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M E M O R A N D U M

TO:

Free and Reduced Contacts
FROM:

Michelle Guthrie, RD, Senior Consultant – Nutrition Unit - 303.866.6759


Jennifer Otey, Consultant – Nutrition Unit – 303.866.6450

DATE:

September 15, 2011
SUBJECT:
Free and Reduced Price Meal Verification Process 2011-2012 


NOTE: It is very important that you read and study the attached Verification Packet carefully. Failure to complete the process could delay or further impact your reimbursement payments.

***For the 2011-2012 school year***

Similar to the 2010-2011 school year, the submission of Verification data will be in two separate reporting periods. The Verification Selection Worksheet will be due December 15, and the Verification Results Worksheet will be due March 1.

The purpose of again separating the data collected is to simplify the data collection process.  This allows the SFA to submit data that is already available relatively early in the school year. Therefore, the SFA can find and correct any errors that may exist much earlier in the Verification process.  This can help provide districts with more time to verify any additional applications, if the 3% calculation or selection of error prone applications was initially incorrect.

The Verification Selection Worksheet and Verification Results Worksheet must again be submitted electronically (which will not require a username or password) through a link that the CDE Nutrition Unit will email to each district’s free and reduced contact on November 15 and January 31, respectively.  This helps to simplify the process by providing faster delivery of the forms and by allowing for timely and detailed feedback from the CDE Nutrition Unit.
The following is a summary of process and reporting requirements:

· It is required that the Verification Selection Worksheet be submitted electronically to CDE no later than December 15, 2011. 
· It is required that the Verification Results Worksheet be submitted electronically to CDE no later than March 1, 2012. The related documentation (letter to parents, wage stubs, etc.) from your local processes will remain on file at the district.

· The process has TWO data tracking phases:  

· Phase 1 of the Verification process must be completed by November 15, 2011, including the notification of households that have a change in eligibility status. 

· Phase 2 data reporting will be from the Phase 1 completion date through February 15, 2012; you must track and report the number of applications for households whose eligibility was changed to PAID as a result of Verification that re-submitted applications with documentation and were re-approved for either free or reduced price meal benefits on or before February 15, and the number of students on these applications, for each application type.

This includes applications from households that did not respond, as well as responding households whose eligibility status changed as a result of the documentation they provided.

· Please review Attachment 1 – Selection of Applications – for details on application selection.

· Prior to conducting any other Verification activity, the SFA must ensure that each application selected for Verification is reviewed for accuracy by an individual (second party reviewer) who did not make the initial eligibility determination. See Attachment 7.
· The SFA must provide all households selected for Verification with a telephone number that they may call for assistance.  The call must be free to all households in the SFA.  The SFA may establish a toll-free number or allow the household to reverse the charges if any households in that school district are outside the local calling area.

· If a household does not respond, the district official shall make at least one additional attempt to obtain the necessary verification.

· Language translations for the Verification forms can be found at http://www.fns.USDA.gov/cnd/FRP/frp.process.htm.    The Verification section is located at the end of each language packet. 

· To help determine the number of applications to be verified, there is an electronic form on our website:
· 3% Calculation Worksheet – Calculates the number of applications to be verified, which is the beginning process for Verification.

· Again for 2011-2012: All reporting will be submitted to CDE electronically through the Verification Selection Worksheet and the Verification Results Worksheet. 

· Verification Selection Worksheet- Will be available to free and reduced contacts from November 15 to December 15.  
· Verification Results Worksheet- Will be available from January 31 to March 1. 
If you have any questions, please contact our office at 303.866.6759 or 303.866.6450 (or 888.245.6092 outside of the Denver Metro area).

Remember:

The Verification Selection Worksheet is due electronically to CDE no later than December 15, 2011. The Verification Results Worksheet is due electronically to CDE no later than March 1, 2012.

SY 2011-2012 VERIFICATION INFORMATION

VERIFICATION PROCESS TIMELINE:

October 1, 2011

Begin Verification Process


(Since October 1, 2011 falls on a Saturday this year, the count of eligible children and applications can be done on Monday October 3, but it must be based on the data that is current as of the close of business on October 1, 2011.)

