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School Nutrition Program

Verification Process

School Year 
2024-2025 
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Agenda

Who does not conduct verification process?

Who must conduct verification process?

Verification Process 

Things to remember

Questions and Answers
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Community Eligibility Provision (CEP) districtwide 

No household applications = 

• No Verification

• No Verification Summary Report

 Residential Child Care Institute (RCCI)

  Children who reside in RCCI 

Who does NOT conduct Verification?  

3

https://www.isbe.net/Pages/Guidance-for-HHFKA.aspx


44

Who must conduct Verification?

ALL School Nutrition Program (SNP) 
sponsors who collected 

Household Eligibility Applications (HEA) 

July 1-October 1, 2024
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Poll Question:

Have you received training previously on the 
verification process?

❑ No, this is my first year

❑ Yes, only training from others in my district

❑ Yes, attended an ISBE in person Verification training 

❑ Yes, viewed recorded ISBE Verification training
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Poll Question:

What is the enrollment for your district?

❑ Less than 250

❑ 251 to 500

❑ 501-1500

❑ 1501-3000

❑ 3001 or above
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Direct Certification

Certification

Verification

Terminology— What’s the Difference?
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Direct Certification

• July 1— Annual File

• Aug-June – Monthly File

• File Upload

• Single Child Match

Direct Certification recorded webinar

Public School Districts Non-Public School Districts

• File Upload

• Single Child Match

https://www.youtube.com/watch?v=O2Sk4SpdO4Y
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Certification

A district employee 

responsible for the 

distribution and approval 

process for HEAs

Determining Official- Confirming Official- 

A district employee, not 

the certifying official, who 

reviews applications after 

determinations

Certification of Household Eligibility Applications recorded webinar

https://www.youtube.com/watch?v=rCU7UeMW0Bw
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Verification

• Verification of 3% household eligibility application(s)

• Contacting household to request documentation to 
support information on the household eligibility 
application previously approved for benefits

• Students or households that are directly certified, or are 
categorically eligible, ARE NOT subject to verification

Verification = reconfirmation of eligibility for FREE and 
REDUCED-PRICE meals under the NSLP and SBP. 
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Verification for Cause

• Sponsor have an obligation to verify questionable 
applications, or applications where there is firsthand 
knowledge that information provided is incorrect.

• Must follow Steps 2-4 of the Verification Process.

• Applications verified for cause are in addition to the 
required 3% sample size.

Verification for cause= requesting documentation to 
support questionable information on HEAs
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Pool vs Sample

• Pool = total number of 
applications that are approved for 
meal benefits and not found in 
direct certification files.

• Sample = calculate 3% of the pool 
and randomly select applications.
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Poll Question:

Number of households receiving benefits from HEAs?

❑Less than 25

❑25 to 50

❑51-100

❑101-200

❑201 or above
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Household Eligibility Applications

X

14
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Snapshot of Benefits

Use the individual student data on 

October 1 
to process step 1 verification

Application Status

October 1st Data Collection 
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Household Eligibility Applications (HEA)

Note:
Medicaid numbers may not be approved for benefits on HEAs.

16

HEA 
SNAP/TANF or Foster
Free benefits
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Poll Question:

Most commonly approved application?

❑SNAP/TANF

❑Income-free benefits

❑Income-reduced benefits

❑Foster child

❑Homeless, migrant, runaway, or head start
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Before counting applications of approved pool:

✓ Check the direct certification system for the July-
October reports. 

✓ Remove any applications from the pool for students 
found free on direct certification files and those with 
extension of free benefits.

18

Use Direct Certification System

Free Benefits
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Before counting applications for approved pool:

✓ Check direct certification for any income applications 
approved for reduced benefits. Remove the application from 
the pool for students found REDUCED Medicaid on direct 
certification files and those with extension of REDUCED 
Medicaid  benefits. 

✓ If a Reduced Medicaid household is also found directly 
certified as SNAP or TANF, change the household to free and 
count them according to the new determination. 
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Use Direct Certification System
REDUCED Medicaid Benefits
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Verification Summary Report-VSR

20
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July 1, 2024, Annual File 
Free benefits          

21

Use Direct Certification System
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July 1, 2024, Annual File 
Reduced Benefits

22

Use Direct Certification System



23

Use Direct Certification System-
              REDUCED Medicaid Benefits

23



24

July 1, 2024, Annual File 
File Upload Match

24

Use Direct Certification System
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July 1, 2024, Annual File 
Free benefits          

Reduced Benefits

August 1, 2024 to June 20, 2025
Monthly reports provide any 
additional students added since 
the annual file. 
Free benefits          

Reduced Benefits

25

Use Direct Certification System
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Poll Question:

Do you upload an enrollment file to check for 
directly certified students?

