

	
TO:	District Superintendents/Superintendents of Schools
Chief School Officers of Nonpublic Schools
Executive Directors of Residential Child Care Institutions
Chancellor, New York City Schools
School Food Service Directors/Managers

FROM:	Kimberly Vumbaco, Director

SUBJECT:	Income Verification


2024-2025 School Year Income Verification Procedures 

School Food Authorities (SFAs) participating in the School Breakfast Program (SBP) and/or National School Lunch Program (NSLP) that conduct standard counting and claiming procedures are required to select and verify a sample of their approved free and reduced-price meal applications on file as of October 1st by November 15th of each year. This process is called Income Verification.

This guidance manual contains important information on how to conduct Income Verification and includes template letters that should be used to correspond with families. 

List of SFAs Required to Conduct Income Verification

SFAs that are required to conduct income verification will appear on this list which also includes an indicator of the allowable sampling methods for each SFA. 

Verification Collection Report

All SFAs that conduct income verification must complete and submit the Verification Collection Report on the Child Nutrition Management System (CNMS) by December 15, 2024. SFAs operating the Community Eligibility Provision (CEP) or operating Provision 2 SFA-wide are not required to complete the Verification Collection Report.

Additional Resources

USDA Eligibility Manual for School Meals

USDA Verification Tool Kit 

Income Verification & Verification Collection Report Snip-It 
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If you have any questions regarding Income Verification, please contact your Child Nutrition Program representative at 518-473-8781. 
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[bookmark: _Toc145331288]Introduction 

Federal regulations require that all School Food Authorities (SFAs) participating in the School Breakfast Program (SBP) and/or National School Lunch Program (NSLP) conducting standard counting and claiming procedures select and verify a sample of their approved free and reduced-price meal applications on file as of October 1st by November 15th of each year. This process is called Income Verification. 

Income Verification is the confirmation of eligibility for free and reduced-price meals under the NSLP and SBP. Verification is only required when eligibility is determined through the application process, and is not
required for eligibility determinations made through the direct certification process.

Verification must include either confirmation of income eligibility or confirmation that the child or any member of the household is receiving assistance under Supplemental Nutrition Assistance Program (SNAP), Food Distribution Program on Indian Reservations (FDPIR) or Temporary Assistance for Needy Families (TANF) or that a child is Other Source Categorically Eligible. Verification may also include confirmation of any other information required on the application, such as household size. 
It is essential that verification efforts be completed on time, that changes in eligibility are implemented for all family members and that adequate records of your efforts are maintained. The selection of applications cannot target discrimination against anyone on the basis of race, color, national origin, age, sex, or disability.
Getting households to respond to verification requests can be challenging for SFA staff. If households do not respond, they lose their benefits regardless of their actual eligibility. In addition, the number of approved applications an SFA is required to verify is impacted by the number of responses they were able to obtain the previous year.
To assist SFAs with addressing these issues, USDA has developed a Verification Toolkit. The Toolkit contains a collection of resources that SFAs can use in their efforts to improve verification response rates and the overall efficiency of the process. These resources were developed by FNS but feature input from State and local officials from around the country. They were informed by two years of formal studies conducted by FNS and the Office of Evaluation Science’s Social & Behavioral Sciences Team, as well as through a public contest and from informal conversations with program operators. To view the Toolkit, please visit https://www.fns.usda.gov/school-meals/verification-toolkit. 

SFAs must report the results of the income verification process by completing and submitting the Verification Collection Report on the Child Nutrition Management System (CNMS) by December 15th. 

[bookmark: _Toc145331289]How To Conduct Verification

Allow yourself enough time to complete the verification process by the required deadline.

Verification efforts are not required for:

· Residential childcare institutions (RCCIs), except for RCCIs with day students, where eligible students must complete an application

· Schools in which all students are served without a separate charge for food services and the school claims only paid reimbursement

· Schools that do not have any free or reduced-price eligible students

· Schools participating in the Special Milk Program, even if they offer free milk

· Schools in non-base years of Provision 2. They must, however, conduct the Direct Certification Matching Process (DCMP) and report SNAP and Medicaid Direct Certification eligibility annually.

· Schools operating in the Community Eligibility Provision (CEP). They must, however, conduct DCMP and report SNAP and Medicaid Direct Certification eligibility annually.


[bookmark: _Toc145331290]Establishing the Sample Pool

To establish the sample pool, SFAs must count the number of approved free and reduced applications on file for the entire SFA as of October 1. The sample pool depends on the number of approved applications, paper or electronic, and is not based on the number of children eligible for free and reduced priced benefits. If October 1 falls on a weekend or a school break, use the next operating day to establish the sample pool.

SFAs have the option to begin verification prior to October 1, once they begin the application approval process for the current school year. This option may ease the administrative burden for particularly large SFAs who receive several household income applications. However, the sample pool must still be based on the number of applications on file as of October 1. See page 6 for additional details.

Applications submitted for “mixed households,” which include children who are eligible based on income and others based on Other Source Categorical Eligibility, are subject to verification and must be included in the sample pool. 

Applications with case numbers that are not certified through direct certification are subject to verification and should be included in the sample pool.

Verification must take place after an application has been approved.


Do NOT include: 
 
· Households that are matched through the Direct Certification Matching Process (DCMP) for SNAP/Medicaid, and those students who have been identified as living in the same household as the certified student receiving SNAP/Medicaid benefits 

· Certification letters for SNAP/TANF from the local assistance agencies

· Foster children who are identified by a list or letters from social services and voluntary placement agencies

· Migrant children who have been identified by the district's Migrant Education Program

· Runaway or homeless children who have been identified by the district's McKinney-Vento school district liaison

· Children participating in federally funded Head Start/Even Start

*When carrying over eligibility for the first 30 operating days (60 operating days for 2024-25 only) for students whose free or reduced eligibility was determined in the previous school year, do not count these applications in your verification pool and do not verify eligibility. The carryover applications were subject to the verification process in the previous school year.

[bookmark: _Toc145331291]Selecting your sample size

	Using the sample pool, SFAs will calculate the required sample size (number of applications that must be verified) using one of the following methods:

· Error Prone (Standard) Sampling Method
· Random Sampling Method (Alternate 1)
· Focused Sampling Method (Alternate 2)

The Error Prone (Standard) Sampling Method must be used by an SFA unless it qualifies to use one of the alternate sampling methods. The SFAs approved to use an alternate sampling method are listed in Attachment H.

	When determining the sample size, regardless of the verification method used, SFAs must always round up to the nearest whole number. For example, if your sample size is 3.18 you must verify 4 applications. You may not verify any more or any less than the required sample size allowed.  Please note, at least one application must always be verified.


[bookmark: _Toc145331292]Error Prone (Standard) Sampling Method

New SFAs and SFAs that had less than 80 percent response rate to verification in the 2023-2024 school year MUST use the Error Prone (Standard) Sampling Method to conduct verification in the 2024-2025 school year. SFAs coming off Provision 2 or CEP must also use the error prone sampling method.
	 
For Error Prone (Standard) Sampling Method, SFAs must verify the lesser of three percent (3%) or 3,000 of the approved applications on file as of October 1. The applications to be verified must be selected randomly from applications that meet the definition of an Error Prone application. 

*Error prone applications are those with a reported income within $24 per week, $100 per month, or $1,200 per year of the applicable Income Eligibility Guidelines. 

If the SFA does not have enough error prone applications to produce a three percent (3%) sample, the SFA must use income applications and/or applications that report a SNAP/TANF/FDPIR number selected at random to meet the required sample size under the error prone sampling method.  

SNAP/TANF/FDPIR applications will not be selected unless there are too few applications that meet the error prone criteria.

Note: When approving applications, SFAs should flag those that meet the error prone definition (see definition above) in order to facilitate this process.


[bookmark: _Toc145331293]Alternate Sampling Methods (Random Method & Focused Method)

SFAs that had an 80 percent (80%) or greater response rate in the 2023-2024 school year may choose to select an alternate option for verification. These schools may choose to use the Error Prone Sampling Method (explained above) or may choose one of the following sampling methods:


[bookmark: _Toc145331294]Random Sampling Method (Alternate 1)

SFAs must verify the lesser of three percent (3%) or 3,000 of the total number of approved applications on file as of October 1. The applications to be verified must be selected randomly.  The random sample should include both income applications and categorically eligible applications for children receiving SNAP/TANF/FDPIR benefits whose names do not appear on the direct certification matching list.


