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Civil Rights Statement O NUTS & BOLTS

“In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights regulations and policies, the USDA, its Agencies, offices, and employees, and
institutions participating in or administering USDA programs are prohibited from discriminating based on race, color, national origin, sex, disability, age, or reprisal or retaliation for
prior civil rights activity in any program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information (e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact
the Agency (State or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service
at (800) 877-8339. Additionally, program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint Form, (AD-3027) found online at:
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the information requested in the
form. To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter 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;

) fax: (202) 690-7442; or

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

This institution is an equal opportunity provider.”
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I By the end of this webinar you will be able to: € NUTS & BOLTS

« ldentify the initial steps for verification th,;,s
« Describe application selection procedures the
e Plans |
« Name allowable sources for verification - |
« Describe required procedures for notifications and
follow-up

« Determine if verification is complete
* Develop a plan to improve household responses
* Identify when to review questionable applications

Massachusetts Department of Elementary and Secondary Education \*—7
3
Verification Manual -
Ofe0 Q Reference
The Verification Process Manual Page © NUTS & BOLTS
Numbers ONTINUATION SERIES
A Guide to a Successful Verification Process
The Verification Process
\ELTEY
DESE Office for Food and Nutrition Programs
ks chobaey i sl e RO ——
Massachusetts Department of Elementary and Secondary Education \w
4
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Verification Process

10 Steps to A Successful Verification

Improving the Verification Process

Verification For Cause

Questions

Verification Process - 7 CFR 245.6a(c)(1) © NUTS & BOLTS

The confirmation of eligibility of only the current school year'’s
determined and confirmed free and reduced price applications under
NSLP and SBP
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Exemptions to the Verification Process o NUTS & BOLTS

Denied applications
Non-pricing programs (households are not charged for meals)
Children who have been Directly Certified

Migrant, Runaway, Homeless, or Foster children (unless
included on a meal benefit application)

Children enrolled in Head Start

RCCI students (except for day students)

Schools that participate in Provision 2, except in the base year
Community Eligibility Provision (CEP) Schools

S © 11420

The same staff may not be both determining and ing officials for the same
(If additional space is needed scroll to the next page)
B
Determining Official(s) Confirming Official(s) School(s)/site(s)
— PQS —— John Wayne — Hollywood
Rita Hayworth School District
Verifieation Official(s): The school administrator or designee that completes the income verf fication process.
Verification Official(s) Title School/site
T h = Food service e Hollywood District
ita Haywort .
(| y === Director m School
is official must be someone in an administrative position higher than the determining, confirming
ial.
Title School/Site
- ; mow Superintendent | mmw  Hollywood
Dean Martin School District
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All Applications
selected for the
Verification Process
MUST have three
signatures.

confirming Official’s signature Date Verifying Official’s Signature Date
Determining Official’s Signature l Date B 2 ifying g

| POS /Rita Hayworth 119/5/19 | [ John Wayne Il9/9/19 | | Rita Hayworth 110/30/19

y

Massachusetts Department of Elementary and Secondary Education \i

I SY 2019-20 Household Application o NUTS & BOLTS

10 Steps to a Successful Verification Process

10
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10 Steps to a Successful Verification Process o NUTS & BOLTS

(including Point of Sale Systems (POS) — A Verification Checklist

Determining Applications and the Error Prone Selection
Establishing the Sample Pool

Establishing the Sample Size

Edit Checking the Application Selection Process
Methods of Verification: Direct Verification (DV)
Methods of Verification: Paper Verification

Determining the Sources of Verification

Responses to Household Notifications

Conducting Follow-up Procedures

Recordkeeping Compliance

11

Massachusetts Department of Elementary and Secondary Education

11

Prone Process

STEP 1a: Determining Applications and the Error' NUTS & BOLTS

The Determining Official (or the POS) calculates the eligibility of the meal benefit applications received as
of October 1by using the current year Income Eligibility Guidelines (IEG)

Then compares the computed household income to the Income Eligibility Guidelines (IEG). If the difference
between the household income and the IEG is within the interval income amount designated below; the
application is considered ERROR PRONE

51200 annually 524 weekly
5100 monthly 544 bi-weekly (every two weeks)
$50 semi-monthly (twice a month)

Massachusetts Department of Elementary and Secondary Education 12

12
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I STEP 1b: Determining Applications and the Error 6 NUTS & BOLTS
Prone Process CONTINUATION SERiEs

3. The Determining Official checks the Error Prone box on the bottom of the application and the
Confirming Official repeats the computation process to confirm the Determining Official’s calculations.

