
Verification Collection 
Report Webinar

School Nutrition Unit

Presenter Notes
Presentation Notes
Welcome to the Verification Collection Report Webinar for 2023. I’m Nell Dochez, the senior Nutrition Consultant working on Eligibility. We have lots of material to cover today, but hope to make this final part of the verification process as smooth as possible. 
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Presenter Notes
Presentation Notes
First, I will cover some quick Zoom housekeeping items before we jump into the content.Everyone will enter muted. You’ll know that you are muted if the microphone button in the lower left corner has a slash across it. Next to the microphone is a camera icon. Click the camera icon to turn it on which will remove the slash across the icon. It is completely optional to turn on your camera today.If you keep moving across the bottom portion of your screen you will see a chat icon in the middle. If you have any questions today, please insert them into the chat-we will monitor the chat and compile a list of questions to address at the end of the webinar if we have time.We will insert the PowerPoint slides for today with speaker notes into the chat for you to download.To the right of the chat icon, is an icon for closed captioning if you needed it. Go ahead and click this button for subtitles. 



Non-Discrimination Statement
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/USDA-OASCR%20P-Complaint-Form-0508-0002-
508-11-28-17Fax2Mail.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) 256-1655 or (202) 690-7442; or

3. email: 
program.intake@usda.gov.

This institution is an equal opportunity provider.

Presenter Notes
Presentation Notes
We include the nondiscrimination statement in our trainings as a reminder of our responsibilities to ensure all eligible people may participate in our child nutrition programs. As equal opportunity providers, we prohibit discrimination in our programs and provide fair and equitable treatment to every participant. 

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-508-11-28-17Fax2Mail.pdf
mailto:program.intake@usda.gov


Learning Objectives

By the end of this training, sponsors will be able to:

• Define valid verification responses versus non-responses

• Correctly identify directly certified students

• Interpret trends in verification response rates and submitted applications

• Assess accuracy of data submitted in the Verification Collection Report (VCR)

Professional Standards

• Free and Reduced-Price Meal Benefits (3100) – 1 hour

Presenter Notes
Presentation Notes
By the end of this training, you will have gained knowledge in interpreting valid verification responses versus non-responses, properly categorized your directly certified students in order to accurately report them, identified trends in your data and learned to assess the accuracy of your data. After completing the evaluation that will be emailed to you, you will receive one hour of professional standards credit in Free and Reduced-Price Meal Benefits.



What is the VCR?

The Verification Collection Report (VCR) is a collection 
of information about your annual verification activity. 
It is also known as the FNS-742. 

The VCR is required to be completed annually in the 
portal, due February 1. 

Failure to complete the report on time will result in 
corrective action. 

Presenter Notes
Presentation Notes
Let’s start with the basics: what is the Verification Collection Report? It is a report of the verification and eligibility activities you conduct annually. It is also referred to as the FNS – 742. It is reported in the School Nutrition portal between November 15th and February 1st. If you fail to submit the data by that date, it will result in a corrective action, so it’s important. But, we are here to help!



Verification Refresher

Verification is the process of reviewing a sample of applications for 
accuracy.

Verification Webinar

Presenter Notes
Presentation Notes
The VCR collects information about verification – as a reminder, Verification is the process of reviewing a sample of applications for accuracy. It occurs between October 1 and November 15thFor more information about Verification, check out our webinar from October: https://www.cde.state.co.us/nutrition/verification_otm_sept2023 During the verification process, you have  gathered all of the approved applications, chosen a sample, and requested and processed further documentation from families. The details of this process and your eligibility determinations make up the information collected on the VCR. 

https://www.cde.state.co.us/nutrition/verification_otm_sept2023


VCR Resources

• VCR Instructions 

• Webinar content

• CDE Team

Presenter Notes
Presentation Notes
To complete the VCR, we have a number of resources to help you, as some of the questions can be tricky. We have detailed instructions available on our websiteWe will also have this webinar, with the slides available. And finally, reach out to me to help! 

https://www.cde.state.co.us/nutrition/verificationvcrinstructions
https://www.cde.state.co.us/nutrition/vcrwebinarrecording
mailto:dochez_n@cde.stste.co.us


Gathering Material

To complete the report, gather: 
- Enrollment numbers 
- Provisional program participation (CEP and Provision 2 sites)
- Direct Certification numbers
- Application numbers 
- Verification information

*Electronic systems may have this information ready for you. 

Presenter Notes
Presentation Notes
In order to complete the VCR, you’ll need specific information available. You’ll need : - Enrollment numbers - Provisional program participation (CEP and Provision 2 sites)- Direct Certification numbers- Application numbers - Verification informationSome electronic systems have the capability to put these things into a report automatically, or you may just need to gather this information. 