[bookmark: _Toc145331295]Focused Sampling Method (Alternate 2)

SFAs must verify the lesser of one percent (1%) or 1,000 of the total number of approved applications selected from income applications nearest the income eligibility guidelines (error prone applications); PLUS the lesser of half percent (½ %) or 500 of approved applications which reported a SNAP/TANF/FDPIR case number on an application instead of income information. 

Example:

The Focused Sampling Method could be accomplished as follows:

SFA with 900 approved applications which include 600 applications that reported a SNAP/TANF/FDPIR case number

1. Count all approved applications, including applications reporting a SNAP/TANF/FDPIR case number to determine the number required to fill the one percent of income sample size

.01 (1%) x 900 = 9

2. Separate applications into two groups:   
· Income Applications (non-SNAP/TANF/FDPIR) 
· Applications reporting a SNAP/TANF/FDPIR case number

3. From the income applications (non-SNAP/TANF/FDPIR) group, select the sample of households (9) from error prone applications. If you do not have enough error prone applications, select the remainder at random from the income applications.

4. From the applications with a SNAP/TANF/FDPIR case number, determine the number required to fill the .5 percent sample size 

.005 (.5 percent) x 600 = 3

5. Choose the applications (3) from those that reported a SNAP/TANF/FDPIR case number. 
 
6.   Perform the confirmation review on all selected applications and continue with all 
      steps of verification.

*Note: 12 applications were verified in this example (9 income and 3 SNAP/  
  TANF/FDPIR)


Beginning Verification Prior to October 1

The National School Lunch Act states that verification must be based on a school’s sample size as of October 1 each school year.  However, SFAs are now allowed to begin verification once they begin the application approval process for the current school year and have approved applications on file. This means SFAs are not required to wait until October 1 to initiate the verification process and may instead choose to begin conducting verification once they begin the application approval process for the current school year. 

When beginning verification prior to October 1, SFAs must:
· Decide how often to sample applications (weekly, every other week, etc.)
· Include in each sample pool only applications approved since the last sample was selected
· Select either 3 percent or 1.5 percent of approved applications, as required by the sampling method, each time. Round down to the nearest whole number to prevent over sampling
On or around October 1:
· Sample the final set of applications, selecting only from the applications approved since the last sampling
· Calculate the number of applications selected for verification to date (including the October sample)
· Calculate 3% or 3,00 (or 1.5%, if applicable) of all applications approved as of October 1, rounding up to the next whole number 
· If the number of applications selected to date is less than 3%/1.5% number, fill the remainder of the sample by selecting randomly from error prone, categorically eligible, or all applications, approved since the beginning of the school year as required for the sampling method
· If there are not enough applications of the required type, then sample randomly from all applications 

Please note that all existing statutory and regulatory requirements continue to apply when using this approach, but the timing and sampling process is tailored to accommodate the extended timeframe during which verification is being conducted. 

[bookmark: _Toc145331296]Confirmation Review

Prior to conducting any verification activity, an individual other than the original reviewing official must review each approved application selected for verification to ensure that the initial determination was accurate. The confirmation review must be done by an individual other than the individual who made the initial eligibility determination. A confirmation review is not required if the SFA uses a technology-based system that demonstrates a high level of accuracy in processing an initial eligibility determination.  

If an SFA is using “eligibility determining” software, it is the SFA’s responsibility to ensure that the "eligibility determining" software conforms to USDA regulations. 

Depending on the outcome of each confirmation review, the SFA must take one of the following actions: 
No Change in Status
· Verifies the application


Status Change from Reduced Price to Free
· Make the increased benefits available immediately 
· Notify the Household of change in benefits
· Verify the application

Status Change from Free to Reduced Price
· Do not change the child’s status
· Verify the application
· Notify the household of the correct eligibility status after verification is completed and, if required, sends the household a notice of adverse action.

Status Change from Free or Reduced Price to Paid
· Immediately send the household a notice of adverse action
· Do not verify the application
· Select a similar application (example- another error prone application) to verify
· Begin the verification process with the newly selected application. The second reviewing official must review the application.

[bookmark: _Toc145331297]Replacing Applications

The SFA may, on a case-by-case basis, replace up to five percent (5%) of the applications selected for verification. Applications may be replaced when the SFA believes that the household would be unable to satisfactorily respond to the verification request.  The SFA must document why the application was replaced. Any application removed must be replaced with another approved application selected on the same basis (i.e., an error prone application must be substituted for a withdrawn error prone application). The newly selected application must then have a confirmation review prior to being verified. In those SFAs where five percent of total applications result in less than one, one application may still be replaced. All results of the five percent calculation are rounded up to the next whole number.

When an application is selected for verification and, prior to hearing back from the household in question, that household is found on a direct certification list, the application does not have to be replaced in the verification sample pool. The application would be marked as a direct certification in the appropriate box in Section 3 of the verification collection report. SFAs should include these applications in Field 5-5 (Number of applications selected for verification) of the verification collection report and indicate the number of these applications that are being converted to direct certification in the remarks portion of the verification collection report.

[bookmark: _Toc145331298]Notifying Households of Selection

When a household is selected for verification, the SFA must provide the household with a letter or an email if the parent or guardian contact information is known informing a household of its selection and must provide a list of the documents or other forms of evidence the household must submit to the SFA. When the SFA uses agency records or direct verification to confirm eligibility, a letter informing the household of its selection for verification is not required, as verification is completed. Please see the “Direct Verification” section of this booklet for more information on direct verification.

It is recommended that SFAs use the NYSED prototype “Letter to Households-Notification of Selection for Verification of Eligibility” letter (Attachment A) as this prototype letter contains all required information. 

The notification letter must include: 

· An indication that the household was selected for verification

· If a child is receiving benefits based on income, a list of the types of acceptable information that may be provided to confirm current income:
· Pay stubs;
· Award letters from assistance agencies for benefits such as Social Security or SSI; or
· Support payment decrees from courts;

· If a child is receiving benefits based on categorical eligibility, the household may provide proof that a child or any household member is receiving benefits under an Assistance Programs (SNAP/TANF/FDPIR) or that a child is Other Source Categorically Eligible instead of providing income information;

· A warning that information must be provided by a date specified by the SFA and that failure to do so will result in termination of benefits

· Notice that documentation of income or receipt of assistance may be provided from any point in time between the months prior to application and the time the household is required to provide income documentation

· A modified Use of Information Statement as follows:  

The Richard B. Russell National School 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 information or provide incomplete information, your children may no longer receive free or reduced-price meals

· Name of an SFA official who can answer questions and provide assistance

· A toll-free number for parents to obtain assistance. This can be a local number within the district.  It cannot be a long-distance call 

· The full USDA Nondiscrimination Statement.

Note:  You do not need to collect social security numbers of all adults in the household as part of the verification process. Ensure all notification letters are updated and do not request this information.

Any communications with households concerning verification must be in an understandable and uniform format and, to the maximum extent practicable, in a language that parents and guardians can understand.


[bookmark: _Toc145331299]Verification of Eligibility

All applications selected for verification must be resolved.  All families selected must provide information that verifies or confirms their eligibility, or the families must be notified formally in writing that their benefits will change.  Changes in eligibility must be updated at the point of service for all family members in the SFA.

Correctly approved applications are effective for the entire school year. If a family selected for verification submits information that confirms either their income or receipt of SNAP/TANF/FDPIR benefits for the time period beginning the month before they applied through the time the application is verified, the child's eligibility remains in effect. You may not change their status to reduced or paid if the family substantiates they were eligible for the free benefits when they applied.  This is true even if current income proves at the time of verification they are no longer eligible.



Written Evidence

Written evidence is the primary source of eligibility confirmation for all households, including TANF, FDPIR, Other Source Categorical Eligibility Programs, and foster child households. Written evidence most often includes pay stubs from employers or award letters from assistance agencies or other government agencies. 


