was

\ / \ / Qhat studeniy (roces sed on th)

BID.
Last Name First Name Benefit Status Method . Certification C r E a t ‘ m g t h 3 ‘ :>
Documentation Date

Coyote Wiley Free Income App| 8/7/24

students.

All of the required information for Dusty DeViIl
DeVil Dusty Reduced [Income App| 9/17/24 has been entered into the BID.

Granger | Hermione

Now, we will enter information for Hermione
Lee Brock
Granger.
Potter Harry
Weasley Ron

Weasley William
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/ \ / \ Locate the Record the\ / \

o er eie student’s meal
Create a table eligibility

benefits (F/R/P),
that has the List all of your the type of Repeat for all

required » enrolled enrolled

columns of the students.

students.

that you have

received and
BID. processed for document was

\ / \ / that student. @cesgfg.on th) \ /

document and
the date the

Hermione Granger

e She and her household members did not match on CNP Direct Certification.
e Her household did not submit a household application.

e Her name is not listed on any liaison lists, other agency documentation, etc.

e Since there is no documentation on file for Hermione Granger, she stays paid.
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/ \ / \ / Locate the\ Record the / \

Create a table eligibility student’s meal
benefits (F/R/P),

that has the List all of your documentation Repeat for all
. the type of
required # enrolled # that you have » Jocurment and the enrolled
columns of the students. received and Hate the documen students.
BID. processed for was processed on

\ / \ / Qhat studeniy the BID. \ /

SAMPLE BID

Last Name First Name Benefit Status Method Certification C r e a t ‘ m g t h e 3 ‘ :>

Documentation Date

oyote Wiley Free  |Income App|  8/7/24 Record the information in the row for Hermione

DeVil Dusty Reduced [Income App| 917/24 Granger.
e Under Benefit Status, record paid.

p Granger | Hermione Paid No docs .
- o Under Method/Documentation, you may
Lee Broc . )
leave this blank or record No Documentation.
Potter Harry e | eave the Certification Date column blank.
Weasley Ron

Weasley William
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/ \ / \ /L o th \ Record the\
ocate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have » document and # enrolled
columns of the students. received and the date the students.
BID. processed for document was

\ / \ / Qhat studeniy @ces;ag.on thy

SAMPLE BID

Last Name First Name Benefit Status Method . Certification C re a t ‘ m g t h e 3 ‘ :>
Documentation Date
Coyote Wiley Free  lincome App|  8/7/24 All of the required information for Hermione
DeVil Dusty Reduced |Income App| 9/17/24 Granger has been entered into the BID.
Granger | Hermione Paid No docs . ' '
Now, we will enter information for Brock Lee.
Lee Brock
Potter Harry
Weasley Ron
Weasley William
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/ \ / \ . ot Record the\ / \
ocate the student’s meal

Create a table eligibility benefits (F/R/P),

that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have document and # enrolled
columns of the students. received and the date the students.

BID. processed for document was

\ / \ / that student. @cesls;g.on thy \ /

Brock Lee
e On file, thereis a printed CNP Direct Certification match result that was run on 7/15/24. He was a match
INn TANF.
All W
Result:

Show 10 V| entries Search: |

First Name “ Last Name Birth Date Result Result Date Decision Date Eligibility Type Possible Duplicate

Brock Lee 02/02/2008 Match 7/15/2024 TANF

Showing 1 to 1 of 1 entries Previous 1 Mext
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e ™ e ~N /Toete the e ~

Create a table eligibility student’s meal
benefits (F/R/P),

that has the List all of your documentation Repeat for all
. the type of
required # enrolled # that you have » Jocurment and the enrolled
columns of the students. received and Hate the documen students.
BID. processed for was processed on

\ / \ / Qhat studeniy the BID. \ /

SAMPLE BID

Last Name First Name Benefit Status Method Certification C r e a t ‘ m g t h e 3 ‘ :>

Documentation Date

Coyote Wiley Free  [Income App|  8/7/24 Record the information in the row for Brock Lee.

