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Civil Rights Statement

“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; 

(2)           fax: (202) 690-7442; or 

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

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

4

• Identify the initial steps for verification

• Describe application selection procedures

• 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 4

The Verification Process Manual  
Verification Manual

Reference

Page

Numbers

A Guide to a Successful Verification Process
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Agenda

1 Verification Process 

2 10 Steps to A Successful Verification 

3 Improving the Verification Process

4 Verification For Cause

5 Questions

Massachusetts Department of Elementary and Secondary Education

Verification Process - 7 CFR 245.6a(c)(1)

The confirmation of eligibility of only the current school year’s 

determined and confirmed free and reduced price applications under 

NSLP and SBP

6

5
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Exemptions to the Verification Process  

7

• 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

Pg. 1

Massachusetts Department of Elementary and Secondary Education

SY 2019-2020 
Free and 
Reduced 

Price Policy 
Statement

8

John Wayne

Rita Hayworth

POS

Rita Hayworth

Hollywood District 

School

Dean Martin
Superintendent

Food service 

Director

Hollywood

School District

Hollywood  

School District

Free and Reduced Price Policy Statement

7
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SY 2019-20 Household Application

9

All Applications 

selected for the 

Verification Process 

MUST have three 

signatures.

Rita HayworthJohn WaynePOS /Rita Hayworth 9/5/19 9/9/19 10/30/19

10  Steps to a Successful Verification Process

9
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1. Determining Applications and the Error Prone Selection

2. Establishing the Sample Pool

3. Establishing the Sample Size

4. Edit Checking the Application Selection Process

5. Methods of Verification: Direct Verification (DV)

6. Methods of Verification: Paper Verification

7. Determining the Sources of Verification

8.   Responses to Household Notifications

9.   Conducting Follow-up Procedures

10. Recordkeeping Compliance

10 Steps to a Successful Verification Process 
(including Point of Sale Systems (POS) – A Verification Checklist

Appendix

Pg. 23 

Massachusetts Department of Elementary and Secondary Education

STEP 1a: Determining  Applications and the Error 
Prone Process

12

Pg. 2

1. 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)

2. 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

11

12
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STEP 1b: Determining Applications and the Error
Prone Process

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. 

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

• 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 

• 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

14

STEP 2: Establishing the Sample Pool - Manual Pg. 3

Example:

Sample Pool of

125 applications

13

14
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SFA’s with POS system’s completing the Sample Pool must 

ensure that:

1. The sample pool is derived only from the current school 

year applications 

2.  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

15

STEP 2: Establishing the Sample Pool - POS

Massachusetts Department of Elementary and Secondary Education 16

STEP 3a: Establishing the Sample Size  

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:

• Sample Pool: 125 application

• 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

15

16
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Three percent (3%) of the total approved free and reduced price 
applications on file as of October 1(fractions/decimals are rounded up)

STEP 3b: Establishing the Sample Size  

Sample Pool Error Prone Sample Size

3%

Massachusetts Department of Elementary and Secondary Education 18

STEP 3c: Establishing the Sample Size  

Sample Pool Error Prone Sample Size

3% applications 

of 125 

applications = 

3.75 

Sample Pool of

125 applications

ONLY 2 Error Prone Applications to be 

verified = 4 

125 2

17
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STEP 3d: Establishing the Sample Size  

Sample Size 3%

Error Prone (selected 1st) Sample Pool

Randomly select the required 3% sample 

size from the error prone applications 

identified

If there are not enough error prone 
applications to meet the 3% sample size:  
Randomly select from the remaining 
applications to meet the required sample size

Massachusetts Department of Elementary and Secondary Education 20

STEP 3e: Establishing the Sample Size  

Error Prone Sample Pool Sample Size

Use the 2 Error Prone Select 2 from the 

Sample Pool of

125 applications

Verify 4 

2 = 42      +

19

20



2019/10/3

11

Massachusetts Department of Elementary and Secondary Education

STEP 3e: Establishing the Sample Size - POS

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:

21

The chart is found on 

the Verification Checklist

Massachusetts Department of Elementary and Secondary Education 22

STEP 4: Edit Checking the Application Selection Process

1. Approve applications and determine the Error Prone applications during 
processing

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

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

4. If there is an excess of the Error Prone applications: 

Randomly select from the error prone applications identified

5. 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 

6.  The application selection process is complete and the Verification Process 
begins!

Pg. 

3 & 

5

21
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Step 5: Methods of Verification
Direct Verification 1st

23

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

Virtual Gateway Main Page

24

23

24
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STEP 5a: Methods of Verification –
Direct Verification

25

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

Pg. 

15

Massachusetts Department of Elementary and Secondary Education

STEP 5b: Methods of Verification –
Direct Verification

Enter all the student names from the applications chosen as 

the sample size into the Virtual Gateway

26

Enter Student Names:

• First name 

• Last name 

• DOB 

• Current Eligibility Status

Pg. 

15

25
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Match History Results Page

27

Massachusetts Department of Elementary and Secondary Education

STEP 5c: Methods of Verification –
Direct Verification

28

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.

