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VERIFICATION CHECK LIST

School Year: ________________
	
	Yes
	No

	Was verification done after approval of applications?
	
	

	Was the selection method used nondiscriminatory against the six protected classes (national origin, race, color, age, gender, disability)?
	
	

	Were households submitting applications notified in writing of their selection for verification?  Attach a copy to this list.
	
	

	Was a Confirmation Review conducted for those applications selected for verification?
	
	

	Did the selection notice state:
	
	

	· That the household has been selected for verification?
	
	

	· The types of acceptable income information?
	
	

	· That proof of current Food Assistance Program (FAP), Family Independence Program (FIP), or Food Distribution Program on Indian Reservation (FDPIR) eligibility may be provided in lieu of other documentation?
	
	

	· That information must be provided and failure to do so will result in termination of benefits?
	
	

	· The deadline date for information?
	
	

	· The name and telephone number of the school official who can answer questions and provide help?
	
	

	Were FAP, FIP or FDPIR households given the opportunity to document participation in the FAP, FIP or FDPIR in lieu of providing other forms of documentation?
	
	

	Was income documentation provided for any point in time between the month prior to application and the time the household is required to provide income documentation (exceptions: farmers, seasonal workers, self-employed or other extraordinary circumstances)?
	
	

	Was at least one attempt made to follow-up with households that did not respond to the notice of selection for verification?
	
	

	Were households notified 10 days in advance of reduction or termination of benefits?  

A copy of the notification form should be attached.
	
	

	Did this notification advise households of:
	
	

	· The change and the reason for the change in benefits?
	
	

	· The right to appeal and instructions on how and to whom to appeal?
	
	

	· The right to reapply anytime during the school year?
	
	

	· If a FAP, FIP or FDPIR household, their option to provide written evidence to confirm household income to assist in establishing continued eligibility?
	
	

	Were benefits terminated or reduced for all households whose income confirmation did not support the previous eligibility?
	
	

	Are the reasons for all eligibility changes made as a result of verification properly documented and maintained on file?
	
	

	Is the written Verification Summary Report completed and maintained on file for review?
	
	


	Explain ALL NO Answers

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	

	


Date Verification Process Started:   ____________________

     Intended Date of Completion:    ____________________

             Actual Completion Date:   ____________________

File this check list--Do not send to MDE
____________________              ____________________________________________________

    Date


                                        Signature of Verification Official