❑ Yes

❑ No

❑ I plan to this year

❑ I don’t know how to
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Directly Certified vs Household Application

Categorically Eligible Chart 

http://www.isbe.net/Documents/VSR-Categorically-Eligible-Chart.pdf
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Household Eligibility Application

SNAP TANF

Extends to all students in the same household

Extension of Benefits
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Direct Certification
Extends to all students in the same household

SNAP TANF
Free or Reduced 

Medicaid

Extension of Benefits
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No Extension of Benefits

Foster Homeless Runaway

Extension of Benefits
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Verification Process

31

Step 1
Application Count as of October 1st, 

access VSR step 1
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Verification Process

32
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Verification Summary Report-VSR

33
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Data Collection Form

Data Collection Form
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https://www.isbe.net/Documents/VSR-Categorically-Eligible-Chart.pdf
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Household Eligibility Applications (HEA)

Note:
Medicaid numbers may not be approved for benefits on HEAs.

35

HEA 
SNAP/TANF or Foster
Free benefits
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HEA 
SNAP/TANF

Free benefits
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HEA 
Foster Child

Free benefits

Household Eligibility Applications (HEA)
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HEA 
SNAP/TANF
Free benefits

7 Applications 
SNAP or TANF

Household Eligibility Applications (HEA)

Safari District 101 
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Data Collection Form Step 1

7
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Household Eligibility Applications 
(HEA)

40

HEA 
Foster Child
Free benefits

1 Application
Foster Child 

Safari District 101 
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Data Collection Form Step 1

7

1
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HEA 
SNAP/TANF
Free benefits

HEA 
Foster Child
Free benefits

7 +  1

Household Eligibility Applications (HEA)
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Data Collection Form Step 1

7
1

8
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Data Collection Form Step 1

7
1

8
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Household Eligibility Applications (HEA)
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Error Prone Guidelines

Approved income applications that are:

– Above or below FREE income guidelines; OR

– Below REDUCED-PRICE income guidelines 
by the following amounts:

• $23.07/Week

• $46.15/Every two weeks

• $50/Twice per month

• $100/Month

• $1200/Annually
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Error Prone Guidelines

https://www.isbe.net/Documents/error-prone-instructions.pdf
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Error-Prone Guidelines

47
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Household Eligibility Applications (HEA)

48

26-
HEA Income
Free Benefits

Safari District 101 
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26

Household Eligibility Applications (HEA)
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19 
HEA Income 
Reduced Benefits

Household Eligibility Applications (HEA)

Safari District 101 
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19
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7
1

8

26

19
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53 x .03 = 1.5953

Multiply total number of 
applications (53) by 3%

Round up to whole number
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Safari District 101- 
Verification Report 
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➢When sample is less than the number of error prone applications, 
randomly select from error prone applications

➢If a sample size is greater than the number of error prone applications, use 
all error prone applications and randomly select remaining from remaining 
applications in pool.

Error Prone Applications

➢If there are no error prone applications, select the sample at random from 
the application pool. 

No Error Prone Applications

Verification Sample Collection
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Verification Process

56

Step 2 Conduct Confirmation Review
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Confirmation Review

57

Confirmation Review Form

https://www.isbe.net/Documents/68-21.pdf
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Direct Verification

All applications selected for verification should be attempted to 
be verified using the Direct Verification link on the Direct 
Certification system, available after October 1st and to be used 
only for verification purposes.

– Login to IWAS, access WINS

– Select Direct Certification option

– Once in Direct Certification system, 
    click on Direct Verification link

58
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Direct Verification
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Direct Verification Tracking

60
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Confirmation Review Tracking

61
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Verification Process

62

Step 3 Complete Verification
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• Applications that are not found in 
direct verification file must now be 
followed up with the family.

• ISBE and USDA have sample letters 
to households

63

Letter: We Must Verify Your Application

Verification Process

https://www.isbe.net/Documents/MVAPP.pdf
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Notify Household of Verification

Letter: We Must Verified Your Application

https://www.isbe.net/Documents/MVAPP.pdf
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USDA Verification Tool Kit

https://www.fns.usda.gov/cn/verification-toolkit
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USDA Verification Tool Kit

https://www.fns.usda.gov/cn/verification-toolkit
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Documentation Requests

SNAP TANF
Foster 
Child

IL Dept Human 
Services

Il Dept of 
Healthcare and 
Family Services

Il Dept of 
Children and 

Family Services
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1

Request income documentation to support 
the original application or from anytime 
until the time of the verification request.

2

Review and check documentation. Notify 
the household of the results of the 
verification process.

3

If no response, make a second request for 
documents.  If there still no response from 
the household, begin termination process.