DeVil Dusty Reduced [Income App| 9/17/24 e Under Benefit Status, record free.

e Under Method/Documentation, we will write
DC TANF. DC is short for Direct Certification
and TANF is the Eligibility Type Brock

Potter Harry matched in.

e Under Certification Date record the date DC
was conducted (7/15/24).

Granger | Hermione Paid No docs

D Lee Brock Free DC TANF 7/15/24

Weasley Ron

Weasley William
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/ \ / \ /L o th \ Record the\
ocate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have » document and # enrolled
columns of the students. received and the date the students.
BID. processed for document was

\ / \ / Qhat studeniy @ces;a[c)l.on thy

SAMPLE BID

Last Name First Name Benefit Status Method . Certification C re a t ‘ m g t h e 3 ‘ :>
Documentation Date
Coyote Wiley Free Income App| 8/7/24 . . .
Sovi A eaoeeg b : o724 All of the required information for Brock Lee has
eVi usty educe ncome App .
been entered into the BID.
Granger | Hermione Paid No Docs
Lee Brock Free DC TANF 7/15/24 Now, we will enter information for Harry Potter.
Potter Harry
Weasley Ron
Weasley William
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/ \ / \ . ot Record the\ / \
ocate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have document and # enrolled
columns of the students. received and the date the students.

BID. processed for document was

\ / \ / that student. (nmes;clag.on thy \ /

Dusty DeVil
e On file there is a household application that has been processed that has been processed as free on
9/3/24 with the box Foster checked off.

OFFICE USE ONLY
;L JError Prone

Eligibility: Free_ Reduced Denied_
Determining Official's Signature: W % Date: 9/3/24
JdCase # Application Méusterhpplicaﬁnn JDirectly Certified: Date of Disregard:
dincome Application OHomeless/MigrantRunaway
Household Size: :
Total Income: Per: OWeek OBi-Weekly (Every 2 Weeks) 02x Month OMonthly QAnnual Section Ofthe |

- _ o household application
S :S:IEEtec;:aner;ﬁnahun. Confirming Official’'s Signature: - Date: that must be filled out

- icial's Signature: te:
oliow-Jp icial' s oignalure a by SEA.
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4 I 4 ) (" Locate the '\ Record the 4 )

Create a table eligibility student’s meal
benefits (F/R/P),

that has the List all of your documentation Repeat for all
. the type of
required # enrolled # that you have » Jocurment and the enrolled
columns of the students. received and Hate the documen students.
BID. processed for was processed on

\ / \ / Qhat studeniy the BID. \ /

SAMPLE BID

Last Name First Name Benefit Status Method Certification C r e a t ‘ m g t h e 3 ‘ :>

Documentation Date

Coyote Wiley Free  lincome App|  8/7/24 Record the information in the row for Harry

DeVil Dusty Reduced [Income App| 9/17/24 Potter.
e Under Benefit Status, record free.
e Under Method/Documentation, record
Foster Application
P Potter Harry Free Foster 9/3/24 e« Under Certification Date record the date the
Application : :
application was processed (9/3/24)

Granger | Hermione Paid No docs

Lee Brock Free DC TANF 7/15/24

Weasley Ron

Weasley William
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/ \ / \ /L o th \ Record the\
ocate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have » document and # enrolled
columns of the students. received and the date the students.
BID. processed for document was

\ / \ / Qhat studeniy @ces;ag.on thy

SAMPLE BID

Last Name First Name Benefit Status Method . Certification C re a t ‘ m g t h e 3 ‘ :>
Documentation Date
Coyote Wiley Free  lincome App|  8/7/24 All of the required information for Harry Potter
DeVil Dusty Reduced |[Income App| 9/17/24 has been entered into the BID.
Granger | Hermione Paid No docs . ' '
Now, we will enter information for Ron Weasley.
Lee Brock Free DC TANF 7/15/24
Fost
Potter Harry Free oSter 9/3/24
Application
Weasley Ron
Weasley William
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/ \ / \ . ot Record the\ / \
ocate the student’s meal

Create a table eligibility benefits (F/R/P),

that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have document and # enrolled
columns of the students. received and the date the students.

