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Arizona Department of Education (ADE)

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

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: How to Submit a Verification Confirmation Review Waiver 
Key Area: 3000 – Administration 
Learning Codes: 3110

Length: 30 minutes 2



Objectives 

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

• review the four phases of verification;

• locate other resources available for verification; 

• know what the confirmation review is and how to complete it;

• understand when a confirmation review waiver is allowable;

• properly apply for a confirmation review waiver; and

• identify when the confirmation review waiver has been approved. 
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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 can be found on pages 97-118.

It is recommended to review this manual in addition to 
reviewing this course for complete guidance on 
processing and verifying household applications. 
Click here to access the manual.

https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd
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• Throughout this guide, there will be comprehension quiz questions to test 
your knowledge and help you apply what you’re learning. 

• Be sure to review these quiz questions and answers available within the 
guide. 

• This icon will indicate a comprehension quiz question, and the background 
of the slides will be blue like you see on this slide.



SECTION TITLE SLIDE NUMBER’S

Verification Introduction Slides 7 – 11 

Confirmation Review Introduction Slides 12 – 23 

Confirmation Review Waiver Slides 24 – 32 
How to 
Submit a 
Verification 
Confirmation 
Review 
Waiver

The following slides will only cover how-to instructions for submitting a 
confirmation review waiver and provide a brief overview of the verification 
process. For a comprehensive review of the verification process, refer to ADE’s 
Online Course: Verification Review. 

This Step-by-Step Instruction will include:
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https://www.azed.gov/sites/default/files/2017/06/Online%20Course%20Verification%20Review%20-%20Final%20Draft.pdf?id=5936c26e3217e11ac0b66918
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Verification 
Introduction

Verification is the confirmation of eligibility benefits for free and 
reduced-price meals. This activity is only required when eligibility is 
determined through the household application process, not through 
Direct Certification. Household applications that are subject to 
verification are: case number applications, foster applications, and 
free or reduced-price income applications.

There are four phases of verification. The process of verification 
begins in October and ends in February each year. These phases are: 

• Phase 1: Prepare 

• Phase 2: Calculate and Select

• Phase 3: Verify

• Phase 4: Report

What is Verification?
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Prepare Calculate 
& Select Verify Report 

Verification 
Introduction

Phase 1: Prepare

• In this phase, organize all approved applications.

Phase 2: Calculate and Select

• In this phase, determine how many applications will be verified 
and select the applications using an appropriate sampling 
method.

Verification Phases
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Prepare Calculate 
& Select Verify Report 

Verification 
Introduction

Phase 3: Verify

• In this phase, conduct direct verification on the selected 
applications in CNP Direct Verification, and contact the households 
that were not directly verified. 

Phase 4: Report

• In this phase, log into ADEConnect to submit the Verification 
Summary Report in CNP Verification Reporting.

Verification Phases
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Verification 
Introduction

Stay on track with all tasks and deadlines using ADE’s 
Verification Best Practices Calendar!

Verification Best Practices Calendar
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https://www.azed.gov/sites/default/files/2017/08/Verification%20Best%20Practice%20Calendar%20SY20-21.pdf
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Confirmation 
Review 
Introduction

A confirmation review is when the 
Confirming Official checks if the 
applications that were selected for 
verification were initially certified 
correctly. 

The confirmation review is the first step 
in Phase 3 of verification. 

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

What is a Confirmation Review?
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Confirmation 
Review 
Introduction

The Bank household 
application that is shown 
below has been selected for 
verification at random. The 
application was processed by 
Julie Smith on 9/27/20 as 
reduced-price. Please note 
the confirmation review must 
be done by an individual 
other than the person who 
made the initial eligibility 
determination. In this 
example, Julie Smith cannot 
be the Confirming Official 
because she has signed as 
the Determining Official.  

