Verification Summary Report - webcast #3
(Recorded October 8, 2010)


Slide 1 – Hello, I am Ellen Snowdon, Nutrition Program Consultant with the School Nutrition Team, at DPI.   Welcome to this webcast – Verification Process School Year 2010 – 2011 Verification Summary Report.  It is about submitting the Verification Summary Report, which must be submitted to DPI by November 15 each year.
If you haven’t done so already, I recommend that you download a copy of the PowerPoint for your reference, along with the script (if needed) that accompanies this presentation.  Links to these are located in the far-right hand column on our School Nutrition Team Webcasts page. 

Slide 2 – All Determining and Verifying Officials should have a copy of the Eligibility Manual for School Meals. It gives the current federal policy for determining and verifying the eligibility of your enrolled students.
Slide 3 – Listed are the web pages that are pertinent to Verification. 

Slide 4 –The Training Opportunities web page offers links to training on the verification process.
The verification mailing from October 1, 2010 is posted in the School Nutrition Team “mailings School Nutrition Programs” if you cannot locate a copy at your school/district/RCCI.

Slide 5 – How is Verification conducted?

The total number of approved household applications submitted for the current school year approved as of Oct. 1, are counted

The required sampling method is determined

Select the required percentage based on sample method - but no more (cannot verify 100% of applications) 

Select applications to be verified “for cause”. These are “in addition” to the required sampling number and are not reported on the Verification Summary Report.
 Slide 6 – We recommend that agency:
· use one Verification Tracker with each photocopied application to be verified

· Tracker streamlines final Verification Summary Report

· The updated “Verification Forms” packet includes forms to help with verification. The “Tracker” is page 15. 
· Go to www.dpi.wi.gov/fns/fincou1.html  then scroll down alphabetically to Verification.
Slide 7 – Verification Summary Report
· Those required to use the “Standard Sampling Method” this year have been determined by a non-response rate of 20% or greater in the previous school year. 

· Those required to use the “Standard Sampling Method” were notified with a letter of September 21, 2010.
· Any of 3 sampling methods can be used by agencies with less than 20% non-response. These are described in the Verification Forms Packet 
· DPI is required to collect Verification data. (Do not include “Verified for Cause” applications on Verification Summary Report)

· Agency will be placed in “claims withholding” if the Verification Report is not submitted by Nov 15. 

Slide 8 –
· October 15: “Instructions” for completing the Verification Forms Report will be posted on DPI website. Print & complete ahead of submitting report. 

· November 1: on-line access to Verification Summary Report opens

· November 15th:  Verification process; and Verification Summary Report should be completed and submitted.
Slide 9 –Download the “Verification Summary Report Form” and the “Instructions” (so you are prepared) at this website.
Slide 10 –Let’s start with reporting the “pre-verification” information!
Slide 11 –Before you start reporting:

· Print a copy of the “Instructions to Complete the 10-11 Verification Summary Report.” 

· “Instructions” will be posted on the website by Friday, October 15.
 We recommend that you complete the data ahead of trying to enter and 

 submit the report.
All data must be entered in one session or you may need to start over since the program has a built-in time limit
“Instructions” explain where and how the information is to be reported
Slide 12 – This is the actual LOG-IN screen for the Verification summary Report. 

Carefully select your agency with its town/city from the drop-down box since many of our private schools have the similar names. 
Enter your school specific password.

Slide 13 – Select the name of your school/agency with its town/city from the drop-down box.
Slide 14 – Pre-Verification Information includes the 
· School/District/RCCI name, Agreement number and LEA type will automatically appear on screen after you log in

· Insert an email contact to facilitate the process. This should be the person responsible for submitting the report who can answer questions about the contents.
Slide 15 – This shows the actual Pre-Verification Information screen. The school name, agreement number and LEA type will automatically appear on the screen after you log in.

Notice middle right: the “Instructions” can be downloaded from this screen. 
Also in the middle: select the type of Applications Used 
Slide 16 – All schools must use the USDA “Household Application” from the drop-down box.

***If your school/district/RCCI did not receive or approve any applications, you may select “No Approved Applications” and then continue to “Part II. Results of Verification.  

(Most Residential Child Care Institutions (RCCI) do not receive applications since the resident placements are court-ordered.)

Slide 17 - Note that all agencies (except Provision 2 in a non-base year) must enter “0” or a number in both #2 and 3.

All agencies will fill out #2 and #3 in Column A (ALL Schools) with information as of the last operating day in October.
      #2.  The number of sites operating NSLP or SB for the agency. 
      #3.  Number of enrolled students WITH ACCESS to the program in 

             Column A. 
If your school/district/RCCI has schools or grade levels without LUNCH or BREAKFAST program access: please subtract them from the reported “total enrollment.”
· Only the Provision 2 schools not operating in a Base Year will complete numbers #2 & #3 Column B. Most schools/districts will leave Column B empty.
Slide 18 –
This section will give data about the enrollment at your school/district/RCCI as of the last operating day of October.
Column A 4-1: enter the number of students approved as FREE ELIGIBLE who are not subject to verification. These students who are a YES on your direct certification list, in HeadStart, EvenStart, residential students in RCCIs, or students identified as migrant, homeless or runaway by a public school district liaison. 
Slide 19 –
Notice that the column headings for information have changed. 
Column A is number of students by eligibility as of the last operating day in October.