BID. processed for document was

\ / \ / that student. @cesls;g.on thy \ /

Ron Weasley
e On file, there is a printed CNP Direct Certification match result that was run on 9/25/24. He was a match
IN SNAP and TANEF.

All v
Resuit:
Show 10 | entries Search:

First Name * Last Name Birth Date Result Resuit Date Decision Date Eligibility Type Possible Duplicate

Ron Weasley 06/22/2005 Match 9/25/24 SNAP, TANF

Showing 1 to 1 of 1 entries Previous 1 Nexl
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SECTION 2 CREATING THE BENEFIT ISSUANCE DOCUMENT

4 I 4 ) (" Locate the '\ Record the 4 )

Create a table eligibility student’s meal
benefits (F/R/P), Repeat for all

that has the List all of your documentation

required # enrolled # that you have » . ocz':::;’f::: o enrolled

columns of the students. received and Hate the documen students.
BID. processed for was processed on

\ / \ / Qhat studeniy the BID. \ /

.
Method Certification C re a J[ ‘ n g J[ h e 3 ‘ D

Last Name First Name Benefit Status Documentation Date
Coyote Wiley Free  |Income App|  8/7/24 Record the information in the row for Ron
Weasley
DeVil Dusty Reduced |Income App|  9/17/24 « Under Benefit Status, record free.
Granger [ Hermione Paid No docs e Under Method/Documentation, we will write
Lee Brock Free DCTANF | 7/5/24 DC SNAP. Any time a student matches in
SNAP and another category, (such as TANF),
Potter Harry Free Foster App 9/3/24
always record SNAP on your BID.
) Weasley Ron Free DCSnap | 9/25/24 e Under Certification Date record the date DC
Weasley | William was conducted (9/25/24).
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/ \ / \ /L o th \ Record the\
ocate the student’s meal

Create a table eligibility benefits (F/R/P),
that has the List all of your documentation the type of Repeat for all
required # enrolled # that you have » document and # enrolled
columns of the students. received and the date the students.
BID. processed for document was

\ / \ / Qhat studeniy @ces;ag.on thy

SAMPLE BID

e | v smamaly e oo | CTE2TING ThE BID
Documentation Date
Coyote Wile Free Income A 8/7/24 : : :
4 Y PR 8/7/ All of the required information for Ron Weasley
DeVil Dusty Reduced [Income App| 9/17/24 has been entered into the BID.
Granger | Hermione Paid No Docs
Lee Brock Free DCTANF | 7/15/24 Now, we will enter information for William
Weasley.
Potter Harry Free Foster App 9/3/24
Weasley Ron Free DC SNAP 9/25/24
Weasley William




SECTION 2

Create a table
that has the

BID.

4 R

- /

William Weasley
e Onfile, thereis a printed CNP Direct Certification match result that was run on 9/25/24. William is a No
Match; however, Ron Weasley resides in the same household as Willlam and is matched in SNAP and

TANF. SNAP or TANF matches extend benefits to all household members; therefore, William is also free.

4 h

List all of your

\_ /

CREATING THE BENEFIT ISSUANCE DOCUMENT

Locate the
eligibility
documentation

processed for
that student.

Record the\
student’s meal

benefits (F/R/P),

document was

processed on the
\ BID. /
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4 A

Repeat for all

the type of
required # enrolled # that you have document and # enrolled
columns of the students. received and the date the students.

\_ /

Show 10 % entries

Result:

Search:

First Mame “ Last Name Birth Date Result Result Date Decision Date Eligibility Type Fossible Duplicate l
William Weasiey 06223005 Mo Malch 9/25/24 |

5-'Ii:-'|'rll'l-; 1 bo 1 of 1 entnes




SECTION 2

CREATING THE BENEFIT ISSUANCE DOCUMENT
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-

\_

Create a table
that has the

columns of the

~

required

BID.

