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VERIFYING OFFICIAL’S CHECKLIST

 FORMCHECKBOX 

The total number of free and reduced priced paper applications on file as of October 1 was calculated. The “Pre-Verification Worksheet” (Form 30) was completed.

 FORMCHECKBOX 

Information from the “Pre-Verification Worksheet” (Form 30) was entered in SNEARS on the “Verification Summary Report” (Form 122) by October 15. 
 FORMCHECKBOX 

The number of applications to verify was determined and confirmed in SNEARS.  

 FORMCHECKBOX 

Error prone applications were selected first to fulfill the 3% sample size. If the sample size failed to generate enough error prone applications, the remaining applications were randomly selected from both income and NJ SNAP or TANF (Temporary Assistance to Needy Families) applications. 

· An error prone application is:

· Weekly: $0 -$25 below the free or reduced price income eligibility limit. 

· Every two weeks or twice a month: $0 - $ 50 below the free or reduced price income eligibility limit.

· Monthly: $0 - $100 below the free or reduced price income eligibility limit.

· Annually: $0 - $1200 below the free or reduced price income eligibility limit. 

 FORMCHECKBOX 

Only free and reduced price applications have been selected for verification.  
· Exclude from verification:

· Students who were: Directly Certified (D/C), denied, foster child with documentation from DYFS,  homeless, migrant, or  runaway students
· Free and Paid Milk (FPM) or Split Session Milk Program (SSMP) applications

 FORMCHECKBOX 

The confirming official reviewed, signed and initialed each application selected for verification to ensure that the initial determination was accurate and that the application was error prone.

 FORMCHECKBOX 

Applications selected for verification were sent “We Must Check Your Application” (Form 236).

 FORMCHECKBOX 

A “Verification Tracker” (Form 242) was completed and attached to each verified application.
 FORMCHECKBOX 

Documentation has been received for all income listed on the application.  Attach documents to the “Verification Tracker” (Form 242).
 FORMCHECKBOX 

If the verification information was incomplete, the household was contacted to obtain the missing information using “Letter to Notify Household of Incomplete Verification” (Form 237).

 FORMCHECKBOX 

Prior to November 15th a second attempt to obtain verification documents was made when the household failed to cooperate with the verification process, using “Second Notice We Must Check Your Application” (Form 21).

 FORMCHECKBOX 

Verified households that had a change in eligibility status received “We Have Checked Your Application”
(Form 244).

 FORMCHECKBOX 

The results of all verified applications were recorded on the “Verification Consolidation Report” (Form 243).

 FORMCHECKBOX 

Meal status changes were reflected on the master eligibility list (MEL), the application and the meal counting system.

 FORMCHECKBOX 

Food service staff and other pertinent personnel/staff were notified of any status changes using “Notification of Status Change” (Form 318).

 FORMCHECKBOX 

Households who reapplied for benefits submitted required information.
 FORMCHECKBOX 

A verification folder with all pertinent documentation has been set-up.

 FORMCHECKBOX 

Verification was completed by November 15th. 

 FORMCHECKBOX 

Applications verified “for cause” were excluded from the “Verification Summary Report” (Form 122). 

 FORMCHECKBOX 

The “Verification Summary Report” (Form 122) has been completed, maintained on file, and electronically submitted in SNEARS between February 15 and March 1st.
For further information refer to the “Guidance for the Verification Process” (Form 273) and verification forms posted on www.nj.gov/agriculture/applic/forms/#6.  [image: image1.png]



