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Intended Audience and Content

* This Online Training is intended for Local Education Agencies
(LEASs) operating the National School Lunch Program (NSLP)
who are required to conduct Direct Verification.

On[ine * The following slides provide guidance on the four phases of the
verification process.
Course:

Verification
Review




Online
Course:

Verification
Review

Objectives

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

Navigate through the ADE Verification webpage to find related
trainings and forms needed.

Understand the detailed information about each phase of verification
in order to successfully complete all necessary actions.

Be familiar with the verification timeline to ensure compliance with
all deadlines.

Be prepared to move on to the next online training on how to submit
the Verification Summary Report (VSR) into ADEConnect.
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The instruction within this Online Course is based on guidance from
USDA's Eligibility Manual for School Meals, 2017.

* Verification information will be found on pages 97-118.

It is recommended to review the USDA'’s Eligibility Manual for School Meals in addition to
reviewing this course for complete guidance on processing household applications. Click here
to access the USDA’s Eligibility Manual for School Meals.



https://cms.azed.gov/home/GetDocumentFile?id=595e4a163217e115acbc32bd

* Throughout this guide there will be comprehension quiz
questions to test your knowledge and help you apply what you're

learning.
Comprehension * Be sure to review these quiz questions and the answers, available
Check within the guide.

* Thisicon will indicate a comprehension quiz question, and the
background of the slides will be a lighter shade like you see on

this slide.
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This Online Course will review:

Introduction to Verification

Phase 1: Prepare for Verification

Phase2: Calculate & Select Applications

Phase 3: Verify Selected Applications

Phase 4: Submit the Verification Summary Report
Additional Guidance Information

Professional Standards & Certificate

Slides 7-17
Slides 18-27
Slides 28- 56
Slides 57- 97
Slides 98-105
Slides 106-107
Slides 108-109






Introduction

What is Verification?

Verification is the confirmation of eligibility benefits for free and
reduced price meals conducted through the application process.

Verification is only required when eligibility is determined
through the household application process, not through Direct
Certification.

The following are subject to Verification:
* Case Number Applications

* Foster Applications
* Income Applications (Free)

* Income Applications (Reduced)



What is Verification?

* Allyear, completed household
applications are approved at face
value.

* Asmall sample of household
applications are selected and =5 o

. documentation is requested from e ——
Introduction the household to verify that the S | e i
information on the application is ——e—— L —
accurately reported. e EEe -

* Verification creates a check to see if 5Y 17-18 ADE Household Application for
households are accurately reporting Free and Reduced-Price Meals
their household status.




Comprehension

Check

True or False: All applications on file need to be verified.

A. True
B. False
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Comprehension

Check

True or False: All applications on file need to be verified.

A. True
B. False

Only a small sample of the household applications are selected
for Verification. This sample includes case number, foster, and
free and reduced household applications.
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Introduction

Verification Phases

Verification is broken down into 4
different phases along with individual
timelines in each:

* Phase 1: Prepare

* Phase 2: Calculate and Select
* Phase 3: Verify

* Phase 4: Report

o= +] -
o= 88

VERIFICATION
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Introduction

Phases of the Verification Process
0 G C ‘/
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Calculate & .
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Phase 1: Prepare
* Inthis phase, organize all approved applications.
Phase 2: Calculate & Select

* Inthis phase, determine how many applications will be verified.

Continue for

next steps
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Introduction

Phases of the Verification Process
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Phase 3: Verify
In this phase, directly verify the selected applications in CNP Direct

Verification.

Phase 4: Report
In this phase, log in to ADEConnect to submit the report in CNP

Verification Reporting.
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Introduction

Verification Timeline
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Phase 2 & 3:

October 1-
November 15
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Phase 4:

\_

November 16-
February 1

Verification begins on September 15t and ends on February 1.

There will be multiple deadlines throughout the verification
process that will be explained during this training.
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Introduction

Verification Timeline

Phase 1:

September

~

J
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Phase 2 & 3:

October 1-
November 15
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Phase 4:

\_

November 16-
February 1

Please note if a due date for verification falls on a weekend
or holiday, the due date will be extended to the following

business day.
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Introduction

Resources for Verification

The ADE website provides a
variety of resources and
information related to each

phase of Verification. -

Here is detailed information
and forms needed to
successfully complete
Verification.

National School Lunch Program

’ lal Managemen
— ' A =
» Grant O

Health and Nutrition Services
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Phase 1




Phase 1

Phase 1: Prepare for Verification

During Phase 1 LEAs will:

Count the total number of applications.

Count and categorize applications by case
number, foster, free by income, and
reduced by income.

Complete best practices shared
throughout this training to ensure the
correct number of applications have been
verified.
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Phase 1

Best Practice: Student Eligibility
Checklist

Before counting the number of
applications on file, it is recommended

that the ADE Student Eligibility Checklist
is completed.

* If there is any questions on this
checklist, please contact your
assigned specialist.

* ADE's Student Eligibility Checklist can
be found on our website under
Phase 1 of the Verification webpage.

STUDENT ELIGIBILITY CHECKLIST

1. Atleast one person in our organization has access to ADEConnect and can O Yes No
use CNP Direct Certification/Direct Verification
2. Ran CNP Direct Certification for our entire enrollment. O Yes No
Search method used
a. Our site only extended eligibility benefits to siblings of students O Yes No
who matched on SNAP, TANF andj/or FDPIR.
b. Our site did not extend eligibility benefits to siblings of students O Yes No
who matched on foster, migrant or homeless.
3. Printed or saved the CNP Direct Certification Match results. O Yes Mo
4. Collected and reviewed documentation about which students are enrolled O Yes No N/A
in the Head Start Program.
5. Reviewed Motice to Provider document that was submitted for Foster O Yes No NfA
children.
6. Reviewed documentation submitted for children from a liaisen for O Yes No N/A
migrant or runaway status.
7. Reviewed SNAP, TANF and/or FDPIR letters submitted by the household O Yes No NjA
for children receiving assistance programs
8. Processed all applications checking for completeness:
a. We utilized a date stamp to indicate when applications were O Yes MNo
received
b. We ensured all case numbers were validated for assistance O Yes No
programs in Arizona (SNAP/TANF being & digits or less or FDPIR
based on Indian Tribal Organizations).
c. We ensured the total household members box was filled out and O Yes No
that there was Social Security Number information on all income
applications.
d. We ensured all applications contained an adult signature. O Yes No
e. We have only certified homeless, migrant, and runaway O Yes MNo
applications for free meal benefits if we received confirmation
from the liaison.
f.  We marked which applications were error-prone. O Yes Nao
9. Entered all case numbers listed on case number applications through CNP 0 Yes No
Direct Certification.
10. Notified households of eligibility status with notification letter. O Yes No
11. We or your online system organized zll household applications according
to their eligibility categories and methods of certification: _
a. Divided free by income, free by case number, free by foster, O Yes No
reduced by income. _
b. We labeled all applications for students who are Direct Certification | = Yes No
matches and filed them separately.
O Yes No

c. We labeled all applications for students who have withdrawn.

20



Phase 1

Best Practice: Run Direct Certification

To potentially reduce the total number of applications on file, it
is best practice to run Direct Certification on or close to
October 1.

* A household application will not be verified if a student is a
match on Direct Certification.

* The Benefit Issuance Document (BID) needs to be updated
after new matches on Direct Certification have been
identified in order to reflect the most up to date
information.

21



What best practices should be completed during Phase 1 of
Verification?

A. Print the tracking form, contact the households and conduct
Verification.

B. Complete the Student Eligibility Checklist, run Direct
Certification, and organize all your applications.

C. Count up all the students, contact every household and submit
the online report.

Comprehension

Check

22



Comprehension

Check

What best practices should be completed during Phase 1 of
Verification?

A. Print the tracking form, contact the households and conduct
Verification.

B. Complete the Student Eligibility Checklist, run Direct
Certification, and organize all your applications.

C. Count up all the students, contact every household and submit
the online report.

By completing the Student Eligibility Checklist, running Direct
Certification and organizing your applications, LEAs are ensuring
that they are able to get the correct application count required
for Verification.

=
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Phase 1

Count your Applications

Determine the number of applications on file as of October 1 after
Direct Certification has been conducted.

Please note that not all applications are subject to Verification.

Refer to the chart below to identify which applications are subject to
Verification.

Applications Meal Benefits Subject to Verification

Case Number Application Free

Foster Application Free Yes
Income Application Free Yes
Income Application Reduced Yes
Income Application Paid No
Any disregarded applications due to No

the student(s) matching in CNP
Direct Certification

24



Not Subject to Verification

During the program year, students may be certified for free meal
benefits due to participation in assistance programs or categorized in
an eligible category. Refer to the chart below to identify which
students are not subject to Verification.

