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Who is required or not required to conduct 
Verification of Eligibility?  School Year 2023-2024



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 is NOT required to conduct Verification?  
School Year 2023-2024

https://www.isbe.net/Pages/Guidance-for-HHFKA.aspx
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Who is required to conduct Verification of Eligibility?
School Year 2023-2024

ALL School Nutrition Program (SNP) 
sponsors who collected 

Household Eligibility Applications (HEA) 
July 1-October 1, 2023



Terms- Verification 

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

• 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.



Terms- Verification for Cause

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

 A Local Education Agency (LEA) has an obligation to verify 
questionable applications, or applications where LEAs have 
firsthand knowledge that information provided is incorrect.

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



Terms- 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.



Household Eligibility Applications
X



Snapshot of Benefits

Use the individual student data on 

October 1* 
to process step 1 verification

• Direct Certification Status
• Application Status

October 1st Data Collection 

*Use data as of October 1, 2023, collected on October 2nd or after is allowed 



Approved
Household Eligibility Applications (HEA)

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



Use Direct Certification System-

July 1, 2023 Annual File 
Free benefits
Reduced Benefits



Use Direct Certification System-

July 1, 2023, Annual File 
Free benefits
Reduced Benefits

August 1, 2023, to June 20, 2024
Monthly reports provide any 
additional students added since 
the annual file. 
Free benefits
Reduced Benefits



Use Direct Certification System-
Free Benefits    

Before counting applications:
 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.



Use Direct Certification System-
REDUCED Medicaid Benefits

Before counting applications:
 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 found directly certified as free, change student 
benefit level to free. 



Use Direct Certification System-
REDUCED Medicaid Benefits



Verification Process

October 1 (October 2, 2023) 



Term-Categorically Eligible

Students Directly Certified as:

 SNAP and extension of SNAP benefits 
 TANF and extension of TANF benefits 
 FREE Medicaid and extension of Free 

Medicaid benefits
 Homeless 
 Foster 
 REDUCED Medicaid and extension of 

Reduced Medicaid benefits

 Head Start
 Homeless
 Foster
 Migrant
 Runaway

Categorically eligible do not require verification

Students documented as:



Directly Certified vs Household Application



 Household Eligibility Application(s)
 Applies to all students receiving benefits based on 

 Household Income, 
 SNAP, or 
 TANF

 Directly Certified
 Applies to all students receiving benefits based on 

 SNAP, 
 TANF,
 Free or Reduced Medicaid

 Does NOT apply to 
 Foster
 Homeless
 Runaway

Extension of Benefits
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 TANF

 Directly Certified
 Applies to all students receiving benefits based on 

 SNAP, 
 TANF,
 Free or Reduced Medicaid

 Does NOT apply to 
 Foster
 Homeless
 Runaway

Extension of Benefits



 Household Eligibility Application(s)
 Applies to all students receiving benefits based on 

 Household Income, 
 SNAP, or 
 TANF

 Directly Certified
 Applies to all students receiving benefits based on 

 SNAP, 
 TANF,
 Free or Reduced Medicaid

 Does NOT apply to 
 Foster
 Homeless
 Runaway

Extension of Benefits



Verification Process

Step 4 Notify Household of Results

Step 3 Complete Verification

Step 2 Conduct Confirmation Review

Step 1 Application Count as of October 1st, submit VSR step 1



Verification Process

Step 1 Application Count as of October 1st, 
submit VSR step 1



Step 1 – Application Count

As of October 1 (October 2, 2023)
Step 1 – Application Count, (PAPER) 

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

– Select Sample= calculate 3% of pool and 
randomly select applications.



Optional- Data Collection Form

https://www.isbe.net/Documents/VSR-data-collection-form.pdf



Verification Summary Report-VSR



Verification Summary Report 



VSR- Step 1



Verification Summary Report 



VSR- Step 1



Focus of Verification: Error-Prone

 The main focus of the verification process are error-prone
FREE and REDUCED-PRICE income applications.  

 To determine if an income application is error-prone, use 
the current income eligibility guidelines along with the 
error-prone guidelines.