	
Acceptable Written Evidence


	Income Eligible
	
Contains:
· The name of the household member
· Amount of income received
· Frequency received 
· The date the income was received

*A pay stub with no dates would be insufficient


	Categorically Eligible:
Assistance Program
	
An official letter or notice indicating that the child or any household member is receiving benefits from that program, such as a notice of eligibility.

*A document from an Assistance Program that does not specify the certification period does not meet the documentation for verification.

*For example, the identification cards for SNAP or TANF would be insufficient unless it contains an expiration date.

	Categorically Eligible: Other Source
	
An official letter, notice, or list from the appropriate State agency, social service agency, program office or coordinator, or court.




Note: Tax returns may be used to verify income of self-employed household members ONLY. 

When a Household Provides Pay Stubs 

Households may provide pay stubs with income from employment. If a weekly pay stub is representative of what the household normally receives each week, one pay stub is sufficient. 

If the household submits a pay stub that includes overtime, the determining official should work with the household to determine whether the overtime for the month being verified is representative of overtime received in other months. If the overtime is a one-time or sporadic source of income, income should be calculated based on the regular monthly income without overtime.

Indication of “No Income” 

If a household is selected for verification, or the application is being verified for cause and the application indicates zero income, the SFA must request an explanation of how living expenses are met and may request additional written documentation or collateral contacts.  For example, the collateral contact may be asked to document the duration and type of assistance that is provided to the household.

Collateral Contacts 

A collateral contact is a person outside of the household who is knowledgeable about the household’s circumstances and can give confirmation of a household’s income level or participation in Assistance Programs or Other Source Categorical Eligibility Programs. Collateral contacts include employers, social service agencies, migrant workers’ agencies, and religious or civic organizations. The verifying official should request a collateral contact only in cases when the household has not been able to provide adequate written evidence. 

The verifying official must give the household the opportunity to designate the collateral contact. However, the verifying official may select a collateral contact if the household fails to designate one or designates one who is unacceptable to the verifying official. In either case, no contact may be made without first notifying the household and obtaining its permission. At the time of the notice, the household may consent to the contact or provide acceptable documentation in another form. If the household refuses to choose one of these options, the household’s eligibility will be terminated in accordance with normal verification procedures. Households which dispute the validity of information acquired through collateral contacts or a system of records must be given the opportunity to provide other documentation.

All collateral contacts may be written or oral and must be documented, dated, and initialed. The SFA will examine any written information provided by the collateral contact or evaluate any oral information. If the collateral contact is unwilling or unable to provide the requested information, the SFA must contact the household to complete the verification process.

Foster Children

If a household application is selected for verification in which a foster child is listed as a family member, and State or local documentation certifying the foster child for free meal benefits has been provided to the school, then only the family income or SNAP/TANF/FDPIR case number must be verified for the other students listed on the application.

If the family application is the only form of certification for the foster child, then documentation verifying the foster child’s status would be required.  Documentation from a State or local foster agency or the court where the foster child received placement is acceptable for verification.

SNAP/TANF/FDPIR 

Verification consists of confirming current receipt of SNAP (only for children not found in the direct certification matching process), TANF or FDPIR benefits for each child/household listed. If at least one member of the household confirms receipt of SNAP/TANF/FDPIR, the remainder of the children residing in the household shall remain eligible through confirmation of school enrollment records. Verification of eligibility for households that provided an Assistance Program case number on the application may be accomplished by submitting a list of names and Assistance Program case numbers to the local SNAP or assistance office for confirmation of certification of receipt of benefits from agency records or by directly verifying eligibility using the Direct Certification Matching Process (DCMP) data. Please see the “Direct Verification” section of this booklet for more information.

It is essential to cooperatively discuss and work out a mutually effective and efficient means for handling requests for verification of current SNAP/TANF participation by school officials and school meal applicants with local SNAP/TANF agencies. Refer to Attachment B for requesting verification from local SNAP/TANF agencies. Please note local SNAP/TANF agencies may not be able to provide this service. The SFA is encouraged to first utilize the DCMP data prior to conducting direct verification with local SNAP/TANF agencies.

Note: EBT cards cannot be used to confirm eligibility in SNAP or TANF.


[bookmark: _Toc145331300]Direct Verification

Direct verification is a method that can be used to confirm eligibility for verification. Direct verification uses records from public agencies to verify assistance program participation which can help reduce the burden upon families and eliminate non-responders. Results of Direct Verification must be reported on the School Food Authority Verification Collection Report.

SFAs are not required to conduct direct verification but are encouraged to utilize this method. Direct verification was put in the federal law to make it easier for eligible families to retain benefits and is an excellent means to address the non-response rates of households selected for verification. It is not an opportunity to run a computer check for all children in your school.  Direct verification should be used only to check students selected in your verification sample. 

Direct verification must be conducted prior to contacting the household for documentation. Direct verification can be used for the sample selected for verification via the error prone method, the random sample, or the focused sample. SFAs must have security measures to ensure the confidentiality of the information.

SFAs will conduct the direct verification process by using the Direct Certification Matching Process (DCMP) data. Direct certification electronic records will provide data for the current school year through October and will be available to authorized users of the New York State Student Identification System (NYSSIS). 

To directly verify students using the direct certification matching system SFAs must:

· Have a username and password to access the SED Business Portal with entitlements to the NYSSIS system
· Search the direct certification data by last name or date of birth for a specific student that was selected for verification
· If the student is found on the list, the student is eligible for free meal benefits. Verification is considered complete and further documentation is not needed from the family to confirm eligibility.
· If the student is not found on the direct certification list, you must continue verification efforts. You must notify the family that they have been selected for verification and request documentation to confirm eligibility.
· Keep a record of directly verified students on file for 3 years plus the current year  

Verification of eligibility for households that provided an Assistance Program case number on the application may also be accomplished by submitting a list of names and Assistance Program case numbers to the local SNAP or assistance office for confirmation of certification of receipt of benefits from agency records. Please see Attachment B for the prototype letter that may be used.

If information provided by the public agency does not verify eligibility or if you are not able to find the student through the direct certification matching data, the SFA must proceed with regular verification activities. The SFA must complete direct verification immediately following the October 1 verification sample selection, so that households not directly verified can be contacted for verification information in a timely manner.

If information obtained through this process verifies that the household is participating in an assistance program no additional verification is required. The eligibility status of the child or children listed on the application is considered verified and a letter informing the household of its selection for verification is not required.

When an application is selected for verification and, prior to hearing back from the household in question, that household is found on a direct certification list, the application does not have to be replaced in the verification sample pool. The application would be marked as a direct certification in the appropriate box in Section 3 of the verification collection report. SFAs should include these applications in Field 5-5 (Number of applications selected for verification) of the verification collection report and indicate the number of these applications that are being converted to direct certification in the remarks portion of the verification collection report.


[bookmark: _Toc145331301]Verification Follow-Up

To continue the verification process subsequent to household notification, the SFA must either determine: 
· If the household has submitted adequate information to complete its individual verification activity; or 
· If follow-up with the household is needed

Following Up with Households

SFAs must make at least one attempt to contact the household when the household does not adequately respond to the request for verification. The required follow up can be done in writing (letter or e-mail), or by telephone or text message. The SFA must document that contact was attempted and ensure the LEP households are provided adequate language assistance and understand the need to respond to the verification request.  Please see the “Non-Responders” section of this booklet for steps to take if a family does not respond to verification. 

The SFA must make a follow-up attempt when the household:
 
· Does not respond to the initial request for verification
· Submits insufficient or obsolete written evidence 
· Does not designate collateral contacts
· Collateral contacts are unable or unwilling to provide the requested evidence

When following up with households, the SFA: 

· Must inform the household that failure to provide adequate written evidence or to designate an adequate collateral contact will result in termination of benefits
· Must attempt to obtain the missing written evidence or collateral contact information 
· Must contact the household to complete the verification process, if the collateral contact is unwilling or unable to provide the requested information

SFAs are encouraged but not required to do additional follow-up attempts if a household fails to provide adequate documentation after the required follow-up. If the household does not respond or fails to provide adequate documentation after the required follow-up and, if applicable, additional follow-ups, verification is considered complete for the household when notice of adverse action is sent.