November 15, 2011

Completion of Phase 1

December 15, 2011

Due- Verification Selection worksheet
February 15, 2012

Completion of Phase 2

March 1, 2012

Due- Verification Results worksheet 
PLEASE READ!!
The Verification Process is MANDATORY.  

The Verification data that districts submit will be reviewed by CDE and reported to the USDA for incorporation into a national database.

The Verification process must be completed by submitting the Verification Selection Worksheet and the Verification Results Worksheet. Failure to comply with this Verification process will result in withholding of reimbursement payments and, ultimately, termination of the Agreement with CDE.

Verification Process Checklist

· October 1 Approved Application Count

· Selection of Applications (Attachment 1)

· Verification Tracker (Attachment 7)

· Confirmation Review*

· Letter to Household (Attachment 2-5)*

· Follow-Up Attempt*

· Letter of Verification Results (Attachment 6)*

· Verification Selection Worksheet (VSW)

· Verification Results Worksheet (VRW)

· Verification Summary

· Provision 2 Verification Worksheet (Attachment 10 - only if applicable)

2011-2012 Verification Glossary

· Adverse Action – a written notice sent to households for whom benefits are to be reduced or terminated; must be 10 calendar days of advance notice of the change to the households, which begins the date the notice is sent
· Close of Business – the end of business hours on October 1, 2011; the time to begin counting all approved applications on file and to initiate the start of Phase 1
· Confirmation Reviews – the process of reviewing each application that was included in the 3% sample pool selected to be a part of the Verification process; not to be completed by the official who initially determined eligibility status; to be completed in early October
· Direct Certification – the process under which children, who are members of households receiving assistance under SNAP, are certified as eligible to receive free school meals, without further application(s), based on the required Direct Certification file upload due each school year
· Direct Certification Match Report – the report that identifies which students in the district are receiving SNAP benefits and are eligible for free meals; obtained after uploading the required Direct Certification file; the report where students’ extended eligibility should be listed
· Error Prone – applications on which families earn a determined amount of income that is close to eligibility income limits; those applications that must be included and considered first in the Verification process when determining the 3% sample pool; could comprise the total sample pool selected if there are enough to make up the entire 3% sample pool; should be randomly selected if the total number exceeds what is required for the 3% sample pool; visit the CDE Nutrition website for the Error Prone Eligibility Chart
· Extended Eligibility -  free meal eligibility assigned and extended to students who live with another student who is approved for free meal benefits through SNAP or FDPIR; visit the CDE Nutrition website to view the memo from September 15, 2009
· FDPIR – Food Distribution Program on Indian Reservations
· Income Eligibility – the status of a student’s meal benefits based on the household size and income received compared to the Income Eligibility Guidelines (IEGs) prescribed annually by the Secretary of Agriculture; visit the CDE Nutrition website for the most recent IEGs
· Non-Error Prone – applications that do not fall within what is considered a close range of the eligibility income limits; applications that may not be a part of the determined 3% sample pool if the number of error prone applications meets the 3% requirement; visit the CDE Nutrition website for the Error Prone Eligibility Chart
· NSLP – National School Lunch Program
· Phase 1 – from the close of business on October 1, 2011, through November 15, 2011; the process of counting total approved applications, selecting a 3% sample pool, completing a confirmation review, sending letters to households selected for Verification, following up with households that have not responded, verifying applications, and sending Verification Results letters to households
· Phase 2 – from November 16, 2011, through February 15, 2012; the process of verifying information from households whose eligibility was changed to paid during Phase 1, but that submit Verification documents with a new application after November 15, 2011
· Sample Pool – 3% of the total approved applications on file; the applications that will be part of the Verification process; not included are students approved through Direct Certification, students with extended eligibility through the Direct Certification Match Report, homeless, migrant, and runaway students, Head Start/Even Start students, foster students approved via notice directly from the county, and any application completed on behalf of a student by the SFA
· SBP – School Breakfast Program
· SFA – School Food Authority; local agencies administering the school meals programs
· SNAP – Supplemental Nutrition Assistance Program; previously known as Food Stamps
· SNAP Eligibility – child’s receipt of benefits from the SNAP, which makes them categorically eligible to receive free meal benefits; students with SNAP benefits are eligible for free meals through the Direct Certification process or through a SNAP application; if a student receives free meal benefits through the Direct Certification process, they are not considered to be a part of the Verification process; if a student receives free meal benefits through a SNAP application, they are considered to be a part of the Verification process
· Verification – confirmation of eligibility for free and reduced price meals under the NSLP and SBP
· Verification Selection Worksheet – previously known as page 1 of Attachment 9 in previous years; a form to collect data from Phase 1; due electronically December 15, 2011; should allow for any errors to be found prior to completing Verification reporting and submitting documentation (Verification Results Worksheet) for Phase 2
· Verification Results Worksheet – previously known as page 2 of Attachment 9 in previous years; a form to collect data from Phase 1 and Phase 2; due electronically March 1, 2012
Verification