Other Cases & Acceptable Documentation | Subject to Verification

Students who have matched in CNP Direct No
Phase 1 Certification
Students confirmed by their No

Homeless/Migrant/Runaway liaison

Students enrolled in Head Start/Even Start No
Students with a TANF/FDPIR Agency Letter No
Students with a SNAP Agency Letter No




Comprehension

Check

Which of the following is not subject to Verification?

A. Household application certified for reduced price.

B.

A free household income application with a household
containing three members. On 8/17, one student matched in
DC and the other student did not match.

Household application certified for free based on a case
number.
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Comprehension

Check

Which of the following is not subject to Verification?
A. Household application certified for reduced price.

B. Afree household income application with a household
containing three members. On 8/17, one student matched in
DC and the other student did not match.

C. Household application certified for free based on a case
number.

Anytime a student is a match in SNAP, TANF, or FDPIR, all
students in the household are directly certified. Any students
who are directly certified are not subject to Verification, even if
the household turns in an application.

=
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Phase 2




Phase 2

Phase 2: Calculate and Select Applications

During Phase 2 LEAs will:

* Determine which calculation sampling method
your LEA qualifies for through the Verification
Non-Response Rate Report.

* Locate the ADE Verification Sample Size
Calculator.

* Calculate how many applications will need to be
verified.

=
=

29



Determine Your Calculation Method

LEAs will need to use the Non-Response Rate Report to determine
which calculation method will be used.

The calculation method will determine how many applications LEAs
are required to select for Verification.

The Non-Response Rate Report can be found on the Verification
Phase 2 webpage under the Phase 2 tab.

This report will show the LEA if they are eligible to use an alternate
sample size based on the results from the previous year’s Verification
Summary Report (VSR).

Arizona Local Education Agencies Verification Non-Response Rate Report
IMPORTANT - How to Determine Your Eligibility for Use of an Alternative Sample Size in 2019-2020

1) Sponsars highlighted in Green qualify for use of an alternative sample size during the 2019-2020 Verification reporing period.

2 Sponsors highlighted in Y ellow DO NOT qualify for use of an atternative sample size due to 'V erification reporting errars. *

3 Remaining Spansars DO MOT qualify far use of an alternative sample size, due either to ¥ erification reporting errars orto an insufficient respanse rate. =
If wow D0 NOT qualfy for use of an alfernative sample size you MUST use the Standard sampling method for vour 2015-2020 Verflication reporting.

ADE Verification Non-Response Rate
Report Heading

30



Phase 2

Determine Your Calculation Method

On the Non-Response Rate Report, LEA names highlighted in qualify
to use an alternate sampling method.

Those who qualify to use an alternate sampling method are those LEAs
who had a low percentage of households who did not respond to the
verification process during the prior school year.

LEAs who are eligible to select an alternate sampling calculation method
can choose from the Standard Sampling, Random Sampling, or Focused
Sampling Method.

LEAs who do not qualify to use an alternate method will be shown in yellow
or white and must use the Standard Sampling Method.

Arizona Local Education Agencies Verification Non-Response Rate Report
IMPORTANT - How to Determine Your Eligibility for Use of an Alternative Sample Size in 2017-2018
1) Sponsors highlighted in Green qualify for use of an altemative sample size during the 2017-2018 Verification reporting period.
2) Sponsors highlighted in Yellow DO NOT qualify for use of an alternative sample size due to Verification reporting errors. *

3) Remaining Sponsors DO NOT qualify for use of an altemnative sample size, due either to Verification reporting erors or to an insufficient response rate. *

If you DO NOT qualify for use of an altemative sample size you MUST use the Standard sampling method for your 2017-2018 Venfication reporting.

CTDS Name Form Suhmittedl

ADE Verification Non-Response Rate
Report Heading
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How will LEAs know if they qualify to use an alternate sampling

method?
A. Thedistrict will be highlighted in on the Non-Response
Rate Report.

B. The district will be shown in white on the Non-Response Rate
Report.

ComprehenSIon C. Look atthelast claim in CNPWeb.

Check

32



How will LEAs know if they qualify to use an alternate sampling

method?
A. The district will be highlighted in on the Non-Response
Rate Report.
B. The district will be shown in white on the Non-Response Rate
. Report.
ComprehenSIon C. Look atthe last claim in CNPWeb.

Check

Each year, ADE posts the Non-Response Rate Report on the
Verification webpage. The LEA name will be highlighted in

to indicate they have qualified to use an alternative sampling
method.

=

33



Phase 2

Calculation Sampling Methods

The sampling method is the calculation used to determine how
many applications you need to select for Verification.

* Always round up at the end of the calculation.

* Itisimportant to verify the exact amount of applications the
calculation reflects.

* Please note that not all sampling methods require you to use
error-prone applications.
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Phase 2

Calculation Sampling Methods

As indicated on the ADE Non-Response Rate Report, LEAs who do
not qualify to use an alternate sampling method must use:

* Standard Sampling

As indicated on the ADE Non-Response Rate Report, LEAs who
qualify to use an alternate sampling method can choose from:

* Standard Sampling
* Alternate 1: Random Sampling

* Alternate 2: Focused Sampling

35



True or False: Any LEA can use Alternate 1: Random Sampling
method.

A.  True.
B. False- No LEA can use Alternate 1: Random Sampling Method.

C. False-Only LEAs who qualify to use an alternate sampling
method can choose this option.

Comprehension

Check
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Comprehension

Check

True or False: Any LEA can use Alternate 1: Random Sampling
method.

A.  True.
B. False- No LEA can use Alternate 1: Random Sampling Method.

C. False-Only LEAs who qualify to use an alternate sampling
method can choose this option.

The LEAs who qualify to use an alternate sampling method can
choose from Standard Sampling, Alternate 1: Random Sampling
Method, or Alternate 2: Focused Sampling Method.

=
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Phase 2

Standard Sampling Method

This method must be used if the LEA is operating in their first year
or if they do not qualify to use an alternate sampling method.

As indicated on the ADE Non-Response Rate Report, LEAs must
select 3% of your applications to verify.

The selected applications must be from those marked as error-
prone.

* Error-prone applications are those where the income falls within
the error-prone range for income and household size.

* This may have been noted when the applications were initially
certified.

* If they were not previously identified please print the Error-Prone
Worksheet, review all income applications, and indicate which
ones are error-prone.

quidelines

‘I Error-prone
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Standard Sampling Method

The Error-PrOne WorkSheet can be Error-Prone for FREE Eligible ications -- July 1, 2018 - June 30, 2019

HOW OFTEN INCOME WAS RECEIVED
Every Two Weeks

. .
found on our website in the e L o ol P
Error-Prone
15782 to 14582 (1316 to 1,216 | 658 to 608 | 607 to 56085 | 304 to 28093
Progra For S tab Iisted Under 21398 to 20,198 | 1,784 to 1,684 | 892 to 842 | 823 to 77685 | 412 to 38893
ADE’s Verifying H hold
Error-Prone for REDUCED Eligible Appl; ns -- July 1. 2018 - June 30. 2019
Applications section o [tuio P o] v T
pp - Monthly Error- | Twice Per Month Every Two Weeks

27014 to 25814 |2252 to 2,152 [ 1,126 to 1,076 | 1039 to 99285 | 520 fo 496.93
32630 to 31,430 | 2720 to 2,620 (1,360 to 1,310 | 1255 to 1,208.85 | 628 fo 604.93
38246 to 37,046 | 3188 to 3,088 | 1594 to 1,644 | 1471 to 142485 736 o 712.93
43862 fo 42,662 | 3656 to 3,556 | 1,828 to 1,778 | 1687 to 164085 | 844 fo 82093
40478 to 48,278 | 4124 to 4,024 [2062 to 2012|1903 to 1,856.85 | 952 to 92893
55004 to 53,894 | 4502 to 4492 2296 to 2246|2119 to 207285 | 1060 to 103693

BND AL N

. . Yearly Error-Prone Prone Error-Prone (Bi-Weekly) ‘Weekly Error-Prone
Family Size: Error-Prone

1 22459 to 21,289 |1872 to 1772 | 936 to 886 864 fo 817.80 432 fo 40893

2 30451 to 29,257 | 2538 to 2,438 | 1269 to 1,219 | 1172 to 1,125.86 | 586 to 962.93

: 3 38443 fo 37,243|3204 to 3,104 | 1,602 to 1,002 | 1479 to 143280 | 740 (o 71693

° easerememper t at t IS 1 46435 to 45,235 | 3870 to 3770|1935 to 1,885 | 1786 to 1739.85 | 893 fo 86993
5 54427 to 53227 | 4536 to 4436|2268 to 2218|2004 to 204785 | 1047 to 102393

