
Boost Your 
Eligibility Ability
W E B I N A R
June 30, 2020
Professional Standards Learning Codes: 3110, 3120 



This training was developed by the Arizona Department of 
Education (ADE) Health and Nutrition Services Division (HNS).

Arizona Department of Education (ADE)

Intended 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

Professional Standards

Information to include when documenting this training for 
Professional Standards:
Training Title: Boost Your Eligibility Ability
Key Area: 3000-Administration
Learning Codes: 3110, 3120
Length: 1.5 hour



Kim Ruiz, RDN
School Nutrition Programs Specialist

Thank you for joining me today!



Overview

• Timeline of Eligibility Tasks (Jul-Sept)
• Direct Certification (DC)
• Certifying Household Applications
• Creating a Benefit Issuance Document (BID)
• Student Eligibility Resources

Today’s Objective: Review steps to certifying 
students for meal benefits and learn about the 
resources available to you to be ready for the school 
year!

We will have activities, comprehension checks, and 
opportunities for questions throughout the training. 
Please address any questions in the chat bar on the right 
and they will be answered at a designated time.



Quick Icebreaker!

What is your favorite season, and why?

Type Your Answer in the Whiteboard



Item 1:

Timeline of 
Eligibility 
Tasks
A Step-by-Step Look. 



Want a closer look 
at Eligibility tasks?
Check out the Student Eligibility Checklist
located on the ADE Verification webpage at: 
https://www.azed.gov/hns/nslp/verification/



Review/Update 
Direct Certification

• Participate in SNAP, TANF, FDPIR and/or Foster, 
Homeless or Migrant will be directly certified as free
• These students will be identified using a matching 

system called CNP Direct Certification in 
ADEConnect.

All children who…



Certify Household 
Applications

• May become eligible for free or reduced-price meal 
benefits by submitting a household application

• These students will certified by household income using 
the Income Eligibility Guidelines, or by submitting a 
case number, foster, homeless, migrant, or runaway 
application.

Children who do not match in CNP Direct Certification…



Create a Benefit 
Issuance Document (BID)

• By listing all certified students' names along with:
⚬ Free or Reduced Price Meal Benefit
⚬ Benefit start date
⚬ Method that supports their eligibility (i.e. SNAP or 

household income)
• This document should be kept on file and updated as 

frequently as needed.

Keep track of students with meal benefits...



Item 2

Direct 
Certification
Complete the following tasks to 
directly certify students as free with 
CNP Direct Certification.



First Thing’s 
First!

• At least one person in your organization has access to 
the required application(s) in ADEConnect

• Users may request access to CNP Direct Certification 
by contacting their LEA’s Entity Administrator.

• To find your LEA’s Entity Administrator users can log 
into ADEConnect and click Find Entity Administrator.

Please make sure…



Be in the 
Know!

• Users may opt-in at any time to receive “Match” and 
“Partial Match” email notifications.

• CNP Direct Certification will automatically email the 
user that a match has been found.

• To opt-in to email notification, login to CNP Direct 
Certification and click “Email Notification” as shown 
below:

Sign-up For Email Notification



How CNP Direct Certification Works 

• File Upload

• Individual Student Lookup

• State Match

Enter Student 
Information

All students are searched 

within the CNP Direct 

Certification Database

Database Search 
(Agency Records)

• SNAP

• TANF

• FDPIR

• Homeless, Foster, 

Runaway

• MEP (Migrant Education 

Program)

Match Report



Choose the 
Search 

Method

• State Match- Student is pulled from a pre-populated 
enrollment information via AzEDS and compared to the 
assistance program database using State Student ID
⚬ Use only if you use AzEDS to send information to 

ADE
⚬ For large # of students

• File Upload- User creates and saves, and uploads an 
Excel file that contains a list of student data to CNP 
Direct Certification
⚬ For large # of students

• Individual Student Lookup- User types student data
directly into the table in CNP Direct Certification
⚬ For small # of students

• Use one search type consistently throughout the year. 

There are 3 different Methods to 
Choose From



Reviewing Search 
Methods

*State Student ID is the 
recommended search type for not 
only State Match, but also for File 
Upload and Individual Student 
Lookup.



A) Standard (first name, last name, birthdate)
B) State Student IDs
C) Home address
D) Social Security Number (SSN)

Which of the following is not a valid search 
type of data format you can enter
into the CNP Direct Certification system?

