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"Step by Step Instruction: How to Submit the Second
Review of Applications Report in CNP Verification
Reporting”is intended for the School Food Authorities
in the state of Arizona. All regulations are specific to
operating the National School Lunch Program under
the direction of the Arizona Department of Education.
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Intended Audience and Content

This How-To-Guide is intended for Local Educational Agencies
(LEASs) operating the National School Lunch Program (NSLP)
who are required to conduct a second review of the initial
eligibility determinations for all household applications.

The following slides provide guidance on how to submit the
results of the second review of applications in CNP Verification
Reporting. This report is also referred to as the FNS 742-A
Report.

Attendees are expected to already understand how to process
school meal applications for meal benefits prior to reviewing this
How-To-Guide. Please refer to the ADE Online Training Library
and review the How-To-Guide below before continuing:

* How to Process Household Applications


http://www.azed.gov/hns/nslp/trainingps/online/
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Objectives

At the end of this training, attendees should be able to:

know why certain LEAs are required to complete the second review
of applications;

comprehend what the second review of applications entails and how
to conduct the second review activities;

implement best practices on how to obtain second review
documentation;

be able to successfully log in to CNP Verification Reporting; and

understand how to submit the Second Review of Applications Report
in CNP Verification Reporting.
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Eligibility Manual for School Meals
Determining and Verifying Eligibility

USDA vspa Feod snd Nutrion Services
ﬁ Child Netrition Programs
Tty 18, 2017

The instruction within this How-To-Guide is based on guidance from
USDA's Eligibility Manual for School Meals, 2017.

= Section 3 —Processing Applications (page 51)

It is recommended to review the USDA'’s Eligibility Manual for School Meals in
addition to reviewing this course for complete guidance on processing household
applications. Click here to access the USDA’s Eligibility Manual for School Meals.


https://cms.azed.gov/home/GetDocumentFile?id=595e4a163217e115acbc32bd

Comprehension

Check

Throughout this guide there will be comprehension quiz

questions to test your knowledge and help you apply what you're
learning.

Be sure to review these quiz questions and the answers, available
within the guide.

This icon will indicate a comprehension quiz question, and the
background of the slides will be a light mustard like you see on
this slide.




The Step by Step Instruction will review:

The Second Review of Applications Slides7—-18
Documenting Changes and Application Counts Slides 19— 21

Completing the Second Review of Applications Report Slides 22 —34
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High Administrative Risk and Error

The second review of applications is required for LEAs who have
demonstrated a high amount of errors or risk during an Administrative
Review (AR) in areas of eligibility determinations on household
applications, certification, and/or verification.

The Healthy, Hunger-Free Kids Act of 2010 adapted this final rule in hopes
to aid in the integrity of the Child Nutrition Programs and reduce future

potential administrative errors.
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Conducting the Second Review

LEAs who are required to conduct the second review of applications will
be contacted by the Arizona Department of Education (ADE) at the
beginning of the school year via e-mail.

When LEAs are required to conduct the second review, they must perform
a re-evaluation of the initial eligibility determinations made by the original
determining official on all household applications that were processed as
free, reduced-price, and paid.

* The confirming official or the person who conducts this re-evaluation,
must be someone other than the original determining official and is
required to be trained on how to process household applications.

* Please note that re-evaluations of household applications must be
done using the current year’s Income Eligibility Guidelines (IEGs).
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Applications

Re-Evaluation of Applications

The confirming official must confirm that the following have been
completed on the initial application determination:

 Signature of an adult household member
 Last four digits of a Social Security Number (or an indication of “none”)

* Names of all household members, including the children for whom the
application is made

* Indication of:
*  theincome received by the household as a whole; or

* the applicable Assistance Program and case number; or

* the applicable program, for applications based on Other Source Categorical
Eligibility.
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Comprehension

Check

What is the Second Review of Applications?

A.  An extra review that the State agency is required to conduct for
LEAs who have demonstrated a high level of error associated
with eligibility benefits.

2. When the LEA is required to conduct a second review of
applications using the previous year’s IEGs.

C. Areview conducted by the LEA that requires a re-evaluation of
the initial eligibility determinations.

11



Comprehension

Check

What is the Second Review of Applications?

