Attachment 1


VERIFICATION TIMELINE
September
	     
1.
	Prepare necessary verification materials (i.e., Letters/other documents sent to households, summary outline, etc.).

	     
2.
	Choose the sampling method to be used:

	
	a. LEAs with a non-response rate 20% or greater during the 2007-08 SY, must use 3% FOCUSED (see attached list).
b. LEAs whose non-response rate was less than 20% may choose 3% RANDOM or 1% plus ½% FOCUSED.

	     
3.
	During the approval process, separate applications based on sampling method chosen: 

a. If using 3% Focused, separate error-prone applications (those within $100 of monthly; $1,200 yearly income; $50 for twice monthly income; $46 for income paid every two weeks; and $23 for income paid weekly) from other applications.  OR

b. If using the 1% plus ½% Focused, separate applications approved by Basic Food, TANF, and FDPIR case numbers from other applications.

	     
4.
	Identify the individual(s) who will conduct the CONFIRMATION REVIEW (a second party must review the applications selected for verification to determine if they had been correctly approved).  This cannot be the same person who initially approved the applications.  OR, if the LEA uses a software program to approve applications, you may request a waiver of the 2nd party review by sending a dummy application and screen prints of the software approval to Donna Parsons, NSLP/SBP Supervisor.

	     
5.
	LEAs are required to provide a telephone number that is available at no cost to the household if any household lives or works outside the local calling area.  The LEA may establish a toll-free number or allow the household to reverse the charges.  Determine how this regulation will be accomplished, should it apply to you.

	October 1
	

	     
6.
	Determine the total number of approved free and reduced-price meal applications (pieces of paper) on file as of October 1.  Exclude direct certifications and those that have been certified as migrant, homeless, and runaway youth.

	     
7.
	If using 1% plus ½% Focused, count the total number of applications approved from Basic Food, TANF, and FDPIR households.

	Ongoing:
	

	     
8.
	Compute the number of applications to be verified based on the Sampling Method chosen:

	
	a. 3% Focused (for those LEAs with a non-response rate of 20% or more last school year):
i. Multiply the total number of approved free and reduced-price applications on file as of October 1 by 3 percent (.03).

ii. ALWAYS round to the next whole number.

iii. For example: there are 210 applications on file.  Multiply 210 by .03.  The result is 6.3.  This rounded to the NEXT whole number equals 7.  The LEA must verify 7 applications.  Remember, this is applications (pieces of paper); not students.

iv. Select applications based on the ERROR PRONE guidelines discussed above.

v. If you do not have enough error prone applications to meet the sample size required, fill in the rest by randomly selecting additional applications from both income and case number applications until the required sample size is reached.




	
	b. 3% Random (for those LEAs with a non-response rate of less than 20%):

i. Multiply the total number of approved free and reduced-price applications on file as of October 1 by 3% (.03).

ii. ALWAYS round to the next whole number.  For example, see 8(a)(iii) above.

iii. Calculate the selection interval by dividing the total number of applications on file by the required sample size.  For example, as described above, 210 applications are on file and 7 applications must be verified.  Divide 210 by 7.  This equals 30.  This means you will take the whole stack of applications on file as of October 1.  You will go through the stack and select every 30th application.  This will provide you with 7 applications selected randomly from the total applications on file.

c. 1% plus ½% Focused (for those LEAs with a non-response rate of less than 20%)

i. Count the TOTAL number of applications as of October 1.  This includes all applications, including those approved on income, temporarily approved applications (zero income, strike, etc.), foster children, and TANF/Basic Food/FDPIR case numbers.  Multiply this number by 1% (.01).  Round to the next whole number.

ii. Multiply the number of applications approved by Basic Food, TANF, and FDPIR case numbers by ½% (.005).  Round to the next whole number.

iii. Using our example of 210 applications, there are 53 applications approved by case numbers and 157 applications were approved on income sources.  Multiply 53 by .005.  This, rounded to the next whole number, is 1.  Then, multiply 210 by .01.  This equals 2.1, which rounded to the next whole number, is 3.  You would select three “error prone” applications from the pool of applications approved by income, zero income, foster children, etc.  You would also select one application from the pool of applications with case numbers.  The LEA must verify four applications in total.

	     
9.
	Select applications for verification.  Make copies of the selected applications and file these and all other verification materials used in a “verification” folder or notebook.

	     
10.

	Replacing Applications.  After completing the confirmation reviews, the LEA may, on a case-by-case basis, replace up to five percent of applications selected.  Applications may be replaced when the LEA believes that the household would be unable to satisfactorily respond to the verification request.

a) Any application removed must be replaced with another approved application selected on the same basis (same sampling method) and then have a confirmation review.

b) Even in LEAs where five percent of the total applications result is less than one, one application may still be replaced.

c) All results of the five percent calculation are rounded up to the next whole number.

	     
11.


	Conduct the Confirmation Review.  Prior to any other verification activity, the LEA must conduct the confirmation review.  This is to determine the accuracy of the initial approval of eligibility for the applications selected.  If the LEA is going to apply for a waiver of the 2nd party confirmation review, you must have approval from OSPI BEFORE going any further in the verification process.
NOTE:  Any LEA that conducts a confirmation review of all applications at the time of certification of meal eligibility is not required to conduct a confirmation review.