Confirmation Review Example
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J u l ie Smith
X

9 / 27/20

X
3

$ 400 X



Confirmation 
Review 
Introduction

To perform the confirmation 
review, the Confirming 
Official will reprocess the 
application to check the 
work of the Determining 
Official and ensure the 
correct determination was 
originally made. 

• To learn how to process 
household applications, 
take ADE’s Step-by-Step 
Instruction: How to 
Process Household 
Applications. 

Evaluating the Original Determination
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J u l ie Smith
X

9 / 27/20

X
3

$ 400 X

https://cms.azed.gov/home/GetDocumentFile?id=592deb493217e10e8022c677


Confirmation 
Review 
Introduction

The Bank household 
application lists three people 
in the household with an 
income of $400 a week and 
was originally determined as 
reduced-price. By using the 
Income Eligibility Guidelines 
(IEGs), the Confirming Official 
should find that the Banks 
household application was 
incorrectly processed and 
should have been 
determined as free eligible. 

Processing the Selected Application
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J u l ie Smith
X

9 / 27/20

X
3

$ 400 X

https://www.azed.gov/sites/default/files/2018/12/0.%20PY21%20Income%20Guidelines.pdf?id=5c13fb031dcb2503d8c128b6


Confirmation 
Review 
Introduction

The Confirming Official must sign, date, and check the ‘Selected For 
Verification’ box on the selected household applications. 

Since the Bank household application was incorrectly determined, the 
eligibility on the household application and the Benefit Issuance 
Document (BID) must be updated to the correct eligibility. The 
application can be updated simply by the Confirming Official making a 
note of the status change (shown below). 

Changing the Determination
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Julie Smith

X

9/27/20

X
3

$400 X

Mary Jacobs 10/12/20X

Eligibility corrected to FREE by 

Confirming Official. 
X



Confirmation 
Review 
Introduction

Once all required confirmation reviews are completed, the SFA will
proceed with verification depending on the status change. When the 
status is changed from reduced to free or free to reduced, the 
application will progress to the next step of verification. In our example, 
the status changed from reduced price to free; therefore, the SFA 
would be required to:

• Make the increased benefits available immediately
• Notify the household of the change in benefits
• Verify the application 

Please note, when the status change results in the application 
changing from free or reduced to paid, another application must be 
selected for verification by the SFA.

• Further details on how to proceed with verification can be found in 
USDA’s Eligibility Manual for School Meals, 2017 on page 104.

LEA Responsibility Following a Status Change
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Confirmation 
Review 
Introduction

• The number of household applications that are required to be 
verified each year will be calculated on an individual basis by 
each SFA. 

• The verification sample size depends on each SFAs sampling 
method and enrollment. 

• Some SFAs may have very few applications to verify or have a 
larger amount. For SFAs who have a large enrollment, waiving 
the confirmation review will reduce the administrative burden 
of verification. 

Reducing the SFA Administrative Burden
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True or False: The Confirming Official can be anyone in the school food 
service staff if they are trained on processing household applications. 

A) True
B) False 
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True or False: The Confirming Official can be anyone in the school food 
service staff if they are trained on processing household applications. 

A) True
B) False 

Anyone in school food service can be the Confirming Official if they are 
trained on processing household applications except for the individual who 
made the initial eligibility determination. 
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True or False: After the confirmation review for all selected household 
applications is complete, each household application will have the same next 
steps.   

A) True
B) False 
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True or False: After the confirmation review for all selected household 
applications is complete, each household application will have the same next 
steps.   

A) True
B) False 

Depending on the status change of each individual household application, 
next steps in the verification process will differ. For details, review USDA’s 
Eligibility Manual for School Meals, 2017 on page 104.  
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Confirmation 
Review 
Waiver

• The confirmation review 
requirement can be 
waived if the SFA uses     
a technology-based 
system with a high level 
of accuracy in processing 
an initial eligibility 
determination. 

• To receive this waiver, 
the SFA must contact 
their assigned School 
Nutrition Programs 
Specialist to determine if 
its system qualifies them 
for this waiver. 