STFR 4 Contact Information and Adult Signature  Mail Complated Form To: INSERTYOUR SCHOOL /DISTRICT MAILING ADDRESS HERE

*| certify (pramise) that all infarmation cr this appd cationis true and that all incene & reparted. | understand that this infarmation s e im cannzction with the receipt of Federal funds, and that schoal ailficlals may werlfy [check) the information. | am aware that purp::clqgm:f fnation
children may sz mieal berefits, and | may b prosecuted under apnlicable Stae and Federal v,

Street Address (i available) Apth ity State Zig Diaytirne Phone and Email (optional) ; /

Printed name of adult signing the farm Signature of adult \ Todays date Error prone g

4. The applications are now considered approved and the applications are set aside to prepare for the
random sampling of applications. Random selection gives each application equal chance of being selected
without discrimination.

Massachusetts Department of Elementary and Secondary Education N3

13

I STEP 2: Establishing the Sample Pool - Manual 2= o NUTS&BOLTS

 The total number of free/reduced price applications determined and
confirmed (approved) as of October 1 of the current school year

o In Massachusetts, confirmation of applications are completed after
determination and prior to verification

Example:
Sample Pool of
125 applications

* Projection of applications may be determined based on prior years,
but the final pool must be from actual number of applications on file

Memo code: SP 42-2017 Beginning Verification before Oct.1: Guidance to Local Educational Agencies

Massachusetts Department of Elementary and Secondary Education 4w

14
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STEP 2: Establishing the Sample Pool - POS o NUT‘S‘& BOLTS

SFA's with POS system’s completing the Sample Pool must
ensure that:

The sample pool is derived only from the current school
year applications

. The meal benefit applications that are approved
(confirmed and determined) are within the correct timeline
selection parameter no earlier than July and no later than
October 1 of the current school year

Massachusetts Department of Elementary and Secondary Education 15

15
STEP 3a: Establishing the Sample Size © NUTS & BOLTS
A Standard sample size of 3% of the sample pool must be used by the
LEA unless the LEA qualifies to use an alternate sample size.
Districts may qualify for one of the alternate sample sizes. LEA’s may contact their DESE consultant for
technical assistance. '
Example: i e m—
Sample Pool: 125 application ‘\;_,
shin -
Sample Size: 3% applications of 125 applications =
3.75 (rounded up) = 4 applications to be verified
The Sample Size must be selected from Error Prone applications first!
No Error Prone: a random selection from the approved application pool
M 16
16
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STEP 3b: Establishing the Sample Size ' o NUTS & BOLTS

Three percent (3%) of the total approved free and reduced price
applications on file as of October 1(fractions/decimals are rounded up)

Sample Pool Error Prone Sample Size

Massachusetts Department of Elementary and Secondary Education 17
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STEP 3c: Establishing the Sample Size o NU‘T‘S‘& BOLTS

Sample Pool Sample Size

3% applications
of 125
applications =
3.75

— =

~" = V‘ 2

Sample Pool of ONLY 2 Error Prone Applications to be
125 applications verified = 4

18
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STEP 3d: Establishing the Sample Size © NUTS & BOLTS
Sample Size 3%