NOTE: Error-prone applications are the first priority, 
but SNAP/TANF and Foster Child applications, not found as 
Directly Certified, may also end up being selected if less than 
3% of applications are error-prone.



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



Error-Prone Guidelines



Verification Summary Report 

Available October 1st



VSR- Step 1



Verification Sample

Sample collection- Determine sample size (3%)

 Verification Summary Report in WINS calculates 3%
Or

 Calculate 3% of applications (always round up)
Applications x .03= Sample size
Example:
112 applications x.03= 3.36
3.36 rounds up to 4 applications to verify



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



Verification Process

Step 2 Conduct Confirmation Review



Step 2 – Confirmation Review



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



Direct Verification



Direct Verification Tracking



Confirmation Review Tracking



Verification Process

Step 3 Complete Verification



1. Do a single child lookup in the direct certification and direct verification 
system(s) to confirm they are not already directly certified or directly 
verified.

2. If a student or any member of the household is found in direct 
certification or direct verification system, make and maintain a copy of 
the report for your records. The verification process for this application is 
complete and the household does not need to be contacted.

3. If a student nor any household member is found in direct certification nor 
direct verification systems proceed with verification by contacting the 
household.

Verification for: Every type of application



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

2. Review documents received, calculate household income and either confirm 
the current status or make necessary changes to the benefits based on 
findings.

3. Notify the household of the results of the verification process.

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

5. Report on the Verification Summary Report the finding.

Verification for: Income application



1. If a student nor any member is found in direct certification nor direct 
verification systems, proceed with verification by contacting the household 
requesting documentation of a household member as a recipient of  SNAP 
or TANF benefit.

2. When a household submits supporting documentation from the  IL 
Department of Human Services (IDHS), which support the information 
provided on the HEA, verification process is complete.

3. If no documentation or invalid documentation is submitted, begin the 
termination process changing the student(s) from free to paid.

4. Report approval or termination of benefits on the VSR. 

Verification for: SNAP/TANF application



1. If student nor any member of the household is found in direct certification 
or direct verification systems, contact the household to request 
documentation of foster status. 

2. When household submits supporting documentation from IL Department 
of Children and Family Services (DCFS), the verification process is 
complete.

3. Report approval of benefits on the VSR. 

Verification for: Foster application



4. If no documentation is submitted, you may contact DCFS office in your 
area to inquire about a student’s foster status.

5. If no documentation may be obtained, you should begin the termination 
of benefits process.

6. Report termination of benefits on the VSR. 

Verification for: Foster application cont.



 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

“We must verify your application”

Verification Process

https://www.isbe.net/Documents/MVAPP.pdf


Follow-up Letter to Households







Verification Tools



Verification Tools



Verification Tools



Verification Tools



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

Verification Tools

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


Q.) How many pay stubs are required?

A.) One pay stub is sufficient if it represents the income and pay frequency 
reported on the original application.

Verification Q & A



Q.) Can I exchange an application for a different one if I am 
friends/neighbors with the family I selected?

A.) LEA may on a case-by-case basis, replace up to 5% of 
applications selected. Applications may be replaced when the LEA 
believes the household would be unable to satisfactorily respond 
to verification request. In this case you may ask another staff 
member to assist with the verification process, but it is not a 
reason to replace an application. 

Verification Q & A



 Processing Documentation
 Confirm pay frequency
 Confirm income amount
 Confirm date of pay period

 May be the month prior to application or
 May be the documentation from the time of verification request

 Recalculate income total
 Confirm documentation of benefits

 Foster
 SNAP
 TANF

Complete Verification



 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 

Best Practice for Documentation



Verification Process

Step 4 Notify Household of Results



 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

Notify Household



 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.

Notify Household



Notify Household



Notify Household



Notify Household



Verification Tracking



• 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. 

Sample Timeline for Steps



Q.) If a household declines directly certified meal benefit, do I include 
those students in the student count for the verification summary 
report?

A.) The verification summary report is collecting data for how many 
students were deemed eligible for meal benefits using the direct 
certification system. Students who are identified as categorically 
eligible should be included in the student count on the report even if 
the household has opted to decline the benefits.