Getting Started

Access the VCR
The VCR is completed in the SNP Portal 
in the School Nutrition Programs section 
under the Applications tab. 

o Current Users: use your existing 
username and password

o New Users: request access here

Presenter Notes
Presentation Notes
Once you have these items ready, you will access the VCR through the School Nutrition Programs Portal. The Verification Report is found in the School Nutrition Programs section, then under the “Applications” tab.  

https://co.cnpus.com/Colorado/Splash.aspx
https://app.smartsheet.com/b/form/dfb3a3d8b17647faad9d84f925325f58


Starting the Report

The first time 
accessing the VCR, 
click “Modify. 

This will open the 
form for this school 
year.  

Presenter Notes
Presentation Notes
The first time you access the report, you’ll choose “Modify” to open the form for the year. 



Sections of the VCR

General Information 
Section 1: Total number of schools, RCCIs and enrolled students

Section 2: SFAs with schools operating alternate provisions

Section 3: Students approved Free but not subject to verification (i.e., 
directly certified)

Section 4: Students approved Free/Reduced via household 
application

Section 5: Verification Results

Presenter Notes
Presentation Notes
Once inside, these sections will appear. We will walk through each section. It’s a lot of information and we’ll be moving quickly… but just remember you can access these slides later. 



General Information

Enter correct contact information for the person completing the report. 

Presenter Notes
Presentation Notes
The contact information is the very top portion of the VCR, and one of the most common errors we see. This information defaults to the person listed as the Child Nutrition Director in the sponsor application. If the Child Nutrition Director is not the person completing this form, please update this section to reflect the name and contact information of the person completing the form. Please ensure this information is correct as it is used to contact the sponsor if there are any corrections needed. 



Section 1 

Column A. Enter the number of schools/institutions of each type. 
Column B. Enter the total number of students enrolled at each type of 
school/institution as of October 31 with access to the National School 
Lunch Program and or School Breakfast Program.

Presenter Notes
Presentation Notes
Section 1 asks for the number of schools and number of students for different types of institutions. Most districts will only need to complete line 1-1, since they do not have Residential Child Care Institutions, or RCCIs. Districts with RCCIs will complete lines 1-2, and then break down that number in lines 1-2a and 1-2b. Some things to keep in mind on this section: Line 1-1, column A will pre-populate with the number of schools from the application. Also, only schools and student who participate in NSLP or the SBP should included. 



Section 2 

Only to be completed by Sponsors operating Provision 2 or CEP. The numbers 
reported should be the numbers as of October 31.  

For non-provision Sponsors, this section is greyed out.  

Presenter Notes
Presentation Notes
Section 2 of the VCR will need to be completed only by SFAs with at least one school on Provision 2 or CEP. For everyone else, these boxes will be grayed out and do not need to be completed.These counts should be from Oct. 31, and Column A is for the number of schools, while Column B is for number of enrolled students.You can also refer to the VCR detailed instructions for more clear directions. Please contact me for assistance in completing this section if you operate a provision program and are confused about this section. 



Section 2 – Prov 2 Sponsors 

Sponsors with schools operating Provision 2 may fill out lines 
2-1, 2-2, 2-2a, and 2-2b, and maybe line 2-5.

Presenter Notes
Presentation Notes
Sponsors with schools operating Provision 2 will fill out line 2-1 OR line 2-2, depending on if they are in a base year or non-base year. Fill out 2-1 for schools in their base year, and fill out 2-2 for schools in a non-base year. If you fill out 2-2, you should also fill out 2-2a and 2-2b. For 2-2a, report the number of FREE students at all participating schools in a non-base year. For 2-2b, report the number of REDUCED students at all participating schools in a non-base year. Column A is the number of schools in each scenario, and Column B is the number of students at those schools. And if you have any schools that are only using Provision 2 for either breakfast or lunch, fill out 2-5. This is pretty rare. 



Section 2 – CEP Sponsors 

Sponsors operating CEP will fill out line 2-3. 

Presenter Notes
Presentation Notes
Sponsors operating the Community Eligibility Provision will fill out line 2-3. In Column A, enter the number of schools participating in CEP, and in column B, enter the number of students enrolled at those schools. 



Section 3

Report numbers of students who were determined eligible for free meals without an 
application. Students that 

Report numbers as of October 31. 

Presenter Notes
Presentation Notes
Section 3 is where you report how many students were determined eligible for free meals without using an application. Students that had eligibility established using information on an application are reported in a different section. Section 3 is for your direct certification activities.  This section is important for CDE as it establishes how well we are doing at matching all of the students who should be directly certified. The numbers here should reported as of October 31. The box on Line 3-1 should be checked only by Sponsors with every school in the district in a non-base year of Provision 2 OR CEP OR RCCIs with no day students. All other SFAs will not check this box.