A.  An extrareview that the State agency is required to conduct for
LEAs who have demonstrated a high level of error associated
with eligibility benefits.

2. When the LEA is required to conduct a second review of
applications using the previous year’s IEGs.

C. Areview conducted by the LEA that requires a re-evaluation
of the initial eligibility determinations.

The Second Review of Applications is completed by LEAs who are
required to conduct a re-evaluation of applications after the
initial eligibility determinations have been made. This re-
evaluation must be done using the current year’s IEGs and is
required to be done prior to informing the household of their
eligibility benefits.
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Applications Certified Correctly

For applications that were found to be certified correctly as either free,
reduced-price, or paid during the re-evaluation will simply need to be
signed and dated by the confirming official. Please see the highlighted
fields in the example below:

NSERT SCHOOL/DISTRICT MAILING ADDRESS

OFFICE USE ONLY

/ QError Prone
Eligibility: Free___ Reduced___ Denied_V_

Determining Official’'s Signature: Zm M Date: 9/5/’g

# Application Foster Application QDirectly Certified: Date of Disregard:
ncome Application

Household Size:
20182018 Appacation fr Fesand R Price Scncod Total Income: $¢9. 400 FPer dWeek DTBi-Weskly (Every 2 Weeks) Q2x Month 3 Monthly U(rnual

T Selected For Verification: Confirming Official's Signature: Dave C/M'ée Date: 6]/ 6/18
Follow-Up Official's Signature: Date:

13
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Applications Certified Incorrectly

Applications that were found to be certified incorrectly as either free
reduced-price, or paid during the re-evaluation will still need to be signed
and dated by the confirming official, but the change in eligibility status will
need to be documented and corrected. Please see the highlighted fields in

the example below:

OFFICE USE ONLY

Eligibility: Free__ Reduced L/ Denied_x SiEmor Prone

Determining Official’'s Signature: Zm M Date: 9/5/’g

# Application Foster Application QDirectly Certified: Date of Disregard:
ncome Application
Household Size:

Total Income: $49. 400 Per OWeek QBiWeskly (Every 2 Weeks) DO2x Month TMonthly ﬂ-nual

T Selected For Verification: Confirming Official's Signature: Dave C/M'ée Date: ‘]/ 6/18
Follow-Up Official's Signature: Date:

‘20182019 Appication for Free and Reduced Price School

Application originally certified as
dented, but was found incorrvect
because of a caleulation ervor.
Application was changed to reduced on

9.
Dave Clarke 9/16/1&
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General Requirements of the Second Review

 All applications regardless of their original eligibility determination,
received on or prior to October 31%, are required to be re-evaluated.

* The second review must be conducted prior to the household being
notified of their eligibility determination.

The Second

* The second review cannot delay the application from being processed
Review Of in a timely manner.

App[iCCltiOﬂS * Regardless of the second review, the LEA is required to notify the
household of the child’s eligibility determination no later than 10
operating days after receiving the application.

15



The Second

Review of
Applications

Reporting the Results of the Second Review

To fulfill all requirements of the second review process, the Second
Review of Applications Report must be submitted to ADE.

All applications that were submitted to the LEA on or before October
31°t must be included in the report.

The Second Review of Applications Report will be available for
submission in CNP Verification Reporting each year by November 16,

The final due date for the Second Review of Applications Report is
February 1%t

* Itisrecommended to submit the Second Review Report prior to the final due date
to avoid a late submission.

16



Comprehension

Check

Which applications are required to be included in the second

review?

A All applications that are reviewed on or prior to October 315t for
the current school must be included.

5. All applications that have been reviewed in past year must be
included.

C.  Only 3% of applications that are reviewed on or prior to October

31t for the current school year must be included.

17



Comprehension

Check

Which applications are required to be included in the second
review?

A. All applications that are reviewed on or prior to October 315t
for the current school must be included.

5. All applications that have been reviewed in past year must be
included.

C.  Only 3% of applications that are reviewed on or prior to October
31t for the current school year must be included.

It is important for LEAs to include all applications that are
reviewed on or prior to October 315t in the second review. This
should aid LEAs who have demonstrated a high level of error to
increase their accuracy of certifying meal benefits.