Instructions

You must verify three percent (3%) of the approved applications on file as of close of business October 1, 2011.  Students from the Direct Certification process are not included in the application pool.

Attachment 1 describes the recommended procedure for choosing the applications to be verified.  

Phase 1 of the Verification process must be completed by November 15, 2011, including the process of notifying households that have a change in eligibility status. The required documentation must be kept in your files for five years after the current federal fiscal year and will be evaluated when your district is reviewed.

Phase 2 data reporting, will be from the November 16, 2011, through February 15, 2012.  You must track and report the number of applications for households whose eligibility was changed to PAID as a result of Verification that re-submitted applications with documentation and were re-approved for either free or reduced price meal benefits on or before February 15, 2012, and the number of students on these applications, for each application type. This includes applications from households that did not respond, as well as responding households whose eligibility status changed as a result of the documentation they provided.

Recordkeeping

Documentation, including of a summary of the Verification process, must be kept by the School Food Authority (SFA) to demonstrate compliance with the Verification requirements when the SFA is reviewed by state or federal reviewers.  Documentation would also be needed in case of an applicant’s appeal.

In addition, verified applications must be readily retrievable by school.  For each application selected, the SFA must keep records of the source of information used to verify the application such as the SNAP agency responses, wage stubs, or collateral contacts.  The following information must be documented:

· Copies of all relevant correspondence between the households selected for Verification and the SFA or school
· If the application is verified by documents submitted by the household, the SFA must retain either:  

1. all documents submitted by the household 

2. reproductions of those documents or 
3. in cases where the actual documents or photocopies cannot be kept, the verifying 
    official must make a written record of the documents submitted by the household 
    including the type of document, e.g., wage stubs or letter from an employer, income 
    shown on the document, time period of the income, and the date of the document 

    and
4. any changes in eligibility as a result of Verification procedures, the reasons for 
the changes, and the date the change was made.

NOTE:  – School officials verifying eligibility for free and reduced price meals must allow households to provide documentation of income for any point in time between the month prior to application and the time the household is required to provide income documentation.

ATTACHMENT 1

Selection of Applications

The selection of applications must not involve discrimination against anyone on the basis of race, color, national origin, age, sex, or disability.

In addition, the SFA must ensure that the Verification method selected conforms to privacy rights legislation.  If a Verification method is used other than written documentation, the SFA is encouraged to obtain legal counsel to ensure compliance with applicable state and local laws.

When calculating sample sizes, all fractions or decimals must be rounded upward to the nearest whole number.

NOTE:  Any Verification that is done “for cause” is in addition to the required sample; this is not reported on the data submitted to CDE.
Verification Sample
The SFA must verify 3% of all approved applications on file as of close of business October 1, 2011, selected from “error prone” applications.  Only 3% may be reported.

“Error prone” are approved applications that are within $100 monthly or $1,200 annually of the upper limit of the respective eligibility guidelines. Please use the Error Prone Chart to help determine “error prone” applications.
Example: Information reported on application


Household size: 


2


Household income:


$1,500

Free Income Guideline (monthly):  $1,594

(1,594-100 = 1,494)



Error prone range:  1,594 to 1,494
Application must be flagged for Verification.

