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Verification
Verification is required for all sponsors with National School Lunch and/or School Breakfast Program that have any students with Free & Reduced Price applications on file.  Verification is ‘proving’ the data on the application with other written documentation, like a recent pay stub or a letter from the welfare department noting the food stamp number and eligibility date.  Schools without any free or reduced price eligible students, residential schools having no day students, and sponsors having only the Special Milk Program are exempt from verification.
See the “Verification How To” document (4 pages) on our regular website that briefly describes the process.  More detailed information about the verification process begins on p. 62 of the 2008 Eligibility Guidance Manual.  
Verification Summary Report Instructions

The Verification Summary Report is a Microsoft Excel spreadsheet with many edit checks included so you can submit a complete and correct report.  The report form should be saved on your computer prior to use.  The report boxes that should be filled in are shaded in pale yellow.  On completion of the verification process (by November 15), the verification results information should be put in the Verification Summary Report form and a copy sent electronically to the State Agency on or before December 15.

Until information is entered properly, a red error message number may appear on the screen.  Errors must be corrected before you send the report as an email attachment.  Clicking on the Error # will allow a brief explanation to appear.  If you need help, before calling please have the Error #(s) available so that we can assist you.  The bottom right of the page will indicate the number of errors in red.  If you do not have any errors, that area will be blank. 
While the verification process must be completed by November 15, the report should be sent as an email attachment no later than December 15 to Diane Rice.  When there are no more error messages, that e-mail address will be visible (and clickable) at the bottom right section of the report.  If we do not receive this report by January 2, we will delay payment of claims.
LEA (Local Education Agency) Agreement # - Enter your 4 digit agreement (contract) number to remove Error #1.  
LEA Name - Enter Sponsor Name (public corp, private school or RCCI) to remove Error #2.  School corporations must combine all sites into this one report.  Do not send by individual schools.  This is the organization’s name, not a person’s name.
Type of LEA - Select one (Public or Private) to remove Error #3.
I. Enrollment, Application, and Eligibility Information
1.  Number of sites operating the NSLP - Enter the total number of schools in column A.  Only Lunch Provision 2/3 schools are entered in column B, IF there are any within a non-base year.
Note:  Provision 2 or 3 applies to only a few schools.  If you don’t know what it means, leave that part blank.  Read more about Provision 2 or 3 on the Division’s regular website on the School Nutrition page in the right column near the bottom.
2.  Number of enrolled students with access to the NSLP - Enter the number of students enrolled in schools or residing in RCCIs listed in #1 above in column A.  Enter the students with access to NSLP at any Lunch Provision 2/3 Schools in column B.
3.
# approved as Free Eligible not subject to verification (those on ‘lists’ as directly certified, migrants, homeless, income eligible Head Start, pre-K Even Start, and RCCI residential students) - Enter students of this type (all those without paper applications) in column A as of October 31.   
4.
# approved as Free Eligible based on FS/TANF case numbers on applications (Categorically Eligible Applications) - Enter number of students in column A as of October 31 and number of applications in column B as of October 1.
Note: The two different dates are not in error.  USDA intentionally requested it this way!

5. # approved as Free Eligible based on income/household size (Income Eligible Applications) - Enter number of students in column A as of October 31 and number of applications in column B as of October 1.
6.
# Free Eligible reported for Lunch Provision 2/3 schools (not in a Base Year) - Enter number of students in column A as of October 31.
TOTAL FREE ELIGIBLE REPORTED - Columns A and B automatically add.
7. # approved as Reduced Price Eligible based on income/household size - number of students in column A as of October 31 and number of applications in column B as of October 1.
8. # Reduced Price Eligible students reported for Lunch Provision 2/3 schools (not in a Base Year) - Enter number of students in column A as of October 31.
TOTAL REDUCED PRICE ELIGIBLE REPORTED - Columns A and B automatically add.
II. RESULTS of Verification, by Application Type 
9.  Application Selection Method – To remove Error #15, select:  Standard (3% of apps choosing error-prone first), Random (3% of apps randomly selected), or Focused (1% error-prone of income apps plus .5% of categorical apps).  To choose either Alternate method, you also must have had less than 20% non-responders last year.  If you did a combination of Random and Focused, select Focused IF at least one app was ‘error-prone’.  See p. 68 in the Eligibility Guidance Manual for complete description of Focused selection – called Alternate two.  
10.  No Change (in application status) - Enter the number of students in columns C, D, and E under Number of Students on Applications and enter the number of applications in columns F, G, and H under Number of Applications.
11.  Responded, Changed to Free - Enter the number of students in column E under Number of Students on Applications and enter the number of applications in column H under Number of Applications.  This is based on documentation provided by the household.
12.  Responded, Changed to Reduced Price - Enter the number of students in columns C and D and enter the number of applications in column F and G under Number of Applications.  This is based on documentation provided by the household.
13.  Responded, Changed to Paid - Enter the number of students in columns C, D, and E under Number of Students on Applications and enter the number of applications in columns F, G, and H under Number of Applications.  This is based on documentation provided by the household.
14.  Did Not Respond - Enter the number of students in columns C, D, and E under Number of Students on Applications and enter the number of applications in columns F, G, and H under Number of Applications.  This is based on no response from the household after one follow-up letter.  You are not required to keep trying after one follow-up.
Numbers in lower right corner:
The black one is the number of apps that should be verified based on the number of apps on file. 
The green one is the number of apps reported as verified.  It should be identical to the black one.  If they are not identical, there will be an error message that either you haven’t verified enough or you have reported too many.  Please verify and report only 3% of the approved apps on file.
The red one is the percentage of non-responders ONLY IF it is 20% or more of the verified apps. 
Certification - Check this box after you have reviewed it for accuracy.  Correct all error messages before checking Certification.  Clicking on red error number will tell what the error is.
Print - You may print if desired by clicking on this button or you can print using the Excel program print commands.  

Save - You must first save the completed document on your computer.  You may rename it, but be sure to know the name and what folder you saved it to.  You can also use the Excel program commands.  

Send - as an email attachment by Dec. 15 to Diane Rice by clicking on her email address at the bottom right of the document.  This should bring up an email message already addressed.  You then need to manually attach the report file to the email.  Be certain that there are NO errors.
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