Documentation Requests: Income
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Confirmation Process-Income Application

1. Confirm pay frequency
✓ Different pay frequencies- convert all to annual

2. Confirm rate of pay
✓Check for gross amount of income

3. Confirm date of pay period
✓ Month prior to application or

✓ Any time from application to verification request

4. Recalculate income total
✓ Check for documentation for all income listed

69
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Best Practice for Documentation

•  Any changes made to the original application 
should be noted on the application, if possible, in 
a different color ink. 

–Make note of changes to income, pay 
frequency, change in household members or 
otherwise

–Make note of where or from whom the 
information was obtained

– Initial and date changes 

70
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Poll Question:

What percentage of your HEA original 
determinations change based on the verification 
process?

❑Less than 10%

❑10%-30%

❑31%-50%

❑Over 50%
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Verification Process

72

Step 4 Notify Household of Results
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Follow-up With Households

73

No change to the benefit level- Notify the household

Benefits increase (reduced to free)- Notify the household and change the 
benefits of all children in the household no later than three operating days 

Maintain original certification documents- Maintain the application for 
benefits originally submitted by household(s) for a record of how benefits 
prior to verification were certified.

Maintain records of verification- maintain copies of all relevant 
correspondence with households and copies of documents submitted by 
households
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Follow-up With Households

74

Benefits decrease* (free to paid, reduced to paid, or free to reduced)- 
Notify the household providing them ten calendar days written notice. 
Day one is the day the notice is sent.

No response, inadequate documentation or termination of benefits* - 
Notify the household providing them ten calendar days written notice. 
Day one is the day the notice is sent.

Households reapplying for meal benefits- households reapplying must 
provide documentation with application to verify income or assistance 
eligibility status prior to approval.

*Households that are subject to a decrease or termination of benefits 
may request a hearing. See the ISBE administrative handbook for 
procedures.
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Poll Question:

How often do have no response to your request 
for verification documentation?

❑never

❑seldom

❑often

❑Every year
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Follow-up Letter to Households

Letter: We Have Verified Your Application

https://www.isbe.net/Documents/HVAPP.pdf
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77

Follow-up Letter to Households



78

78

Follow-up Letter to Households
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79

Verification Tracking
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• October 1 – Application count completed after direct certification was performed.

• October 2 – Sample size calculated based on October 1 application count, and applications to be verified are pulled and 
a confirmation review is performed. 

• October 3 – Direct verification is attempted for those applications selected. Households, whose applications are unable 
to be directly verified, are sent notification of their selection for verification. Households have 10 calendar days to comply 
with this first request.

• October 13 – Households that did not comply with first request must be sent a second notice. Households have 3 
business days to comply with this second request.

• October 16 – Households that did not comply with the second request are sent a letter notifying them that their 
benefits are being terminated. Benefits will be terminated 10 calendar days from the date notification is sent. In this 
example the letter is sent on October 16 so the termination of benefits will go into effect on October 26*. 

• October 26 – The termination of benefits goes into effect, verification is considered complete, and results of 
verification are ready to be compiled for submitting on the required Verification Summary Report. 
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www.isbe.net/Documents/verification-timeline.pdf 

http://www.isbe.net/Documents/verification-timeline.pdf
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Best Practice for Recordkeeping

84

Applications selected for verification may be copied or printed on color paper and 
returned to the place of the original in application files.

Using the original document proceed with verification.

Once verification is complete, attach to the application all household documentation 
along with copies of all correspondence and keep in a secure location.

Maintain documentation for 3 years plus the current.
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Confirmation review:

• Do one and document the date of completion

• Must be a second set of eyes, not original person 
checking their own work.

Error-Prone:

• Identify all error-prone applications prior to 
selecting verification 3% sample

• Select first from error-prone applications

Important thing to remember
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Select 3%

• Do not select more or less than 3%

Verifying income

• Use gross not net

• Verify all incomes listed on application

• Double check calculations for errors

• Accept and maintain only proper documentation

Important thing to remember
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Follow up with households

• Send written notification of verification results to 
households, even if no change occurs

• Make changes as a result of verification

– Increase benefits (within 3 days)

– Reduce benefits (on 10th day after notification)

– Remove benefits (on 10th day after notification)

Important thing to remember
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Dates to Remember

October 1st:
Start Verification Process
July-Oct Direct Cert Reports
VSR Step 1 Opens in WINS

November 1st:
VSR Step 2-5 Opens in WINS

November 15TH: 
Verification process is to be 
completed

By *December 15th:
Verification Summary 
Report should be 
submitted in WINS to 
avoid claim withholding

*December 16, 2024
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Questions?
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Contact Information

ISBE Nutrition Department

800.545.7892 

or

217.782.2491

cnp@isbe.net   
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mailto:cnp@isbe.net
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