Error Prone (selected 1+ Sample Pool
Q.o
Em)rprnne\/ { .‘\———;7 i’r ;_ ‘t
Errorprnne\/ If there are not enough error prone
Randomly select the required 3% sample applications to meet the 3% sample size:
size from the error prone applications Randomly select from the remaining .
identified applications to meet the required sample size
Massachusetts Department of Elementary and Secondary Education 19
19
STEP 3e: Establishing the Sample Size ' © NUTS & BOLTS
Error Prone Sample Pool Sample Size
T —
e + —
Ermrpmny { -
Ermrpmne\/ - = 1\‘__
—
Use the 2 Error Prone Select 2 from the Verify 4
Sample Pool of

125 applications

20

10
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STEP 3e: Establishing the Sample Size - POS [ ZUURESIAR

SFA's with POS system’s completing the Sample Size must
ensure that:

1. The correct approved sample size is selected

2. The correct number of applications are selected (rounding
up to the next whole number); and

3. Applications are only from error prone following the income

intervals as indicated below:

51200 annually ‘ 524 weekly The chart is found on
9100 monthly 944 bi-weekly (every two weeks| the Verification Checklist
$50 semi-monthly (twice a month)

21

21

STEP 4: Edit Checking the Application Selection Process o NUTS & BOLTS

Approve applications and determine the Error Prone applications during
processing

Establish the sample pool from the approved applications as of October 1

Establish the sample size from Error Prone applications first to meet the 3%
sample size application requirement (rounded up)

If there is an excess of the Error Prone applications:
Randomly select from the error prone applications identified

If there are not enough applications or there are no Error Prone applications
to meet the 3% sample size:
Randomly select from the remaining applications to meet the required
sample size
. The application selection process is complete and the Verification Process
begins!

22

22

11
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Step 5: Methods of Verification 6 NUTS & BOLTS
Direct Verification 1st OF SCHOOL NUTRITION PROGRAMS

* Direct Verification Steps:

* Direct verification enables districts to conduct online verification using
current SNAP, TANF/TAFDC and Medicaid income

* Options to upload Direct Verification list:

1) File Upload (5000 records maximum)
* Note: Prepare file for upload using template and save in .csv format
2) Manual Upload (10 records maximum)

* Districts should continue to follow all existing policies and
procedures surrounding Direct Verification

Massachusetts Department of Elementary and Secondary Education Na23w

23

Virtual Gateway Main Page

Executive Office of Health and Human Services - Virtual Gateway
4 > s

Welcome Kevin E Dawson Manage My Account
Last VG Login : 09/10/2019 at 12:03 PM ET

« Change My Password
« Answer My Secret

Questions
« Update My Personal
Please select one of the following Business Services: Information
(Clicking on link will open in a new window) « Logout

Virtual Gateway

« Catalog of Services Customer Service

« My Account Page Monday through Friday
8:30 am to 5:00 pm
800-421-0938 (Voice)
617-847-6578 (TTY for
the deaf and hard of
hearing)

Important Messages

Massachusetts Department of Elementary and Secondary Education 24

24

12
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STEP 5a: Methods of Verification —

7N @9 NUT
Direct Verification o e

Directly verifying eligibility through the Executive Office of
Health and Human Service's (EOHHS) Virtual Gateway (VG) with
access to current SNAP, TANF and Medicaid eligibility

Direct Verification

Manual Direct Verification

arch the Direct Verification List

‘he Direct Verification tabs may only be used when conducting the verification of meal benefit
schnical assistance.

Massachusetts Department of Elementary and Secondary Education

S & BOLTS

SCHOOL NUTRITION P

ROGRAMS

25

STEP 5b: Methods of Verification — Pg.

&B

© NUTS

Direct Verification

Enter all the student names from the applications chosen as
the sample size into the Virtual Gateway

fow# First Name’ Last e’ s Dateof Birth" | chool NATROR PO | iptenge sugent dentiticaionco
1 1 — [Free v {
2 Enter Student Names: ,_;E’W"_E Fiee v [
3 . vijor (15 /{2009 Free v|
- e First name — — < [
3 * Last name T ™ o /e [Redwed 1] —
6 « DOB 20 O e Reduced v [
7 s Current Eligibility Status L Zg‘g Reduced v
8 V| IMM /0D /[YYYY Free v/
9 T > oo/ Fioe o —
10 [ ™ 1o /[y Free 7] ——

| Search || Reset Search |

Massachusetts Department of Elementary and Secondary Education

TRITION P!