N

Creating the

Record the information in the row for Ron Weasley

-)

-

\_

~

List all of your

enrolled
students.

-)

/

/ Locate the\

eligibility
documentation
that you have
received and
processed for

Qhat studeniy

Last Name First Name | Benefit Status Docr:‘lhni:tion Certg;i:tim
Coyote Wiley Free Income App| 8/7/24
DeVil Dusty Reduced [Income App| 9/17/24

GCranger | Hermione Paid No docs

Lee Brock Free DC TANF 7/15/24
Potter Harry Free Foster App 9/3/24
) Weasley Ron Free DC SNAP 9/25/24
Weasley William Free Zf(:tir[:ldAep d_ 9/25/24

4 A

Repeat for all
enrolled
students.

Record the
student’s meal
benefits (F/R/P),

the type of

-)

document and the

date the documen

was processed on
the BID.

\_ /

S

e Under Benefit Status, record free.

e Under Method/Documentation, we will write
DC SNAP-Extended. Any time a student does not
match, but their household member matches in
either SNAP, TANF, or FDPIR, record what
household member matched in. For ease of
review, it is best practice to note all students who
are extended due to a household match

e Under Certification Date record the date DC
was conducted (9/25/24).




Quliz Time

Which of the following is nhot required on the BID?

A Student Name

B Benefit Status (free/reduced-price/paid)

C Birthdate

D Certification Date



Quliz Time

Which of the following is nhot required on the BID?

A Student Name Student birthdates are not needed
on the BID. It is only required to
B Benefit Status (free/reduced-price/paid) include information about the
benefit status of the child along
( C pirthdate with the documentation/method of
certification and the date the
D Certification Date student was certified to receive

those benefits.

f)



Quliz Time

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

A Paid, no documentation

Free, DC SNAP-Extended

B
C Reduced-price, DC SNAP-Extended
D Unsure, It would depend on additional information from the household



Quliz Time

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

A Paid, no documentation Any time a student matches in
SNAP, TANF, and/or FDPIR, that
( B Free, DC SNAP-Extended student and all other students in
that household are directly
C Reduced-price, DC SNAP-Extended certified.

D Unsure, It would depend on additional information from the household



Qulz Time

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

A 7/29/24, the date the
household member signed

It.

B 8/3/24, the date it was
received by the school.

C 8/5/24, the date it was
certified by Diane Jones at
the school.

Fmiteds ame of acdul compeets e loem artrme Fhane and Ermadl apaoeal
—

Seapl Adokass ol availatie

2023-2024 Application for Free and Reduced-Price School Meals

Complete ona application per household. Please use a pen (not a pencil)
STEP1 List ALL infants, children, and students up to and including grade 12 in your household (if more spaces are required for addifiona names, attach anofer sheet of paper)

Child's First Name L 0 ‘SchoolNeme

Slulzh| [ [ [[1[]]] |—\|€@_

dafifon o o el

e quspai] .I T T : - - . :J |
i b o reoalt | | 1 I I — 1 I F § %i
HEREEE|

STEP2 Do any Household Members {Including you) currently particlpate in one or more of the following assistance programs: SNAP, TANF, or FOPIR? Circle one: Yes / No

e \[TT1TITIIITIII ] O (L LTI o |
. | L] L e Ly :
| | %! -

Il you answered NO = Complete STEP 2 I you answered YES = Wrile a cese number here then o to STEP 4 (Do nof complete STEP 3] | Case Number:

STEP3 Report Income for ALL Household Members {Skip this step if you answered 'Yes o STEFP 2)
A Chikd Incomae

i Somatmes childmren in the housshold eam moome. Please include the TOTAL GROSS noome samed by all Childnen
g yoAs unEUne what | Housahiold Memben sted in STEP 1 hare
I acamel by e ok
hegra? $ 1
Filp Yo the beck of s 8. All Adult Household Members (including yoursa i)

apphea|on snd sy List only the Adul Housshaold Members (nciuding yourssll) even if they do not receive income. For aach Housshold Member isted. f they do receive mcome, repon total GROSE noome (amount bafore Exes
i charta Lised i and dsduictions) fof aach scwcs in whole dollars only. [f they do nol reces's income from ey sources, wiite 07 B you entér T of leave any fsids blank, you ans cetifying (promising) that thems 8 no noome (o epont
" Bonared 1

of Ing ome™ Rar mars

= s N
- Names of fudull Househokd Membsrs |Firsd and Last) GROSS
Inforimatisn

Eamegs Iror ik | Ve | e biesk

T “Sources of Indome
Iar LhinkeEn dian wil II s
s i willh 1he Chisd | M— ] e F— —

IRCOETiE SeeCie

C. Total Household Members Last Four Digits of Social Security Number (SSN) of F | 3 Vel FeFedl T 1 . -
{Chidran and Adulis Primary Wage Eamer or Other Adult Household Member | KI K| X | K] | | - Checkifno 88N [ |

S5TEP 4 Contact information and adult signature  Mail Completed Form to:

1 cardly {prormse | et 2l o on

T Wis applicabion &= Fue and thal @ mcome 15 repored | undeestand hal Bis i omahion 15 pven m OFFICE USE OMLY

ofnEtann Wil Fe redegl of Featersl funds and Bat echaal afficgls may veily oo ekl the inlarndban | 3% ewane il d | pudosely oy

false mformahon . my childran may bose peal bee s and | may De prosecaad undsr apphrabde SSade and Federal laws Elﬂlﬂﬂj’: FFE!! R-Edl.l:eﬂ_ DIEI"IIEH_
%72 % Determining Offcial’s Signature:

% d)zr/zmg/24 JCase # Application JFoster Applcation  JDirectly Certifed. Date of Disregand
] Jdincome Applicaton  JHomeless/Migrant® unaway
| Housshold Sae:
Teodal income Per Oesk 8-Weakly (Every £ Weeia) J&x Month Ukoathly Dansnual

SagriEn e of kil corngd mng ihn fnim

d Selected For Verification: Confeming Oficials Signature Diatm
i I . | S— Fodgw-Up Officials Signature: Cate:
ATy Ak [



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

A 7/29/24, the date the
household member signed

It.

B 8/3/24, the date it was
received by the school.

( C 9/5/24, the date it was

certified by Diane Jones at
the school.

Jm Cay~ipops

2023-2024 Application for Free and Reduced-Price School Meals

Complete one application per household. Please use a pen (not a pencil)

STEP1 List ALL infants, children, and students up to and including grade 12 in your household (f more spacas are required for acdiional names, attach anofher sheet of paper)
; Child's First Name
iz, |\ QU T T TTTTT T
oroares VLA 1T T II L QI T IR 1]

__ School Name

e in Fosiber cais
i dhildven whi et B
dafifon o o el
Mgy rant 1 Bgnawey an
eyt S ot reowlt

STEP2 Do any Household Members {Including you) currently particlpate in one or more of the following assistance programs: SNAP, TANF, or FOPIR? Circle one: Yes / No

Il you answered NO = Complete STEP 2 I you answered YES = Wrile a cese number here then o to STEP 4 (Do nof complete STEP 3] | Case Number:

STEP3 Report Income for ALL Household Members {Skip this step if you answered 'Yes o STEFP 2)
A Chikd Incomae "

Somatmes chidren in the housshold eam noome. Please include the TOTAL GROES noome samed by 8l Childnan

Are you unsure what | Housshold Members isted in STEP 1 have
I acamel by e ok

betere? $ L
Filp Yo the beck of s 8. All Adult Household Members (including yoursa i)

apphea|on snd sy List only the Adul Housshaold Members (nciuding yourssll) even if they do not receive income. For aach Housshold Member isted. f they do receive mcome, repon total GROSE noome (amount bafore Exes

i charta Lised i and dsduictions) fof aach scwcs in whole dollars only. [f they do nol reces's income from ey sources, wiite 07 B you entér T of leave any fsids blank, you ans cetifying (promising) that thems 8 no noome (o epont
" Bonared 1
of Ing ome™ Rar mars

u o ofizn = S
i . Wi of fudiill Household Membsrs (Firsl and Lask) GRCSS 1 | 1] Tl U g Td