18
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Application Counts




Documenting
Changes and

Application
Counts

Collecting the Required Data

It is important for the LEA to document
any changes that occurred during the re-
evaluations to ease the burden of
collecting this data at the time the report
is being submitted.

A tool has been created to assist LEAs in
obtaining this data. Please note that this
tool is not required if the LEA prefers to
document their application information
using a different method.

* To locate the Second Review Aggregate
Tool, click here.

lture, Food and Mutrition Servi

Depariment of Agricul
Local Educational Agency Second Re\newoprpll:lmn Template

‘State agencies must report the informstion on this form ANNUALLY (by March 15th] for sl lncel educationsl sgencies (LEAS) selected
to conduct & second review of spplications required u dercFquzsﬂ(b)(Q@-wJ

3 DA TENPLATE o be uiad 25 2naplora ol may e St Agancias and LER undarstand e data mars sty cafor e

This|
e sl G742 5 sprasiahest Sisi Agences st nat reured s use

this format, but may use it in training i they find it helpful. miylsnbehew
collecting the munmmnsnalyhdweaﬁvg 102 spreadsheet

State Agency:

SFAILEA ID: SFA/LEA NAME: School Year:

1-1: Total number of schoals in LEA:

1-3: Total number of applications:

Report sl applicstions subject to second review

I 1.2,
! h.
A FREE- Dafermine 2 i %“g,j.'g; PR“I,G'EE;";G."M" C.PAID- Datarmined =2 PAID bassd an
sppic i
1. NO CHANGE: 1. NO CHANGE: NO CHANGE
Changed to REDUGED Changed to FREE: Changed to FREE:
a Incomplete incomplete: Incomplete
application error: application error: applicaticn error:
b. Categorical Categorical b. Categorical
ighileyerror: | || elighi ity error: eligibility errer
Gross i income Gross ir
calculation error calculation error calculation error
Gther emor: Gther error: d Othererror:
Changed to PAID: 1. Changed to PAID: Changed to REDUCED
Incomplete incomplete 2. Incomplete
application error: application error: application error:
b. Categorical ssi b. Categorical
igpbility error: calculation error. eligiblity errr.
Grossincoms other c. Gross income
calculation error, o calculation error:
Other error: d. Other eror:

Second Review Aggregate Tool

20


http://www.azed.gov/hns/nslp/ar/

Documenting
Changes and

Application
Counts

Data Collection Checklist

To successfully submit the Second Review of Applications Report, ensure
that the following information is collected throughout the year when
household applications are being processed and certified:

v" Total number of applications

V" Total number of applications that changed eligibility determinations by
category of free, reduced, and paid (if any)

v" The reason for the change in eligibility; ex: incomplete application,
income calculation error, etc.

Regardless of how this information is collected, LEAs will want to keep
track of this information while each household application is processed to
ensure that submitting the Second Review of Applications Report is simple
and organized.

21
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Completing the
Second Review of

Applications
Report

1. Go to the ADE Health and Nutrition Webpage:
http://www.azed.gov/hns/.

M ADE v # ™ PARENTS & STUDENTS v ™ § SCHOOLS & TEACHERS v ff ADE CALENDAR & COMMON LOGON

- HNS A-Z QUICK SEARCH CIVIL RIGHTS

MEMOS

& ADECONNECT

CONTACTUS

Health and Nutrition Services

Welcome!

programs.

» School Nutrition Programs

» School Food Programs

» Community Nutrition Programs

The Health and Nutrition Services Division is committed to enhancing the health and wellbeing of Arnizona’s children and adults by providing access to a vanety of federally funded

23
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Completing the
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Applications
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2. Click on[Isead found on the top of the webpage.

Il ADE+ $7 PARENTS & STUDENTS v W § SCHOOLS & TEACHERS ~

- HNS A-Z QUICK SEARCH CIVIL RIGHTS

MEMOS

ff ADE CALENDAR & COMMON LOGON & ADECONNECT

CONTACTUS

Health and Nutrition Services

Welcome!

programs.