Comprehension 
Check



A) Standard (first name, last name, birthdate)
B) State Student IDs
C) Home address
D) Social Security Number (SSN)

Comprehension 
Check

Which of the following is not a valid search 
type of data format you can enter
into the CNP Direct Certification system?

The CNP Direct Certification system does not have capabilities to 
search for home addresses. You are only able to use the 
identifiers such as student names and birthdates, State Student 
ID numbers, or Social Security Numbers in order to search in CNP 
Direct Certification.



Run CNP Direct Certification for Entire 
Enrollment

District/Charter School
Review direct certification comprehensive 

report for new matches
Run direct certification searches via file 

upload or individual student lookup

Non-Public School



Direct Certification 
Match Results

• The results page includes a summary 
box that displays:
⚬ The date and time DC was 

conducted
⚬ Name of person who conducted the 

search
⚬ Number of records processed

Match Results Details



Direct Certification Match Results

• When a student is found in 
one of the agency records, 
the word "Match" will be 
listed next to the student’s 
name.

• For purposes of certifying 
students, disregard 
Decision date and record 
the Date Direct Certification 
was conducted.

• The system uses an 
algorithm to identify 
differences in names from 
AzEDS/DES databases. If 
there is a possible match, 
the search result with 
display "Partial Match." 

• It is required for all partial 
matches to be designated 
as either match or no 
match by the SFA.

• When a student is not 
found in any agency 
records, "No Match" will be 
displayed next to the 
students birth date. 

• These students may qualify 
in another way, such as a 
household application.

Match Partial Match No Match



Certifying a 
Partial Match

• The Partial Match link will be shown in 
the “Result” column once the DC search 
has been conducted.

• If SFA confirms that the partially-
matched student is the student shown 
in CNP DC, the user will certify student 
as a Match.

• If SFA confirms that the partially-
matched student is not the student 
shown, the user will declare the student 
as a No Match.

Partial Matching 



Certifying a 
Partial Match

• The school records of student’s first 
name, last name, address, birthdate, and 
Primary Informant’s (PI’s) first and last 
name with the DES records provided

The user should compare…



A) True
B) False

True or False: Partial Matches are a bonus to the 
CNP Direct Certification system and are not 
required to be certified throughout the year.

Comprehension 
Check



A) True
B) False

True or False: Partial Matches are a bonus to the 
CNP Direct Certification system and are not 
required to be certified throughout the year.

Comprehension 
Check

False. Partial Matches are required to be determined as a part of 
the direct certification process. Failure to certify all Partial 
Matches could result in students not receiving their entitled free 
meal benefits.



Save and Print 
Match Results

• There are icons for both Excel and PDF. 
Click on the icon for the type of file you 
want to download/print.

• To print a report that includes both 
Matches and No Matches:
• Click the box in the left hand corner 

saying “Check here to include NO 
MATCH results.” 

• Follow normal printing method
• Once window is closed, you will not be 

able to access the results unless you 
search again.

Saving and Printing Search Results



Comprehensive 
Match Report

• Once a DC search is conducted, a Comprehensive 
Match Report will be saved.

• Partial matches can be designated in this report
• Comprehensive Match Reports can be located in the 

Comprehensive Reports tab at the top left hand side in 
the drop-down titled, Direct Certification, as shown 
below:

Viewing Reports



Extending 
Eligibility 

Benefits

• A student with a match in SNAP, TANF, and/or FDPIR 
will qualify him/herself and will also qualify all 
enrolled household members for free meal benefits.

• This is referred to as extending eligibility.

Site only extended eligibility benefits 
to siblings of students who matched 
on SNAP, TANF and/or FDPIR

• A match in Foster, MEP, or HOM does not extend free 
meal benefits to other household members.

Site did not extend eligibility benefits 
to siblings of students who matched 
on foster, migrant or homeless



A) Yes, because Joanne is in the same household as David, 
and David matched in CNP Direct Certification, Joanne 
also qualifies for free meal benefits.
B) No, because David is a foster child, his free meal 
benefits cannot be extended to other household 
members.

Joanne lives with David who is a Foster child. David 
qualifies for free meals via Direct Certification -
Foster. Can David's free meal benefits be extended 
to Joanne?