6 62,419 fo 612195202 to 5102 |2,601 to 2551 [ 2401 to 235485 |1201 to 1,177.93

7 70411 to 692115868 to 5768|2934 to 2884|2709 to 266285 | 1355 to 1,331.93

8 78403 to 77,203 | 6534 to 6,434 | 3267 to 3217|3016 to 296985 | 1508 to 148493

Error-prane applications are those applications where income falls between the income
eligibility limits and $1200 of the income eligibility limits for Yearly income.

orksheet will only need to be
- Monthl Error-prone applications are those applications where income falls between the income|
O C a e I e rro r- ro n e Nt aligibility limits and $100 of the income eligibility limits for Monthly income
Twice Per|Error-prone applications are those applications where income falls between the income|

Month| eligibility limits and $50 of the income eligibility limits for Twice Per Month income.
Every Two|Error-prone applications are those applications where income falls between the income|

. .
Weeks|eligibility limits and $46.15 of the income eligibility limits for Every Two Weeks income.
Weekty|[ETOrPrane applicalions are Those applications where ncome falls befween the income

eligibility limits and $23.07 of the income eligibility limits for Weekly income

Error-Prone Applications Yearly|

been identified. SY 18-19 ADE Error-Prone Worksheet

=)




Phase 2

Standard Sampling Method Example

Let’s practice an example:

1,100 income applications (62 are error-prone)
72 case # applications
2 foster applications
= 1,174 total applications
Total Applications x 3%

1,174 X .03 = 35.22, always round up = 36 applications to verify

* Please note LEAs will need to randomly select 36 applications out of the 62
error-prone applications on file.

 If there are not enough error-prone applications to meet the requirement, LEAs
must verify all the error-prone applications and then select additional
applications at random to meet the required number.
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Phase 2

Alternate 1: Random Sampling Method

Only LEAs who qualify to use an alternate sampling method can use
this option.

As indicated on the ADE Non-Response Rate Report, LEAs must
select 3% of your applications to verify.

The LEA must randomly select from all case number, foster and
free/reduced price income applications.

* The benefit of this calculation method is that the LEA does not
need to identify error-prone applications, but instead is able to
select from all applications.

41



Phase 2

Alternate 1: Random Sampling Method Example

Let’s practice an example:
1,100 income applications
72 case number applications
2 foster household applications
= 1,174 total applications
Total Applications x 3%

1,174 X .03 = 35.22, always round up = 36 applications to verify

* Please remember that error-prone applications do not need to be
identified for this calculation method.

*  You must randomly select from all case number, foster, and
free/reduced priced applications.
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Phase 2

Alternate 2: Focused Sampling Method

Only LEAs who qualify to use an alternate sampling method can use this
option.

You must select 1% of your total applications from the error-prone
applications, and select 0.5% of the case number applications to verify.

* The benefit of this calculation method is that it will reduce the
number of overall applications the LEA will need to verify in Direct
Verification.
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Phase 2

Alternate 2: Focused Sampling Method Example

Let’s practice an example:
1,100 income applications (62 are error-prone)
72 case number applications
2 foster household applications

= 1,174 total applications

Total Applications x 1%
1,174 X .01 = 11.74, always round up= 12 error-prone applications to verify

+

Total Case Number Applications x 0.5%
72 X 0.005 = 0.36, always round up= 1 case number application to verify

=12 error-prone applications + 1 case number applications= 13 total applications to verify
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Phase 2

Does the Sampling Method Make a Difference?

Using the example application counts, see the chart below
summarizing the number of applications the LEA would need to
verify depending on the Sampling Method chosen.

3 % Total Applications 3% Total Applications
=36 Applications =36 Applications (chosen
(chosen from error- from total applications)
prone)

In this calculation the LEA
will have the benefit of
being able to select from all
applications and not have to
track/identify error-prone
applications.

Standard Alternate 1: Random Alternate 2: Focused

1% Total from Error-Prone +
0.5% from Case Number
Applications

=13 Applications (22 error-
prone and 1 case number
application)

In this calculation the LEA will
have the benefit of being able
to select from a smaller
sample size of applications,
and therefore will not have to
verify as many students.
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Phase 2

Online Verification Calculator

ADE provides a Verification Sample Size Calculator to calculate the
required number of applications to be verified for that LEA.

It is best practice to use this online calculator for verification to
ensure the correct number of applications are being verified.

This calculator can be located on the Verification webpage under the
Phase 2 tab or in CNP Verification Reporting in ADEConnect.

[ wngos |0 i | wdwswmEense) (7 olswiglese) ]

This Verification Sample Size Calculator s provided as a toal to help you ensure that your minimum Verfication sample size is calculated correctly.
Each Sponsor must determing which Verffication sampling method they are qualified to use by first finding their Verification Non-Respanse Rate from the previous school year, and then by answering the questions in the Verification Method Decision Tree. This information can be found at:
fttpe/ v azed.qov/ health-nutrtion/neloy venfication

After determining the sampling method you intend to use, select the appropriately labelzd tab abave, and then enter the number of approved applications on file as of October 1st, per the instructions given. The number of applications you are required to verify will automatically be calculated based on the
information you enter.

Once the minimum Verification sample size has heen calculated, Sponsors must select the required number of applications accardingly, based on the sampling method used, as instructed here,
Refer to the Eligibility Manual for School Meals and the Verification Guidance Manual for additional details regarding the Verfication process, This infarmation can be found at:

fttps//www.azed.qov/health-nutrtion/nelp/manual:
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Phase 2

Online Verification Calculator

On the top of the calculator there are three sampling methods:
* Standard Sampling

* Random Sampling (Alternate 1)

* Focused Sampling (Alternate 2)

o wndms [ whbdsmig [ eodmewimente) [ fosdsmimenae)

This Venfication Sample Size Calculator is provided as 2 tool to help you ensure that your minimum Verffication sample size is calculated correctly.
Each Sponsor must determine which Verfication sampling method they are qualified to use by first finding their Verification Non-Response Rate from the previous school year, and then by answering the questions in the Verification Method Decision Tree. This information can be found at:
fttp://woww.azed .o/ heatth-nutrition/ nslp/venification

After determining the sampling method you intend to use, select the appropriately labeled tab ahave, and then enter the number of approved applications on file as of Qctober 1st, per the instructions grven. The number of applications you are required to verify will automatically be calculated hased an the
information you enter,

Once the minimum Verification sample size has been caloulated, Sponsors must select the required number of applications accordingly, based on the sampling method used, as instructed here.

Refer to the Eligibility Manual for School Meals and the Verification Guidance Manual for additional details regarding the Verification process, This information can be found at:

fttpfwww.azed .o/ health-nutrition/ nslp/ manual;

Calculator

Examples
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Phase 2

Online Verification Calculator: Standard Sampling

First, let’s go to the Standard Sampling tab in the Verification Sample
Size Calculator.

Standard Sampling

When using the Standard sampling method, the total nuUmBbErT of applications that must be verified is equal to 3% of the total number of approved applications on file as of October 1st, or 3,000 applications, whichever is less.

Furthermore, the minimum sample size requirement must be fulfilled by first selecting from all available Error-Prone applications, and then by selecting from other application types only as necessary to meet the minimum requirement.

Total Number of Approved Applications on file as of October 1st: E

Total Number of Applications to Verify: 0

From the applications certified by Income, select the required number of Error-Prone applications (those having reported income within $100/month or $1,200/year of the Free and Reduced-Price Income Guidelines). Refer to the instructions for
Determining Error-Prone Applications, which can be found at:

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

When the number of Error-Prone applications identified does not meet the minimum sample size requirement, Sponsors must randomly select additional applications from all remaining approved applications, including Case Number (SNAP, TANF,
FDPIR) applications, to fulfill the minimum sample size requirement. Sponsors must attempt to directly verify all selected applications using the CNP Direct Verification Search. For detailed instructions on using CNP Direct Verification, refer to the
Verification Guidance Manual, which can be found at:

hitp://www.azed.gov/health-nutrition/nslp/manuals/

48



Phase 2

Online Verification Calculator: Standard Sampling
Here there is a white box on the right side of the calculator.

In this white box, enter in the total number of applications on file
that are subject to Verification.

When using the Standard sampling method, the cations that must be verified is equal to 3% of the total number of approved applications on file as of October 1st, or 3,000 applications, whichever is less.

Furthermore, the minimum sample size requirement must be fulfilled by first selecting from all available Error-Prone applications, and then by selecting from cther application types only as necessary to meet the minimum requirement.

Total Number of Approved Applications on file as of October 1st: m

Total Number of Applications to Verify: 0

From the applications certified by Income, select the required number of Error-Prone applications (those having reported income within $100/month or $1,200/year of the Free and Reduced-Price Income Guidelines). Refer to the instructions for
Determining Error-Prone Applications, which can be found at:

hitp://www.azed.gov/ health-nutrition/nslp/ verification/

When the number of Error-Prone applications identified does not meet the minimum sample size requirement, Sponsors must randomly select additional applications from all remaining approved applications, including Case Number (SNAP, TANF,
FDPIR) applications, to fuffill the minimum sample size requirement. Sponsors must attempt to directly verify all selected applications using the CNP Direct Verification Search. For detailed instructions on using CNP Direct Verification, refer o the
Verification Guidance Manual, which can be found at:

http://www.azed.qov/health-nutrition/nslp/manuals/
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Phase 2

Online Verification Calculator: Standard Sampling

From here, the math will be done electronically and the answer will
be shown below the white box.

