Attachment 1
PROCEDURES AND DATES FOR COMPLETING VERIFICATION

OF FREE AND REDUCED-PRICE MEAL APPLICATIONS

	NAME, or title 

of person responsible for activity
	ACTIVITY
	DATE

	     
1.
	Prepare necessary verification materials.
	September

	     
2.
	During the approval process, separate error-prone applications (those within $100 of monthly/ $1,200 yearly income guidelines) from other applications.
	September

	     
3.
	Choose ONE (1) sampling method to be used for verification.
	September

	
	a.
For those LEAs whose non-response rate was 20% or greater during the 2005-06 verification process, you must use FOCUSED- 3% OF APPLICATIONS sample method (your LEA will be listed on Attachment 2, Ver ATT A2, pages 4-7 if you need to use this sampling method).
	

	
	b.
For those LEAs whose non-response rate was less than 20%, choose random, focused, or 100% verification (your LEA will not be listed on Attachment 2, Ver ATT A2, pages 4-7).
	

	     
4.
	During the approval process, if you selected 3.b., focused verification (above), separate approved Basic Food, TANF, FDPIR applications from other applications.
	September

	     
5.
	Identify the individual(s) who will review the applications selected for the verification sample and who is responsible to validate that they were approved correctly.  This cannot be the same person who initially approved the applications.
	September

	     
6.
	If any of your households are located outside of your calling area, the household must be able to call into the LEA without a charge to the household.  Determine how this regulation will be accomplished within your LEA, should it apply to you.
	September

	     
7.
	Determine the total number of approved free and reduced-price meal applications.  Note: If October 1 falls on the week-end, determine the total number of approved free and reduced-price meal applications on the last operating day in September.
	October 1

	     
8.
	For 3.b. above, if you use focused sampling, count total number of approved applications from Basic Food, TANF, and FDPIR households.
	October 1

	     
9.
	Compute number of applications to be verified.
	October 2

	
	a.
For those LEAs whose non-response rate was 20% or greater during the 2005-06 verification process, use Attachment 3, Ver ATT A3, page 8, to determine your required sample size.
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	b.
For those LEAs whose non-response rate was less than 20% during the 2005-06 verification process:


Random:
3% of total applications (exclude direct certifications, migrant, homeless, and runaway youth) (see Attachment 4, Ver ATT A4, page 9)


Focused:
1% of total applications (exclude direct certification, migrant, homeless, and runaway youth) (See Attachment 5, Ver ATT A5, page 10)




plus (+)



½% (.005) of Basic Food, TANF, and FDPIR applications.  (See Attachment 5, Ver ATT A5, page 10)


100%
All applications in the LEA are verified.



	

	     
10.
	Select applications for verification – Explain the method used to select verification sample (Attachment 6, Ver ATT A6, page 11).  Make copies of the selected applications to keep in a current year verification file.
	October 6

	     
11.


	Conduct Confirmation Review – Determine accuracy of initial approvals of applications.  If application can be corrected, include it in the verification pool.  If application cannot be corrected, notify the household of adverse action and select a new application for verification.
	

	     
12.
	Send first notice of verification to selected applicants (Attachment 7, Ver ATT A7, page 12).  Include Attachment 6, Verification Information for Free and Reduced-Price Meals (Attachment 8, Ver ATT A8, page 13) and Social Security Numbers (Attachment 9, Ver ATT A9, page 14).

The following Attachments may also be sent to applicants to assist them in obtaining required information:
Attachment 10 – Letter Household May Have Employer Complete (Ver ATT A10, page 15)

Attachment 11 – Letter Household May Have Social Security Office Complete (Ver ATT A11, page 16)

Attachment 12 – Letter Household May Have Basic Food/TANF Office Complete (Ver ATT A12, page 17)

Attachment 13 – Letter Household May Have Food Distribution Program on Indian Reservations (FDPIR) Office Complete (Ver ATT A13, page 18)


	

	     
13.
	Send list of selected Basic Food/TANF households to Department of Social and Health Services (Attachments 14 [Ver ATT A14] and 15 [Ver ATT A15], pages 19 and 20).
	October 6

	     
14.
	Send a list of selected FDPIR households (Attachments 14 [Ver ATT A14] and 15 [Ver ATT A15], pages 19 and 20), to the local FDPIR office.
	October 6

	     
15.
	Send follow-up notice of verification to non-respondents (Attachment 19, Ver ATT 19, page 24).  USDA now requires one follow-up attempt if household does not respond to initial request for verification information.  Follow-up may be contracted by LEA to a third party to complete.
	October 20
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16.
	Review income documentation (information required to verify income)  You may include any of the acceptable sources included in Attachment 20 (Ver ATT A20, pages 25 and 26).
	Ongoing

	     
17.
	Indicate results of verification on the application copy (referenced in item 10) or another system you may have developed.  Attach documentation.
	Ongoing

	     
18.
	Send notification of adverse action to those applicants whose status has changed or who are determined ineligible (Attachment 16 (Ver ATT A16, page 21) and Attachment 17 (Ver ATT A17, page 22).

Note:  For ineligible applicants, benefits terminate 10 days from date of notice or after conclusion of an appeal hearing.
	November 1-15

	     
19.
	Notification of Continuation of Benefits as a Result of Verification, Optional (Attachment 18, Ver ATT A18, page 23).
	November 1-15

	     
20.
	Terminate or change benefits, if required, in the Point of Service (POS) System for all students requiring their status to be changed as a result of the verification process.
	November 15

	     
21.
	Gather information for the USDA Verification Summary Report using Attachments 21, pages 27-29, and Attachment 21A, page 30.  Instructions for completing and submitting the final version of this report to OSPI will be emailed to you in January 2007.  The final version must be completed online by March 1, 2007.
	November 15

	     
22.
	Retain all verification records for the current federal fiscal year plus 3 subsequent years.
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