Comprehension 
Check



A) Yes, because Joanne is in the same household as David, 
and David matched in CNP Direct Certification, Joanne 
also qualifies for free meal benefits.
B) No, because David is a foster child, his free meal 
benefits cannot be extend to other household members.

Joanne lives with David who is a Foster child. David 
qualifies for free meals via CNP Direct Certification 
- Foster. Can David's free meal benefits be 
extended to Joanne?

Comprehension 
Check

A Direct Certification match in Foster, MEP, or HOM does not 
extend free meal benefits to other household members.



Online Resources for 
Direct Certification

• Step-By-Step Instruction: Introduction to CNP Direct Certification in CNP 
Direct Certification/Direct Verification

• Step-by-Step Instruction: How to Directly Certify a Partial Match
• Step-by-Step Instruction: How to Conduct Direct Certification Using 

State Match
• Step-by-Step Instruction: How to Conduct Direct Certification Using File 

Upload
• Step-by-Step Instruction: How to Conduct Direct Certification Using 

Individual Student Lookup
• Webinar: Direct Certification Best Practices

ADE Online Training Library



Direct Certification

Categorical 
Eligibility
Complete the following tasks to 
directly certify students as free with 
other documentation.



Certifying 
Head Start & 

Foster 
Students

• Students in Head Start may be directly certified to 
receive free meals.

• Review the enrolled student information/roster, certify 
students listed, and save a copy of the roster.

Collected and reviewed
documentation about which students 
are enrolled in the Head Start Program

• Foster students may be directly certified to receive 
free meals. 

• To certify a foster student, obtain a copy of the Notice 
to Provider Form. The child listed is automatically 
eligible for free meals.

Reviewed Notice to Provider 
document that was submitted for 
Foster children



Certifying 
Homeless, 

Migrant, 
Runaway 
Students

• A designated district liaison will be responsible for 
providing a list of names of all students determined to 
be homeless migrant or runaway, the effective date, 
and the liaison’s signature.

• Use this list to determine eligible students.
• Save a copy of this list for each student.

Reviewed documentation submitted for 
children from a liaison for homeless,
migrant or runaway status



Certifying 
SNAP, TANF, 

FDPIR letters

• Review letters and verify dates, cash assistance type, 
and case numbers are all valid.
• SNAP/TANF: 8 digits or less
• FDPIR: vary in format based on the tribal organization 

• Save a copy of this letter for each student. 
• Families that provide a copy of their approval letter do 

not need to fill out a household application.
• Per USDA guidance, students that submit a SNAP letter 

are eligible for free meals, but are NOT CONSIDERED 
directly certified.

Reviewed SNAP, TANF and/or FDPIR 
letters submitted by the household for 
children receiving assistance programs



Online Resources for 
Categorical Eligibility

• Step-By-Step Instruction: How to Conduct Direct 
Certification Using Other Documentation

ADE Online Training Library



Item 3

Household 
Applications
Complete all tasks to correctly 
certify students with household 
income applications.



Flow of Processing Applications

Household 
fills out 

household 
application

School Reviews 
application and 

makes sure 
requried fields 
are completed

The determining 
official certifies the 
household for meal 
benefits and signs 

and dates the 
application

School updates 
the student's 

meal benefit on 
the Benefit 

Issuance 
Document

Determining Official: An LEA official responsible for determining children’s eligibility for free or 
reduced-price benefits.
Certification: The process of assigning meal benefits to a child based on obtained documentation.
Benefit Issuance Document (BID): A list of all students and their assigned meal benefits based on 
eligibility documentation collected.



Introduction to 
Household Applications

• Step 1: List ALL infants, children, and 
students up to and including grade 12 in 
your household

• Step 2: Do any Household Members 
currently participate in one or more of 
the following? (SNAP, TANF, FDPIR)

• Step 3: Report Income for ALL 
Household Members 

• Step 4: Contact information and adult 
signature

Required Fields



Introduction to 
Household Applications

• In step 1, the field: School Name
• All fields in step 4, except the field: Signature of the adult completing the form
• On the back of the application the section titled: Children’s Racial and Ethnic Identities

Optional Fields



Introduction 
to Household 
Applications

• Determining officials are to take the information 
reported at face value when processing Income, Case 
Number, or Foster applications.

• Determining officials are to confirm the child’s status 
when processing a Homeless, Migrant, or Runaway 
application.

