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Completing Steps 2-5

Verification Summary Report
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Verification Process Timeline

2

Household Eligibility 
Applications (HEA)                                       

Approved for benefits 
between 

July 1- October 1

October 1 annually, 
Verification Process begins 

and 
VSR Step 1 opens in WINS

November 1, annually   

Steps 2-5 open in WINS

November 15, annually: 
Complete Verification 

Process 

By December 15 annually: 
Verification Summary 

Report due
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Sponsors who have not completed the Verification Process or 
Step 1 on the Verification Summary Report, please

access the training below prior to beginning Steps 2-5.

 www.isbe.net/Pages/School-Based-Child-Nutrition-Documents.aspx 

VSR Step 1 Training Available:
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https://www.isbe.net/Pages/School-Based-Child-Nutrition-Documents.aspx
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Optional- Step 2 Data Collection Form

Step 2 Collects the number of students found in the direct certification files 
and students directly certified based upon an extension of  benefits. 

Optional form, may be used to collect data for Steps 2-5 of the VSR.

One form should be completed for each site operating NSLP/SBP.

Data Collection Form 
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X

https://www.isbe.net/Documents/VSR-Data-Collection-Form-FY23.pdf
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Beginning November 1, annually, 
the link for Verification Summary Report 
under Sponsor Tasks tab on the sponsor 
dashboard, will allow access to steps 2-5 of 
the Verification Summary Report.

VSR Steps 2 and Step 5
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To access Step 2, use the Next link on Step 1

VSR Steps 2 and Step 5
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Step 2: Updates
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Optional- Step 2 Data Collection Form
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Step 2: Updates
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Column 1: SNAP only
Student count for each district site 
listed. Include students found on 
direct certification files as SNAP 
beneficiaries and those who receive 
SNAP benefits by extension of 
benefits.
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Optional- Step 2 Data Collection Form
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Step 2: Updates
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1

Column 2: 
TANF and Categorically 
Eligible:
Student count for each 
district site listed. Include 
students found on direct 
certification files as TANF 
beneficiaries, those who 
receive TANF benefits by 
extension of benefits and 
all other categorically 
eligible. Do not include 
Medicaid beneficiaries.
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Optional- Step 2 Data Collection Form
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Step 2: Updates
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Column 3: Free Medicaid:
Student count for each district site 
listed. Include students found on 
direct certification files as Free 
Medicaid beneficiaries, and those 
who receive benefits by extension 
of benefits 

4
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Optional- Step 2 Data Collection Form
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Step 2: Updates
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Column 4: Reduced Medicaid:
Student count for each district site listed. Include 
students found on direct certification files as 
Reduced Medicaid:
beneficiaries, and those who receive benefits by 
extension of benefits 
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Step 2: Updates
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Column 4: Reduced Medicaid:
Student count for each district site listed. Include 
students found on direct certification files as 
Reduced Medicaid:
beneficiaries, and those who receive benefits by 
extension of benefits 
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Step 3 Data Collection Form

Step 3, Question 1

Please provide the total number of 
sites in your district operating a School 
Nutrition Program and the total 
enrollment count for those sites. Do 
not include residential sites or 
enrollment for this first two questions.

Districts with buildings not participating in 
School Nutrition Programs, please exclude the 
site from the site count and the students in 
those buildings from the district enrollment 
counts.
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Step 3: Sites and Enrollment
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Step 3 Data Collection Form

Step 3, Questions 2-4

Districts operating Residential 
Child Care Institutes please use 
this section to report site and 
enrollment data.

All other districts leave the zero 
responses.
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Step 3: Residential Sites
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Step 3 Data Collection Form

Step 3 , Section 2, Question 6

Collects data for site approved 
and operating Community 
Eligibility Provision (CEP)

Districts with partial CEP, report site data.

Districts with no CEP sites, report zeros.
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Step 3: CEP Site and Enrollment

Sponsors with some but not all sites approved in Community 
Eligibility Provision (CEP) provide the number of sites approved 
for CEP and the total enrollment for the site(s). 
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Step 3 Data Collection Form

Step 3, Section 3

Questions 7-10 will autofill with 
data provided on Step 2 with all 
directly certified student data 
from columns 1-3 only.

NOTE: The students receiving 
Reduced Medicaid will NOT be 
included in this student count.
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Step 3: Section 3 Auto Fills
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Step 3 Data Collection Form

Step 3, Section 3

Questions 11B-13B enter the 
number of students receiving 
benefits based upon approved 
applications as of Oct 31st.

Questions 14-16 will autofill 
based on data provided.
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Step 3: Student Count on HEA
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Step 4: Verification Results
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Step 4 Collects verification 
results, timeline and method of 
verification.

Step 4 Question, 1- if verification 
process was completed by 
November 17, 2025, mark “Yes, 
completed by Nov 15”
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Step 4: Completion Date
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Step 4: Verification Results
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Step 4, Question 2 will autofill

Step 4, Question 3- provide the 
number of applications that were 
selected to verify for cause. 
These are applications verified in 
addition to the required 3%. 
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Step 4: Verified for Cause
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Step 4: Verification Results
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Step 4, Question 5-indicate if you 
attempted to Directly Verify any 
household applications.

Step 4, Question 6- if any 
students were found as directly 
verified, provide the  total 
number of applications and total 
number of students on those 
applications. 
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Step 4: Directly Verified
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Step 4: Directly Verified

If a student on the Household Eligibility Application or anyone in the 
same household as the student appears as directly verified, the 
verification process is complete for this application.
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Step 4: Directly Verified

If the same student appears as a directly verified match with more than one assistance 
source as shown here, report the student and all extensions of benefits at the highest 
benefit source on step 2 of the Verification Summary Report. 
The assistance sources rank in the following order:
• SNAP
• TANF
• Foster
• Homeless
• Free Medicaid
• Reduced Medicaid
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Step 4: Applications to Verify

35
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Step 4: Reporting Results
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Step 5: Final Review

Please review before submitting steps 1-4 data. 
This report locks upon submission and will 
require ISBE assistance to edit.
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VSR- Submitted
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✓Not completing verification process by Nov 15

✓Benefits not changed or terminated based on 
verification results

✓Sending proper documentation to households

✓Not submitting Verification Summary Report by 
Dec 15

Review Findings
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Nutrition Programs

800.545.7892 or 
217.782.2491

cnp@isbe.net 

  

Contact Information

40

mailto:cnp@isbe.net
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