To select the sample for Verification, take the following steps:

1. Determine the 3% sample size.  Count the total number of all approved applications (include error prone and non-error prone) on file as of CLOSE OF BUSINESS October 1, and multiply the total by .03.  Round decimals upward.  At least one application must be verified.

Example:

445 approved applications x .03 = 13.35 applications

*Round up to nearest whole number* = 14 applications 
14 applications must be selected for Verification.

2. From the “error prone” applications, randomly select 14 “error prone” applications, (but)
3.
IF there are fewer than 14 “error prone” applications, then ALL “error prone” applications MUST be selected.  PLUS you must also randomly select from all remaining applications (until sample is chosen).

Example:

District has 3 “error prone” applications.   All 3 “error prone” applications are part of the sample, PLUS 11 additional “non-error prone” applications MUST be randomly selected to complete the sample of 14 total applications.

4. If the total number of “error prone” applications exceeds the required sample size, randomly select the required number from the “error prone” applications.


Example: 

26 error prone applications have been flagged.

14 applications must be chosen for sample.

Randomly choose 14 applications from the 26 error prone applications, for Verification.

5. Prior to notifying selected families, the selected applications must be reviewed for accuracy by an individual other than the individual making the initial eligibility determination.

· If the review indicates the initial eligibility determination is correct, proceed to verify. The date of the review as well as the reviewer’s signature must be documented on the Verification Tracker- Attachment 7.
· If the review indicates the initial eligibility determination is incorrect:

· Correct the eligibility status.
· If the household is not eligible for free or reduced, notify household of the adverse action and that they may reapply.

· Remove that application from the sample and select another application.

· If the review indicates that the household continues to be eligible for free or reduced, verify the application. (If the application goes from reduced to free during the confirmation review, the increased benefits should be made available immediately and families should be notified.)
6. When notifying the selected households, they must be provided with a toll-free phone number to call for assistance, or the district must accept a collect call.

7. FOLLOW-UP – If a household does not respond, the district official shall make at least one additional attempt to obtain the necessary Verification. Follow-up activities should be conducted at a time that will allow for enough time for families to respond before the deadline.
ATTACHMENT 2

LETTER TO HOUSEHOLDS 2011-2012

Notification of Selection for Verification of Eligibility

Student’s Name: 



 School:



 Date: __________
IMPORTANT: YOU MUST ANSWER THIS LETTER

If you do not reply to this letter, your child will not continue to receive free or reduced price meals.  This letter requires that you send information or contact [        official’s name
] by   [       date
].

Your child’s Free and Reduced Price School Meals Application has been selected for review.  Federal rules require that we do this to make sure only eligible students receive free or reduced price meal benefits. 

If possible, do not send original papers.  If you do send original papers, they will be sent back to you only if you ask.

If you do not send information that proves that your child is eligible to receive free or reduced price meal benefits by [the date above], these meal benefits will be stopped.

If you have any questions, or if you need any help, please call:

Name: 






Telephone 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,

Listed below is acceptable documentation that may be sent.
1. SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM (SNAP) or FOOD DISTRIBUTION PROGRAMS ON INDIAN RESERVATIONS (FDPIR) HOUSEHOLDS:

If your household receives SNAP or FDPIR benefits, you have to provide only information that shows your household’s participation in the program; no other income information is required.  This information can be:

· SNAP or FDPIR Certification Notice showing the beginning and ending dates of the certification period, or
· Letter from the SNAP, FDPIR office or welfare office stating that you receive SNAP or FDPIR benefits.

Timeframe: You may use documentation from SNAP/FDPIR from the month preceding your original application through the current month.

2.  FOR HOUSEHOLDS THAT DO NOT RECEIVE SNAP or FDPIR:

Write the name of each adult household member (related or unrelated) on the enclosed sheet and indicate whether or not they have income.