Information Reported on Applications

• SFAs are obligated to seek clarification in a timely 
manner on questionable/incomplete information on 
household applications.

• If seeking clarification was unsuccessful, the 
determining official should approve the application, if 
complete, and then may verify for cause.

• Guidance on Verification for Cause is available in the 
USDA Eligibility Manual for School Meals pg. 99.

Questionable Applications and Information

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


Household Applications

Steps to 
Complete an 
Application



4 Steps To Complete an 
Application

1

2

3

4

Determine if the income application is complete.

Calculate income levels.

Use the correct school year's Income Eligibility Guidelines (IEGs)
to determine meal benefits.

Assign free, reduced-price, or paid meal benefits for all enrolled
students within the household; date and sign as determining
official.



Determine if 
the 

Application 
is Complete

• Households are instructed to complete steps 1, 3, and 4 
of the household application. A complete income 
application must provide:
• Names and total number of all household members
• Amount, source, and frequency of current income 

for each household member
• Last four digits of the Social Security Number of the 

household’s primary wage earner or another adult 
household member, or an indication that the 
household member does not have a Social Security 
Number

• Signature of an adult household member

What is a complete income application?



Determine if 
the 

Application 
is Complete

• Applications must be reviewed in a timely manner
• LEAs must process applications within 10 operating 

days of the receipt of the application.
• As a best practice, applications should be date 

stamped to indicate the date they were received and 
processed immediately.

Utilized a date stamp to indicate when 
applications were received



Determine if 
the 

Application 
is Complete

• The determining official must ensure that the 
Assistance Program case number listed on the 
application is valid in the state of Arizona.

• Only the case number assigned by the Assistance 
Program may be used to determine eligibility.
⚬ SNAP and TANF valid case numbers are 8 digits or 

less.
⚬ FDPIR case numbers are valid based on the Indian 

Tribal Organization.

Ensured all case numbers were validated 
for assistance programs in Arizona 
(SNAP/TANF being 8 digits or less or FDPIR 
based on Indian Tribal Organizations)



Determine if the Application 
is Complete

• Application is incomplete if the field 
Total Household Members in STEP 3 is 
left blank, or if the number of household 
members does not equal the number of 
names provided.
⚬ The adult signer in STEP 4 is also 

considered a household member.
⚬ Last 4 digits, or “Check if no SSN: 

must be completed for Primary Wage 
Earner

Ensured the total household 
members box was filled out and 
that there was Social Security 
Number information on all 
income applications



Determine if the 
Application is Complete

• All income is reported in step 3 of the application
• Income for children must be combined into a single income reporting field
• Income earned or received by adults must be identified with the individual who received it, as 

well as the source, such as wages or Social Security Income

Reported Gross Income

Combined children income and 
frequency.

All adult income and frequency 



Determine if 
the 

Application 
is Complete

• The household must provide their current income, 
based on the most recent information available.
⚬ Current month
⚬ Amount projected for the month 
⚬ Month prior 

• If the household’s current income is not a reflection of 
income that will be available over the school year, the 
SFA should determine the amount and frequency of 
income available during the school year for 
households.

• Guidance on Annual Income/Special Situations is 
available in the USDA Eligibility Manual for School 
Meals pg. 25 as well as memo SP 19-2017.

Reported Income

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


Reported No Income

Determine 
if the 

Application 
is Complete

• When no income is reported for any of the household 
members, the application is still considered complete.
• May also be indicated by writing in zero, no income, 

or $0
• Application must communicate to households that any 

income field left blank is a positive indication that there 
is no income to report.

• If you believe a household has intentionally 
misreported its income by leaving the income fields 
blank, the SFA must verify the household’s application 
for cause.

• Guidance on Verification for Cause for Indication of No 
Income is available in the USDA Eligibility Manual for 
School Meals pg. 25.

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


Determine if the Application 
is Complete

• Regardless if the application is Case Number, Income or Foster, every application needs an 
adult signature.

Ensured all applications contained an 
adult signature



A) No, income levels are not listed.
B) N0, total household members is incorrect.
C) Yes, all required parts of the application are completed. 

Based on the following, is the household 
application complete?

Comprehension 
Check



A) No, income levels are not listed.
B) N0, total household members is incorrect.
C) Yes, all required parts of the application are completed. 

Based on the following, is the household 
application complete?