Section 3 –Line 3-2

3-2: All Directly Certified SNAP Students and Extended Eligible SNAP 
students
Includes: SNAP, BOTH, SNAP/MIGRANT or BOTH/MIGRANT match types

Presenter Notes
Presentation Notes
Line 3-2 is the most critical field on the VCR and the one where people make the most mistakes! In this field, put the total number of all direct certification students who participate in the Supplemental Nutrition Assistance Program, also known as SNAP and any Extended Eligible SNAP students in your district. This line should only include students you have matched in the direct certification system and they were listed as SNAP, BOTH, SNAP/MIGRANT or BOTH/MIGRANT AND  any students you have extended eligibility to based on those matches. The reporting of line 3-2 is very important for each state as USDA requires every state to match 95% of eligible SNAP students. CO does a great job with this. Last year, Colorado was over 102%. Keep it up! 



Section 3 – Line 3-3

3-3: Students certified as eligible through TANF, FDPIR, Migrant, Homeless, 
Runaway, Foster, Head Start & Medicaid Free 

DO NOT report Medicaid Reduced students in Section 3. 

Presenter Notes
Presentation Notes
In Line 3-3, put the total number of all non-SNAP directly certified Students as of Oct 31st. This will include all your homeless, migrant, runaway, foster, Head Start and Medicaid FREE students identified by school officials. This also includes any students on your direct certification lists identified as participating in Temporary Assistance for Needy Families or TANF, any extended eligible TANF, Migrant or TANF/MIGRANT. Make sure you don’t include any SNAP students in this field and DO NOT report Medicaid Reduced. A good rule of thumb for line 3-3 is to include all the FREE students you certified from a list but were not already directly certified or extended eligible with SNAP.



Section 3 – Line 3-4

3-4: Students certified as eligible who provided a letter showing their 
SNAP status. 

Presenter Notes
Presentation Notes
In Line 3-4, put the total number of students who were determined eligible by providing a letter showing their SNAP status. This is not a common scenario, so don’t worry too much if you don’t have any students eligible in this way. 



Review Line 3-2 – SNAP students

Line 3-3 – Other FREE 
directly certified students

DO NOT report Medicaid 
Reduced students in Section 3 

Presenter Notes
Presentation Notes
Let’s quickly review: Line 3-2 is where SNAP students are reported, including extended eligible. Line 3-3 is where all the other directly certified FREE students are reported. To check understanding, let’s look at some examples, and you can respond in the chat! Where would you report TANF students found in the direct certification portal? 3-3How about students that were identified as a liaison as McKinney-Vento? 3-3Let’s do a tricky one. How about students that were extended eligibility using Medicaid Free status? 3-3



Section 4 

Section 4: Information about the applications you received. 
Pay close attention to the columns and dates in this section.  

# as of 
Oct 1

# as of 
Oct 31

Presenter Notes
Presentation Notes
Moving On! Section 4 is where information is reported about the applications you received. This section can be tricky because the data is as of two different dates, asking for two different pieces of information. Column A is the number of  APPLICATIONS as of Oct 1. These are the same numbers you used to determine your sample size for Verification. And in Column B, you’ll report the number of STUDENTS as of Oct 31, which is the last operating day of October this year. Because of the different reporting dates (Oct 1 and Oct 31), applications and students will not necessarily correlate. For example, an application might have been submitted on Oct 15; since it was not approved Oct 1, it is not counted in the applications box, but its students are counted in the students’ box because they were approved as of Oct 31.Districts operating CEP would only complete this section for schools not using CEP, as no applications are collected at schools implementing CEP. 



Section 4 – Line 4-1

4-1 Information about the categorical applications that qualified as 
FREE, and how many students qualified by categorical eligibility  as 
FREE eligible. 

# as of 
Oct 1

# as of 
Oct 31

Presenter Notes
Presentation Notes
4-1: Report the total number of CATEGORICAL applications that were on file on October 1 in Column A. This includes all SNAP, TANF, FDPIR, and foster-only applications. In other words, list all your CASE NUMBER and foster-only applications. In column B, report the number of students who appeared on these types of applications as of Oct. 31. This would also include students who were determined extended eligible through SNAP, TANF or FDPIR information on the application. It may also include foster students who appeared on an income application and were not otherwise directly certified. Just a reminder, the best practice is to attempt to directly certify case number applications and then report them in Section 3. If a match is not obtained it’s recommended to follow up with the household.In Section 4, mixed applications, or applications where some students are categorically eligible on the form and some who are not, can be tricky. Generally, you report the income application information here in section 4, and report the categorical students in Section 3. 