Also, you must send copies of information or papers that show your household’s income. The information you submit must show: (1) the amount of the income received by each household member; (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, submit the following:

EARNING/WAGES/SALARY FOR EACH JOB:

· A paycheck stub that shows how often it is received

· A pay envelope that shows how often it is received

· Letter from employer stating gross wages paid 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/WORKER’S COMP:

· Notice of eligibility from state employment security office

· Check stub

· Letter from Worker’s Compensation

WELFARE PAYMENTS:

· Benefit letter from welfare agency

CHILD SUPPORT/ALIMONY:

· Court decree, agreement, or copies of checks received

MILITARY HOUSING PRIVATIZATION INITIATIVE: 

· Letter or rental contract showing that your housing is part of the Military Housing Privatization Initiative.
ALL OTHER INCOME: 
·  If you have other forms of income (such as rental income), provide information or documents which show the amount of income received, how often it is received, and the date received.

NO INCOME:  
· If you have no income, provide a brief note explaining how you provide food, clothing, and housing for your household and when you expect an income.
Timeframe: Please submit proof of one month’s income; you could use the month prior to application, the month you applied, or any month after that.  

3. If you get this letter for a homeless, migrant, or runaway child, please contact [school, homeless liaison, or migrant coordinator] for help.

4.  If the child is a Foster Child: 
Provide written documentation that verifies the child is the legal responsibility of the agency or court—with the dates—or provide the name and contact information for a person at the agency or court who can verify that the child is a foster child. Timeframe: You may use documentation from the month preceding your original application through the current month.

Privacy Act Statement: The Richard B. Russell National School Lunch Act requires the information on this application. You do not have to give the information, but if you do not, we cannot approve your child for free or reduced price meals.  We will use your information to determine if your child is eligible for free or reduced price meals, and for administration and enforcement of the lunch and breakfast programs. 

Non-Discrimination Statement: This explains what to do if you believe you have been treated unfairly. “In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability.  To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll free (866) 632-9992 (Voice).  Individuals who are hearing impaired or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish). USDA is an equal opportunity provider and employer.”

ATTACHMENT 3
ADULT HOUSEHOLD MEMBERS FORM 2011-2012
If you do not receive SNAP or FDPIR benefits, this form must be returned to the school district.
A.  Write the name of each adult household member below, and indicate whether or not they have income.

	Name
	Yes, this 

person has income
	No, this person 

does not have 

income

	_____________________________
	· 
	· 

	_____________________________
	· 
	· 

	_____________________________ 
	· 
	· 

	_____________________________
	· 
	· 

	_____________________________
	· 
	· 

	_____________________________
	· 
	· 

	_____________________________ 
	· 
	· 

	_____________________________
	· 
	· 


B. Send this page along with papers that show the amount of money your household received last month from each source. 

ATTACHMENT 4
STATEMENT OF EARNINGS

(To be completed only by employer if applicable)

This statement is to confirm that 



 received the following amount of 

                                                       (Name of Claimant)
gross income before deductions for taxes, social security insurance, etc. $

.



(  )  weekly



(  )  every two weeks



(  )  twice a month



(  )  monthly



(  )  other

Please state the date of the paycheck listed above 


.

Signature of Employer 




          Date

Address of Employment                                                     Zip Code
City of Employment









Telephone Number

ATTACHMENT 5
SOCIAL SECURITY AND/OR SUPPLEMENTAL SECURITY INCOME

(To be completed only by Social Security Office if applicable)

This statement is to confirm that 




 received the following Social 

Security $


or Supplemental Security Income $ 


for the 
month of 



.

Signature of Official 




Date

Address of Social Security Office

City

Telephone Number

ATTACHMENT 6
LETTER OF VERIFICATION RESULTS FOR INCOME HOUSEHOLDS

Student Name(s): 











School(s): 








 Date:  


Dear:

We checked the information you sent us to prove that [names of students] are eligible for free or reduced price meals and have decided that:  

· Your student’s eligibility has not changed.

· Starting [date], your student’s eligibility for meals will be changed from reduced price to free because your income is within the free meal eligibility limits. Your students will receive meals at no cost. 

· Starting [date], your student’s eligibility for meals will be changed from free to reduced price because your income is over the limit. Reduced price meals cost [$] for lunch and [$] for breakfast.