Please note that for this sampling method, error-prone applications
must be identified and selected for Verification.

Standard Sampling

When using the Standard sampling method, the total number of applications that must be verified is equal to 3% of the total number of approved applications on file as of October 1st, or 3,000 applications, whichever is less.

Furthermore, the minimum sample size requirement must be fufilled by first selecting from all available Error-Prone applications, and then by selecting from other application types only as necessary to meet the minimum requirement.

Total Number of Approved Applications on file as of October 1st: 1174

Total Number of Applications to Verify: 36

From the applications certified by Income, select the required number of Error-Prone applications (those having reported income within $100/month or $1,200/year of the Free and Reduced-Price Income Guidelines). Refer to the instructions for
Determining Error-Prone Applications, which can be found at:

http://www.azed.qgov/health-nutrition/nslp/verification/

When the number of Error-Prone applications identified does not meet the minimum sample size requirement, Sponsors must randomly select additional applications from all remaining approved applications, including Case Number (SNAP, TANF,
FDPIR) applications, to fulfill the minimum sample size requirement. Sponsors must attempt to directly verify all selected applications using the CNP Direct Verification Search. For detailed instructions on using CNP Direct Verification, refer to the
Verification Guidance Manual, which can be found at:

http://www.azed.gov/health-nutrition/nslp/manuals/
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Phase 2

Online Verification Calculator: Random Sampling
(Alternate 1)

Now let’s go to the Random Sampling (Alternate 1) tab in the Verification
Sample Size Calculator.

When using the Random sampling methad, the total number of appications that must be verified is equal to 3% of the total number of approved applications on fle as of October 1at, or 3,000 applications, whichever is less.

Total Number of Approved Applications on file as of Qctober 13t;

Total Number of Applications to Verify:

Randomly select the required number of applications to verify. In a Random selection, all applications, both Case Number (SNAP, TANF, FOPIR) and Income-based, must have an equal chance of being Selected.
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Phase 2

Online Verification Calculator: Random Sampling
(Alternate 1)

Again, there is a white box on the right side of the calculator.

In this white box, enter the total number of applications on file that are
subject for Verification.

When using the Random sampling methad, the total number of appications that must be verified is equal to 3% of the total number of approved applications on fle as of October 1at, or 3,000 applications, whichever is less.

Total Number of Approved Applications on file as of Qctober 13t;

Total Number of Applications to Verify:

Randomly select the required number of applications to verify. In a Random selection, all applications, both Case Number (SNAP, TANF, FOPIR) and Income-based, must have an equal chance of being Selected.
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Online Verification Calculator: Random Sampling
(Alternate 1)

From here, the math will be done electronically and the answer will be
shown below the white box.

Please note, that for this sampling method, LEAs are able to select from
all applications and do not have to choose from error-prone.

Phase 2

When using the Random sampling method, the total number of applications that must be venfied is equal to 3050 the-te af-approved applications on file as of October 1<, or 3,000 applications, whichever is less.
Total Number of Appraved Applications on file as of October 1t: 174
Total Number of Applications to Verify: 36

Randomly select the required number of applications to verify. In a Random selection, all applications, both Case Number (SNAP, TANF, FDPIR) and Income-based, must have an equal chance of being selected.
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Phase 2

Online Verification Calculator: Focused Sampling
(Alternate 2)

Now let’s go to the Focused Sampling (Alternate 2) tab in the Verification
Sample Size Calculator.

When using the Focused sampling method, the number of Income-based applications that must be verified is equal to 1% of the total number of approved applications on file as of October 1st, or 1,000 applications, whichever is less, and the
number of Case Number applications that must be verified is equal to 0.5% of the number of Case Number applications on file as of October 1st, or 500 applications, whichever is less.

Note that all Directly Certified and Categorically Eligible students are exempt from Verification.

T T ST U R— Fosedsampig W 3 I

Total Number of Approved Applications on file as of October 1st: I:I
Number of Income-based Applications to Verify:
Number of Case Number Applications on file as of October 1st: I:I

Number of Case Number Applications to Verify:

From the applications certified by Income, select the required number of Error-Prone applications (those having reported income within $100/month or $1,200/year of the Free and Reduced-Price Income Guidelines). Refer to the instructions for
Determining Error-Prone Applications, which can be found at:
http: //www.azed.qgov/health-nutrition/nslp/verification/

From the applications certified by a Case Number (SNAP, TANF, FDPIR), select the required number of applications using any method that is reasonable and ensures that the same households are not selected each year. Sponsors must attempt to
directly verify all applications using the CNP Direct Verification Search. For detailed instructions on using CNP Direct Verification, refer to the Verification Guidance Manual, which can be found at:

http://www.azed.qgov/health-nufrition/ nslp/manuals/
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Phase 2

Online Verification Calculator: Focused Sampling
(Alternate 2)

Here there will be two white boxes on the right side of the calculator.

In the first box, enter the total number of all applications on file that are
subject to Verification, including case number applications.

The second box is where you will enter the total number of case number
applications that are onfile.

O mwdos [ soesmaing || cdonspigenaen) || Focsed Samplng (termate ) I
October 151 3 ieabors: ever isless, and the

When using the Focused sampling method, the number of Income-based applications that must be verified is equal to 1% of the total number of approved applications on file as of
number of Case Number applications that must be verified is equal to 0.5% of the number of Case Number applications on file as of October 1st, or 500 applications, whichever is less.

Note that all Directly Certified and Categorically Eligible students are exempt from Verification.

Total Number of Approved Applications on file as of October 1st: I:I
Number of Income-based Applications to Verify:
Number of Case Number Applications on file as of October 1st: I:I

Number of Case Number Applications to Verify:

From the applications certified by Income, select the required number of Error-Prone applications (those having reported income within $100/month or $1,200/year of the Free and Reduced-Price Income Guidelines). Refer to the instructions for
Determining Error-Prone Applications, which can be found at:

http://www.azed.qgov/health-nufrition/nslp/verification/

From the applications certified by a Case Number (SNAP, TANF, FDPIR), select the required number of applications using any method that is reasonable and ensures that the same households are not selected each year. Sponsors must attempt to
directly verify all applications using the CNP Direct Verification Search. For detailed instructions on using CNP Direct Verification, refer to the Verification Guidance Manual, which can be found at:

http://www.azed.qgov/health-nufrition/ nslp/manuals/
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Phase 2

Online Verification Calculator: Focused Sampling
(Alternate 2)

From here, the math will be done electronically and both answers will be
shown below the two white boxes.

Please note that for this sampling method, LEAs will have a reduced
number of applications to select for verification which will result in less
work for the LEA.

T wendios [ soswing | onsmpgGiemen FocusedSampin (tmat ] I
of October = ieattorrs, Wiichever is less, and the

When using the Focused sampling method, the number of Income-based applications that must be verified is equal to 1% of the total number of approved applications on file as
number of Case Number applications that must be verified is equal to 0.5% of the number of Case Number applications on file as of October 1st, or 500 applications, whichever is less.

Note that all Directly Certified and Categorically Eligible students are exempt from Verification.

Total Number of Approved Applications on file as of October 1st: 174
Number of Income-based Applications to Verify: 12
Number of Case Number Applications on file as of October 1st:

1

Number of Case Number Applications to Verify:

From the applications certified by Income, select the required number of Error-Prone applications (those having reported income within $100/month or $1,200/year of the Free and Reduced-Price Income Guidelines). Refer to the instructions for
Determining Error-Prone Applications, which can be found at:

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

From the applications certified by a Case Number (SNAP, TANF, FOPIR), select the required number of applications using any method that is reasonable and ensures that the same households are not selected each year. Sponsors must attempt to
directly verify all applications using the CNP Direct Verification Search. For detailed instructions on using CNP Direct Verification, refer to the Verification Guidance Manual, which can be found at:
http://www.azed.gov/health-nutrition/nslp/manuals/
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Phase 3: Verify Selected Applications

During Phase 3 LEAs will:

Complete the Verification Tracking Form for each
application selected for Verification.

Conduct Direct Verification in CNP Direct
Certification/ Direct Verification.

Contact the households and collect
documentation.
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Verification Tracking Form

For each application selected for
Verification, ADE recommends
printing the Verification Tracking Form.
This can be found on the Verification
webpage in the Phase 3 tab.

* Print and attach this form to each
application being verified.