OLTS

ROGRAMS

26
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Match History Results Page

© NUTS & BOLTS

Statewide

Massachusetts Department of Elementary and Secondary Education

n ) HT - School Nutrition Program o student Locally assigned student
Row First Name Middle Initial Last Name Date of Birth Statis Match Type Date { Time identification identier flasid
code (sasid)
1 A Student (61 4/1988 Frae Exact Match - Verified - Free 041272011 17:39:59.0
2 B W Student (5121867 Frae Exact Match - Verffied - Free 0472752011 17:39:50.0
k] c Student (6261893 Free Exact Match - Verified - Free 0412702011 17:39:58.0
' D Student 11182000 Redusg [N T REUERE gy 1739500
5 E E Studert 071198 Reduced WO "g”:;u”‘fe‘;’”‘"“"”” 0427011 1739500
i F Student 1211712003 Free Exact Match - Veriied - Free | 04/27i201117:39:59.0
7 G Student 1012411998 Reduced i 'g:;u”‘fe‘;’e”"ca"m 0412712011 17:3050.0
8 H Student 0672502000 Reduted WOl 'g:;u”‘fe‘;’e”"”"m 0472712011 17:38:50.0
g | Student (8252000 Free Exact Match - Verified - Free 047272011 17:39:59.0
10 J Student 12109/ 396 Frae Exact Match - Verified - Free 047272011 17:39:59.0
Page 1of 1 Save Results
Jump To
Total Search Restits: 10
27

27

STEP 5c: Methods of Verification —

Direct Verification

Increases in benefit level such as
Reduced to Free are implemented as
immediately or no later than 3
operating days

Decreases in benefit level such as
Free to Reduced, Free to Paid or
Reduced to Paid are completed after
10 calendar days. The new benefit
level occurs on day 11. During the
10 day period the original benefit
level remains in place.

Massachusetts Department of Elementary and Secondary Education

Match Type

Exact Match - Verified - Free
Exact Match - Verified - Free to Reduced
Exact Match - Verified - Free to Paid
No Match - Manual Verification Required
Exact Match - Verified - Reduced to Free
Exact Match - Verified - Reduced to Paid

Exact Match - Verified - Reduced

- 28

© NUTS & BOLTS

28

14
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Direct Verification

STEP 5d: Methods of Verification - b NUTS & BOLTS

Verification for the Directly Verified applications is now
complete

Households must be notified that the application was
verified and the results

29

29

STEP 5e: Methods of Verification - b NUTS & BOLTS

Direct Verification

Direct Verification Letters to Households

School Date:

Dear

We checked the information you sent us ta prove that [namels) of child{ren]] are eligible for free or reduced price meals and have
decided that:

O vour child(ren)'s eligibility has not changed

O starting [datel, your child{ren)’s eligibility for meals will be changed from reduced price to free because yeur income is within
the free meal eligibility limits. Your child{ren) will receive meals at na cost

O starting [date], your child(ren)'s eligibility for meals will be changed from reduced price to free because your income was
verified electronically through the Massachusetts Executive Office of Health and Human Service's Virtual Gateway™, and met
the guidelines for receiving free meals. Your child(ren) will receive meals at no cost

O starting [datel, your child{ren)'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.

] Ldaial

30

30

15
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STEP 6a: Methods of Verification: b NUTS & BOLTS

Paper Verification

Paper Method - Verifying eligibility by sending a dated letter
requesting income validation from the household

We are checking your Free and Reduced Price School Meals Application. Federal rules require that we do this to make sure

only eligible children get free or reduced price meals. You must send us information to prove that [namefs) of
child(ren)lfis/are] eligible.

If possible, send copies, not original papers. If you do send originals, they will be sent back to you only if you ask.
1. iFyou were receiving benefits from MA SNAP, or MA TAFDC when you applied for free or reduced price meals, or ar
any time since then, send us a copy of one of thesea:

. MA SMNAP or MA TAFDC Certification Motice that shows dates of certification.
s Letter from MA SNAP or MA TAFDC office that shows dates of certification.
« Do not send your EBT card.