· Starting [date], your students are no longer eligible for free or reduced price meals for the following reason(s):

    ___  Records show that you are not receiving SNAP/FDPIR benefits now or at the time of   

           application.

    ___  Your income is over the limit for free or reduced price meals.

    ___  You did not provide: ___________________________________________
    ___  You did not respond to our request.
Meals cost [$] for lunch and [$] for breakfast. If your household income goes down or your household size goes up, you may apply again. If you did not provide proof of current eligibility, you will be asked to do so if you reapply.

If you disagree with this decision, you may discuss it with [name] at [phone].

You also have the right to a fair hearing. If you request a hearing by [date], your students will continue to receive free or reduced price meals until the decision of the hearing official is made. You may request a hearing by calling or writing to: [name], [address], and [phone number].

Sincerely,

[signature]
Non-Discrimination Statement: This explains what to do if you believe you have been treated unfairly. “In accordance with Federal Law and U.S. Department of Agriculture policy, this institution is prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability.  To file a complaint of discrimination, write USDA, Director, Office of Adjudication, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410 or call toll free (866) 632-9992 (Voice).  Individuals who are hearing impaired or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; or (800) 845-6136 (Spanish).   USDA is an equal opportunity provider and employer.”
Verification Tracker Instructions – Attachment 7 

**(See separate document on website for the Verification Tracker.)**
A Verification Tracker should be attached to the top of each application that is verified. 

1. Each application must be reviewed for accuracy before it can be verified.  The reviewer cannot be the person who made the initial determination.  An assurance is required that the application was correctly approved for the meal benefit status.  The date that the review was completed and the signature of the person completing the review must be documented on the Verification Tracker where indicated. 

2. After the application is reviewed and approved for accuracy, a letter must be sent to the household informing them that their application was selected for Verification.  The date that the letter was sent must be documented on the line stating: date Verification Notice sent.

3. The date the response is due from the household must be documented on the indicated line.  This date is determined by the district.  Allow enough time from the date due for a second letter to be sent home and the information received and processed on or before November 15, 2011. 

4. The SFA must provide at least one follow-up attempt to obtain the requested information.  The date this notice is sent must be documented on the line indicated.  If no second notice is needed N/A should be placed on the line. 

Original Approval

5. This area is provided to document the original approval of the application before Verification. 

Documentation of Verification Information

6. This area is provided as a notes section. Any calculations required to determine the household income must be documented here.  In addition any communication with the family such as follow-up phone calls must also be noted in this section.  

Verification Results

7. This area is provided to indicate the meal benefit status of the application after completing the Verification process.

8. The date the letter is sent to the household informing them of the results of Verification should be recorded on the line indicated. 

9. The date Verification is complete is: (1) when a meal benefit status has been determined and remains the same or increases, and a notice is sent to the household OR, (2) when a meal benefit status has been determined and is decreased or is terminated and a letter of 10-day adverse action is sent to the household. The date of completion is the date the notice of adverse action is sent.
10. The verifying official who completed the Verification process must sign on the line indicated. 

11. If a hearing is requested: the date the hearing was requested, the date the decision of the hearing was made, and the date Verification was complete must be completed.  The verifying official must sign on the line indicated. 

Re-application

12. If a household re-applies during the school year, they must provide Verification documents; once the documents have been reviewed the meal benefit of the application should be indicated. The date the application was re-approved and the signature of the verifying official must be recorded on the indicated lines. 

INSTRUCTIONS FOR COMPLETING THE ELECTRONIC VERIFICATION SELECTION WORKSHEET (VSW)
The link to the electronic form will be emailed on November 15, 2011. 
A number of edit checks have been built into the system to help ensure accuracy of the numbers submitted. Each error that comes up will be accompanied by an explanation of what needs to be corrected. By following this prompt, you should be able to correct the numbers. However, the form is not necessarily full-proof, so be certain to double-check all numbers before clicking on “Finish.” 
Reports should be completed in one session; the report does not have the ability for you to start it, save it, and then return to it later. However, you can always click on the link just to see what it looks like; just don’t fill it in until you are ready to complete it. Once you have clicked on “Finish,” the report will be submitted to us; the report will not need to be faxed or mailed. However, a copy of the form will need to be printed before it is submitted so that it can be maintained on file at the district.
Our office will view reports once or twice per week. We will contact you if corrections need to be made; if they do, you will be able to return to the link, fill the report out again, and re-submit.
Top portion:

(1) Total Number of Schools Participating in the NSLP - This is the number of schools entered in the Online Claim System and participating in the NSLP.