Verification Q & A



Best Practice for Recordkeeping

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.





Practice Verification-Lake Household



Practice Verification-Lake Household



Practice Verification-Lake Household

$2468.00 X 12 = $29,616.00



Practice Verification-Lake Household

$2,468.00 X 12 = $29,616.00
$420.00 X 24 = $10,080.00
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Practice Verification-Lake Household

$2,468.00 X 12 = $29,616.00
$420.00 X 24 = $10,080.00
$456.00 X 12 = $  5,472.00

$45,168.00



Practice Verification-Lake Household



Adult 1 Lake-Paid once a month
$2,468.00 X 12= $29,616.00

Practice Verification-Lake Household



Adult 1 Lake-Paid once a month
$2,468.00 X 12= $29,616.00
Adult 2 Lake-Paid twice a month
$420.00 x 24 = $10,080.00

Practice Verification-Lake Household



Adult 1 Lake-Paid once a month
$2,468.00 X 12= $29,616.00
Adult 2 Lake-Paid twice a month
$420.00 x 24 = $10,080.00
$456.00 x 12 = $  5,472.00

Practice Verification-Lake Household



Adult 1 Lake-Paid once a month
$2,468.00 X 12= $29,616.00
Adult 2 Lake-Paid twice a month
$420.00 x 24 = $10,080.00
$456.00 x 12 = $  5,472.00

$15,552.00

Practice Verification-Lake Household



Adult 1 Lake-Paid two times a month
$2468.00 X 12= $29,616.00

Adult 2 Lake-Paid once a month
$420.00 x 24 = $10,080.00
$456.00 x 12 = $  5,472.00

$15,552.00
Lake household of 5 annual income-
$29,616.00

Practice Verification-Lake Household



Adult 1 Lake-Paid two times a month
$2468.00 X 12= $29,616.00

Adult 2 Lake-Paid once a month
$420.00 x 24 = $10,080.00
$456.00 x 12 = $  5,472.00

$15,552.00
Lake household of 5 annual income-
$29,616.00 + $15,552.00 

Practice Verification-Lake Household



Adult 1 Lake-Paid two times a month
$2468.00 X 12= $29,616.00

Adult 2 Lake-Paid once a month
$420.00 x 24 = $10,080.00
$456.00 x 12 = $  5,472.00

$15,552.00
Lake household of 5 annual income-
$29,616.00 + $15,552.00 =   $45,168.00

Practice Verification-Lake Household



Lake household of 5 annual income-
$29,616.00 + $15,552.00 =   $45,168.00

Practice Verification-Lake Household



$45,682.00
$45,168.00

$514.00

Practice Verification-Lake Household

Lake household of 5 annual income-
$29,616.00 + $15,552.00 =   $45,168.00



 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

$45,682.00
-$45,168.00

$514.00

Practice Verification-Lake Household

Error-Prone Guidelines



Practice Verification-Lake Household

$2,468.00 X 12 = $29,616.00
$420.00 X 26 = $10,920.00
$456.00 X 12 = $  5,472.00

$46,008.00



Adult 1 Lake-Paid once a month
$2468.00 X 12= $29,616.00

Adult 2 Lake-Paid bi-weekly a month
$420.00 x 24 = $10,080.00
$420.00 x 26 = $10,920.00
$456.00 x 12 = $  5,472.00

$16,392.00
Lake household of 5 annual income-
$29,616.00 + $16,392.00 =  $46,008.00

Practice Verification-Lake Household



$45,682.00
$46,008.00

Over $326.00

Practice Verification-Lake Household

Lake household of 5 annual income-
$29,616.00 + $16,392.00 =   $46,008.00



Practice Verification-Lake Household



$65,009.00
$46,008.00

Under $19,001.00

Practice Verification-Lake Household

Lake household of 5 annual income-
$29,616.00 + $16,392.00 =   $46,008.00



Adult 1 Lake-Paid once a month                    Adult 2 Lake-Paid bi-weekly and once a month

$2080.00 x 12= $24,960.00                    $420.00 x 26 = $10,920.00 + $456.00 x 12 = $5,472.00