Comprehension 
Check

Mary Goodwin signed the application, however she is not listed in 
step 3 and is not included in the reported total household 
members. 



Calculate Income 
Levels

• In step 3 of the application, households will enter in their gross income (amount before taxes 
and deductions) and indicate how often they receive that amount by filling in the bubbles:
• Weekly
• Bi-Weekly
• 2x Month
• Monthly 

Income Level Frequencies



Calculating Income Levels

Calculate 
Income 
Levels

• If a household lists the same income frequency, you 
will add together all income levels provided.

• If a household lists multiple income frequencies, 
convert all frequencies to annual income before adding 
them together.
⚬ Weekly income by 52
⚬ Bi-weekly income by 26
⚬ Twice per month income by 24
⚬ Monthly income by 12

• SFAs can use conversion factors to convert income 
frequencies to annual only in the situation where there 
are multiple income sources with different frequencies.
• If there is only one frequency, no need to convert. -

Doing more work than you need to!



What is the total income for this application?

Comprehension 
Activity

On the application, find the income and frequency reported for 
the children and for each adult. 

• Children: No income
• Adults:

• John Smith: $200 weekly and $500 weekly
• Emma Smith: $500 bi-weekly 

Combined children 
income and frequency 

All adult income and 
frequency



What is the total income for this application?

Comprehension 
Activity

Let’s convert each household’s member to annual income. 

• John Smith: $200 weekly and $500 weekly ($700 weekly)
• $700 x 52 = 36,400 

• Emma Smith: $500 bi-weekly
• $500 x 26 = 13,000

• Add both annual incomes together: $36,400 + 13,000 = $49,400 annual*



Use Income 
Eligibility 

Guidelines to 
Determine 

Meal 
Benefits

• In order to determine if the household is eligible for free 
or reduced-priced meal benefits, SFAs will use the 
Income Eligibility Guidelines (IEGs).

Income Eligibility Guidelines



Income Eligibility Guidelines (IEGs)

Use Income 
Eligibility 

Guidelines to 
Determine 

Meal Benefits

• One table with two columns for free/reduced-price 
under each frequency

• Has a set of income limits based on the size of the 
household and frequency of household income
⚬ If the income calculated based on its reported 

household size is less than the amount listed for 
FREE, the family qualifies for free meal benefits.

⚬ If the income is higher than the amount listed for 
FREE, the determining official will want to compare 
the income and household size that is listed for 
REDUCED. 

⚬ If the income calculated is less than the amount 
listed for REDUCED, the household qualifies for 
reduced-price meal benefits.



Using the Income Eligibility Guidelines, does this 
household qualify for free or reduced-price 
benefits?

Comprehension 
Activity

The household application indicates 4 household members with 
total income of $49,400 annually. 



No, the household does not qualify for meal benefits

Using the Income Eligibility Guidelines, does this 
household qualify for free or reduced-price 
benefits?

Comprehension 
Activity

1.) On the IEGs, determine the free income levels for a household size of 4 with income received annually. 
Income received annually must be less than ($34,060) to qualify for free meals.
2.) The household’s income is above the free income guidelines ($49,400 is greater than $34,060).
3.) On the IEGs, determine the income levels for a household size of 4 with income received annually. 
Income received annually must be less than ($48,470) to qualify for reduced-price meals.
4.) The household’s income of $49,400 is greater than $48,470. 



Use Income Eligibility Guidelines 
to Determine Meal Benefits

• Best practice to indicate error-prone 
when certifying Income applications

• Household applications are error-prone 
if the application is within $100 per 
month of the applicable IEGs. 

• LEA will check applications for error-
prone status with the Error-Prone 
Worksheet for the current year.

Marked which applications were error-
prone



Sign and Date as Determining 
Official

• You will fill out the appropriate fields in 
the gray box titled OFFICE USE ONLY.

• For Date, record the date when the 
application was processed
⚬ The date of disregard should be 

completed if all children listed on the 
application are determined eligible 
through direct certification.

• Identify the type of application and the 
household size and income used with 
the IEGs.

As Determining Official…



How would you certify this income application?

Comprehension 
Activity



Reduced, based on income of $600 per week, household of 3. 

How would you certify this income application?