(2) Number of Enrolled Students with access to the NSLP as of close of business October 1 – Headcount rather than FTE and ONLY students with access to lunch. If preschool or kindergarteners do not have access to lunch, do not include them.

(3) Total Number of Free and Reduced Students Approved – List the total number of students approved for free and reduced price meals at close of business on October 1, 2011, in applicable boxes. Include all students approved on applications, Direct Certification, foster, Head Start, Even Start, and the migrant, homeless, and runaway lists (free students not on applications). This also includes students with extended eligibility from a SNAP/FDPIR application or the Direct Certification match report. If preschool and kindergarteners do not have access to lunch, do not include them. Do not include carryover applications, i.e., 2010-2011 applications.  Include only the current students for 2011-2012.  For the free students, this number should total the data in #4 free, #6 free, and #8 free. For the reduced students, this number should be the same as #6 reduced.
(4) Students Approved by Direct Certification – List the number of students on the Direct Certification document and those on the signed runaway, homeless, and migrant lists, as well as all Head Start and Even Start students, and any foster children given free eligibility via direct documentation from the county.  Also include the students with extended eligibility from the Direct Certification Match Report (free students not on applications). 

(5) # of Applications approved based on Income Eligibility – List the total number of applications approved as free or reduced price based on the income and household size. Do not include carryover applications.

(6) # of Students – List the total number of students approved based on income and household size. Do not include students who do not have access to the lunch program, such as preschoolers/kindergarteners, even if they are listed on the application. Do not include students on carryover applications. 
(7) # of Applications approved based on SNAP/FDPIR case number – List the total number of applications with a SNAP/FDPIR case number that were approved for free meals. Do not include carryover applications. 
(8) # of Students approved based on a SNAP/FDPIR case number – List the total number of students approved for free meals based on an application with a SNAP/FDPIR case number, including the students with extended eligibility based on a SNAP/FDPIR application. Do not include students who do not have access to the NSLP, such as preschoolers/kindergarteners, even if they are listed on the application. Do not include students on carryover applications. 
Lower portion:

1 – Total number of all approved current year applications.  Enter the total number of approved applications on file as of October 1.  You will also be responsible to fill in the total number of applications that are error prone and non error prone. The total number of applications should be the total of the free and reduced applications entered in #5 and #7 at the top.
2 – The 3% is automatically filled in for you. [The district is required to verify 3% of all approved applications, selecting initially from error prone applications.] Do not include applications verified for cause.

3 – The exact number of applications that the district is required to verify will be filled in automatically for you; on the next line, round up the number to the nearest whole number. [This is the actual number of applications that the district must verify.] You will be responsible to fill in the number of error prone and non-error prone applications that will be used to fill the required number of applications selected for Verification. These should equal the number of applications to be verified.
4 – List the number of students who are on the applications selected for Verification. [This is the number of students listed on the error prone and non-error prone applications that were selected for Verification.] 
Finally, enter the date Phase 1 was completed (this should be on or before November 15), your name, email address, and the date you are submitting the VSW (this should be on or before December 15).
This Verification Selection Worksheet must be submitted electronically no later than December 15, 2011.

INSTRUCTIONS FOR COMPLETING THE ELECTRONIC VERIFICATION RESULTS WORKSHEET (VRW)
The link to the electronic form will be emailed on January 31, 2012.  

A number of edit checks have been built into the system to help ensure accuracy of the numbers submitted. Each error that comes up will be accompanied by an explanation of what needs to be corrected. By following this prompt, you should be able to correct the numbers. However, the form is not necessarily full-proof, so be certain to double-check all numbers before clicking on “Finish.” 

