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COMMONWEALTH of VIRGINIA 
Department of Education
DATE: November 2, 2018 
TO: Directors, Supervisors, and Contact Persons Addressed
FROM: Sandra C. Curwood, PhD, RDN, Sandy
SUBJECT: Verification 2018-2019 SNPWeb Report Guidance and Checklist (Supplement to Superintendent’s Memo 274-18)

Verification is the process by which a sample of approved applications is selected to submit documentation to confirm information on the application, such as income or household size. The verification process is conducted annually and the results must be reported in SNPWeb. The purpose of this memo is to provide School Food Authorities (SFAs) with guidance and a checklist tool for completing the SFA Verification Collection Report in SNPWeb accurately. 
This memo is a supplement to the verification information communicated in Superintendent’s Memo 274-18, on September 28, 2018. Topics covered in the memo, and in the USDA Eligibility Manual for School Meals (most recent edition - July, 2017), are: annual verification timelines; prototype letters and forms; sample size and calculation methods; confirmation review of the sample; household notification and follow-up; and, reapplication. The Superintendent’s Memo and the USDA manual should be used in conjunction with this memo to conduct and report on verification for the 2018-2019 school year.
Verification is required to be conducted by:
· SFAs that participate in the National School Lunch Program (NSLP) when eligibility is determined through a household application;
· in SFAs with one or more individual schools, or groups of schools, participating in CEP, verification must be conducted on household applications approved for students enrolled in non-CEP schools only; and,
· SFAs using Provision 2 or 3 for both breakfast and lunch, in the base years when household applications are required to be used to determine eligibility. 
Verification is not required to be conducted:
· For eligibility determinations made through the direct certification process; 
· For students residing in Residential Child Care Institutions (RCCIs), except for applications for non-residential (day) students attending the institution; and,
· By SFAs where all schools participate in CEP (division wide); or,
· By SFAs where all schools participate in Provision 2 or 3, for both breakfast and lunch, in non-base years when no household applications are collected.
Verification Process Timeline
· October 1 - The SFA uses the number of approved applications on file as of October 1, to calculate the required standard verification sample size. The SFA enters the data in SNPWeb to confirm the correct sample size was pulled for verification.
· October 1 through November 15 - Verification is conducted by SFAs.
· November 15 - The SFA must complete all verification activities by this deadline. This includes documentation of the process and sending the Notice of Adverse Action, as required, for termination due to non-response or a decrease in benefits. 
· December 15 - SFAs must report required data and the results of verification in SNPWeb by this deadline. 
· December 16 - The SNPWeb Verification Collection Report is locked to data entry. SFAs must contact the SNP regional specialist if data entry or editing is required on or after this date.
Verification Reporting
[bookmark: _GoBack]All SFAs are required to complete certain information in the SFA Verification Collection Report, in SNPWeb, by the December 15 deadline, whether or not the SFA was required to conduct a verification process. The information required to be completed by each type of SFA is outlined in the checklist, which is Attachment A to this memo. If the SFA uses a free and reduced eligibility software package, a USDA verification summary report (FNS-742) should be available. The USDA FNS-742 report data aligns with the question numbers and data fields in the SNPWeb Verification Collection Report and should be used to complete the required data.
 
All SFAs should assure data reported in Sections 1, 2, and 3 are reported as of October 31. Data reported in Section 4, Column A, “Number of Applications” are reported as of October 1 and must equal the number of approved applications used to determine the verification sample. Data reported in Section 4, Column B, “Number of Students” are as of October 31 and should also be consistent with the number of eligible students reported as of October 31 in the October claim for reimbursement in SNPWeb.
Special Reporting Requirements for Medicaid Direct Certification
Virginia is required to collect the number of students directly certified with Medicaid as part of the ongoing study of the project. The number of students directly certified as free with Medicaid (DCMF) are reported in Section 3, Question 3-3, combined with students DC free by TANF and other programs. Students directly certified as reduced price with Medicaid (DCMR) are not reported in any question on the verification report. The number of DCMF and DCMR cannot be reported by the SFA separately in any current questions in the verification report. 
In order to collect the required DCMF and DCMR data, Attachment B includes a form to complete this information. SFAs should complete the number of students, as of October 31, who were determined eligible by DCMF and by DCMR in the form, save it to their local computer, and submit the completed form to VDOE as an attachment to an email. Submit the form by email when the SNPWeb Verification Collection Report is submitted and by the December 15 deadline. Send the email to: SNPWebdoc@doe.virginia.gov, copying the assigned SNP Regional Specialist. 
If you have questions, please contact the SNP Regional Specialist assigned to your school division or the Office of School Nutrition Programs at (804) 225-2074. 
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