[bookmark: _Toc145331302]Results of Verification

If, after at least one follow-up attempt, the household responds and provides all needed evidence, verification is considered complete for this household.

 The SFA would complete verification by:

· Informing the household that there is no change in benefits;
· Notifying the household that its benefits will be increased; or
· Sending notice of adverse action

It is recommended that SFAs use the NYSED prototype letters of verification results (Attachments C, D & E) as these prototype letters contain all required information. 

· If verification results in higher benefits (e.g., a child who is moved from reduced price to free category), the change is effective immediately and must be implemented no later than 3 operating days. 

· All households for whom benefits are to be reduced or terminated as a result of verification must be given 10 calendar days advance written notice of the change.

Note: If a family’s benefits are reduced as a result of verification (e.g., because they failed to respond or did not submit sufficient information to substantiate their income) and during the school year the family re-applies, the SFA must verify the new application prior to the family being approved for benefits.  If the family refuses to provide the required information, free or reduced-price benefits must be denied.
[bookmark: _Toc145331303]Non-Responders

Any household which fails to submit requested verification documentation by the date specified by the SFA or submits verification information which does not support the initial determination of eligibility, must be sent a notice that benefits will be reduced or terminated in 10 calendar days. Please see Attachment C for the prototype “Letter of Verification Results and Change in Eligibility.” 

SFAs must take the following actions if the household fails to cooperate with verification efforts:

· SFAs must follow up with families who do not respond to initial verification efforts with at least one attempt in writing (including to a parent or guardian’s email) or by telephone or text message. All attempts must be documented and ensure that LEP households are provided adequate language assistance and understand the need to respond to the verification request.  Additional follow up after this is encouraged but not required.

· SFAs may contract with a third party to make additional attempts to follow up with non-responders.

· Prior to actual reduction in benefits or termination of benefits, 10 calendar days advance written notification must be provided to the household.


· The first day of the 10-calendar day advance notification must be the day the notice is sent to the household.

· The notice must advise the household of a change in benefits, reason for the change, the right to appeal and that an appeal must be filed within the 10 calendar days advance notice period to ensure continued benefits while awaiting a hearing and decision, how and when the appeal must be filed, and that the household may re-apply for meal benefits.

· If the household provides information that confirms their eligibility within the 10 calendar days, the family must continue to receive benefits.

· If there is no response, benefits must be terminated on day 11

· Reductions or changes in benefits must be extended to all children in the household who were originally determined to be eligible by information that no longer supports the benefit level.

· Households that appeal the reduction or termination of benefits within the 10-calendar day notice must continue to receive benefits until the decision of the hearing official is made.   


[bookmark: _Toc145331304]When Verification is Considered Complete
The following demonstrates how an SFA determines whether or not the household adequately responded and whether follow-up is required. 
· The household submits either adequate written evidence or collateral contact corroboration of income or categorical eligibility: 
· Verification is considered complete for this household; 
· The household submits either adequate written evidence or collateral contact corroboration of income which indicates that the child(ren) should receive either a greater or lesser level of benefits: 
· Verification is considered complete for this household when the notice of adverse action is sent or household is notified that its benefits will be increased or decreased; 
· The household indicates, verbally or in writing, that it no longer wishes to receive free or reduced-price benefits: 
· Verification is considered complete when the notice of adverse action is sent; 
· The application provides case numbers and it is determined that no household member is receiving benefits from an Assistance Program: 
·  Verification is considered complete when the notice of adverse action is sent. 
· The household does not respond or fails to provide adequate documentation after the required follow up or the household refuses to cooperate with verification efforts.
· Verification is considered complete when the notice of adverse action is sent.


[bookmark: _Toc145331305]Verification Recordkeeping

The SFA must retain all documents submitted by the household or duplicates of those documents, including all relevant correspondence between the SFA and households. You may document and/or note information directly on the application when contacting families for further information.  A separate sheet of paper can also be attached. If the documents cannot be kept, the verifying official must make a written record of the documents submitted. Copies of all relevant correspondence between the households selected for verification and the school must be maintained with program records for three years plus the current year.

For each application verified, SFAs must maintain records documenting:

· The source of information used to verify the application 
· Documentation may include a wage stub or documentation from employer or collateral contacts
· Any changes in eligibility as a result of verification, including:
· the changes 
· the reason for the changes
· date the changes were made 
· records of follow-up attempts and results 

Program regulations also require SFAs to maintain a description of their verification activities. 

This includes:

· the total number of applications on file as of October 1
· a summary of the verification efforts, including the selection process
· the percentage and number of applications that have been verified
· the SFA must also be able to demonstrate compliance with the confirmation review requirement and provision of a no-cost telephone number for assistance in the verification process
[bookmark: _Toc145331306]Verification for Cause

The procedures discussed above refer to the required verification process. Applications that are verified “for cause” are in addition to the annually required verification process. SFAs have an obligation to verify all questionable applications (verification “for cause”). SFAs must verify any questionable application including, on a case-by-case basis, verifying any application for cause when the SFA is aware of additional income or persons in the household.

Only after the determination of eligibility has been made can the SFA begin the verification process. Determining officials are strongly encouraged to contact the household during the certification process to clarify any information that is unclear or questionable, before certifying the application and proceeding with verification for cause. Once households have been requested to provide documentation for cause, the SFA must complete the verification process for these households.

It is important to note that the restriction on sample size does not apply to a State’s ability to conduct application verification activities connected to its general oversight responsibilities. For cause may include, but is not limited to, situations where school officials have knowledge of household circumstances that would cause them to verify the information on the application. 

SFAs should follow the verification procedures outlined above when verifying an application “for cause”. 

If the household fails to submit requested verification information by the date specified by the SFA or submits verification information that does not support the initial determination of eligibility, the household must be sent a notice of adverse action to terminate the free or reduced meal benefits.

The number of applications verified "for cause" and the results of verifying those applications must be reported on the Verification Collection Report (Question VC1). The applications “verified for cause” do not contribute toward your required sample size for the annual verification requirement. Please read the Verification Collection Report Instructions carefully. 

Verification for Cause of School District Employees 

Verification for cause must not be used to automatically verify the households of all SFA employees whose children are certified for free or reduced-price meals.  However, from among the list of children approved for free or reduced-price meals, an SFA could identify children of SFA employees and use SFA salary information available to them to identify questionable applications and then conduct verifications for cause on those questionable applications.

SFAs can use verification for cause to review approved applications for free or reduced-price meals when known or available information indicates SFA employees may have misrepresented the income on their applications to receive free or reduced-price meals for their children.  USDA recommends that an SFA consult with legal counsel in establishing the parameters of verification for cause for school district employees.


[bookmark: _Toc145331307]Verification Collection Report (Attachment G)

Note: Please be sure to carefully read the Verification Collection Report Instructions to ensure the report is completed accurately. 

SFAs must report all data elements requested on the Verification Collection Report (Attachment G) in the Child Nutrition Management System (CNMS) by December 15th. 

SED is required to analyze, summarize, and submit the results to USDA. 

The required data will enable State agencies and USDA to better understand certification errors and to improve oversight activities.  This will help to ensure that free and reduced-price subsidized meals are provided only to eligible children. State agencies must provide more rigorous oversight activities to SFAs whose verification activities result in a high termination rate.

Failure to submit a completed Verification Collection Report by the required deadline, December 15, will result in your Child Nutrition Programs being placed on reimbursement hold. 

Only USDA required elements are requested on the Verification Collection Report (Attachment G).  Be sure you review it carefully to capture the required information that documents your SFAs efforts.  Carefully follow the directions for completing the form.  

Requests to extend the November 15th verification deadline must be submitted in writing to your Child Nutrition Program Representative at the State Education Department. All such requests must document extenuating circumstances beyond the SFAs control and should be received by the Child Nutrition Program office by October 15th. 

A step-by-step tutorial on how to complete the Verification Collection Report is posted on the Child Nutrition Knowledge Center website. SFAs are strongly encouraged to review the tutorial when completing their report. 