Pg. 

15

27
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STEP 5d: Methods of Verification –
Direct Verification

• Verification for the Directly Verified applications is now 

complete

• Households must be notified that the application was 

verified and the results 

29

Pg. 

15

Massachusetts Department of Elementary and Secondary Education

STEP 5e: Methods of Verification –
Direct Verification

30

Direct Verification Letters to Households

Pg. 

15
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STEP 6a: Methods of Verification: 
Paper Verification

Paper Method – Verifying eligibility by sending a dated letter 

requesting income validation from the household 

31

Pg. 

9

Massachusetts Department of Elementary and Secondary Education 32

STEP 6b: Methods of Verification: 
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

Pg. 

9

31

32



2019/10/3

17

Massachusetts Department of Elementary and Secondary Education 33

STEP 6c: Methods of Verification: 
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)

Pg. 8

Massachusetts Department of Elementary and Secondary Education 34

STEP 7: Determining Sources of Verification

• 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

Pg. 10 

to 13

33
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A Sample Verification Timeline

35

Verification Process: 

• Begins:  On or 

before October 1

• Ends:    No later 

than *November 

15

*Extension requested 

from DESE, if needed 

Oct.1

Direct

Verification

Completed

Oct. 2

Paper 

Verification

Begins

Oct. 11

1st

Request 

due

(Step 8)

Oct. 15

2nd

Request 

sent

(Step 8)

Oct. 21

Response

Deadline

(Step 8)

Nov. 1

Benefit

Changes

(Step 9)

Nov. 15  

Final

Deadline

Jan. 24

Ver. 

Report

FNS-742

Due Date

Select 

Sample size 

Enter 

student’s 

name into 

Virtual 

Gateway for

Direct 

Verification

Paper 

Verification 

begins for

No “Matches 

Only”

1st request 

Letters: 

Mailed to 

households 

Due Oct. 11th

Household 

deadline 

for 

response

No 

Response:

Second 

Request 

Letter (if 

needed): 

Sent to 

household. 

Due Oct. 21

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

Verification

results are 

in effect 

and 

changes 

are made 

to all 

benefit 

issuance 

documents 

(POS, 

rosters, 

etc.)

All 

verification 

activity 

must be 

completed

Submit in:

DESE 

Security 

Portal/

Compliance

Packet

Pg. 14

Massachusetts Department of Elementary and Secondary Education 36

STEP 8a: Household Notification:
Yes: Response to the 1st Household Contact 

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

Pg. 18
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STEP 8b: Household Notification: 
No: Response to the 1st 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

Pg. 17 

& 18
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STEP 9a: Conducting Follow-up Procedures 
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

37

38



2019/10/3

20

Improving the Verification Process

Massachusetts Department of Elementary and Secondary Education

• LEA’s should Directly Verify students selected for verification

• Provide clear instructions on the Verification Notice requesting 

income information

• 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

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

40

STEP 9b: Improving the Verification Process 

39

40

https://www.fns.usda.gov/school-meals/verification-toolkit
https://www.fns.usda.gov/school-meals/verification-toolkit
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STEP 10: Recordkeeping 
Compliance – Verification Tracker

41

1. Copy of the free and reduced price application

2. Source of information used to verify the application 

(i.e. wage stubs)

3. Copies of correspondence between household and 

LEA

4.     Change in eligibility as a result of the outcome of the 

verification process

5. Records of follow-up attempts and results

6. Signature of the Verifying Official (the official can be 

the Determining or Confirming Official, but not the 

Hearing Official)

Pg. 19

Verification For Cause

41
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Verification for Cause 7 CFR 245.6a(c)(7)

• 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 

Pg. 3

Massachusetts Department of Elementary and Secondary Education

When Does the SFA Verify For Cause?

1. Meal Benefit Applications have SNAP numbers, but the 

household is not listed on the Direct Certification Uploads

2. Meal benefit applications that are re-submitted with a change 

in income or household size resulting in a lower benefit

3. The income reported is the same as the income listed on

the Income Eligibility Guidelines (IEG)

4. The household voluntarily submits pay stubs that conflict  

with the documented income on the meal benefit application

44

Pg. 21

43
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DTA Award Letter Sample

45

Massachusetts Department of Elementary and Secondary Education 46

Tips for a Successful Verification Process

• 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

• Deadline for completion of all verification activity is November 15

(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

45
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Resource: Verification Checklist 

47

Massachusetts Department of Elementary and Secondary Education

http://makingitcount.info/making-

it-count/access

48

Resources- Online Trainings

PACE- Direct 
Verification

47
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Upcoming Verification Webinar

49

A webinar focusing on completing the Verification Collection 

Report (FNS-742R) will be conducted on January 9th, 2020.

Questions ????

49
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THANK YOU
781.338.6451

781.338.6475

diovanna@doe.mass.edu

kdawson@doe.mass.edu

www.doe.mass.edu 75 Pleasant Street, Malden, MA 02148

Kevin Dawson, Educational Specialist

Doreen Iovanna, M.Ed., LDN Educational Specialist
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