Reasoning for Request a Waiver

25



Confirmation 
Review 
Waiver

To apply for a confirmation review waiver, SFAs must put the 
request on a school or district letterhead addressing their assigned 
School Nutrition Programs Specialist prior to beginning the 
verification process. 

The request must include:

• the name of the software system the SFA uses to process 
household applications;  

• an explanation of how the software demonstrates a high degree 
of accuracy; and

• a signature from an authorized representative. 

How to Request a Waiver
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Confirmation 
Review 
Waiver

The SFA is also required to include 
supporting documentation in the request 
that shows the software’s IEGs and Error-
Prone Guidelines match USDA’s for 
current Program Year (PY). 

Optional but encouraged supporting 
documentation includes a sample of 
applications and eligibility determinations 
made by the software to demonstrate 
accuracy.

• Please note that ADE posts USDA’s 
updated IEGs and Error-Prone 
Guidelines each year on the Program 
Forms and Resources webpage. 

Supporting Documentation
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PY 21 Income 
Eligibility Guidelines

PY 21 Error-Prone 
Guidelines

https://www.azed.gov/hns/nslp/forms


Confirmation 
Review 
Waiver

The assigned School Nutrition Programs Specialist will review 
the waiver request and supporting documentation while 
providing technical assistance to the SFA if needed. 

If all documentation is acceptable, the waiver will be approved 
and the SFA will be sent a Confirmation Review Waiver 
Approval Letter via email from ADE. This letter must be kept on 
file for a minimum of five years. 

Please note that this is an annual waiver and SFAs are required 
to submit a confirmation review waiver request each year they 
wish the confirmation review to be waived. 

Confirmation Review Waiver Approval
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True or False: SFAs can only request a confirmation review waiver if they use 
a technology-based system with a high level of accuracy in processing an 
initial eligibility determination. 

A) True
B) False 
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True or False: SFAs can only request a confirmation review waiver if they use 
a technology-based system with a high level of accuracy in processing an 
initial eligibility determination. 

A) True
B) False 

Technology-based systems used by the SFA to process household 
applications are the only form of processing household applications that is 
eligible for the confirmation review waiver. SFAs must be able to provide 
ADE with all documentation required for the waiver and be able to 
demonstrate the software system being used demonstrates a high level of 
accuracy. 
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How often are SFAs required to request a confirmation review waiver?

A) Each year a different software system is being used. 
B) Annually. 
C) Every other year. 
D) Only once. 
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How often are SFAs required to request a confirmation review waiver?

A) Each year a different software system is being used. 
B) Annually. 
C) Every other year. 
D) Only once. 

The confirmation review waiver must be requested annually by each SFA 
that wishes to have the confirmation review waived for that PY’s 
verification. It is expected that SFAs who conduct verification are aware of 
the confirmation review requirement and should request this waiver prior 
to the start of verification each year. 



Technical Assistance 

If you have any questions related to verification, visit 
USDA’s Eligibility Manual for School Meals, 2017:

https://www.azed.gov/sites/default/files/2017/07/SP3
6-2017_CACFP15-2017_SFSP11-

2017a1.pdf?id=595e4a163217e115acbc32bd

You can also contact your School Nutrition Programs 
Specialist if you have additional questions about 
verification or the confirmation review. 
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https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd


Congratulations 

You have completed the Step-by-Step Instruction: 
How to Submit a Verification Confirmation Review 
Waiver

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

Information to include when documenting this 
training for Professional Standards:
• Training Title: How to Submit a Verification 

Confirmation Review Waiver 
• Learning Code: 3110
• Key Area: 3000 – Administration 
• Length: 30 minutes 

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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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 from 
SurveyMonkey. 
*This will not appear in your Event Management System (EMS) Account.

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

The information below is for your reference when 
completing the survey:
• Training Title: How to Submit a Verification 

Confirmation Review Waiver
• Professional Standards Learning Code: 3110
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https://www.surveymonkey.com/r/OnlineHowToGuides
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