Comprehension 
Activity

1.) The household’s income is $600 weekly ($500 adult income + $100 child income)
2.) No conversion is needed since all frequencies were weekly.
3.) On the IEGs, income received weekly must be less than $543 to qualify for free meals. 
The household’s income of $600 is higher than that, so they do not qualify for free meals.
4.) However, the household’s income must be less than $773 to qualify for reduced -price 
meals. The household’s income of $600 is less than $773. The household qualifies for 
reduced-price meal benefits.



Online Resources for 
Household Applications

• Step by Step Instruction: How to Process Household 
Applications

• Step by Step Instruction: How to Identify Household 
Applications That Are Error-Prone

ADE Online Training Library

• Eligibility Manual for School Meals Determining and 
Verifying Eligibility 

USDA Guidance (Can be found on ADE Webpage)



Household Applications

Case Number 
Applications



Processing Case Number 
Applications

• A complete case number application 
must provide:
• Names of all child household 

members
• A valid case number from one of the 

assistance programs (SNAP, FDPIR, 
TANF)

• Signature of an adult household 
member

• Assign free meal benefits for all 
enrolled students within the household; 
date and sign as determining official.

Steps for Processing Case Number 
Applications



Entered all case numbers listed on case 
number applications through CNP Direct 
CertificationProcessing 

Case Number 
Applications

• The LEA may search for the case number as an 
attempt to directly certify all students on the 
application only after the case number application has 
been deemed complete and the household is provided 
free meal benefits.
⚬ Can use File Upload or Individual Student Lookup
⚬ If a case number is not found, it will result in No 

Match
￭ This does not change the household’s eligibility 

to paid
￭ Application is not considered directly certified
￭ Household given opportunity to provide a case 

number for any household member to convey 
free meal benefits to all children

￭ Create tracker with Case numbers  



Household Applications

Foster 
Applications



Processing Foster 
Applications

• A complete foster application must 
provide:
• Name(s) of the foster child
• Indication of the child’s foster care 

status
• Signature of an adult household 

member
• Determine if the foster application is 

complete.
• Assign free meal benefits for all enrolled 

students within the household; date and 
sign as determining official. 

Steps for Processing Foster 
Applications



Household Applications

Homeless, 
Migrant, 
Runaway  
Applications



Processing Homeless, Migrant, 
Runaway Applications

• Determining official must confirm eligibility for each child, prior to providing benefits
⚬ An appropriate program official or homeless liaison must confirm a child’s status, either 

through direct contact with the agency or by a list of names provided by the agency.
⚬ Once the appropriate official confirms a child’s homeless, migrant and/or runaway status, the 

child will be provided free meal benefits.
⚬ Attach the documentation provided by the liaison to the application for your records.

Have only certified homeless, migrant, and runaway 
applications for free meal benefits if we received 
confirmation from the liaison



If you received an application with only a child’s 
name, Homeless, Migrant, Runaway box checked 
off, and an adult signature, what should be your 
next step? 

Comprehension 
Check A) Certify the application as free.

B) Do not grant meal benefits yet. Contact the Homeless, 
Migrant, and/or Runaway liaison to confirm child’s status.

C) Certify the application as reduced. 



If you received an application with only a child’s 
name, Homeless, Migrant, Runaway box checked 
off, and an adult signature, what should be your 
next step? 

Comprehension 
Check A) Certify the application as free.

B) Do not grant meal benefits yet. Contact the Homeless, 
Migrant, and/or Runaway liaison to confirm child’s status.

C) Certify the application as reduced. 

Applications that have been checked off as Homeless, 
Migrant, Runaway must be confirmed by the program’s liaison. 
Until you have received confirmation, the child cannot be 
certified as free due to Homeless, Migrant, or Runaway status. 



Household Applications

Denied 
Applications



Denied Applications

Processing 
Denied 

Applications

• If a household provides an incomplete application or 
does not meet the eligibility criteria for meal benefits, 
the application must be denied.
• Household must be provided with written notification 

of the denial
• Determining Officials must record the determination 

and notification in a format that includes:
⚬ Denial date
⚬ Reason for denial
⚬ Date the denial notice was sent
⚬ Signature or initials of the Determining Official (may 

be electronic, where applicable)



Item 4

Notification 
of Benefits
Complete the following steps to 
notify families of meal benefits.