$10,920.00 + $5,472.00 = $16,392.00

Lake household of 5 annual income-
$29,616.00 + $16,392.00 =   $46,008.00

Income Guidelines for family of 5:

Free $45,682.00 $46,008.00 Reduced $65,009

Reduced

Practice Verification-Lake Household



Verification Process
Timeline July 1st to December 15th

START ACCEPTING
& PROCESSING
APPLICATIONS

AUGUST 1 September 1
OCTOBER 1

DECEMBER 15

JULY 1

ILLINOIS STATE BOARD OF EDUCATION | NUTRITION DIVISION | SCHOOL YEAR 2022-2023

NOVEMBER 15



Verification Process
Timeline July 1st to December 15th

START ACCEPTING
& PROCESSING
APPLICATIONS

AUGUST 1 September 1
OCTOBER 1

DECEMBER 15

JULY 1

ILLINOIS STATE BOARD OF EDUCATION | NUTRITION DIVISION | SCHOOL YEAR 2019-2020

NOVEMBER 15

REVIEW DIRECT CERTIFICATION 
MONTHLY FILES AND UPDATE 

BENEFITS FOR ALL STUDENTS AND 
ALL EXTENSIONS OF BENEFITS 



Verification Process
Timeline July 1st to December 15th
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& PROCESSING
APPLICATIONS
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AND NOT FOUND IN 
DIRECT CERTIFICATION FILES
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NOVEMBER 15
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MONTHLY FILES AND UPDATE 

BENEFITS FOR ALL STUDENTS AND 
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& PROCESSING
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TO HOUSEHOLDS

JULY 1
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JULY 1

ILLINOIS STATE BOARD OF EDUCATION | NUTRITION DIVISION | SCHOOL YEAR 2022-2023

NOVEMBER 15

REVIEW DIRECT CERTIFICATION 
MONTHLY FILES AND UPDATE 
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START ACCEPTING
& PROCESSING
APPLICATIONS

AUGUST 1 September 1
OCTOBER 1

DECEMBER 15

CALCULATE TOTAL SAMPLE SIZE 
BASED ON ALL APPLICATIONS
RECEIVED BY OCTOBER 1ST 

AND NOT FOUND IN 
DIRECT CERTIFICATION FILES

SELECT 3% SAMPLE AND 
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TO HOUSEHOLDS FOLLOW-UP WITH ALL
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JULY 1

ILLINOIS STATE BOARD OF EDUCATION | NUTRITION DIVISION | SCHOOL YEAR 2022-2023

COMPLETION
OF VERIFICATION

ACTIVITIES

NOVEMBER 15

REVIEW DIRECT CERTIFICATION 
MONTHLY FILES AND UPDATE 

BENEFITS FOR ALL STUDENTS AND 
ALL EXTENSIONS OF BENEFITS 



Verification Process
Timeline July 1st to December 15th

START ACCEPTING
& PROCESSING
APPLICATIONS

AUGUST 1 September 1
OCTOBER 1

DECEMBER 15

SUBMISSION
OF VERIFICATION

SUMMARY
REPORT IN

WINS

CALCULATE TOTAL SAMPLE SIZE 
BASED ON ALL APPLICATIONS
RECEIVED BY OCTOBER 1ST 

AND NOT FOUND IN 
DIRECT CERTIFICATION FILES

SELECT 3% SAMPLE AND 
SEND NOTICES

TO HOUSEHOLDS FOLLOW-UP WITH ALL
NON-RESPONDENTS & 
SEND FINAL NOTICES

JULY 1

ILLINOIS STATE BOARD OF EDUCATION | NUTRITION DIVISION | SCHOOL YEAR 2022-2023

COMPLETION
OF VERIFICATION

ACTIVITIES

NOVEMBER 15

REVIEW DIRECT CERTIFICATION 
MONTHLY FILES AND UPDATE 

BENEFITS FOR ALL STUDENTS AND 
ALL EXTENSIONS OF BENEFITS 



ISBE Nutrition Department
800.545.7892 or 217.782.2491

cnp@isbe.net

Contact Information

mailto:cnp@isbe.net
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