Eamegs Iror ik | Ve | e biesk
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laf Lhisken dhan wie ! s
s i willh 1he Chisd |

IRCOETiE SeeCie

Last Four Digits of Social Security Number (SSN) of _“|:"-' Tx | xTx! | | ;
Primary Wage Eamer or Other Adult Household Member | 7 | & | | | |

C. Total Household Membars

[Chiddran and Aduis

Check i no 38N []

S5TEP 4 Contact information and adult signature  Mail Completed Form to:

1 cardly {prormse) faat all iformaion on s apphcabon &= vy and thal @8 mcome i regoted | undeesiand that fis mdormahon 15 gen m
o N e faieg] o S and mal sochaol ofioals may vily doh ek e il

OFFICE USE OMLY
JEmor Promns

E::':L"::;":ﬁf":;"".n; ool L B o BB 24

A JCase ¥ Application JFoster Application JDwectly Certified: Date of Disregand
] : Jdincome Applicaton  JHomeless/Migrant® unaway
| o sshoid Sae:

Teodal income Per Oesk 8-Weakly (Every £ Weeia) J&x Month Ukoathly Dansnual

d Selected For Verification: Confeming Oficials Signature Diatm
i I . | S— Fodgw-Up Officials Signature: Cate:
ity s i
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Quliz TIme
True or False: The BID below contains all the required information for a BID.

Last Name First Name School Name Benefit Status Certification Date

A True, it has all the information needed.
B False, it is missing the grade level.

C False, it is missing the method/documentation.



Quliz Time
True or False: The BID below contains all the required information for a BID.

Last Name First Name School Name Benefit Status Certification Date

A True, it has all the information needed.

The BID must include the
method/documentation used to

certify the student for meal
( C False, it is missing the method/documentation. benefits.

B False, it is missing the grade level.
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SBenefit Issuance Document

WHEN TO UPDATE

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:
e new students enroll or withdraw;
e the 30-Day Carryover Is over;
e 3 household turns in an application that changes student eligibility status; and
e you get new matches in CNP Direct Certification.

o |f 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 direct certification was conducted.

o |f a student who is already directly certified now matches in SNAP, you will update the BID as

DC-SNAP with the date that direct certification was conducted.
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SBenefit Issuance Document

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 the 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-Fostg: DC-FDPLF:

Application Application DC-MEP TANE

For example, if a child was reduced-price 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.
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SBenefit Issuance Document

BENEFIT STATUS CHANGE

When a student is already certified for free meal benefits as Foster in CNP Direct Certification and they
later match as SNAP, it is required to change their eligibility on the BID.

e 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 other household members.
e Using the diagram below, DC-SNAP takes precedence over DC-Foster.

Reduced by Free by DC-Foster DC-FDPIR

Sy e or or
Application Application DC-MEP TANF
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SECTION 3 UPDATING THE BENEFIT ISSUANCE DOCUMENT

SBenefit Issuance Document

HOW DO | MAKE A CHANGE?

As a 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 most recently processed documentation.

e For example, Wiley Coyote was certified as free due to an application that was processed on 8/7/24.
On 10/1/24, direct certification was conducted and Wiley matched in SNAP. The BID should be
updated to reflect Wiley's new method/documentation (DC SNAP) and the date that direct

certification was conducted (10/1/24).

SAMPLE BID

had s
Last Name | First Ha ime Benefit Status Documentation | Ctriification Date

On your Sample BID,
practice making this
change.




SECTION 3

UPDATING THE BENEFIT ISSUANCE DOCUMENT

Benellt Issuance

Does your Benefit Issuance Document Look Like This?

ocument

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 10/1/24, which was when direct certification was
conducted and Wiley matched in SNAP.