Notified households of eligibility status 
with notification letter:

Notification 
of Benefits

• Households must be notified of their eligibility for 
benefits via letter, email, telephone, or by using an 
automated notification system.
⚬ If an application is denied, however, the household 

must be notified of the denial in writing through 
mail or an email sent to the parent or guardian’s 
email address.

• LEA must notify the household, in writing, of eligibility 
established through direct certification.

• Templates on ADE Program Forms page you can use
• If you create your own notification of benefits letter 

that differs from ADE's template, they must send it 
to your specialist for approval.



Item 5

Application 
Organization
Complete the following steps to 
keep all applications organized.



Organized all household applications 
according to their eligibility categories and 
methods of certificationApplication 

Organization
• Divide free by 

⚬ Income
⚬ Case Number
⚬ Foster

• Divide reduced by
⚬ Income

• Label all applications for students who are Direct 
Certification matches and file them separately.

• Label all applications for students who have 
withdrawn.



Item 6

Benefit 
Issuance 
Document
Complete the following steps to 
create and update a BID.



Benefit Issuance 
Document

• A BID is a list of all your students that 
you determined have either free or 
reduced-price meal benefits.
⚬ It is recommended to include all 

enrolled students (Free, Reduced 
and Paid).

⚬ Can be electronic or manual
⚬ Working document

Created a Benefit Issuance 
Document (BID)



BID indicates the method of certification for 
each student. BID indicates the date of 
approval/effective date of benefitsBenefit 

Issuance 
Document

• The BID contains the:
⚬ First and Last name of student
⚬ Meal benefit status
⚬ Method used to determine benefits (application, 

direct certification etc.)
⚬ Date benefits were determined

￭ Date the application was processed by the 
determining official

￭ When CNP Direct Certification was conducted
￭ Date the agency/liaison list was received

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



Benefit Issuance 
Document

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

• Dusty DeVil has reduced-price meal 
benefits due to an income application. 
The income application was certified on
9/17/20.

How to read a BID



Benefit Issuance 
Document

• Harry Potter has free meal benefits due 
to a foster application. The income 
application was certified on 9/3/20.

How to read a BID



Benefit Issuance 
Document

• Ron Weasley has free meal benefits 
due to DC SNAP. DC was run on 
7/17/20, and these benefit extended 
to his brother, William.

How to read a BID



A) Yes, it has all the information required.
B) No, it is missing the grade level.
C) No, it is missing the method/documentation.

Does the BID below contain all the required 
information?

Comprehension 
Check



A) Yes, it has all the information required.
B) No, it is missing the grade level.
C) No, it is missing the method/documentation.

Does the BID below contain all the required 
information?

Comprehension 
Check

The BID must include the method/documentation used to 
certify the student for meal benefits. 



A) Paid; no documentation.
B) Free; DC SNAP.
C) Reduced; DC SNAP.
D) It depends on additional information from the household.

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 Direct Certification – SNAP?

Comprehension 
Check



A) Paid; no documentation.
B) Free; DC SNAP.
C) Reduced; DC SNAP.
D) It depends on additional information from the household.

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 Direct Certification – SNAP?

Comprehension 
Check

Anytime a student matches in SNAP, TANF, and/or FDPIR, 
that student and all other students in that household are 
directly certified. 



Benefit Issuance Document

Updating the 
Benefit 
Issuance 
Document



When to update the BID

Updating the 
Benefit 

Issuance 
Document

• It is important to update your BID anytime there is a 
change in eligibility information.
⚬ New students enroll or withdraw
⚬ 30 Day Carryover
⚬ A household turns in an application that changes 

student eligibility status
⚬ Anytime you get new matches in CNP Direct 

Certification
￭ Students with benefits due to a household 

application now matches in CNP DC - Update the 
BID as DC – Category.

￭ Student already directly certified now matches in 
SNAP - Update the BID as DC-SNAP.



BID has rolled over a child’s eligibility 
status from the previous school year into 
the current school year for no less than 30 
operating daysUpdating the 

Benefit 
Issuance 

Document

• The LEA must carryover a child’s eligibility status from 
the previous school year into the current school year 
for no less than 30 operating days, unless a new 
eligibility determination is made prior to the end of the 
30-day carryover period.
⚬ Includes incoming “new students” within known 

households
⚬ Cannot wait until 30 days to process the new 

documentation



On the 31st operating day updated child’s 
eligibility from the previous school year to 
paid if child does not have new eligibility 
documentation submitted for this program 
year.