* Fill this form out as you go through
the verification process.

* The tracker has four steps to guide
the LEA from beginning to end
through what to do with each
application selected for
Verification.

VERIFICATION TRACKING FORM

Attach to each application selected for werification with a copy of all documents from hausehald.

Mumber of Students on Application: EworProne  O'es QN

Original Determiration was (check onel
OFree Eligible Bassd on Categorical Eligibiity (Cass # SNAP TANFIFDRIR of Foster)
OFree Eligible Bassd on Income/Housshold Size Infomation
TResucad-Frics Elicible

Step1  Olidentify your cowfirmring official This person will that icati ified comectly. Cannot
initially cert icati

Results of Confirmation Review (Select OHE):

O Confirmed Original D etermination, no change in benefits:
Continue to Step 2

O Changed fromReducedto Fres
Hetify household of increased kenefts, change benefts within 3 days, coninue to Step 2.

U Changed fromFree to Reduced
Do not changs benetts, 4o not contact housshold, continus to Step 2

T Changed to PAID
Hotify housshold of paid beretts, change benefts ater 10 clendar days of letter sent and removs this application
from venfcation sample. Seled neWﬁJphwlmn far veication. (Start again with Step 1 with new application and

ing form.) (sfter 10 calendar days of letter ssnt)

Step2 O Conduct Direct Verification, Results (Select OHEk

O Verified Print off results and attach to this tracking fomm_ Verificationis complete. STOP and do not
contat the househol . SFAS will report this application and all the students listed as Directly Werified

O Hot Verified: Print off results, attach to tracking form. Cortinue with Step 3.

@ Now contact the household
Step3  OSend First Vesification Notice (sent date i ion retumed by:
QK no response by given due date, follow up with Second for Noti i__ gate)
Q Follow-up officialmust sign and date kous ekold appfication

Motes:

Step 4 Flkamltsnf\luifmtim(sdectONE)'
U Responded, no change in ben

Send Letter of verlfication Rauns (confirming no change) and atachto this tacking fom. __ (date)
U Responded, original determination changed to Free

Send Letter of Verification Results and atachto this tracking form (date)
U Responded, original determination changed to Reduced

Send Letter of Verification Results and sttach tathistracking foem (date)

U Responded, original determination changed to Paid

Send Letter of verification Results and ettachto this mmng farm ) (ate)
followup, original i Paid
Send Letter of Verification Results and attachto this tracking form (dete)

*Changes in meal benefits due to lenfication: increased tenetls changed wihin 3 days, decreased benefts changed within
10 calendar days of ktter sant

s Deper tment of Eucerion, Rewsed Segtember 2019 KL
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Verification Tracking Form

4 N 4 N 4 - N 4 N
Confirmation Direct Contacting Results of
) o the .
Review Verification Verification
Household
g J g J g J g J

Step 1: Confirmation Review

* The confirming official will check if the application was initially
certified correctly and will document the results on the tracker.

Step 2: Direct Verification

* Direct Verification will be conducted through CNP Direct
Certification / Direct Verification and the results will be
documented on the tracker.




Verification Tracking Form

4 N 4 N 4 - N 4 N
Confirmation Direct Contacting Results of
) o the .
Review Verification Verification
Household
g J g J g J g J

Step 3: Contacting the Household

* Ifthe household was not verified in CNP Direct Verification, the
LEA must then request documentation from the household to
verify the households income.

Step 4: Results of Verification

* This step will document the final results of Verification.




Comprehension

Check

What ADE form is recommended to be printed and attached to
every application being verified?

A. Acceptable Sources of Documentation pages
B.  Verification Tracking Form

C.  Non-Response Rate Report
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Comprehension

Check

What ADE form is recommended to be printed and attached to
every application being verified?

A. Acceptable Sources of Documentation pages
B. VerificationTracking Form

C.  Non-Response Rate Report

This form provides step by step guidance for conducting
verification and it should be used as the place to track all
activities and outcomes of the verification process for each
application.

=
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Step 1: Confirmation Review

-

Confirmation
Review

~

The Confirmation Review is the first step of Verification.

s

CNP Direct
Verification

-

~N

J

s

Contacting
the
Household

-

~N

J

-

Results of
Verification

~N

J

A school official who did not make the original eligibility decision will
review the applications and confirm that the correct eligibility was
assigned when the application was initially certified.

* Refer to the tracking form for guidance on what to do when the
initial eligibility determination is incorrect.



Step 1: Confirmation Review

4 N\ 4 N\ 4 - N 4 N
Confirmation CNP Direct Contacting Results of
) o the .
Review Verification Verification
Household
g J g J g J g J

* The confirming official must sign and date the household
application after it is reviewed.

OFFICE UEE DMLY
FiFrmnr Frnns

EllgioiiEy: Fres__ Raducad___ Danlsd___
Detarmining Cfflclal'c Elgratra: Data:

Wieoks} 2w Mondn OiMondhly CiAnnual

O Eslnoted For Verfloatlon: Confimeing Officials Sgnature:
Foliow-Up Official's Signabum: Db




Step 1: Confirmation Review

-

Confirmation
Review

(&

~

J

s

CNP Direct
Verification

-

~N

J

s

Contacting
the

Household
N\

~N

J

-

Results of
Verification

~N

J

Confirmation Review can be waived if the LEA uses a technology-

based system that operates with a high level of accuracy in

processing applications.

It is recommended to read the USDA's Eligibility Manual for School
Meals and the Verification Confirmation Review memo to seek
further information in regards to the Confirmation Review waiver.

* This memo can be found on the Verification webpage in the
Phase 3 tab.

Please note that this type of administrative relief does not apply to all LEAs.
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Step 2: CNP Direct Verification

s

Confirmation
Review

-

~N

J

-

CNP Direct
Verification

(&

~

J

s

Contacting
the
Household

-

~N

J

-

Results of
Verification

~N

J

The next step in Phase 3 is to conduct CNP Direct Verification.

ADE has created an online computer verifying system called CNP Direct
Verification which allows LEAs to directly obtain confirmation from such
agencies to verify students’ eligibility status.

* This system through SNAP, TANF, FDPIR, Medical Assistance (MA),
foster, homeless and migrant programs databases.

* Inorderto conduct Direct Verification you will need permissions to

ADEConnect and CNP Direct Certification / Direct Verification.
Obtaining
permissions




CNP Direct Certification/ Direct Verification Permissions

If it is unclear whether the SFA has permissions to ADEConnect or
CNP Direct Certification/ Direct Verification, please attempt accessing
through the ADE website.

* Ifthe SFA s assigned access, it is time to continue to CNP Direct
Certification/ Direct Verification.

* Ifthe SFAis not assigned access he/she will need to contact their
Entity Administrator for permissions.
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Step 2: CNP Direct Verification

4 N 4 N\ 4 - N 4 N
Confirmation CNP Direct Contacting Results of
) P the .
Review Verification Verification
Household
g J g J g J g J

Students can only be searched in CNP Direct Verification if they
have been selected for verification.

* Unlike Direct Certification, it is unallowable to search for all
students in the CNP Direct Verification system.

* Only the student(s) selected for verification are allowed to be
searched in CNP Direct Verification.




Step 2: CNP Direct Verification

s

Confirmation
Review

~N

-

CNP Direct
Verification

J

(&

~

J

s

-

Contacting
the
Household

~N

J

-

Results of
Verification

~N

J

Please refer to the Step by Step Instruction: How to Conduct Direct
Verification in CNP Direct Certification/ Direct Verification for detailed
instructions for how to:

* Loginto ADEConnect and CNP Direct Certification / Direct

Verification.

* Search students using various methods.

* Save your search results.
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Step 2: CNP Direct Verification

Step by Step Instruction: How to Conduct Direct Verification in CNP
Direct Certification/ Direct Verification can be found on the
Verification webpage under Phase 3.

How to Conduct Direct Verification in CNP
Direct Certification/ Direct Verification

Professional Standards Learning Code 3110
Length: 1.5 hour

* Stop! Before continuing to the next slide please ensure the training
above has been completed.
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Which ADE Step by Step Instruction needs to be done in order to
continue to the next slides?

A. None, continue to the next slide.

B. Step by Step Instruction: How to Conduct Direct Verification in CNP
Direct Certification/ Direct Verification.

C. Step by Step Instruction: How to Submit the Verification Report on
CNP Verification.

Comprehension

Check
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Comprehension

Check

Which ADE Step by Step Instruction needs to be done in order to
continue to the next slides?

A. None, continue to the next slide

B. Step by Step Instruction: How to Conduct Direct Verification in
CNP Direct Certification/ Direct Verification.

C. Step by Step Instruction: How to Submit the Verification Report on
CNP Verification.

It is important that LEAs understand the Step by Step Instruction:
How to Conduct Direct Verification in CNP Direct Certification/ Direct
Verification in order to complete verification.