» School Nutrition Programs

» School Food Programs

» Community Nutrition Programs

The Health and Nutrition Services Division is committed to enhancing the health and wellbeing of Arnizona’s children and adults by providing access to a vanety of federally funded

24



A new webpage will load. It should look like this screen:

Completing the
Second Review of

Applications
Report

You must have a username and password in order to access
ADEConnect*

*Please note, some users are able to access ADEConnect through their Student Information
System (SISe) and are not required to enter a username and password.

25
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3. Enter your username and password.

B

X A rizona
Department of Education

Sign in with your organizational account

‘ Passwaord

Sign in

Forgot Password?

Your organizational account used for sign in is your
email address.

If you have forgotten your ADEConnect passweord, you
can reset it using the Forgot Password? link.

If you are a Student Information System (5I5) user,
please use that system for access to all of your ADE
applications! SIS users should only maintain their
password in the SIS.

Reset of ADEConnect password does not update your
5IS or Common Logon passwords.

For questions regarding your entity and application
access via ADEConnect, contact the Entity
Administrator Find an Entity Administrator.

*Please note, some users are
able to access ADEConnect
through their Student
Information System (S1S) and
are not required to enter a
username and password.

26



You have successfully logged into ADEConnect.

After logging in, your webpage will show all ADEConnect applications you
have access to.

Welcome Halie

Find Entity Administrator|
Self Service Portal

Completing the
Second Review of

ADEConnect

New Applications [Hide]

Applications Vv | S s a3 or o

R [Hide All Education - 79275
ep l t [-] Arizona Department of Education - 79275 &= [1 HR Administration
- s = e S = Arizona Department of
= CNP Direct Certification / Direct Verification ? Education - 79275
= CNP Verification " [ Certification Portal
= CNPWeb ? - Independent Applications - 1
{3 EOS Portal _

= Event Management System (EMS)
- —




Completing the
Second Review of

Applications
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4. Click on CNP Verification.

ADEConnect

‘ ESS Applications are now accessed in the ESS Portal

View entire news

[-] Arizona Department of Education - 79275 &=
- w e de S

= CNP Direct Certification / Direct Verification ?
= CNP Verification "
= CNPWeb ?

{3 EOS Portal
= Event Management System (EMS)
. ——

[Hide Alll

Welcome Halie @G Kelli

Self Service Portal

28
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You have successfully logged into CNP Verification.

A new screen will load. It should look like this:

Verification

View or edit your 2019 - 2020 Verification
Summary Report

Arizona Department of Education

Welcome to

CNP Verification

B & H

View/Print

View or print your 2019 - 2020 Verification
Summary Form

Sample Size Calculators

Calculate the minimum Verification sample
size required.

29



5. Click Verification.

Arizona Department of Education

Completing the Welcome to
Second Review of CNP Verification

B B M

Applications
Report

Verificatio View/Print Sample Size Calculator:
I ulat h erification sample

redit you

Summary Report
q eanen

Summary Form




A new webpage will load. It should look like this screen:

CNP Verification 2019-2020

Sponsor Name Ash Fork Joint Unified District (13-02-31-000) Status Pending
Description CNP Verification for All Sponsors
[ o Instructions Enter all data requested.

Completing the PP —

Step Is Required
[ ]

Se On ReVIeW O Description: Total Schools and Residential Child Care Institutions (RCCls)

Instructions: View and confirm the number of NSLP Schools. Click "Next' after you've verified or updated the numbers.

Applications
Report

1 2 3 4 5 6 7 ] 9 nm 1N 12 13 14 15 16 17 18 19 20 21 22 23

Submit to ADE 2

Valu CNPWeb

i e
1-1A Per CNPWeb, this is the total number of schools/sites (non-RCCI's) that operate NSLP under | “

your 5FA, please confirm

Enter the number of non-RCCI school or sites that oparate MSLP under your SFA

1-2A Per CNPWeb, this is the number of RCCl's that operate NSLP under your SFA, please confirm n

*Please note, this is the same page that will load when you are submitting the Verification
Summary Report (VSR). Ideally, the user will complete the VSR with the




Completing the
Second Review of

Applications
Report

6. Page by page, answer the fillable questions in the VSR.

CNP Verification 2019-2020

Pending

Sponsor Name Ash Fork Joint Unified District (13-02-31-000) Status Pending
Description CNP Verification for All Sponsors
Instructions Enter all data requested.
Step 1of 23: o
Total Schools and RCCI
: :
Description: Total Schools and Residential Child Care Institutions (RCCs)
Instructions: View and confirm the number of NSLP Schools. Click "Next' after you've verified or updated the numbers.