Updating the 
Benefit 

Issuance 
Document

• On the 31st operating day, discontinue prior year’s 
benefits for households that have not reapplied
⚬ While not required to issue a notification about the 

carryover period, school officials are encouraged to 
inform families that the carryover period will end 
after 30 operating days and must submit a new 
application for meal benefits to resume.



Updating the Benefit 
Issuance Document

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

• It is recommended to reference the following diagram when determining if it is necessary to 
update a meal benefit status or method/documentation on the BID.

Updating a Student's Eligibility Status

Reduced by 
Application

Paid
Free by 

Application
DC-Foster or 

DC-MEP
DC-FDPIR or 

DC-TANF
DC-SNAP



Boost Your BID Ability with these tips!

BID: Common 
Mistakes to 

Avoid

1. Don’t forget to include ALL students, regardless of 
benefit status
• Entire student population - Free, Reduced, Paid

2. Ensure document is private, and only accessible to 
applicable Food Service Personnel (Or coded if 
needed)
• Prevents Overt Identification 

3. Keep Method of Certification updated  
• Ex: If student is free by income application, then 

matches mid-year in DC, you must update BID to 
SNAP-DC and change date 

4. Ensure you abide by the 30-day carryover rule
• On 31st day of operation, discontinue prior year’s 

benefits for households that have not reapplied for 
benefits this Program Year



Online Resources for Benefit 
Issuance Document

• Step by Step Instruction: How to Create a Benefit 
Issuance Document (BID)

ADE Online Training Library



Summary of Eligibility 

1

2

3

4

Complete this step first. Students that match in CNP Direct 
Certification do not have to submit an application.

Review/Update Direct Certification

Identify the type of application, make sure it is complete and 
certify accordingly.

Certify Household Applications

Keep track of all your students’ benefit statuses and ensure 
BID is updated throughout the year if need be!

Create a Benefit Issuance Document (BID)

Follow these steps to not only certify your students correctly, 
but to be ready for Verification, and other administrative duties!

Remember!



What next?

What Online Training (s) listed below will you be taking 
following this webinar?

Type Your Answer in the Whiteboard

• Step-By-Step Instruction: Introduction 
to CNP Direct Certification in CNP Direct 
Certification/Direct Verification

• Step-by-Step Instruction: How to 
Directly Certify a Partial Match

• Step-by-Step Instruction: How to 
Conduct Direct Certification Using State 
Match

• Step-by-Step Instruction: How to 
Conduct Direct Certification Using File 
Upload

• Step-by-Step Instruction: How to 
Conduct Direct Certification Using 
Individual Student Lookup

• Step-By-Step Instruction: How to 
Conduct Direct Certification Using 
Other Documentation

• Webinar: Direct Certification Best 
Practices

• Step by Step Instruction: How to 
Process Household Applications

• Step by Step Instruction: How to 
Identify Household Applications That 
Are Error-Prone

• Step by Step Instruction: How to 
Create a Benefit Issuance Document 
(BID)

www.azed.gov/hns/nslp/trainingps/

http://www.azed.gov/hns/nslp/trainingps/


Thank you!

If you are attending the live webinar, you will receive a link 
to complete the survey in EMS. After you complete the 
survey you can print a certificate of completion.

Any questions?
Please type them into 
the chat bar now.

If you are watching the recorded webinar, you can access 
the survey link and certificate of completion at the end of 
the webinar slides. 



Congratulations!

You have completed the Boost Your Eligibility 
Ability Webinar.

To request a certificate, please go to the next slide. 

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

Information to include when documenting this training for 
Professional Standards:

• Training Title: Recorded Webinar: Boost Your Eligibility Ability 

• Key Area: 3000-Administration

• Learning Codes: 3110, 3120

• Length: 1.5 hour

Please Note: Attendees must document the amount of training 
hours indicated regardless of the amount of time it takes to 
complete it.



Congratulations!

Requesting a training certificate

Please click on the link below to complete a brief survey about 
this webinar. Once the survey is complete, you will be able to 
print your certificate of completion from Survey Monkey. *This 
will not appear in your Event Management System (EMS) Account.

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

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

• Training Title: Recorded Webinar: Boost Your Eligibility Ability
• Professional Standards Learning Codes: 3110, 3120

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