[bookmark: _Toc365541828][bookmark: _Toc145331308]Verification Questions and Answers 

1. Q. What if an application is selected for verification, but the household transfers out of the SFA before the information can be verified?

A. Verification is considered complete when a household's eligibility for the level of benefits for which it was approved is either confirmed or the household is sent a letter of change in eligibility.  If a household selected for verification transfers out of the SFA before the information can be verified, verification cannot be completed. To meet the minimum verification requirements, a new application must be selected.

2.	Q. How is overtime income counted for the purpose of verification?

A. The school official should work with the household to determine whether the overtime for the month being verified is representative of overtime received in other months.  If the overtime is a one-time or sporadic source of income, it should not be used in calculating regular income. 

3.	Q.  Am I verifying eligibility at the time of application or current eligibility?

A. Verification is intended to establish eligibility for any point in time between the months prior to application and the time the household is required to provide income documentation.  However, if the family income decreases making them eligible for increased benefits, then the school should verify current income.
  
4.	Q. If a household is paid weekly and submits a pay stub for a week, must I go back and ask for pay stubs for a whole month?

A. No.  If the weekly pay stub is representative of what the household normally receives each week, one pay stub is sufficient.

5.	Q. Must the SFA select the sample size to verify from each school within the SFA or from the SFA as a whole?

A. SFAs are required to select and verify a sample of their approved free and reduced-price applications SFA wide. The SFA as a whole must meet the required sample size requirement. This does not mean that each school has to verify the required number of applications. 

6.	Q. If my sample size is 4.2 applications, do I verify 4 or 5?

A. Decimals must always be rounded up to the next whole number.  Therefore, you must verify 5 applications.

7.	Q. Do we have to maintain the actual documentation from verification or just the results of verification?

A. You are required to maintain a description of your verification efforts including the selection process, the total number of applications on file as of October 1, and the number of applications that were/will be verified by November 15th. For each application verified, the SFA must keep records of the source of information used to verify the application such as wage stubs or names and titles of collateral contacts. In addition, the applications selected must be readily retrievable by school, and the SFA must document correspondence between the selected households and the school.  The verification official must retain the documents, a photocopy, or annotations that indicate which documents were submitted by the household and the date of submission.  You must also keep a record of any change in eligibility as a result of verification procedures, the reason for the change, and the date the change was made. Please also see the “Recordkeeping” section of this manual and the “USDA Eligibility Manual for School Meals” for additional information on record keeping requirements.

8.	Q. When a notice of adverse action has been sent to a household, may I claim reimbursement for that child during the period covered by the notice?

A. Yes.  The household must be given 10 calendar days advance written notice that a change is being made in the child's eligibility status.  During that time, the child must continue to receive free or reduced-price meal benefits and the SFA may continue to claim reimbursement for free or reduced-price meals served to the child during this period.

9.	Q. If an SFA chooses to select more than 3 percent or the minimum number of required households to verify, and some of those households fail to respond, has the SFA completed the verification requirement as long as 3 percent or the minimum number of required households respond?

A. No. First, the SFA cannot select any more or any less applications than the 3% sample size determined based on the method of verification performed. Second, all households selected for verification must either respond or have benefits terminated after appropriate notification.

10.	Q. If an application contains three sources of income, how many should be verified?  

A. All three sources of income must be verified.  All sources originally noted by the family at the time of application must be verified.

11.	Q. What if the SFA forgets to do verification?

A. Verification is an annual requirement.  We will contact an SFA that has not submitted the Verification Collection Report (Attachment G) by the required deadline of December 15th each year.  If income verification is not completed, the SFA jeopardizes its State and federal reimbursement for free and reduced meals served after November 15th of that school year.

12.	Q. When should an application be verified "for cause"?

A. If an SFA is informed, even anonymously, that an applicant may not be eligible, the SFA must follow up on the allegation using the verification process.  The SFA has an obligation to verify all questionable applications (applications that are reported to be fraudulent or suspicious). Verification that is done for cause is in addition to the sample required for either error prone/random/focused sampling.  Verification must take place after the application was approved on the face value of the application.

13.   Q. What information must be submitted online to the Child Nutrition Program office by December 15th?

A. All information reported on the Verification Collection Report (Attachment G) must be reported on the on-line form on the Child Nutrition Management System (CNMS).  All other verification documentation, along with a copy of the verification worksheet, must be kept on file for three years plus the current year.  SFAs in Provision 2 must retain all verification information from the base year for three years plus the current year after the end of the cycle. 


14.	Q. If a foster child is listed on a family’s application as a household member and that household happens to be selected for verification, does the school need anything extra for verification?

A. It depends on the situation.  If a household is chosen for verification and the foster child included on the application was identified by a State or local foster agency, then no additional verification is needed for the foster child. However, to verify the other children in the household, the family must provide verification documentation to confirm eligibility. 

If the foster child is not identified by a State or local foster agency, then documentation verifying the foster child’s status would be required. Additionally, to verify other children in the household, the family must provide verification documentation to confirm eligibility. 

 15.    Q. What documentation must be provided for a foster child listed on a household application that is selected to be verified?

	A. Documentation from a State or local foster care agency or the court where the foster child received placement is acceptable for verification.  Direct contact from the foster care agency or court (for example, a list of foster children sent to the SFA) is also acceptable documentation for verification.

16.	Q. What should I do if a family was approved for free meals based on a SNAP number but sends in a paystub for verification that makes them ineligible?

	A.	The SFA should first conduct direct verification to confirm the family’s eligibility for SNAP. If the SFA cannot verify eligibility through direct verification, they should contact the family to determine if they can document their SNAP eligibility for the month prior to submitting their application.  If they can document their eligibility at that time, the free benefits must continue, and verification is complete. If the required SNAP documentation is not provided, the income stub must be used to determine their eligibility.

17.	Q. What if I receive an application for a child and then receive the child's name on a list from either the Migrant Education Program Coordinator or Homeless Liaison?

A. The list from the Migrant Education Program Coordinator and Homeless Liaison supersedes the application. The application should be discarded and should not be included in determining the number of applications on file. The child should not be selected for verification.

[bookmark: _Toc145331309]Attachments

It is recommended that Attachment A be sent to all households selected for verification. 
The other attachments are available to be used as needed.

Attachment A page 1 of 4- “Letter to Households- Notification of Selection for Verification of Eligibility”

Attachment A page 2 of 4- USDA Nondiscrimination Statement

Attachment A page 3 of 4- “Adult Household Members”

Attachment A page 4 of 4- “Verification Information for Free and Reduced Price Meals”


Attachment B page 1 of 2- “Letter to the SNAP/TANF/FDPIR Office from the SFA”

Attachment B page 2 of 2- “Verification Form- SNAP/TANF/FDPIR Office from the SFA”


Attachment C page 1 of 2- “Letter of Verification Results and Change in Eligibility”

Attachment C page 2 of 2- USDA Nondiscrimination Statement


Attachment D page 1 of 2- “Letter of Change in Eligibility for SNAP/TANF/FDPIR Households”

Attachment D page 2 of 2- USDA Nondiscrimination Statement


Attachment E- “Notification of Continuation of Benefits as a Result of Verification”


Attachment F- “Verification Summary/Recordkeeping”


Attachment G- “School Food Authority (SFA) Verification Collection Report”







Attachment A (page 1 of 4)

LETTER TO HOUSEHOLDS- 
[bookmark: _Toc365541829]NOTIFICATION OF SELECTION FOR VERIFICATION OF ELIGIBILITY
Important:  You must respond to this letter

Dear: _____________________					Date: 

Schools participating in the federal meal programs are required each year to select a sample of applications to ensure that only eligible children receive free or reduced-price benefits.  This process is called Verification.
	
Your child's application has been selected as part of this review.  As part of this process, you must send information to           (official’s name)           at                (address)                or contact           (officials name)          by        (date)       .

You must send the name of each adult household member on the enclosed sheet and papers that show your household's current income.  If your income is now higher, but you can document your income for the month prior to or at the time of application, your eligibility status for the year will not change. 

We have enclosed information that shows the documentation that you may use to verify your household's income. If possible, do not send original papers.  Original documents will be sent back to you only at your request.