Reports should be completed in one session; the report does not have the ability for you to start it, save it, and then return to it later. However, you can always click on the link just to see what it looks like; just don’t fill it in until you are ready to complete it. Once you have clicked on “Finish,” the report will be submitted to us; the report will not need to be faxed or mailed. However, a copy of the form will need to be printed before it is submitted so that it can be maintained on file at the district.
Our office will view reports once or twice per week. We will contact you if corrections need to be made; if they do, you will be able to return to the link, fill the report out again, and re-submit.
In #1 at the top, enter the Actual Total Number of Applications to be Verified. You will need to take this number from #3 at the bottom of the VSW.

In #2 at the top, enter the Number of Students on the Applications Selected to be Verified. You will need to take this number from #4 at the bottom of the VSW.
Numbers one through five in the next section on this form are reserved to report several categories of data from the Phase 1 Verification results including applications verified for which:

· There was no change

· The households responded and changed from reduced to free status

· The households responded and changed from free to reduced status

· The households responded and changed from free or reduced to paid status

· The households did not respond

Number six is reserved to report a separate category of data from the Phase 2 Verification results in which the households were changed to paid status as a result of Verification and then re-applied and were re-approved on or before February 15, 2012.  

Each category is separated to allow for the indication of the total number of applications and the total number of students based on:

· Free eligibility based on categorical eligibility (SNAP/FDPIR)

· Free eligibility based on an income application

· Reduced price eligibility

Some of the eligibilities may be blocked out in certain categories because there are no possible results to report.

Numbers one through five in the “# applications” section and “# students” section should add up to the total number of applications and students selected for Verification.  Number six should be the data from Phase 2.
Finally, enter the date Phase 2 was completed (this should be on or before February 15), your name, email address, and the date you are submitting the VRW (this should be on or before March 1).
This Verification Results Worksheet must be submitted electronically no later than March 1, 2012.

INSTRUCTIONS FOR COMPLETING THE ELECTRONIC PROVISION 2 VERIFICATION WORKSHEET, ATTACHMENT 10 
*Electronic Worksheet, Verification Results Attachment 10 is available at 

http://www.cde.state.co.us/cdenutritran/nutriverification.htm. 
*If all schools in your district operate under Provision 2 for NSLP and are not operating a base year, complete ATTACHMENT 10 only. 

If you have a portion of schools on Provision 2 that are not operating a base year and some schools on standard counting and claiming, you will need to separate them.
All Provision 2 schools (not operating on a base year) will need to be documented on ATTACHMENT 10; the remaining schools that are not Provision 2 sites need to be documented on the Verification Selection and Verification Results worksheets. 
ATTACHMENT 10 Upper Portion:
(1) Total Number of Provision 2 Schools Participating in the NSLP - This is the number of schools entered in the Online Claim System and participating in the NLSP.
(2) Number of Enrolled Students with Access to the NSLP at Provision 2 schools as of October 1 – Headcount rather than FTE and ONLY students with access to lunch. If preschool or kindergarteners do not have access to lunch, do not include them.

(3) Total Number of Free and Reduced Students Approved – Total number of approved free and reduced price students from the base year. These two fields will automatically be populated once the worksheet portion of Attachment 10 is completed. 

WORKSHEET, Lower Portion:

(1) List the name of each Provision 2 school participating in the NSLP (National School Lunch Program)
(2)  List by category the total number of approved free students and reduced students collected in the base year, and the total enrollment for each school.
Attachment 10 must be received by CDE by March 1, 2012.
CONTENTS OF THIS PACKET:


Attachment 1 – Selection of Applications


Attachment 2 – Letter to Household


Attachment 3 – Adult Household Member Form


Attachment 4 – Statement of Earnings


Attachment 5 – Social Security and/or Supplemental Security Income


Attachment 6 – Letter of Verification Results


Attachment 7 – Verification Tracker Instructions


Attachment 10 – Electronic Provision 2 Verification Worksheet Instructions





* Document on Verification Tracker Form (referred to in Attachment 7) 
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