2. ifyou get this letter for a homeless, migrant or runaway child, please contact [school, homeless liaison, or migrant
coordinator] for heip.

Massachusetts Department of Elementary and Secondary Education

31

31

STEP 6b: Methods of Verification: ' 6 NUTS & BOLTS

Paper Verification

Households must respond to the first request for information within a specified
period of time conveyed by the LEA

Verification documentation for each application verified must be available (i.e.
Verification Tracker)

The LEA must provide a telephone number that is available at no cost to the
household

Massachusetts Department of Elementary and Secondary Education 32

32
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STEP 6¢: Methods of Verification: ‘o NUTS & BOLTS

Paper Verification

The LEA must complete the verification process for all households
that have been notified

If all students withdraw from a selected household another
application must be verified. Applications may be replaced when the
LEA believes the household would be unable to satisfactorily respond
to the verification 7 CFR 246.6a(e)(2)

23

33

STEP 7: Determining Sources of Verification o NUTS & BOLTS

The LEA must identify the sources of income indicated by the
household on the meal benefit application.

Written evidence for income eligible households and categorically
eligible households must include the following:

Name of person (s) receiving the income

Amount, frequency, and the date the income was received

Collateral contacts (employers, social service agencies, religious or civic organizations)
Agency records (court decree for foster students)

Homeless Liaison list

34

34
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A Sample Verification Timeline

Oct.1 Oct. 2 Oct. 11
1st
Direct Paper Request
. Verification | Verification due
Verification Process: Completed | Begins (Step 8)
* Begins: On or
before October 1 Select 15t request Household
* Ends: No later Sample size  Letters: deadline
than *November for
15 Enter Mailed to response
student’s households
. name into
*Extension requested Virtual Due Oct. 11t
from DESE, if needed Gateway for
Direct
Verification
Paper
Verification
begins for
No “Matches
Only”

Massachusetts Department of Elemer

Oct. 15
an
Request

sent
(Step 8)

No
Response:

Second
Request
Letter (if
needed):
Sent to
household.

Due Oct. 21

Oct. 21

Response
Deadline

(Step 8)

Deadline
for the
household
to respond
to second
request
letter.

Effective
the 11th
calendar
day from
the date of
the letter
to the
household

Nov. 1

Nov. 1 Nov. 15

Final
Deadline

Benefit
Changes
(Step 9)

Verification  All

verification
activity
must be
completed

results are
in effect
and
changes
are made
to all
benefit
issuance
documents
(POS,
rosters,
etc.)

© NUTS & BOLTS

Jan. 24
Ver.
Report
FNS-742
Due Date

Submit in:

DESE
Security
Portal/
Compliance
Packet

35

STEP 8a: Household Notification:

Yes: Response to the 15t Household Contact

© NUTS & BOLTS

Adequate information is received and the evaluation of information results in

one of the following:

Reduction of benefits: 10 calendar days written advanced notice ( benefits will

change on day 11)

Increase of benefits: Immediate increase in benefits and implemented no later

than 3 operational days
No change in benefit

r childiren)’s eligi

child(ren)’s e 11 be
ice masis cost [§] for lunch and I$] for breaktast

Massachusetts Department of Elementary and Secondary Education

36

36
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STEP 8b: Household Notification:

© NUTS & BOLTS
No: Response to the 15t Household Contact -

The LEA must make at least one follow-up with the household in writing

(including e-mails) or a telephone call with documentation of the
attempted contact if:

Does not respond to the first request

Submits insufficient or obsolete written evidence

Does not designate collateral contacts

The collateral contact is not able to provide requested information

Failure to provide adequate written evidence may result in
termination of benefits

37

37

STEP 9a: Conducting Follow-up Procedures b NUTS & BOLTS

Households That Are Denied Benefits

May appeal the denial or reduction in benefits within the
10 calendar day advance notice period