If your child is receiving free meals based on participation in an Assistance Program (SNAP/TANF/FDPIR), provide proof that your child or any household member is receiving benefits under an Assistance Program instead of providing income information.

The Richard B. Russell National School Lunch Act requires the information requested to verify your children’s eligibility for free or reduced-price meals. If you do not provide the information or provide incomplete information your children may no longer receive free or reduced-price meals. 

If you do not have any information or documents, you can list the name of someone who is not a member of your household who we can contact to confirm your household's income.  Write that person's name, address, and daytime telephone number below:
                                                                                                             
Contact Name 	     		 Daytime telephone # 			Address

If you have any questions, or if you need any help, please call          (name)           at (toll free phone number). If you do not hear from us by      (date)        free or reduced price meals will continue without change. Thank you for your cooperation in this matter.

Sincerely,





Enclosures (Form for Household Members, Verification Information for Free and Reduced Price Meals) 

Attachment A (page 2 of 4)


[bookmark: _Hlk145326985]In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted 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; or
2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:
program.intake@usda.gov
 
This institution is an equal opportunity provider.





Attachment A (page 3 of 4)


	ADULT HOUSEHOLD MEMBERS


If you do not supply documentation showing that you now receive Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families (TANF), or Food Distribution Program on Indian Reservations (FDPIR) for your child, you must send in the names of each household member 21 years of age or older and documentation verifying the current household income.

Please complete the following form and submit with the requested documentation for verification of income. 


  Names of adult household members			Submitted Documents

1.______________________________		__________________________________	

2.______________________________		__________________________________	
	
3.______________________________		__________________________________	
			
4.______________________________		__________________________________			
5.______________________________		__________________________________			
6.______________________________		__________________________________		





Attachment A (page 4 of 4)

VERIFICATION INFORMATION FOR FREE AND REDUCED PRICE MEALS

Provide information or documents which show your household's current income, or income for the month prior to when you applied for program benefits for the 2024-2025 school year. If you receive income from more than one source, you must provide documentation for each source.  Examples of types of documents are listed below. You may also provide a letter(s) from your income source(s) stating the amount and frequency of income received and who received it.

The papers you send in must show: (1) the amount of the income received, (2) the name of the person who received it, (3) the date the income was received, and (4) how often the income is received.

To show the amount of money your household received last month, send copies of the following:

· Earnings/wages/salary for each job:  Current paycheck stub that shows how often it is received; current pay envelope that shows how often it is received; letter from employer stating gross wages and how often they are paid; business or farming papers, such as ledger or tax books

· Social security/pensions/retirement: Social security retirement benefit letter; statement of benefits received; pension award notice

· Unemployment compensation/disability or worker’s compensation:  Notice of eligibility from State employment security office; check stub; letter from worker’s compensation

· Assistance Program participation (SNAP/TANF/FDPIR):  Benefit letter from assistance agency or documentation available through the mybenefits.ny.gov website

· Child support/alimony:  Court decree; agreement; copies of checks received

· All other income:  If you have other forms of income (such as rental income) send information or papers that show the amount of income received, how often it is received, and the date received

· No income:  If you have no income, send a brief note explaining how you provide food, clothing and housing for your household, and when you expect to receive income

If you have any questions, or need help in deciding the kind of information to provide, please call (official’s name)          at           (toll free phone number).
 

Attachment B (page 1 of 2)

	LETTER TO THE SNAP/TANF/FDPIR OFFICE FROM THE LOCAL EDUCATION AGENCY


Dear: 											Date

The receipt of Supplemental Nutrition Assistance Program (SNAP), Temporary Assistance for Needy Families (TANF) program or Food Distribution Program on Indian Reservations (FDPIR) automatically qualifies children for free school meals. The regulations for SNAP, TANF and FDPIR permit SNAP, TANF, and FDPIR offices to release eligibility information to administrators of the National School Lunch and School Breakfast Programs to ensure that only eligible children receive free meal benefits.

Enclosed is a listing of approved free meal applicants who have been selected for verification and who have indicated that the child for whom application was made now receives SNAP, TANF, and/or FDPIR benefits.  On the enclosed listing, please indicate whether these household members are participating in SNAP, TANF, or FDPIR or were eligible in August 2024.  This information will be used only to confirm the approved applicant’s eligibility for free meal benefits.

Please return this listing by     (date)   .  A self-addressed return envelope is also enclosed for your convenience. If you have any questions, or need additional information, please contact (official’s name)    at     (phone number)   .

Sincerely,
                        
Signature					    	 
                                                                                          
    (Address)                (Telephone Number)

Enclosure (Verification Form-SNAP/TANF/FDPIR Recipients)

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted 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; or
2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:
program.intake@usda.gov
 
This institution is an equal opportunity provider.

Attachment B (page 2 of 2)


	VERIFICATION FORM - SNAP/TANF/FDPIR RECIPIENTS
	(Multiple Applicants)


Participate Aug 2024          	   or
 Child's Name	         	   		 SNAP/TANF/FDPIR		                        Currently 
 Last Name, First Name	               	 Case #		           	       	            Yes   No  
 
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


________________________________________                 _____________________
    Signature of SNAP/TANF/FDPIR Official				Date

________________________________________                                                                                
                             Address

________________________________________                                  
                    Telephone Number

                                   




Attachment C (page 1 of 2)

	LETTER OF VERIFICATION RESULTS AND CHANGE IN ELIGIBILITY
	
Child/Children's Name: ______________________                                              
School:                                                                                        		         Date:                                

Dear: ____________________________________                                  

We have completed verification of your child/children's eligibility for school meal benefits.  Starting on (10 calendar days from the date sent) your child/children's eligibility for meal benefits will be:

______Changed from free to reduced price because your income is over the allowable amount. Your child will still receive meals at no charge. 

______Stopped for the following reason(s):
-	Your income is over the allowable amount for free or reduced-price meals.
-  	You did not provide proof of current eligibility or eligibility for the month prior to when you applied for benefits.

______Changed from reduced price to free immediately because your income is within the free meal eligibility limits.  Your child/children will receive meals at no charge.  

If you are not eligible for benefits now, but have a decrease in household income, become unemployed, or have an increase in the size of your household, you may fill out an application at that time to reapply for benefits.  You will be asked to provide documentation of your household income before your application can be approved.

If your benefits have been reduced or denied based on current income and you can supply documentation that confirms the information on the application for the month prior to when you applied, your benefits will remain the same for this school year.

If you do not agree with the decision, you may discuss it with        (verifying official)____.                You also have the right to a fair hearing.  If you request a hearing by      (10 calendar days)        , your child/children will continue to receive free or reduced price meals until the decision of the hearing official is made. You may request a fair hearing by calling or writing the following official:
Name:	   	                                                            
Address:	                                                            
                            		                                                            
 Sincerely,








Attachment C (page 2 of 2)


In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted 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; or
2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:
program.intake@usda.gov
 
This institution is an equal opportunity provider.













Attachment D (page 1 of 2)

	LETTER OF CHANGE IN ELIGIBILITY FOR SNAP/TANF/FDPIR HOUSEHOLDS
	
Date:                                 

Dear: ______________________                               

Available records show that at this time your household is not receiving assistance through Supplemental Nutrition Assistance Program (SNAP) or Temporary Assistance for Needy Families (TANF) or is not participating in the Food Distribution Program on Indian Reservations (FDPIR).

To continue benefits for your child/children you must submit documentation that you received SNAP/TANF/FDPIR benefits when you submitted your application OR 
1.	Complete a new application with income information,
2.	Write the name of each adult household member on the attached sheet of paper (include Attachment A, page 2), and
3.	Submit papers that show your household's current income.

Your child's/children’s free school meal benefits will be stopped on (insert the date 10 days from the above date) unless we receive this information.  Any continued free or reduced-price meals will depend on your current household income or the receipt of information confirming receipt of SNAP/TANF/FDPIR at the time the application was submitted.