Section 4 – Line 4-2

4-2 Information about the income applications that qualified as FREE, 
and how many students qualified by income as FREE eligible. 

# as of 
Oct 1

# as of 
Oct 31

Presenter Notes
Presentation Notes
In line 4-2, Report the total number of free income applications that were on file on October 1. Report the number of students approved as FREE eligible on Oct 31 in column B. 



Section 4 – Line 4-3

4-3 Information about the income applications that qualified as 
REDUCED, and how many students qualified by income as REDUCED 
eligible. 

# as of 
Oct 1

# as of 
Oct 31

Presenter Notes
Presentation Notes
In line 4-3, Report the total number of Reduced income applications that were on file on October 1. Report the number of students approved as REDUCED eligible on Oct 31 in column B. Lines T-1 and T- 2 will auto-fill and will provide an edit check for your verification sample below!



Presenter Notes
Presentation Notes
Section 5 is where you report your activities around Verification. If you used the verification tracker through the process, you should be in good shape to complete this part of the report!



Section 5 – Line 5-1 

5-1: Check this box ONLY if you are an RCCI or sponsor on district-wide CEP or Provision 2 
in a non-base year. More information is available by clicking the “Instructions” box. 

If you collect income applications, Skip 5-1. 

Presenter Notes
Presentation Notes
For line 5-1, check this box ONLY if you are an RCCI or sponsor on district-wide CEP or Provision 2 in a non-base year.If you collect income applications and are required to conduct verification, Skip 5-1. 



Section 5 – Line 5-2 

5-2: Was the Verification process completed and when?

Presenter Notes
Presentation Notes
For line 5-2, this is where you describe the timeline of your verification activity. Was it completed on time on Nov. 15? OR was it completed after Nov 15? OR did verification not occur or was it incomplete? In order to be in compliance, verification should have been completed by Nov. 15. 



Section 5 – Line 5-3 

5-3: What was your sampling procedure? 

Presenter Notes
Presentation Notes
For line 5-3, this is where you would let us know what sampling procedure was used for verification. Most sponsors will use the “Standard” sample, unless you have been notified that you were eligible to use an alternate process. If no Verification was performed, an explanation will need to be given, and may result in Corrective Action. 



Section 5 – Lines 5-4 & 5-5

5-4: Report the number of error-prone applications received from families, as of Oct 1.  

5-5: Will auto-populate. 

Presenter Notes
Presentation Notes
Line 5-4: If you chose a sample size that included error prone applications, this box will be available for data entry. Enter the total number of error prone applications as of October 1.Now, line 5-5 will auto populate based on what type you selected as your sample size on line 5-3. It calculates the correct sample size based off the information you entered in section 4 and the sample size selected, as we talked about earlier. 



Section 5 – Line 5-6 

5-6: Check the box. Colorado does not conduct Direct Verification
5-7: Will auto-populate

Presenter Notes
Presentation Notes
For line 5-6, Direct Verification is not currently used in Colorado, so all sponsors should check the box and then line 5-7 will auto-populate with zeros. This is one of the more common mistakes we see, so make a note that Colorado does not do Direct Verification. 



Section 5 – Line 5-8 

Presenter Notes
Presentation Notes
Line 5-8 and the many fields below it collect the results of the verification process. A reminder, this section *does not* include information about directly certified students. Lines 1-4 ask about applications you verified during the annual process and line VC-1 asks about any applications you may have verified for cause outside of your normal sample size. You are to report the original status of the application and then report what the result of verification was. We’ll look more closely at how to do this. 



Responded Means:
The household provided sufficient documentation

Verbal or written notification the household declines benefits

The household is directly certified**

Verification:
Responded vs. Not Responded

Not Responded Means:
The household did not provide sufficient documentation

The household did not provide a response

Presenter Notes
Presentation Notes
As you completed verification, you will have determined if each sampled application can be counted as “Responded” or “Not Responded”. Responded means that you were able to get enough information through documentation from the family or the direct certification portal to determine if the benefits were correct or needed to be adjusted. Not responded means that you didn’t get enough information from the family to make a determine about if the benefits were correct and needed to apply adverse action.It is important that as many families respond as possible, so we encourage looking critically at your processes to make sure that you are making it as easy as possible for families to complete the verification process. You can use the data entered in this report to analyze response trends (students that respond and change in status) and non-response rates. You can use the data specifically from Row 4 in the table that follows to analyze your own verification non-response rates. For example, if you reached out to 5 households, and got responses from 3, you can calculate that 40% of your sample didn’t respond, and use that metric to improve year over year. 