SAMPLE BID SAMPLE BID

Last Name First Name | Benefit Status Docr;t;hn"t:tion Certg;i:tb"
Coyote Wiley Free Income App| 8/7/24
DeVil Dusty Reduced [Income App| 9/17/24

Granger | Hermione Paid No docs

Lee Brock Free DC TANF 715/24
Potter Harry Free Foster App 9/3/24
Weasley Ron Free DC SNAP 9/25/24
Weasley William Free Zi:tzrl\w]dAep d_ 9/25/24

=

Last Name

First Name

Benefit Status

Method
Documentation

Certification
Date
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Coyote Wiley Free DC SNAP 10/1/24
DeVil Dusty Reduced [Income App| 9/17/24
Cranger | Hermione Paid No docs
Lee Brock Free DC TANF 715/24
Potter Harry Free Foster App 9/3/24
Weasley Ron Free DC SNAP 9/25/24
Weasley William Free DC SNAP - 9/25/24

extended
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SBenefit Issuance Document

BEGINNING OF THE SCHOOL YEAR & NEW STUDENTS

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 hew student that was present for the first day of school on 8/7/24 but
did not submit an application until 9/15/24 which was processed for reduced-price meal benefits on
9/17/24. Below shows the BID during 8/7/24 - 9/17/24 when Dusty was paid and would have been
paying full price for meals. Once the application was processed on 9/17/24, the BID is updated. Now
Dusty Is charged at the reduced-price rate.

BID as of 8/7/24 - 9/17/24

Last Name First Name Benefit Status Method/Documentation Certification Date
DeVil Dusty Paid No Documentation
BID as of 9/17/24:

Last Name First Name Benefit Status Method/Documentation Certification Date

DeVil Dusty Reduced Income Application ON7/24
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SBenefit Issuance Document

BEGINNING OF THE SCHOOL YEAR & 30-DAY CARRYOVER

Children are eligible for school meal benefits throughout the school year they were approved in and
up to 30 operating days into the following school year. The SFA will carry over meal benefits for 30
operating days beginning on the first operating day, or until a new eligibility determination is made.

For example, last year Brock Lee received free meal benefits based on an income application
processed on 9/1/23. He did not submit a new application and was not a match in CNP Direct
Certification. On the 30th operating day of the new school year (9/25/24), his eligibility status has
changed to paid on the BID. It is best practice, but not a requirement, to include the date that
carryover ended and the student changed to paid.

Last Name First Name Benefit Status Method/Documentation Certification Date

Lee Brock Free Income Application 9/1/23

Last Name First Name Benefit Status Method/Documentation Certification Date

Lee Brock Paid No Documentation
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SBenefit Issuance Document

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.

INn this example, the SFA has created another column to the right to add notes. The date the student
withdrew is noted.

Last Name First Name Benefit Status Method/Documentation Certification Date

Wiley Coyote Free Income Application 8/7/24 Withdrawn 10/5/24
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Coding the BID

PROTECTING STUDENT ELIGIBILITY

SFAs 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.

e AN example where students’ information is protected would be an electronic point of service where
students enter a PIN or scan their IDs. If students cannot see other students’ eligibility statuses, no
coding would be needed.

e An example where students’ information isn't protected would 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.
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Coding the BID

EXAMPLE OF CODING THE BID

INn order to protect the students’ information on the BID, the words
free, reduced-price, 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 random numbers + Ol= Free-DC SNAP,”
such as 123401.

As a best practice, include a category for those students free eligible
based on a household member’s direct certification match.

Last Name First Name Benefit Status Method/Documentation Certification Date
Weasley William Free DC SNAP 9/5/24

¥

Last Name First Name Eligibility Certification Date

Weasley William 123401 9/5/24

SLIDE 61

William, and all other students that
are free due to matching in SNAP,

will have four random numbers + O]
listed in the column titled Eligibility.
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Coding the BID CODED BID

Practice Coding Your Sample BID

Last Name Eligibility Certification Date

On the back side of your handout,
Sample BID is a table titled Coded BID.