=
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Understanding the Direct Verification Results

s

-

Confirmation
Review

~N

J

-

CNP Direct
Verification

(&

~

J

s

-

Contacting
the
Household

~N

J

-

Results of
Verification

J

Now it is time to refer back to the Verification Tracking Form Step 2.

The tracker will explain the match results and if verification is complete.

If the student was verified, verification is complete for the household.

* Inthis case, do not contact the household to provide income

documentation.

If the student was verified, the LEA will need to move on to Step 3 of the
Verification Tracking Form.
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Comprehension

Check

Which of the following are true for CNP Direct Verification?
Required to conduct at least 3 times per year.

Search all enrolled students.

Need Common Logon to access it.

Search only students who were selected for Verification.

Only active during verification, beginning October 1.

m m o N 0 >

Searches through the Medical Assistance (MA) database to confirm
the child’s eligibility.

=
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Comprehension

Check

Which of the following are true for CNP Direct Verification?
Required to conduct at least 3 times per year.

Search all enrolled students.

Need Common Logon to access it.

Search only students who were selected for Verification.

Only active during verification, beginning October 1.

mm o n ®© >

Searches through the Medical Assistance (MA) database to
confirm the child’s eligibility.

Direct Verification is only available during verification, starting October
1. CNP Direct Verification allows LEAs to search for only students
selected for verification using an additional data source, Medical

Assistance. @
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Step 2: CNP Direct Verification

Before moving on to Step 3, make sure the details on the Verification
Tracking Form in Step 2 concerning which households are subject to
be contacted has been read.

Once this is complete, let's move on to some best practices when
contacting the households.

Best

practices
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Step 3: Contacting the Household

4 N 4 N 4 ) N\ 4 N\
Confirmation CNP Direct Contacting Results of
) o the .
Review Verification Verification
Household
g J g J g J g J

If the student was not verified in CNP Direct Verification,
documentation that supports the information on the application will
need to be provided by the household.

The LEA will notify the household that their application was
selected for verification and request income documentation.

* The Notification of Verification Letter can be found on the
Verification webpage in the Phase 3 tab.

* Sources of acceptable documentation are listed on this letter
and can also be found on the Verification webpage in the Phase 3
tab.




Comprehension

Check

True or False: LEAs will need to contact the household when a student has
been verified in the CNP Direct Verification system?

A.  True
B. False
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Comprehension

Check

True or False: LEAs will need to contact the household when a student has
been verified in the CNP Direct Verification system?

A.  True
B. False

LEAs will only need to contact the household if the student was not
verified. Refer to the Verification Tracking Form Step 2 if further
explanation is needed.

=
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Step 3: Contacting the Household

From here the LEA will need to fill out the
letter with all accurate information and
include the date by which a response is
due by.

The due date is your decision.

However, it is important that this date is
reasonable for the household to supply the
documentation needed and gives the LEA
enough time to complete Phase 3 by
November 15 when verification closes.

The LEA must also document the day the
letter was sent.

WE MUST CHECK YOUR APPLICATION

You mustsend the informazion we need, or contact [name] by [date], or your child(pen) will seop gecting free or
redused price meals.

School: Date:

Dear -

We are checking your Fres and Reduced Price Schoel Meals Application. The Richard B. Russell Natienal
Sehool Lunch Act requires the information requested in order to verify your children's eligibility for free or
reduced price meals. If you do not provide the | or provide i i your children
‘may no longer receive free or reduced price meals. You must send us information to prove that [name(s) of
child{ggp)][is/are] eligible.

1 possible, send copies, not original papers. If you do send originals, they will be sent back to you only if you
ask. Documentaticn of income or recsipt of assistance may be provided from any pointin time between the
‘menth prior to application and the time you ave required to provide documentation.

L.1F YOU WERE RECEIVING BENEFITS FROM SNAP, TANF OR FDFIR WHEN YOU APPLIED FOR FREE
OR REDUCED PRICE MEALS, OR AT ANY TIME SINCE THEN, SEND US A COPY OF ONE OF THESE.

+  SNAP or TANF or FDPIR Certification Notice that shows dates of certification.
+  Leuer from SNAP or TANF or FDPIR office that shows dates of certification,
+  Donet send your EBT card.

2.1F YOU GET THIS LETTER FOR A HOMELESS, MIGRANT, OR RUNAWAY CHILD, FLEASE CONTACT
[school, homeless liaison, head start or migrant coordinator] FOR HELP.

3.1F THE CHILD IS A FOSTER CHILD-

Provide written documentation that verifies the child is the legal responsibility of the ageney or court or
provide the name and contact information for a person at the agency er court wha can verify that the child is
afoster child,

4.1F NO ONE IN YOUR HOUSEHOLD RECEIVES SNAP or TANF or FDPIR benefits
Send this page along with papers that show the amount of money your heusehold gets from each source of
income, The papers you send must show the name of the person who received the income, the date it was
received, how much was received. and how often it was recelved. Send information to: [address]
Acceptable papers include:

JOBS: Paycheck stub or pay envelope that shows the amount and hew cften pay is received; letter from
employer stating gross wages and how often you are paid: or, if you werk for yourself, business or farming
‘papers, such as ledger or tax books.

SOCIAL SECURITY, PENSIONS, OR RETIREMENT: Social Security retirement benefitletter, statement of
benefits received, or pension award notice,

UNEMPLOYMENT, DISABILITY, OR WORKER'S COMP: Notice of eligibility from State employment security
office, eheck stub, or letter from the Worker's Compensation's office.

WELFARE FPAYMENTS: Benefit letter from the TANF office.
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Step 3: Contacting the Household

The dates on the Notification of Verification
Letter should also be documented on the
Verification Tracking Form in Step 3.

This is a great tool for LEAs to keep track
of documentation when sending out
letters to the households.

WE MUST CHECK YOUR APPLICATION

You mustsend the informazion we need, or contact [name] by [date], or your child(pen) will seop gecting free or
redused price meals.

School: Date:

Dear -

We are checking your Fres and Reduced Price Schoel Meals Application. The Richard B. Russell Natienal
Sehool Lunch Act requires the information requested in order to verify your children's eligibility for free or
reduced price meals. If you do not provide the | or provide i i your children
‘may no longer receive free or reduced price meals. You must send us information to prove that [name(s) of
child{ggp)][is/are] eligible.

1 possible, send copies, not original papers. If you do send originals, they will be sent back to you only if you
ask. Documentaticn of income or recsipt of assistance may be provided from any pointin time between the
‘menth prior to application and the time you ave required to provide documentation.

L.1F YOU WERE RECEIVING BENEFITS FROM SNAP, TANF OR FDFIR WHEN YOU APPLIED FOR FREE
OR REDUCED PRICE MEALS, OR AT ANY TIME SINCE THEN, SEND US A COPY OF ONE OF THESE.

+  SNAP or TANF or FDPIR Certification Notice that shows dates of certification.
+  Leuer from SNAP or TANF or FDPIR office that shows dates of certification,
+  Donet send your EBT card.

2.1F YOU GET THIS LETTER FOR A HOMELESS, MIGRANT, OR RUNAWAY CHILD, FLEASE CONTACT
[school, homeless liaison, head start or migrant coordinator] FOR HELP.

3.1F THE CHILD IS A FOSTER CHILD-

Provide written documentation that verifies the child is the legal responsibility of the ageney or court or
provide the name and contact information for a person at the agency er court wha can verify that the child is
afoster child,

4.1F NO ONE IN YOUR HOUSEHOLD RECEIVES SNAP or TANF or FDPIR benefits

Send this page along with papers that show the amount of money your heusehold gets from each source of
income, The papers you send must show the name of the person who received the income, the date it was
received, how much was received. and how often it was recelved. Send information to: [address]
Acceptable papers include:

JOBS: Paycheck stub or pay envelope that shows the amount and hew cften pay is received; letter from
employer stating gross wages and how often you are paid: or, if you werk for yourself, business or farming
‘papers, such as ledger or tax books.

SOCIAL SECURITY, PENSIONS, OR RETIREMENT: Social Security retirement benefitletter, statement of
benefits received, or pension award notice,

UNEMPLOYMENT, DISABILITY, OR WORKER'S COMP: Notice of eligibility from State employment security
office, eheck stub, or letter from the Worker's Compensation's office.

WELFARE FPAYMENTS: Benefit letter from the TANF office.
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Step 3: Contacting the Household

If a household does not respond by the given due date, it is a
requirement that you complete at least one follow-up.

This can be done by sending a second letter, sending an email or
calling the household.

* Make sure the date that the second outreach was conducted is
documented and a due date for the household to respond by is
included.
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Step 3: Contacting the Household

Document the follow-up on the tracker like you did for the original
Notification of Verification Letter.

Also, be sure to have the Follow-Up Official sign and date the Office
Use Only section on the household application if a follow-up letter
was sent.