Section 5 – Line 5-8 continued 

Columns represent ORIGINAL
status of applications

Rows represent RESULT of 
verification

Presenter Notes
Presentation Notes
This section should be read that the columns (in green) designate the original status of the application, and the rows (in blue) indicate how the application changes through the process of verification. Let’s look at an example: If a verified application was originally free based on income, and it changed to paid as part of the verification process, it would be listed in Column B (Free-Income) for the original status and in Row 3 (Responded, Changed to Paid) for the result. The very last line, VC-1, asks for the total number of applications verified for cause as of November 15 . List all applications verified for cause on VC-1 and list the results in table 5-8 alongside your other verification results. Applications entered in this section should equal the number of verified applications from line 5-5 and any applications verified for cause that are entered on line VC-1, unless you had households that became directly certified. For example, if you had to verify 2 applications in your annual sample size and you verified 3 applications for cause, you will report 5 results in table 5-8. We use the data entered in these tables to analyze response trends (students that respond and change in status) and non-response rates. You can use the data specifically from Row 4 to analyze your own verification non-response rates. This will be useful to analyze the effectiveness of methods you’re using to encourage families to respond. You can also use data submitted in section 3 to identify trends of your directly certified students from year to year. 



Section 5 – Line 5-8 continued 

Presenter Notes
Presentation Notes
The three columns are divided into A. FREE Applications determined by categorical eligibility, then Column B, FREE Applications that were determined based on income, and Column C. Reduced Price Applications that were determined by income. Each application you chose for verification will fit into one of those categories. Under each category, there are further sub-columns, a and b for each type of application. Column a is to report the number of each type of application, and column b is to report the number of students. Another example, if you had 2 free applications, one with 2 student and one with 3 students, that were chosen for verification based on income, and there was no change to the status after the families responded, you would record those in Column B, with the number of applications, *two* in sub-column a, and the number of students on those applications in sub-column b. which would be *five*.



Section 5 – Line VC-1

Presenter Notes
Presentation Notes
The very last line, VC-1, asks for the total number of applications verified for cause as of November 15 . List all applications verified for cause on VC-1 and list the results in table 5-8 alongside your other verification results. Applications entered in 5-8 should equal the number of verified applications from line 5-5 PLUS applications verified for cause that are entered on line VC-1, unless you had households that became directly certified during the Verification process. 



Submitting the VCR

• Once all sections are completed, Select Save

• Select Finish; The main screen will display the VCR as 
Submitted

Presenter Notes
Presentation Notes
Once you have completed all sections of the VCR, or if you have started it and want to come back to it later, you can select save, then finish. If there are no errors, your report will be in a submitted status on the main page. 



Errors

• If sections are incomplete or incorrect, an error 
message will display 

• Select Edit to review the error message 
o If you are unsure of what the error is, contact Nell for 

assistance.  

Presenter Notes
Presentation Notes
If something is incorrect or incomplete you will receive an error message after you hit save. You can click edit to review the errors immediately or you can select finish and come back later. Your report will show a status of error until you do revisit it. You can come back to the report and fix your errors at anytime by selecting “Modify”. If the error message doesn’t give you enough information to fix it, feel free to reach out to me for help! 



VCR Review

• CDE School Nutrition will review all VCR reports for accuracy
• FINAL VCR SUBMISSIONS DUE February 1
• No errors means the submission will be approved
• The status of “Approved” can be seen on the main page

Presenter Notes
Presentation Notes
School Nutrition reviews each VCR upon submission. If there are errors, or any discrepancies with data submitted, School Nutrition will email/call the person listed as the contact at the top of the report. We will work with you to fix any errors. If there are no errors, we will approve your VCR. You can view the status of your report on the main page. The final due date of your VCR is February 1. Please submit as early as possible to account for time needed to fix possible errors. 



Questions?



Training Evaluation & Certificate

Click this link to complete a quick training evaluation

• https://www.surveymonkey.com/r/JGMZ822

• Record your completion of the training on the 
Professional Standards tracker. 

Presenter Notes
Presentation Notes
Use this link to complete the training evaluation. Thank you so much for your feedback - we are always looking for ways to improve our trainings to better support you. Make sure to record this training in your professional standards tracker.

https://www.surveymonkey.com/r/JGMZ822
https://www.surveymonkey.com/r/JGMZ822


Thank you!

Nell Dochez
Senior Consultant 

dochez_n@cde.state.co.us
720-948-5145

https://www.cde.state.co.us/nutrition

mailto:dochez_n@cde.state.co.us
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