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3Verification Requirements
• ANNUAL VERIFICATION - Each 

LEA must annually verify eligibility 
of children from a sample of 
household applications approved for 
free and reduced-price meal 
benefits for that school 



4Verification Terms To Know
• ERROR PRONE - applications within $100 per month of the  

                 applicable Income Eligibility Guideline
• SAMPLE POOL -  the total number of applications approved                                    

              as of October 1
• SAMPLE SIZE  -   the number of applications subject to      

                verification

Presenter Notes
Presentation Notes
Sample Size- You must not verify more than or less than the sample size chosen.

IF you want to use an alternate sample size, that MUST be approved by the SA in advance



5Verification Activities Not Required For:

•  Direct Certification (DC) Identified Students  (Using MSIS data) 
or children documented as eligible migrant, runaway, homeless 
and foster children, and children participating in Head 
Start/Even Start 

• CEP Schools 
• Provision 1,2,3 Schools Not In Base Year

Presenter Notes
Presentation Notes
Please note that only certain schools are going to conduct verification activities . Basically if you collect meal applications, you have to conduct verification. 


Please be advised that even if you DON”T do verification activities, you are still required to submit a verification report to the SA. You will receive instructions from the SA about when and how to complete your verification report. 



6Verification Not Required For:
•  FNS Approved Special Assistance Schools
• Children Residing At RCCI’S (Not Daytime Only Children)
• School Milk Program Only Schools



7Verification Process

ESTABLISH THE SAMPLE 
SIZE 
•  Basic
• Alternate One – requires 

State agency approval
• Alternate Two – requires 

State agency approval

ESTABLISH THE SAMPLE 
POOL
• The sample pool uses 

the total number of 
approved applications on 
file as of  October 1 of 
the current school year 

Presenter Notes
Presentation Notes
Basic or Standard Sample Size-
 3%of all free/reduce-price applications on file October 1.
The applications selected for verification are from ‘error-prone” applications.
If not enough “error-prone” applications, districts must randomly select from any other application to fulfill the 3% requirement.

Alternate Sample size Verification- Once again, if you want to use an alternate sample size, this HAS to be pre-approved by the SA. In order to quality, You have to have a low non-response rate in the previous year. If a district had a “non-response” rate of less than 20% last school year for verification contacts, the district could reduce the burden of verification in the current school year, meaning that the district had a response from at least 80% of the applications selected for verification.

Alternate One (Random)- Lesser of 3% approved applications as of October 1 selected AT RANDOM from all application applicable for verification…. We don’t really see a lot of alternate one sample sizes in MS. Because it actually requires you to look at the same number of applications (it is just that they are randomized instead of error prone) Most people are going to try to get approved for Alternate 2 ---- 

Alternate Two (Focused)- Lesser of 1% of applications selected from error-prone Plus ½% of all applications approved as of October 1 selected from application with case numbers.

So basically alternate two is going to allow you to pull fewer applications for verification --- but you are only allowed to use this if the SA pre-approves you to do so. 
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The LEA must complete the verification activities 
specified in this section [7 CFR 245.6a(b)(1)] no later 
than November 15 of each school year.

VERIFICATION COMPLETION DEADLINES
Verification Process



9Verification Process

• Pull your Sample
• Conduct Confirmation Reviews
• Send Letters Notifying the family they have been pulled for 

verification
• Must submit documentation to support their continued eligibility
• Failure to respond results in “Paid” status change

Presenter Notes
Presentation Notes
One of the first steps of Verification is conducting a confirmation review. Before you even send a letter to a household telling them they’ve been pulled for verification, you need to do a confirmation review. Have your confirming official double check the original application to make sure it was approved correctly based on the information available at the time. 

When a household is selected for verification and is required by the LEA to submit documents or other forms of evidence to document eligibility, the household must be sent a letter informing them of their selection and of the types of information acceptable to the LEA. 
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Households must be advised of the type of information or documents the school 
accepts

Must be in an understandable and uniform format and, to the maximum extent
practicable, in a language that parents and guardians can understand

Must include a telephone number for assistance (must be toll free or 
instructions regarding collect call)

Notified in writing that their applications were selected for verification

Household Letter Must Include: 7 CFR 245.6a(f)
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The Full USDA Nondiscrimination Statement.

The name of a determining official who can answer questions and 
provide assistance

Make at least one attempt to contact any household that does not 
respond to a verification request.

Household Letter Must Include: 7 CFR 245.6a(f)

Presenter Notes
Presentation Notes
See Page 106  (Nondiscrimination Statement) letter to household 
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A notice that documentation of income or receipt of assistance may be provided from any 
point in time between the month prior to application and the time the household is 
required to provide income documentation.

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

If a child is receiving benefits based on categorical eligibility, an indication the household 
may provide proof that a child or any household member is receiving benefits.

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:

Household Letter Must Include: 7 CFR 245.6a(f)



13USDA Sample Letters

Presenter Notes
Presentation Notes
You do not have to reinvent the wheel;  USDA provide  sample prototype letters to assist  with  the process of following the requirements.



14Follow-up attempts required

What ever method  selected - must keep documentation 
on file
• Telephone Call, 
• e-mail, 
• Mail or 
• In Person 

Make at least one attempt to contact any household that does 
not respond to a verification request. 

Presenter Notes
Presentation Notes
245.6a (F-6)



15Verification Process

• 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 is most often pay stubs from employers or 
award letters from welfare departments or other government 
agencies submitted to the verifying officials as confirmation of 
eligibility. 

15



16Verification Steps To Success

Send 
Initial 
Letter

Send 2nd 
Letter
The required 
follow-up 
attempt  

• mail or e-
mail) or

• Telephone

Receive 
Responses / 
Collect 
Documentation

MAKE 
DETERMINATION

SEND LETTERS 
AS NECESSARY

Implement 
Determination 
(After Hearing 
Period If A 
Denial)

END VERIFICATION EFFORTS  (NO LATER THAN 15 of NOVEMBER)



17Verification Steps To Success
• Maintain Copies Of All Correspondence Efforts

• Should Tell  A  Chronological “Story” Between Household And Verification 
Official.

• Separate Folders – It Is Highly Recommended To Maintain A 
Separate Folder Of All Correspondence Between Households And 
SFA. 

• Don’t Forget To Have A Copy Of The Approved Application As Well !



18Verification is Considered Complete:

• The household submits either adequate written evidence or collateral 
contact corroboration of income or categorical eligibility. 

• The household submits either adequate written evidence or collateral 
contact corroboration of income indicating that the children should 
receive either a greater or lesser level of benefits.

• The household indicates, verbally or in writing, that it no longer wishes 
to receive free or reduced-price benefits.

• The application provided case numbers. It is determined that no 
household member is receiving benefits from an Assistance Program. 



19Verification Steps To Success

• Proper Documentation - Should Be Clearly Evident To Any 
Reviewer Of All The Efforts Made In The Verification Process 
For Each Household



20Verification Collection Report

FNS 742 – must be completed in the “MARS” system

Even if you don't conduct Verification Activities, you MUST submit 
this report (so if you are CEP, RCCI, or Prov 2 Non Base year, 
you STILL have to do this report every year)

Presenter Notes
Presentation Notes
So this report is required for EVERY SCHOOL DISTRICT

Not just the ones who have collected meal apps and conducted verification activities 
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•  Step-by-step instructions emailed

Verification Reporting in MARS 

Presenter Notes
Presentation Notes
Let us turn to the instruction booklet
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Director of Monitoring
thicks@mdek12.org

Taquasia Hicks 
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