May continue receiving the approved benefits and the district

can continue to claim that benefit

May reapply for benefits at any time during the same school

year, but must always submit income documentation or
categorical proof that is indicated on the application

These are not considered new applications

38

38

19
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140 A

39

LEA's should Directly Verify students selected for verification

Provide clear instructions on the Verification Notice requesting
income information

STEP 9b: Improving the Verification Process © NUTS & BOLTS

Provide the name of an LEA official who can answer questions and

provide technical assistance
Provide a bilingual point of contact if households fail to respond

Verification Toolkit; https://www.fns.usda.gov/school-
meals/verification-toolkit s

More

Memo Code: SP43-2016 (v.2) Ensuring Access to Free and Reduced Price School Meals for Low-Income Students-Revised

= less termination of benefits and better nutrition

40

40

20


https://www.fns.usda.gov/school-meals/verification-toolkit
https://www.fns.usda.gov/school-meals/verification-toolkit

2019/10/3

STEP 10: Recordkeeping

Compliance — Verification Tracker

Copy of the free and reduced price application

Source of information used to verify the application
(i.e. wage stubs)

Copies of correspondence between household and
LEA

Change in eligibility as a result of the outcome of the
verification process

Records of follow-up attempts and results

Signature of the Verifying Official (the official can be
the Determining or Confirming Official, but not the
Hearing Official)

Massachusetts Department of Elementary and Secondary Education

Pg. 19

VERIFICATION TRACKER

[___(FOR SCHOOL USE ONLY: Attach all COPIES of sl verifcation documents including howsehold correspondence]

Head of Household:

Number of Students on

School(s):
Section 1: DIRECT VERIFICATION (DV] RESULTS
O Directly Verified (DV) through Virtual Gateway (V@)
O Date “We Have Checked/Verified Your Eligibility” letter sent:
O Paper Verified if no match results through VG
O Paper Verified — per household request when benefits
decreased Second Gontact
section 2: PAPER VERIFICATION RESULTS " EontatType 17 Bae "
Date Verification Notice Sent:
O Phane Call
Due Date for First Response:
O ! In Persen
Due Date for Second Response O tater
(S=cond Contact documentation, if needed)
O Email
O | Other
= O NoRes
OFree eligible based on MA SNAP/TAFDC o
T Free eligible based an Incoms/Househald size information [E—
O Reduced sligible
Verification Results
Record the calculations and frequency of income hare:
(ie $400'mo. x 12 mos. ). S Verification Results:
O NoChange
O Fres eligible on MA SNAPTAFDC
O Free eligible based on
size
O "We Hove Checked)Verified™ Your Eligibility letter sent. O Reduced eligible based on

0 Change Made
O Hearing Requested
[ Hearing Decision/Date:

Verifying Official's Signature

Date Verification Completed:

income/household size

O Paid eligible based on
income/household size or MA
SNAP/TAFDC Ageacy response
information

O Paid eligible based on no response
from household

O Directly verified through Virtual
Gateway

Verification For Cause

21
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Verification for Cause 7 CFR 245.6a(c)(7) b NUTS & BOLTS

Verification of any questionable applications in addition to the sample

size
This process cannot delay the approval of applications

Follow the same procedures as explained in the verification process

(Verification Manual pgs. 11-20)

Notice of Adverse Action is sent when any household fails to submit

requested verification information by the date specified by the LEA or

submits information that does not support the reported income
information

Verification for cause to verify households of all school district
employees
Memo Code: SP 13-2012 Verification for Cause in the School Meals Program

43

43

When Does the SFA Verify For Cause? o NUTS & BOLTS

Meal Benefit Applications have SNAP numbers, but the
household is not listed on the Direct Certification Uploads

Meal benefit applications that are re-submitted with a change

in income or household size resulting in a lower benefit
The income reported is the same as the income listed on
the Income Eligibility Guidelines (IEG)

The household voluntarily submits pay stubs that conflict

with the documented income on the meal benefit application

44

22
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DTA Award Letter Sample o NUTS & BOLTS

OTA — DPC — PO BOX 4406 ' w
Taunton, MA 02780-0420

Massachusetts Department of Transitional Assistance

Agency ID:]

Date: 04/20/2019

Your SNAP household has been found eligible for a one-time $21 fuel assistance cash payment through the Heat and Eat
(H~EAT) Program. This may make your monthly SNAP amount go up. You will receive a separate notice if your SNAP
benefits change.