Column B is the number of approved HOUSEHOLD applications by eligibility as of the last operating day of October.   The number of applications is always LESS than the number of students since multiple siblings will be on the same paper application.
Note that all agencies must enter “0” or a number in all sections in Column A (except 4-4 and 5-1 which are only for Provision 2 in a non-base year) and Column B. 

Column B 4-2 is the number of applications approved as FREE ELIGIBLE (Categorically Eligible) based on a valid FoodShare, W-2 cash benefits or FDPIR case number. 

Column B 4-3 is the number of applications approved as FREE ELIGIBLE (Income Eligible) based on income/household size including applications for foster child and applications for households with zero-income.

Column B Line 4 must be the total of Column B Lines 4-2 and 4-3; if it is not correct the program will send an error message to you.

Slide 20 – This slide repeats:
NOTE:  The column headings changed!!!
Column A is Students; and Column B is paper Applications
COLUMN A  
4. Total of Free eligible students from all categories on last operating day of October

4-1 through 4-3: break out the actual number of free students by specific category.

(Note: Column A 4-4 is only for Provision 2 schools not operating a base year)

COLUMN B 

4. Total # of Free Applications approved (as of last operating day of October) 

This must equal the number of applications reported in 4-2 and 4-3.
COLUMN B:  4-2 and 4-3 report total number of applications for each specific category (as of last operating day of October) 

Slide 21 – 
Column A line 5: enter total number of reduced-priced students as of the last operating day of October

Column B line 5: enter total number of reduced-price applications approved as of the last operating day of October

Do not enter data into Column A and B line 5-1 unless you are a Provision 2 school not operating in a base year.
Slide 22 – Provision 2
· Wisconsin has only about 20 schools on Provision 2

· Provision 2 schools provide meals to all students at no charge and in turn have  a different application collection structure

· Provision 2 school collect applications only in the base year

· Please do not fill out 2B, 3B, 4-4 or 5-1 unless you are a Provision 2 school and aren’t in a base year
Slide 23 – In Section II report the RESULTS of Verification that was conducted on a SAMPLE number of applications.
Slide 24 –from the drop-down box: select the “type of Verification Used”
If your Local Educational Agency (LEA) had no applications approved to verify then select “No Verification Performed (no approved applications)”

Slide 25 –
Record the results for each application in the column that represents the “Original Determination” under column A, B, or C.
Column A includes: Free Eligible by valid case number (FoodShare, W-2 Cash benefits, or Food Distribution Program on Indian Reservations (FDPIR).

Column B includes: Free Eligible based on Income (including foster children and applications for households reporting zero-income).
Column C is: Reduced-price Eligible based on Income.
Slide 26 – as noted at bottom of this page: if you have any questions on completing and submitting the Verification Summary Report, contact Jessica Sharkus by clicking on her name.
Slide 27 – to correctly give DPI your Verification:
Remember that an application is ALWAYS reported in the column (A, B, or C) where it was originally determined
Here’s an example:   –   Income application originally determined to be free eligible is posted in Column B on the numbered line that corresponds with its status after verification.  Read lines # 7 through #11. 
Slide 28 –Report each application in the COLUMN of the original determination. 

Report each application on the line (7-11) of the results of verification:
7. No change

8. Responded, changed to FREE

9. Responded, changed to REDUCED-PRICE

10. Responded, changed to PAID

11. Did not respond, changed to PAID

Slide 29 
When information is complete select the “submit” button then PRINT a copy of the Verification Summary Report for your permanent file showing the date submitted.
When one is sure the data is complete & accurate: click on “Submit.”

Wait for “successfully submitted” computer message.

Keep all Verification records for the current school year & 3 years of the past.

Slide 30 – is our Final Reminder:
Claims for reimbursement will not continue to be accepted/paid on-line for agencies that: 
1) Have approved applications; but did not conduct verification                                                                                                                                                                             and/or  
2) Have not submitted the on-line Verification Summary Report to           
DPI by no later than November 15.
Slide 31 – If you have any further questions on the Verification Process contact a Nutrition Program Consultant using the Personnel Directory posted at: http://dpi.wi.gov/fns/directory.html. It includes our telephone numbers, email addresses and fax number.
Contact Jessica Sharkus with questions on the Verification Summary Report  

Slide 32 – 
Thank you for participating today and for your support of Wisconsin students every day!  We appreciate your time and attention to completing the verification process. 
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