If you do not agree with the decision, you may discuss it with           (verification official)           . You also have the right to a fair hearing.  If you request a hearing by (date 10 calendar days from date sent), your child/children will continue to receive free or reduced-price meals until the decision of the hearing official is made.  You may request a fair hearing by calling or writing the following hearing official:

Name:		                                                                
Address: 	                                                               
 
If you are not eligible for benefits now, but your household circumstances change, you may fill out an application at that time and reapply for benefits. Your eligibility will be verified at the time of reapplication as noted above.

Sincerely,













Attachment D (page 2 of 2)

In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted 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; or
2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:
program.intake@usda.gov
 
This institution is an equal opportunity provider.


											Attachment E
		
	NOTIFICATION OF CONTINUATION OF BENEFITS
	AS A RESULT OF VERIFICATION


Date:                                              

Dear                       :


Thank you for cooperating with the (name of local education agency) in its verification of eligibility for school meal benefits.  The materials you have sent are sufficient for us to verify your eligibility for meal benefits.

We appreciate your cooperation and support during this process.  If you have any questions concerning our program, please do not hesitate to contact our office.


Sincerely,







In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, this institution is prohibited from discriminating on the basis of race, color, national origin, sex (including gender identity and sexual orientation), disability, age, or reprisal or retaliation for prior civil rights activity.

Program information may be made available in languages other than English. Persons with disabilities who require alternative means of communication to obtain program information (e.g., Braille, large print, audiotape, American Sign Language), should contact the responsible state or local agency that administers the program or USDA’s TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay Service at (800) 877-8339.

To file a program discrimination complaint, a Complainant should complete a Form AD-3027, USDA Program Discrimination Complaint Form which can be obtained online at: https://www.usda.gov/sites/default/files/documents/ad-3027.pdf, from any USDA office, by calling (866) 632-9992, or by writing a letter addressed to USDA. The letter must contain the complainant’s name, address, telephone number, and a written description of the alleged discriminatory action in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature and date of an alleged civil rights violation. The completed AD-3027 form or letter must be submitted 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; or
2. fax:
(833) 256-1665 or (202) 690-7442; or
3. email:
program.intake@usda.gov
 
This institution is an equal opportunity provider.

Attachment F

VERIFICATION SUMMARY/RECORDKEEPING

Date Selected:                        			 		Selection Method:

Response Due:_______________________                  	        	[ ] Error Prone
[ ] Random
Second Notice Sent:___________________				[ ] Focused
                                   
Date Reduction/Termination Notice Sent:                                  	
                                                                                                         
                                   
SNAP/TANF/FDPIR Household Confirmed:		Income Household:

[ ] SNAP/TANF/FDPIR Office				Income/Frequency:  $_________
[ ] Direct Verification							  [ ] Wage Stubs
									  [ ] Written Documents
								           	  [ ] Collateral Contacts
									  [ ] Agency Records	
									  [ ] Other: ______________
Not Confirmed:						
[ ] Eligibility not confirmed						 
                                                  
                                                                         
Verification Result:  Attach another sheet if more space is needed.

[ ] No Change      [ ] Reduced to Free      [ ] Free to Reduced      [ ] Ineligible

Family members affected and date change is made: _________________________________
							                     Name/Date
________________________    ________________________     ________________________
        Name/Date			  Name/Date			       Name/Date

Reason for Change:
[ ] High Income
[ ] SNAP/TANF/FDPIR Eligibility Not Confirmed
[ ] Refused to Cooperate
[ ] Other  
[ ] N/A

Comments:  _____________________________________________________________________________



Signature of Verifying Official: _______________________________	 Date:_____________
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““ALL SFAs must report Section 5 or check box 5-1 if applicable™
[] Check the box if ALL schools and/or RCCls are exempt from verification (soe instructions for st of exemptions).
1151 is chocked, no further reporting in Section § is required.

52 Was verification performed and comploted?
] Yes. completad by Noverber 15tn
[] Yes. completed after November 15t

] No, verification was NOT perormed r the process
was not completed

5.3: Type of Verification process usod:
1. [ Standars (Lesser of 3% or 3,000 error-prone)
2. [ Aernato one [Randor) (Lesser of 3% or 3,000 slected andomly)

3. [ Aterate two [Focused] (Lesser of 1% or 1,000 error prone applcations
PLUS lessor of one-halfof one percant or 500 applications with SNAPITANF!

| FOPIR case numbers)
I 70r3 s checked 6.3, | §-4 Total ERROR PRONE applications: 5.5: Numbar of applications
report 64 ‘Reporta appicatons a of Octaber 15t ectad for
125 checked n 53, enter | considered error prone verification sample:
A0 54 i
“ALL SFAS must report 5.7 or chech box 5: f spplicable’ R T 5
5.6: (] Check the box i direct verification was not conducled In the SFA, preerlerbol B Lot
Schoos andior RCCIs n the SFA performed diect vrficaton). I 66 I checked, skip S7.

Report il FREE andior REDUCED PRICE elgbity is confirmed through

57: Confirmed through
directverication with SNAP/TANFFOPIRMEDICAID as of November 15t

direct verification

Section 5

53 Results of Varification by Oiginal Benofit Type.

). report the number of applicatons and students as of November 15th for sach resul category (1,2, 3, 8.4,
Do NOT inciude students and sppiicatons alreacy reported in 5-7A or 578

‘A FREE Catogoricaly Eligible
Cortod a3 FREE basd on SNAPTANFFDPIR
documentation (e.g. case rumbe) on appicaton

For each arginal beneft type (A,

B FREE Income
Cortfed as FREE based on
Incomeousenold siz appication

3 b Resut W
Applications | Students Catogory ___| Applcations

C. REDUCED PRICE Income
(Cartfed as REDUCED PRICE based on
incomehousenald size appication

Result o b
Students.

Responded.
NO CHANGE:

2. Rosponded, |
Changed to
FREE.

3. Responded, |

Rosponded,
Changed to |
PAID: |

'VC-1: Total questionable applications verified for cause (Enlar 'NIA” f 1ot appicable
~Report the number of applications as of November 151 verfied for cause in addilin 1o he veriication requirement
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A nal Instructions for

For addilonal quidance an verifcation requirements and procedures, refe 1 the Elgbity Manual (htp e 05.us6a. 8oV Gnd/guidance/Eibtan. o,
Enter SFA name and LEA code for each SFA wih schools andior RCCIs operating the NSLP andior SBP.
Selectfthe SFA overall s 2 public or a privale/nonprofl entty and enter he school year for which the repart is completed. Include schools andlor
'RCCIs and the enrolled students only.once i operating both NSLP and SBP.

Section 1

Al SFAs with schoois or RCCIs operating the NSLP and/or SBP must complete i section regardless if al schools are exempt from verficaion.
Report schoos or insttutons operating the NSLP andlor SEP and students wih access to e NSLP andior SBP as of the last operating day in
October.

1:1A & B; TOTAL number of schoals (notinciuding RCCIs) operating the NSLP andlor SBP and the TOTAL number of anolled students with access
1o the NSLP andlor SBP.

1:2A & B: TOTAL number of RCCis aperating the NSLP andior SBP and the TOTAL number of enolled students with access to the NSLP andlor S8
in RCCs.

128 8 1-28: Ofthe RCCIs reported n 1.2A enier the number of RCCIs with DAY students and ONLY the DAY students wih access 1o the NSLP
andlor SBP in RCCIs (day studants are those students NOT Institutionalized and eligiblity is determined individually by application or direct
cortifcation as applicablo).

120 8 1.208: Of the RCCIs reported in 1-2A; enter the number of RCCIs wih NO day students and the TOTAL number o nsttuionakzed students.

NOTE: The sum of the students reported in 1-208 and 1-208 wil NOT squa the total n 1-28.

Section 2

"ATSF A vith some or all schools andlar ROCIs operating under an altemalive provision must complete s section. For RCCIs operating an afernate
provision, nciude both day and residental students. Report studens with access fo e NSLP andior SBP as of he last operating day in October.
21 through 2-4 should be reported only f the school operates altemate provisions for BOTH programs resuling n no colleton of applications forthe
‘Scnool. Schoos operating Provision 23 for only one program and collectng housenold applicatons or the other program shouid report appicable
provision dala in 2:5

2:1A 88: BASE year is when certfcatin procedures are conducted.