	     
12.
	Outcome of Confirmation Reviews.  Depending on the outcome of each confirmation review, the LEA takes one of the following actions:
a) No change in status.  If the initial eligibility status was correct, the LEA proceeds with verifying the application.

b) Status changes from reduced-price to free.  If the confirmation review determines the household should have received an increase in benefits, the LEA must increase the benefits immediately, notify the household of the change in benefits, and then proceed with verifying the application.

c) Status changes from free to reduced price.  If the confirmation review determines the household should have received a decrease in meal benefits, the LEA does NOT change the child’s status and then proceeds with verifying the application.



	     
13.
	Household Notification.  Send out the first notice of verification to selected applicants.  The household must be sent a letter informing them of their selection and of the types of information acceptable to be submitted.

If the LEA uses agency records or direct verification to confirm eligibility, a letter informing the household of its selection for verification is not required, since the household will not have to provide documents.  Using Agency records may be accomplished by:
a) Sending a list of selected Basic Food/TANF household to DSHS for verification.

b) Sending a list of selected FDPIR households to the Tribal Organization issuing benefits in your area.

	     
14.
	Households with no income.  If a household is selected for regular verification and the application indicates zero income, the LEA must request an explanation of how living expenses are met.

	     
15.
	Follow-up attempt requirements.  The LEA must make at least one follow-up attempt to contact the household when the household does not adequately respond to the request for verification.  The follow-up attempt may be in writing (including e-mails) or by telephone.  The LEA must document that a contact was attempted.  If after at least one follow-up attempt:
a) The household responds and provides all needed evidence.  Verification is considered complete for this household if:

i. There is no change in benefits;

ii. The household is notified that its benefits will be increased; or

iii. When the notice of adverse action is sent.

b) The household does not respond.  Verification is considered complete for this household when the notice of adverse action is sent.

c) The LEA is unable to continue its verification activities because the household fails to provide adequate written evidence.  Verification is considered complete for this household when the notice of adverse action is sent.

	     
16.
	Review income documentation.  The LEA must determine:

a) If the household has submitted adequate information to complete the verification process.
b) If follow-up with the household is needed.

	     
17.
	Verification is considered complete.  The LEA has determined that the household adequately responded and follow-up is not required when:

a) The household submits the required social security numbers (income applications only) and there is either adequate written evidence or collateral contact corroboration (3rd Party contact) of income or categorical eligibility.  Verification is complete.

b) The household submits the required social security numbers (income applications only) and there is either adequate written evidence or collateral contact corroboration of income which indicates that the child(ren) should receive either a greater or lesser level of benefits.  Verification is complete when the notice of adverse action is sent or the household is notified that its benefits will be increased.
c) The household indicates, verbally or in writing, that it no longer wishes to receive free or reduced price benefits.  Verification is considered complete when the notice of adverse action is sent.

d) When it is determined that a child is not part of a household currently certified to receive Basic Food, TANF or FDPIR by using outside agency contacts.  Verification is considered complete when the notice of adverse action is sent.

	     
18.
	Indicate results of verification on the application copy or another system you may have developed. 



	     
19.
	Notice of Adverse Action.  All households for whom benefits are to be reduced or terminated must be given 10 calendar days written advance notice of the change.  The first day of the advance notice period is the day the notice is sent.
Note:  Households receiving a Notice of Adverse Action must also be informed of their appeal rights and instructions on filing an appeal.

Optional:  Send notification of continuation of benefits as a result of verification to households.

	     
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.

	By November 15

	     
21.
	Verification process is completed.  By November 15, the LEA must have completed the verification process.  This means that all applications have been verified and letters of adverse actions have been sent.  It does not mean that all households have actually been reduced in benefits or terminated, but that their letter has been sent.

	By February 15

	     
22.
	Gather information for any households that were reinstated after having adverse action (having a reduction in benefits due to not responding in time; not having adequate documentation to show they were eligible for the benefits they were receiving; etc.) after the final letter of adverse action date specified has passed and prior to February 16 they come in with the proper documentation and benefits are reinstated.

	By March 1
	

	     
23.
	Enter the results of the verification process into the CNP 2000 on-line system under the Verification Summary.


Households affected by a reduction or termination of benefits may reapply for benefits at any time during the school year.  However, if benefits to a household have been terminated and the household reapplies in the same school year, the household is required to submit income documentation or proof of participation in Basic Food, TANF, or FDPIR programs at the time of reapplications.

If the LEA will be having a coordinated review effort (CRE) this year, you must be able to provide the verification information by school(s) selected for review.

If you have questions, please contact your assigned NSLP/SBP Program Specialist.  They can help you through the verification process and help clear up any questions/concerns you may have.
Angela Ruiz (Olympia Office)
(360) 725-6212
Kari Lund (Edmonds Office)
(425) 776-2955

Pam Mahre (Yakima Office)
(509) 575-2412

Debra Calhoun (Spokane Office)
(509) 323-2751

Linsey LaPlant (Lakewood Office)
(253) 589-7252
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