The $21 payment will be on your EBT card. If you receive cash assistance by direct deposit, it will be put in your bank
account. You will get it within three days of this notice..

The reverse side of this notice has important information about H-EAT. Please read it carefully!

If you have questions or have trouble reading or understanding this notice, please call the DTA at 1-877-382-2363 .

H-Eat Payment Agency llli:]

45

45

Tips for a Successful Verification Process Q) NUTS & BOLTS

No more or no less than 3% of the total applications are to be
verified
100% verification is not permissible
Verification cannot be requested at the time of the application
At least one application must always be verified
Y Deadline for completion of all verification activity is November 15
o (Oct. 1 — Nov. 15)
Verification Summary Report must be submitted to DESE via
Security Portal no later than annual deadline in early January

Remember! DOCUMENT.. DOCUMENT ..DOCUMENT

46

46
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Resource: Verification Checklist o NUTS&BOLTS

VERIFYING OFFICIAL'S CHECKLIST

[0 Sample Pool: The total number of approved free and reduced price applications on file as of October 1 was
calculated.

[0 Sample Size: The number of applications to verify was determined and confirmed.
[0  Error prone applications were selected first to fulfill the 3% sample size. If the sample size failed to generate

enough error prone applications, the remaining applications were randomly selected from both income and
SNAP/TAFDC applications.

REMINDER:
Error Prone Applications are within the following guidelines of the income eligibility guidelines for the
category in which they are receiving benefits:

51200 annually 524 weekly
5100 monthly S44 bi-weekly (every two weeks)
$50 semi-monthly (twice a month)

O o©Only free- and reduced- price applications have been selected for verification. Applications exempt from
verification are those Directly Certified, Foster, Homeless or Migrant.

O The Virtual Gateway/Direct Verification process was used to directly verify all applications selected for
verification.

[ Eligibility action was taken (if needed) based on the Virtual Gateway/Direct Verification match results.

Massachusetts Department of Elementary and Secondary Education

47

Resources- Online Trainings

PACE- Direct
Verification

407 - DESE Direct Verification

Description:
Course Description.

@' ©® MAKING IT COUNT

School Meals Accountability & Responsibility Training Tools

http://makingitcount.info/making-
it-count/access

Massachusetts Department of Elementary and Secondary Education .48
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© NUTS & BOLTS

Upcoming Verification Webinar

A webinar focusing on completing the Verification Collection
Report (FNS-742R) will be conducted on January 9th, 2020.

Department of Agriculture, Food and Nutrition Service
School Food Authority (SFA) Verification Collection Report
State agencies must report the information on this form ANNUALLY for each SFA with schools operating the National School Lunch

Program (NSLP) and/or the School Breakfast Program (SBP).
All SFAs, including SFAs with all schools exempt from verification requirements, must complete applicable sections.

According to the Paperwork Reduction Act of 1995, no persons are required to respond to a collection of information unless it contains a valid OMB control
number. The valid OMB number for this collection is 0584-0026. The time required to complete this information collection is 45 minutes per response,
including the time to review instructions, search existing data resources, gather the data needed and complete and review the information collection.

State Agency Name: SFA ID#: Type of SFA: School Year:
[] Public [] Nonprofit/Private | From: 20 To: 20
SFA Name: SFA City: SFA Zip
code:
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Questions ????
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THANK YOU

Kevin Dawson, Educational Specialist
Doreen lovanna, M.Ed., LDN Educational Specialist

w= 781.338.6451
781.338.6475
www.doe.mass.edu # 75 Pleasant Street, Malden, MA 02148
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ELEMENTARY AND SECONDARY
EDUCATION
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