
N AT I O N A L S C H O O L L U N C H  P R O G R A M
I L L I N O I S  S TAT E  B O A R D  O F E D U C AT I O N

Verification of Eligibility for 
School Meals



General Definitions

Verification – Confirmation of eligibility for 
free and reduced-price meals under the NSLP 
and SBP.

Direct verification – Electronic or use of 
public agencies to verify income and/or 
program participation.

Error-prone – A set dollar amount/range 
above or below Income Eligibility Guidelines.



General Definitions

Random sampling – Each household 
application has an equal chance of being 
selected.  Each LEA should determine a 
selection interval.

 Sample pool – Total number of household 
applications on file as of October 1.

 Sample size – Number of household 
applications subject to verification.



Verification Process

 Step 1 – Select Sample  
 Step 2 – Conduct Confirmation Review
 Step 3 – Complete Verification
 Step 4 – Notify Household
 Step 5 – Submit Verification Summary Report



Step 1 – Initial Verification Procedures

 Establishing the Sample Pool
The Sample Pool is the total number of 

approved SNAP/TANF and income
applications on file as of October 1.

 Establishing the Sample Size
Once the sample pool is known, LEAs can 

calculate the Sample Size.











Applications based on 
Categorical eligibility ARE NOT 
included in application count.



Sampling Method - Standard/Basic

 The required sample size is 3% of approved 
household applications on file as of October 1 
OR 3,000 applications – Whichever is less.

Count the total number of applications on file 
– SNAP/TANF or income applications 
(which includes foster children).



Error-Prone Guideline

 The 3% sample size should come from error-prone
applications first.
Approved applications that are within:

 $23.07/Week…
 $46.15/Every two weeks…
 $50/Twice per month…
 $100/Month…
 $1200/Annually of income eligibility guidelines.

 If there are not enough error-prone applications on file to complete the 
sample size, additional applications may be randomly selected from all 
remaining Income OR SNAP/TANF applications.



Standard/Basic Example

 1640 approved household applications on file as of October 1.  
1640 x .03 = 49.2, round up to 50

 Scenario 1 - 500 error-prone applications on file
All 50 applications can be pulled from error-prone

 Scenario 2 - 40 error-prone applications on file
Pull all 40 error-prone applications, plus 10 additional 

applications pulled from all remaining household 
applications.



Applications based on 
Categorical eligibility ARE NOT 
included in application count.



Step 2 – Confirmation Reviews

 Prior to contacting household or SNAP/TANF agency, 
LEAs must have a confirming official check the 
accuracy of the initial determination of all applications 
selected for verification.

 If correct:
 The confirming official signs and dates the application in space 

provided and application is verified.





Confirmation Reviews

 If incorrect:

 Status changed from free to reduced – Continue with 
verification of application.

 Status changed from reduced to free – Change benefits 
within 3 days, notify household of change, and complete 
verification of application.

 Status changed from free or reduced to paid – Send 10 
day notice of change in benefits.  Do not verify 
application - select replacement application.



Confirmation Reviews

 Decline to Verify Option
 Up to 5 percent of applications selected sample may be 

declined for verification by LEAs. 

 Factors to consider: Household stability, language or 
communication barriers. 

 Applications removed must be replaced with another 
application of the same type.





Step 3 – Complete Verification

 All applications selected for verification can be verified 
using the Direct Verification link on the Direct 
Certification system.
Login to IWAS, access Child Nutrition ACES
Select Direct Certification option
Once in Direct Certification system, click on Direct 

Verification link



Direct Verification

 For SNAP/TANF Applications:
Application Date
SNAP/TANF Case Number

 For Income Applications:
Application Date
First Name
Last Name
City



Direct Verification



Traditional Verification

 LEA must notify household about application being 
selected for verification. 

 Notice requires household to submit documentation to 
confirm eligibility.
 Documentation submitted may be from one month prior to 

application date up until the time the verification notice is 
received.

 Notice should include a contact and toll-free phone 
number.  In lieu of a toll free number, schools must 
allow collect calls.



SNAP/TANF Documentation

Written Evidence

Collateral Contacts

Agency Records



Income Documentation

 Ensure documentation is received for all incomes reported 
on the original Household Eligibility Application. 

 Re-determine eligibility using GROSS income and the 
appropriate conversions.

 Examples of income include, but are not limited to: Child support, 
wages/salary, workers compensation, social security, disability, 
royalties, etc.



Process After Notification

 If the household does not respond to verification 
requests, the LEA must make at least one additional 
attempt to obtain verification. 

 The attempt may be through the mail, by telephone, 
by electronic mail, or through personal contact.

 LEA must document all attempts and the results 
(space provided on application).  



Notifying Household of Results

 All households must be notified of the results.  

 If verification results in:

 No change to the benefit level, notify the household.

 Increased benefits (reduced to free), notify the household 
and make the change in benefits within three operating days 
of the new determination.



Notifying Household of Results

 If verification results in:

Decreased or terminated benefits (free to paid, 
reduced to paid, or free to reduced), notify the 
household providing them the required ten calendar 
day written advance notice.  The first day of the notice 
is the day the notice is sent.



Benefits During an Appeal

 Appeal must be made within the 10 calendar days of 
receiving notice

Original benefit determination remains in place until 
final outcome of appeal.

LEA still claims meals in original benefit category 
until appeal is complete.



Households That Reapply for Benefits 

 If benefits to a household have been terminated or 
reduced as a result of verification and the household 
reapplies:

The household is required to submit income 
documentation or proof of participation in SNAP or 
TANF prior to approval.

These applications are not considered new 
applications.





Step 5 – Complete VSR

 SFA verification process must be completed by 
November 15.
Application count
Student count
Households contacted, responses and/or required 

supporting documents received
 Results of verification process must be submitted by 

December 15.



Important Verification Dates

 October 1 – Approved Household Application count Count of 
current years approved applications on file – Sample Pool

 Last Operating Day of October – Student Count Count of 
free and reduced-price eligible students by category - Direct 
certification, categorically eligible, SNAP/TANF applications, 
and income application

 November 15 – LEA must have verification process completed

 December 15 – Deadline for submitting Verification Summary 
Report



Verification for Cause

 LEA has obligation to verify questionable applications.
 These applications are in addition to the 3% sample.
 Must follow Steps 2-4 of the Verification Process.
 Step 1 – Select Sample
 Step 2 – Conduct Confirmation Review
 Step 3 – Complete Verification
 Step 4 – Notify household
 Step 5 – Submit Verification Summary Report (VSR)

 Applications verified for cause are not included in the 
required on-line Verification Summary Report.



Verification Instructions

 Available at:
http://www.isbe.net/nutrition/htmls/instructions.htm

http://www.isbe.net/nutrition/htmls/instructions.htm�


Verification Forms and Documents

 Available at:
http://www.isbe.net/nutrition/htmls/forms_sbn.htm

 Contact information:
 www.isbe.net/nutrition
 800.545.7892 or 217.782.2491
 cnp@isbe.net

http://www.isbe.net/nutrition/htmls/forms_sbn.htm�
http://www.isbe.net/nutrition�
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