* This does not need to be a different individual than the
determining or confirming official.

* LEAsshould refer to the tracker to document if the Follow-Up
Official has signed the application.

OFFICE USE ONLY

Eligibility: Free__ Reduced__ Denied___
Determining Official’s Signature: Date:

QCase # Application OFoster Application  ODirectly Certified: Date of Disregard:
Qincome Application

Household Size:

Total Income: Per- OWeek OBi-Weskly (Every 2 Weeks) O2x Month OMonthly OAnnual

a

T Date:
Follow-Up Official’'s Signature:
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Step 4: Results of Verification

4 N 4 N 4 - N\ 4 N
Confirmation CNP Direct Contacting Results of
) o the .
Review Verification Verification
Household
g J g J g J g J

If documentation from the household has been received, compare
the documentation provided with the information listed on the
household applications.

*  When verifying an income application, be sure to look at the
gross income, not the net income.

* Thisisavery common mistake made by LEAs.

* Again, please make sure to verify income applications
with the gross income only.




Step 4: Results of Verification
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If documentation has not been received, the LEA will be responsible
for sending out the Letter of Verification Results.

This letter will be sent out to the household informing them that
their benefits have been decreased and that the student has been

changed to paid.

Please note that this is the same letter that LEAs will send out to the
household if documentation was received as well.

The Letter of Verification Results is sent to the household to inform
them whether their eligibility status was changed or confirmed.
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Step 4: Results of Verification
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Once the results of verification have been determined, refer to Step
4 in the tracker to document and determine eligibility benefits for

the application.

Please refer to the chart on the next slide to aid in the results of

verification in Step 4 of the tracker.
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Step 4: Results of Verification

Responded, no change in benefits.

Responded, original determination changed
to free.

Responded, original determination changed
to reduced.

Responded, original determination changed
to paid.

No response, original determination changed
to paid.

Documentation provided supports the
information listed on the application.

Documentation provided does not support
the information listed on the application. The
documentation provided increases the
student’s benefits.

Documentation provided does not support
the information listed on the application. The
documentation provided decreases the
student’s benefits.

Documentation provided does not support
the information listed on the application. The
documentation decreases the student’s
benefits.

The household did not provide any
documentation or the documentation
provided is incomplete and, as a result, the
student goes to paid.
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Letter of Verification Results

Once the appropriate box has been
marked on the Verification Tracking Form,
mail the Letter of Verification Results to
the household with the correctly marked
eligibility benefits for the student.

* For documentation purposes,
remember to write the sent date on
the tracker in Step 4.

The Letter of Verification Results can be
found on the Verification webpage in the
Phase 3 tab.

WE HAVE CHECKED YOUR APPLICATION

Schoal: Date:

Dear e

We checked the information you sent us to prove that [name(s) of child (ggp)] are eligible for free or
reduced price meals and have decided that:

O lrour child(zen) s eligibility has not changed.

O Starting [date], your child(gen) s eligibility for meals will be changad from reduced price to free
because your income is within the free meal eligibility lunits. Your child(zen) will receive meals at no
cost.

O Starting [date], your child(ren)'s eligibility for meals will be changed from free to reduced price
because your income is over the limit. Reduced price meals cost [3] for lunch and [§] for breakfast.

O Starting [date], your child(rep) is/are no longer eligible for free or reduced price meals for the
following reason(s)

__ Records show that no one in your household received SNAF, FDPIR or TANF bensfits.

__ Records show that the child(ggn) is/are not homeless, runaway, or migrant,

__ Your income is over the limi for free or radured prirs meals.

~ You did not provide:
__You did not respond to our request.

Meals cost [5] for lunch and [§] for breakfast, If your household income goes down or your household size
g0es up, you may apply again. If yeu were previously denied benefits because no one in the household
received SNAP, TANF or FDPIR benefits, you may reapply based on income eligibility. 1fyou did not provide
proof of current eligibility, yeu will be asked to do so if you reapply.

If you disagree with this decision, you may discuss it with [name] at [phone], You also have the right toa.
fair hearing. If you request a hearing by [darte], your ehild(zen) will cantinue to receive free or

meals until the decision of the hearing official is made. You may request a hearing by calling or writing to:
[name], [address], [phone number], er [e-mail].

Sincerely,

[signature]

T accordance with Federal civil rights Jaw and U.S. Deparoment of Agriculture (USDA] civil rights regulations and
policies. the USDA, &5 Agencies, affices. and emplayess. and inor UsD4
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal
or vecaliation for prior cIvil Pights GEtiViRy % GWY program or activiy conducted or finded by USDA.

Fersons 1with dizabilities who require means of  for pragram iy (e.g., Braille,
large privs, audiotape, American Sign Languags, exc.) should contact the Agsncy (State or local) where they agplied
Jfor benefies. Individuals who are deaf hard af hearing or have speech disabilizies may contact USDA through the
Federal Relay Service ar (300) 877-8339. Addizionally, program information may be made available in languages
odisr than English.

To fils a program complaint of discrimination, compiets the USDA Program Discrimination Complaint Form, AD-
3027, found onfine at htw:/Anew aser.usda sowcomplaint Flote cust bl and at avy USDA office. or writs @
letter addressed to USDA and provide ir the letter all of the information regussted in the form. To request a copy of
the complains form, call (366} 632-992, Submis your canmpleted form o lener to USDA By: (1) mail: U.5.
Department of Agvicuiture. Office af the Assistant Secrecary for Civil Rights, 1490 Independence Avenus, SW.
Washington, D.C. 20230-8410; (3) fue: (393) 680-7443; or (3} email: program intaksFusda ov.

Thiz instirution i o1 equal oPPOFTRIT provider.
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Letter of Verification Results

WE HAVE CHECKED YOUR APPLICATION

Please ensure that all information on this :

Dear

We checked the information you sent us to prove that [name(s) of child (ggp)] are eligible for free or
reduced price meals and have decided that:

letter is correct before sending to the e ——

O Starting [date], your child(gen)'s eligibility for meals will be changad from reduced price to free
because your income is within the free meal eligibility limits, Your child[zen) will receive meals at no

cost.
h O U S e h O I d S L] O starting [date], your child(pen) s eligibility for meals will be changed from free to reduced price

because your income is over the limit. Reduced price meals cost [$] for lunch and [$] for breakfast.

O Starting [date], your child(zgn) is/are no lenger eligible for free or reduced price meals for the
following reason (s}

__ Recerds show that no one in your household received SNAF, FDPIR or TANF benefits.

Always remember to document when the ST

" You did net provide:
__You did not respond to our request.

.
I e tt e r W a S S e n t a n d t O | n C I U d e a d a t e Of Meals cost [5] for lunch and [$] for breakfast I your household income gaes down or your household size

go8s up, you may apply again. 1f you were previously denied henefits bacause no one in the househald
received SNAP, TANF or FDPIR benefits, you may reapply based on income eligibility. 1fyou did not provide
proafaf current eligibilicy, you will be asked to do o if you reapply.

. . A .
I/ If you disagree with this decision, you may discuss it with [name] at [phone], You also have the right toa.
W U I I I I y WI fair hearing. If you request a hearing by [date], your ehild(gep) will continue to receive free or radured pric

meals until the decision of the hearing official is made. You may request a hearing by calling or writing to:
[name], [address], [phone number], er [e-mail].

be made active, if applicable.

[signature]

T accordance with Federal civil rights Jaw and U.S. Deparoment of Agriculture (USDA] civil rights regulations and

= - = policies, the USDA, &z Agenciss, affices, and employess, and nor USDA
enerl t S ave 'ncrease t IS MU St e rosrans are proibiied fom diserimnating baied on race, cofon national orissn, sex. dicabity, age. of reprisal
or vetaliation for prior civil pights activity e avg: program or activity conducted ar frded by USDA.
Persons witk dizabiliries who reguire mean: of i for oo, (e.g. Braills,

0 0 . gram inf
largs prive, audiotape, American Sign Languags, etc.} should contact the Agency (State or local) whare they applisd
active within three calendar aays. o e o Lo s oud v e ) s v
Federal Relay Service at (500) 877-8238. Additionally, program information may be made avaiiable in languages
other than Englich.

To fils a program complaint of discrimination, compiets the USDA Program Discrimination Complaint Form, AD-
3027, found onfine at htw:/Anew aser.usda sowcomplaint Flote cust bl and at avy USDA office. or writs @

.
letter addressed to USDA and provide ir the letter all of the information regussted in the form. To request a copy of
e n e I S a Ve ecrease e l I I U s the complains form, call (366} 632-992, Submis your canmpleted form o lener to USDA By: (1) mail: U.5.
Department of Agvicuiture. Office af the Assistant Secrecary for Civil Rights, 1490 Independence Avenus, SW.
Washington, D.C. 20230-8410; (3) fue: (393) 680-7443; or (3} email: program intaksFusda ov.

allow the household 10 calendar days to e s v o
receive this letter and adjust to the new

meal benefits.
\Im )




Letter of Verification Results
Example:

If a student is being changed to reduced
or paid, the letter should reflect 10
calendar days from the date the letter is
sent out.