Complete the missing eligibility codes Coyote Wiley
for Dusty DeVil and William Weasley,

which are highlighted in red. When Devil Dusty
completed click on the next slide for the

correct answers. Graﬂger HermiOﬂe

L ee Brock

Potter Harry

Weasley Ron

William

Weasley
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Coding the

CODING THE BENEFIT ISSUANCE DOCUMENT

Bl

-~

Practice Coding Your Sample BID

SAMPLE BID

CODED BID
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Last Name First Name | Benefit Status Docr::n‘;:tion Cert:;iztim
Coyote Wiley Free Income App| 10/1/24
DeVil Dusty Reduced |Income App| 9/17/24

Granger | Hermione Paid No docs

Lee Brock Free DC TANF 7/15/24
Potter Harry Free Foster App | 9/3/24
Weasley Ron Free DC SNAP 9/25/24
Weasley William Free Zf(:tirl\wldAep d_ 9/25/24

Last Name First Name Eligibility Certification Date
Coyote Wiley 123401 101124
Devil Dusty 323208 IN7/24
Granger | Hermione | 989809
Lee Brock 321302 7/15/24
Potter Harry 839206 9/3/24
Weasley Ron 232301 9/25/24
Weasley| William | 323201 9/25/24




Quliz Time

True or False: Every BID must be coded.

A True

B False



Quliz Time

True or False: Every BID must be coded.

A True A BID only needs to be coded if the eligibility
status of students is visible at the point of service.
( B )False 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 SFA
to decide if the BID should be coded based on how
their operation is set up as student eligibility must

not be overtly identified.
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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.

| have an electronic system that only lets me enter free, reduced, or paid, and | can’t list the method of
certification in detail. What should 1 do?

You are strongly encouraged to contact the vendor and ask about 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.

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 | have to change their
eligibility on the BID if they match in CNP Direct Certification?

Yes. When children match in CNP Direct Certification, it is important to update this on your BID. The
number of matched students will be referred to when submitting mandatory reports to ADE.

If a child matches in CNP Direct Certification, can | just write DC instead of writing DC and the column
the child matched in?

It is 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.
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SECTION # SECTION NAME

Eligibility Manual for School Meals
Determining and Verifying Eligibility

Technical
Assistance

If you have any questions about certifying
students for meal benefits use the
Eligibility Manual for School Meals on the
NSLP and SBP webpage under the
'‘Guidance Manuals' accordion. For other
guestions about the BID, please contact
your Health and Nutrition Services

QSDA USDA Food and Nutrition Services . .
'-_” Child Nutrition Programs S pecCia I ISt.

July 18,2017



https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd

- CONTACT US



https://www.azed.gov/hns

Congratulations

You have completed the Online Course:
Insert title.

Information to include when documenting this
training for Professional Standards:

Training Title:
How to Create a Benefit
Issuance Document

Key Area: 3000 — Administration
Learning Code: 3110, 3120
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.




CertiTicate

Requesting a training certificate
Please click the button to complete a brief

survey about this online training. Once the
survey is complete, you will be able to print your .4/

certificate of completion from Survey Monkey.

Information to include when documenting this training for Professional Standards:
Training Title: How to Key Area: 3000 — Administration

Create a Benefit Learning Code: 3110, 3120

Issuance Document 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.



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

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations 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, religion, sex, disability, age, marital status,
family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or
funded by USDA (not all bases apply to all programs). Remedies and complaint filing
deadlines vary by program or incident.

Persons with disabilities who require alternative means of communication for program
iInformation (e.g., Braille, large print, audiotape, American Sign Language, etc.) should
contact the responsible Agency or USDA's TARGET Center at (202) 720-2600 (voice and TTY)
or 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 discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint
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.

USDA Is an equal opportunity provider, employer, and lender.


https://www.usda.gov/oascr/how-to-file-a-program-discrimination-complaint
mailto:program.intake@usda.gov

