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DATE:           	October 1, 2015

TO:          	Business Administrators, Principals and Administrators of Public and Private 
Non-Profit Schools Participating in School Meal Programs

FROM:          	Becky Bessette, MS, RD, Administrator, Child Nutrition Programs

SUBJECT:   	Verification Requirements of the National School Lunch Program, School 
                      	Breakfast Program, and After School Snack Program
	          	School Year 2015-16

According to 7 CFR Part 245 of the Federal Regulations, the Department of Education, Office of Finance, is required to monitor the Verification process for the National School Lunch, School Breakfast and After School Snack Programs each year and submit a report to USDA.  Verification is defined as confirmation of eligibility for free and reduced-price meals under the National School Lunch Program, School Breakfast Program, and After School Snack Program. The process by which schools conduct Verification must be completed no later than November 15, 2015.  What follows is a description of the Verification requirements that must be completed.  
  

VERIFICATION REQUIREMENTS: 

What is Verification?
Annually, each Local Education Agency (LEA) must select a sample of current applications approved for meal benefits for audit known as Verification. The standard method of verification sampling is called the random, error-prone method. What that means is that applications selected for audit are selected randomly from applications identified as the ones most likely to have errors.  

Error-Prone Applications
An error-prone application is one where the total income reported on the application falls within $1200 of the annual income limit or guideline for the household size of the applicant.  For example, a student from a household of four qualifies for free meals if the reported annual household income is $31,525 or less.  If the income reported on that application is between $30,325 and $31,525 annually, that application is considered error-prone.  As applications are being reviewed, they should be identified as error-prone at the time of determination. It will be much easier to pull the error-prone applications when it is time to conduct Verification if they are previously identified as such. 

Selecting Your Sample Size
The required sample size should be based on the total number of approved newly submitted applications on file on October 1.  Do not include denied applications or applications that have not yet been determined.  When calculating the number of applications to verify, it is important that all numbers be rounded up to the next whole number.  (For example, if there are 240 applications and you are verifying 3%, multiply 240 by .03.  The result is 7.2, which must be rounded up to 8).  Meal benefit applications selected for Verification must be checked for correct benefit certification by a second designated person prior to Verification notification letters being sent to households.

When you determine the sample size needed for Verification, you may use the Verification Sampling Worksheet provided with this memo.  This worksheet calculates the number of applications you must verify.




Selecting Your Sample
Once you determine how many applications you must verify, pull all the error-prone ones and randomly select the required number from that group.  Only if you have fewer error-prone applications than the total number you are required to verify do you start selecting from the remaining applications.  

For example, after you account for all the students and applications that are not part of the Verification pool (see 2. below), there are 100 applications in the remaining pool of applications; 2 of the 100 are error-prone.  Since you are required to verify 3% of the pool of applications (see 3. below), you are required to verify 3 applications.  By selecting the error-prone applications, you have accounted for 2 out of the 3 required applications.  The remaining 1 application needed to meet your required number would then be randomly selected from the remaining 98 applications.  IF in that same 100 application pool, there were 5 error-prone, you would randomly select 3 applications from those 5 error-prone applications only and the remaining 95 would not be part of the Verification pool.  

It is very possible that you will never verify an application that is based on categorical eligibility (an application based on a reported SNAP or RI Works case number) because there will be enough error-prone applications to select the 3% sample from.
	
Who is Exempt from the Verification Process?
Approval for free meal benefits through eDC or by Direct Certification (letters issued by the Department of Human Services to SNAP or RI Works households) are NOT to be included in the verification process, nor should you include free-eligible students from the homeless liaison list, income-eligible Head Start, pre-K Even Start, migrant students, runaway students, residential students in RCCIs or non-applicants approved by local officials.

LEA’s Must Provide Toll-Free Assistance Number to Households 
In order to assist households/families in completing Verification, LEAs must now provide a toll-free 
phone number that they can call for assistance.  Further, LEAs are required to make at least one 
additional attempt, following the first request, to obtain the information.  Finally, income 
documentation provided by the household may be from any point between the month prior to 
application and the 
time the household is required to provide documentation.

LEA’s Must Provide Assistance to Limited English Proficient Households 
LEAs are expected to provide Verification notices to each household in the primary language of the 
parents or guardians in the household, follow up with households that do not respond to the initial 
Verification request, and provide oral assistance if the parent or guardian has difficulty 
understanding the written request.  USDA translations of prototype Verification materials are 
available on the USDA website at http://www.fns.usda.gov/cnd/frp/frp.process.htm. 

Verifications Documents and Forms
All required Verification documents are included with this memo.  The documents can also be found at and downloaded from http://www.ride.ri.gov/cnp/Home.aspx, the Child Nutrition Programs area on RIDE’s website. 

COMPLETION DATE- November 15th  
Verification efforts to confirm eligibility of approved free and reduced-price applications must be conducted and completed no later than November 15, 2015.  Timely completion of Verification is an integral component of the schools’ responsibility to ensure that only eligible children receive free or reduced-price meal benefits.   


Verification of Special Nutrition Assistance Program (SNAP) 
recipients should be made by communicating in writing to:  
Special Nutrition Assistance Program (SNAP)
RI Department of Human Services
206 Elmwood Avenue
Providence, RI   02909

Verification of RI Works recipients should be made by communicating in writing to the nearest Department of Human Services office listed below:
Cranston, 600 New London Avenue, 02920		Pawtucket, 24 Commerce Street, 02860
East Providence, 75 James Street, 02914		Providence, 206 Elmwood Avenue, 02909
Johnston, 1514 Atwood Avenue, 02919			Warwick, 100 Meadow Street, 02886
Middletown, 110 Enterprise Center, 02842		Woonsocket, 450 Clinton Street, 02895
North Kingstown, 7734 Post Road, 02852

Verification Reporting
[bookmark: _GoBack]Verification Report documentation and deadlines have changed - reports are now due on December 15th.  Local Education Agencies (LEAs) are required to compile and summarize the Verification results for all the schools for which you are claiming reimbursement for meals. This may include schools that your district is sponsoring for school meals only and are not part of your district’s enrollment.  Such additional schools must be included in your Verification results.  Instructions for reporting as well as the new reporting form – the FNS-742 are also attached.
		

If you have any questions or are interested in receiving technical assistance on verification procedures, please call Stephen Carey at 222-8936, or e-mail at stephen.carey@ride.ri.gov.
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