* Ifthe letter is sent out on November
15t the household should have until
November 25t before the student is
switched to reduced or paid.

WE HAVE CHECKED YOUR APPLICATION

Schoal: Date:

Dear e

We checked the information you sent us to prove that [name(s) of child (ggp)] are eligible for free or
reduced price meals and have decided that:

O lrour child(zen) s eligibility has not changed.

O Starting [date], your child(gen) s eligibility for meals will be changad from reduced price to free
because your income is within the free meal eligibility lunits. Your child(zen) will receive meals at no
cost.

O Starting [date], your child(ren)'s eligibility for meals will be changed from free to reduced price
because your income is over the limit. Reduced price meals cost [3] for lunch and [§] for breakfast.

O Starting [date], your child(rep) is/are no longer eligible for free or reduced price meals for the
following reason(s)

__ Records show that no one in your household received SNAF, FDPIR or TANF bensfits.

__ Records show that the child(ggn) is/are not homeless, runaway, or migrant,

__ Your income is over the limi for free or radured prirs meals.

~ You did not provide:
__You did not respond to our request.

Meals cost [5] for lunch and [§] for breakfast, If your household income goes down or your household size
g0es up, you may apply again. If yeu were previously denied benefits because no one in the household
received SNAP, TANF or FDPIR benefits, you may reapply based on income eligibility. 1fyou did not provide
proof of current eligibility, yeu will be asked to do so if you reapply.

If you disagree with this decision, you may discuss it with [name] at [phone], You also have the right toa.
fair hearing. If you request a hearing by [darte], your ehild(zen) will cantinue to receive free or

meals until the decision of the hearing official is made. You may request a hearing by calling or writing to:
[name], [address], [phone number], er [e-mail].

Sincerely,

[signature]

T accordance with Federal civil rights Jaw and U.S. Deparoment of Agriculture (USDA] civil rights regulations and
policies. the USDA, &5 Agencies, affices. and emplayess. and inor UsD4
programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal
or vecaliation for prior cIvil Pights GEtiViRy % GWY program or activiy conducted or finded by USDA.

Fersons 1with dizabilities who require means of  for pragram iy (e.g., Braille,
large privs, audiotape, American Sign Languags, exc.) should contact the Agsncy (State or local) where they agplied
Jfor benefies. Individuals who are deaf hard af hearing or have speech disabilizies may contact USDA through the
Federal Relay Service ar (300) 877-8339. Addizionally, program information may be made available in languages
odisr than English.

To fils a program complaint of discrimination, compiets the USDA Program Discrimination Complaint Form, AD-
3027, found onfine at htw:/Anew aser.usda sowcomplaint Flote cust bl and at avy USDA office. or writs @
letter addressed to USDA and provide ir the letter all of the information regussted in the form. To request a copy of
the complains form, call (366} 632-992, Submis your canmpleted form o lener to USDA By: (1) mail: U.5.
Department of Agvicuiture. Office af the Assistant Secrecary for Civil Rights, 1490 Independence Avenus, SW.
Washington, D.C. 20230-8410; (3) fue: (393) 680-7443; or (3} email: program intaksFusda ov.

Thiz instirution i o1 equal oPPOFTRIT provider.
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Update Your BID

It is expected for LEAs to update their BID:

Three calendar days after the letter is sent for students whose
benefits increased as a result of Verification.

10 calendar days after the letter is sent to reflect the new

benefits for students whose benefits decreased as a result of
Verification.
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Step 4: Results of Verification

( N ( N ( ) N ( N
Confirmation CNP Direct Contacting Results of
) P the .
Review Verification Verification
Household
_ J _ J _ J _ J

At this point, your tracker will be completely filled out from Step 1
to Step 4.

Let's double check to ensure all verification responsibilities have
been completed to move on the final verification phase.

‘I Phase 3

Review




Phase 3 Checklist

v

v

The Verification Tracking Form has been attached to each
application and individually filled out step by step.

CNP Direct Verification has been run on selected student(s) and
the results have been printed.

Notification of Verification Letters requesting adequate
documentation for eligibility benefits have been sent out if the
student(s) was not verified in CNP Direct Verification (including a
follow up attempt for households that did not respond in a
timely manner).

All documents have been reviewed for households that have
submitted adequate written evidence supporting the
information on the household application.

LEAs have sent out the final Letter of Verification Results.
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Comprehension

Check

By what date do all Verification activities need to be completed?
A. October1

B. October31

C. Novembera
D

November 15
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Comprehension

Check

By what date do all verification activities need to be completed?

A.

B
C.
D

October1
October 31
November 1

November 15

Verification is complete when the household provides adequate
documentation supporting the information on their application
or when the Letter of Verification Results is sent for families who
did not respond. These notices must be sent out no later than
November 15™.

=
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Phase 4: Submit the
Verification Summary

Report (VSR)
Report is due by February 1




Phase 4: Calculate and Select Applications
During Phase 4 LEAs will:
* Need permissions to ADEConnect.

* Count and categorize all needed documents for
submitting the report.

* Fill out and submit the Verification Summary
Report (VSR) in CNP Verification Reporting in
ADEConnect.
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Common Logon

For this phase of Verification, all LEAs will need ADEConnect, CNP
Verification Reporting to submit the Verification Summary Report
(VSR).

If LEAs are unsure if they have permissions to ADEConnect, CNP
Verification Reporting, attempt to logon through the ADE website.

If LEAs do not have permissions, their Entity Administrator must be
contacted to provide permissions to the user.
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Submitting the Verification Summary Report

On November 16, LEAs are able to begin submitting the Verification
Summary Report (VSR) in CNP Verification Reporting.
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Submitting the Verification Summary Report

From here it is recommended to review the Step by Step Instruction:
How to Submit the Verification Report in CNP Verification.

* This training will provide screen shots and give you instruction
step by step in submitting the Verification Summary Report (VSR).

* This training is located on our website in the Verification webpage
under the Phase 4 tab.

Step by Step Instruction:
How to Submit the Verification

Report in CNP Verification

Professional Standards Leamning Code 3110
Length: 1 hour
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Final Thoughts for Verification

The Verification Summary Report (VSR) can be submitted online
anytime between November 16th and February 1.

Any LEAs who have not submitted the report by February 1 will be
placed on hold and will not receive any reimbursements until the
report is submitted.

ADE will be hosting workshops to assist with submitting the report
and LEAs can register on the ADE website.

ADE strongly encourages LEAs to attend one of these workshops to
ensure your report is submitted accurately and on time.
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By what date is the Verification Summary Report (VSR) due by?
A.  November 16
B. December1

C. Februarya

Comprehension

Check
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By what date is the Verification Summary Report (VSR) due by?
A.  November 16
B. December1

C. Februarya

Comprehension

All LEAs must submit the online Verification Summary Report
Check (VSR) by February 15t. Those who do not submit the report by the
deadline will have their reimbursements placed on hold.

=

104



Technical Assistance

If you have any questions about Verification, refer to
USDA's Eligibility Manual for School Meals

For other questions about Verification,
please contact your School Nutrition Program Specialist.


https://cms.azed.gov/home/GetDocumentFile?id=595e4a163217e115acbc32bd

End of Training

ADE Online Training Library

Online trainings are easy to use
and available year round. Directors
and staff are encouraged to
complete these trainings as a way
to review previously learned
subjects, or as an introduction to a
regulation.

Please take some time to browse
through the ADE Online Training
Library to review additional
resources.

| HOME  HNSAZQUICKSEARCH  CNILRIGHTS ~ MEMOS  CONTACTUS

Health and Nutrition Services

ADE Online Training Library

} 1000-Nutrition
} 2000- Operations
} 3000- Administration

¥ Training on Applications for State Reporting (CNP Web, Direct Certification/ Direct Verification and
Verification)

} Training Specific to Operating and Applying for Special Assistance
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http://www.azed.gov/hns/nslp/trainingps/online/

Congratulations!

You have completed the Online Training: Verification Review

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

End OfTraining Professional Standards:

* Training Title: Online Training: Verification Review
* Learning Code: 3110

* Key Area: 3000- Administration

* Length: 2 hours

* 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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Requesting a Training Certificate

Please click on the link below to complete a brief survey about this
training. Once the survey is complete, you will be able to print your

certificate of completion form Survey Monkey. *This will not appear in your
Event Management System (EMS) Account.

End of Training

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

The information below is for your reference when completing the
survey.
Training Title: Online Course: Verification Review

Professional Standards Learning Code: 3110
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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, 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 (80oo) 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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