2:24.8 B: NON BASE year s when 10 cerifcation procedures are conducted.

2.2a8, 2.208: Muliply the most recent base year FREE percentage by the envollment reported in 2:28 [0 delermine 2:2a8. Mullply the base year
REDUCED PRICE percentage by the enfolment reportad in 2-28 10 determine 2-208.

'2:3A 88: Number of schoos operating the Community Elgibity Option and the number of enrolied students in the schools with access 1 the NSLP
andior 58P

2244 & B: Other alernalives incude Provision 1 and universal meal service through census data o Socioecanomic surveys

2:5A 8 B: Enler the number of schools and/or RCCIS and students envolled operaling an altemale provision for ONLY SBP or ONLY NSLP. Inciude
Senools/RCCIS 0peraiing n both 3 base year and non base year.

Section 3

A SFAs st complete this section. 1 al schools andior RCCIs n the SFA were ol requited o perform ditect certicaton with SNAP. then check box
31, Ditect certication i the process by which the student s cerifed elghble based on documentation received dieclly from the applicable program
(e:9. SNAP or TANF agency). This process eliminates the need for he househald to submit an appiication. Report students approved FREE eliibl s
of he last operating day in Octobor.

3.28: Include students directy cerlfed wih SNAP. f a sudent s direcly corfied with SNAP as well s with another program (e.g. TANFlelgible
homeless). incude the siudent in ths SNAP count (3-28). Also incude in his count any student n the SFA deemed eligbie based on extended
‘categorical elgiviiy via an eligble studen in the prmary household who has been directy cerified wih SNAP. DO NOT include SNA etter mefhod
Certifcation inthis SNAP court,report hese n 3.4 below. (SNAP leter method cortfcations are when the family submits a leter from the SNAP
agency to document receiptof SNAP benefis. This i no longer considered o be direc certifcalion.)

'3:38: Inciude students directy certfied through programs other than SNAP. Include students n he SFA deemed eligbe du fo extended categorical
lgibity via an eligible student n the prmary household direcly ortfed with TANF o FOPIR. DO NOT inciude SNAP students aleady reported in
3:2 01 to be reported in 34 as certfed catogorically trough SNAP leter method

348 Include ONLY students cerified as categorically FREE eligle based on a ltter submited by family from tne SNAP agency. Incude studerts in
he SFA deemed elgible due to extended categorical ey via an eigbe student i he primary household certfied as FREE calegoricaly elighle
with theloar method wih SNAP.

Section 4

A SFAs wilh schoots and/or RCGIs colleciing ndvidual househoid appicalions mus report s secton, inciuding schools andior RCCIS i a Proviion
273 base year. Report number of applications (A) approved as of Otober 151 Report number of students (B) as.of the last operating day In
October

4-1A & B: Number of applications approved FREE elgiie based on documentation subimitied on an apphcation (. case number or SNAP. TANF.
or FDPIR on an application) on fl a5 of October 18t and the number of students as of the last operating day in Octobr approved FREE eligie.
based on documentation submited on an appiicaton (. case rumber for SNAP, TANF. or FDPIR on an appcation). incude stucents in the SFA
deemed efgible e to extended categorical eiibilty via an ekgibi student in the prmary househoid categoncaly FREE ekgibie with SNAP, TANF. o
FOPIR

4:2A 8 B; Number of applications approved FREE eligible based on income information submitied by the household on fl as of October 1st and
the number of studonts as of the last operating day in October approved FREE eligble based on income information submitied by the housenol.
4-3A & B: Number of applications approved REDUCED PRICE elgible based on income information submitied by the household on le as of
October 1t and the number of students 38 of last operating day In October approved REDUCED PRICE eigible based on income information
submited by the household

T Enter he otal rumber of students eported as FREE aligble o2 Enter the lolal umber of suderts reported as REDUCED PRICE egble.
(320) + (3-38) + (3-48) + (&-1B) + (428) + (2238,  appicable) -3B) + (2.208, f appicable)
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n 5

IWALL schools andior RCCIS i the SFA are exempt from verfication activiles, check box 8-1 and 1o further reporting s fequired in Section 5.
Verfication actvies are NOT required fr-
* 5chools/RCCIs in which il children have been certfed under drect certiication procedures inciuding chikdren documented as eigdle oster,
migrant, runaway or homeless chidren;
« RCCls which do not have day studerts;
+ schools electing the Communiy Eligbilty Opion,
« 5chooi/RCCIs n which FNS has approved universal meal service through census data or using socioeconomic sunveys: ... specal cash
assistance claims based on economic tatstics regarding per capita income (Puerto Rico and the Virgin Isands),

= schools partcipatng only in the Special ik Program;
= schools in which il children are served wih no separate charge fo 100d Service and no special cash assistance is claimed. (.e.,non-

pricing programs ciaiming only the paid rae of rembursement):
= all schoois are Provision 2/3 schools i a non base year.
= schoois which do not have any free of reduced price eliibe students:
« other FNS determined exemptons on a case-by-case basis
5:2: Indicate whether verfication was performed and completed by the deadine of November 15th. I verficatn was completed aftes the deadine
report the remainder of Secton § as appicable.
§:3: If vrification was completed. check the type of vriication process used fo comply with the requirements of 7 CFR 245 6a. Please note the
‘qualficaton requirements i 7 CFR 245 6a() must be met 1o use the two allemate sample sizes
« Standand. Vrfy 3% or 3,000 of approved applications, whicheve is les, selected from errr-prone applications on fil as of October 151
fthere are not enough errr-prone applcations, LEAS must selectatrandom adtional appications to complets samp size.
= Atamate ona: Verlty 3% or 3000, whichever s less, of all randomly selected approved applications on fl as of October 1st.
« Atemate two: Ve the lesser of 1% o 1,000 approved appications as of October 1st selected from eror prone appiications PLUS the
fesser of one-half of one percent or 500 appiications approved as of October 1st that provided a case number i eu of Income.
§4; Error-prone applications are household appications approved s of October 15t indicating monthly income within $100 of the monthly lmit or
‘amusl ncome within $1.200 of the annual It of the applicabl income efigibiy gudeines.
§-5: Enter the total number of applcations indialy selected for the verficaton process as indicated in 53
56 Check if direct verificaton was not conducted i the SFA (not ane school in the SFA conducted direc verifcation), Direct verficaton s using
records from public agencis to very income and/or program partcipation.
57A & B: Only report applications and students if FREE andior REDUCED PRICE eligibity is confirmed hrough direct verification, Report
‘appications and studens not directy veriied in the appropriale category i 8.
&:8: For the purposes of his report veriication is complete:
« for househalds whose ekgibilty doas no change as of the date ofthe confimation of eigibilty by a reviewing offcial.
« for households which do not appeal a change in ebgiilly 2 of the frst operating day following the last datefor fing an appeal n response
108 notice of change in eligidiry;
« for households which appeal a change n eigilty as of the fst operating day folowing a decsion by the hearing offcia.
Responded: The household provided suffcent documentation. This indudes verbal or witen notfication thatthe household declines benefis.
'NOT Responded: The household did not provide suffcent documentaion or he household did nol provide a response.
AL, B1, & C1: Number of applications with no change and the number o students on these appcations
'A2'8.82; Number of spplications changed to REDUCED PRICE based on sufficien documentation provided by the househoid and the number of

students on the applications.
G2: Number of applications changed fo FREE based on suffcient documentation provided by the housahold and the number of students on the.

applcations
A3, B3. 8. G3: Number of applications fo wich the eigiilty was changed fo PAID based on suffcient documentation by the household and the

number of sudents on the applications
A4, B4, 8.C4; Number of applications for which the eigiilty was changed to PAID because documentation necessary to complete th verifcation
process was NOT provided and the number of students on the applications.

“The number of ppiications reporied In 5.8 shoud include both the resufs of veriication from verfication process and the results from any applications.
verifed for cause reported in VC-1

VG W spphcable n a1 east one school andior RCCI. report al appications veriied fo cause outside of he veriication process (7 GFR 245 6a)
of November 15ih. Applications veifed for cause are NOT considered par o the required sample size.
Include the rosults of verfication for causo by original benofit type in the appropriate category In 58.
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