1 2 3 4 5 6 7 3 9 10 1 12 12 14 15 16 17 12 19 20 21 22 23

Number Question Value CNPWeb

1-1A Per CNPWeb, this is the total number of schools/sites (non-RCCI's) that operate NSLP under | “

your 5FA, please confirm

Enter the number of non-RCCI school or sites that oparate MSLP under your SFA

1-2A Per CNPWeb, this is the number of RCCl's that operate NSLP under your SFA, please confirm n

32



Completing the
Second Review of

Applications
Report

7. The Second Review of Applications Report will be
completed on pages 19 through 22.

1 2 3 4 5 6 T 8 9 10 11 12 13 14 15 16 17 18 19 20

21

22 23

(st | o [

View Summary Report

Submit to ADE [@& l

Number Question Value

SR1-1 Total number of schools in LEA 6

SR1-2 Total number of enrolled students in LEA 1764

SR1-3 Total number of applications 404
Report all applications subject to second review

SR1-4 Total number of applications with changed eligibility determinations 23

Report all applications resulting in a changed determination due to the second review process

CNPWeb

33



8. Once you have completed all required pages within both
reports, click | susmittoane@ |,

Approved

. Sponsor Name ASU Preparatory Academy (07-85-46-000) Status Approved
‘ 0 ' r ' [ e t I n t h e Description [@ N RVt  dela R oI\ BN oTey I RIS W Second Independent Review of Applications is Required
Instructions TEST
Second Revi i
eco eview o Stop 23 o8 2 -
Verification C letetest 12-09-19 KM
crication tomp

A p p l i Ca ti On S Description: Congratulations! You have completed your Verificationtest 12-09-19 KM

‘ E ep OIT Instructions: If there are no validation errors listed you can now submit the Verification to ADE.test 12-09-19 KM

1 2 3 4 5 6 7 8 9 10 i 12 13 14 15 16 17 18 19 20 21 22 23

(o | h

*Please note, the user has the option to either save or submit their report to ADE. The user can

save their work and come back to the report to make edits on any pages at a later date if need
be.

View Summary Report M‘ Nesxt M H B Save
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Technical Assistance

If you have any questions about processing household
applications, use:

* The Eligibility Manual for School Meals at:

For other questions about the Second Review of Applications,
please contact your School Nutrition Programs Specialist.


https://cms.azed.gov/home/GetDocumentFile?id=595e4a163217e115acbc32bd

End of Training

ADE Online Training Library

Online trainings are easy to use
and available year round. Directors
and staff are encouraged to
complete these trainings as a way
to review previously learned
subjects, or as an introduction to a
regulation. Most guides are also
available in Spanish.

Please take some time to browse
through the ADE Online Training
Library to review additional
resources.

#HONE  HNSAZQUCKSEARCH  CVILRGHTS  NEMOS  CONTACTUS

Health and Nutrition Services

ADE Online Training Library

 1000-Nutriton
1 2000- Operations
) 3000- Administration

) Training on Applicatons fo Sa

) Training Specific to Operating and Applying for Specil Assstance

or/ Direct Verfication and Verfication)

36


http://www.azed.gov/hns/nslp/trainingps/online/

End of Training

Congratulations!

You have completed the Step by Step Instruction: How to Submit
the Second Review of Applications Report in CNP Verification.

In order to count this training towards your Professional Standards

training hours, the training content must align with your job duties.

* Information to include when documenting this training for
Professional Standards:

* Training Title: Step by Step Instruction: How to Submit the Second
Review of Applications Report in CNP Verification

* Learning Code: 3110
* Key Area: 3000- Administration

* Length: 30 minutes

* Please note, attendees must document the amount of training hours indicated
on the training despite the amount of time it takes to complete it.
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End of Training

Requesting a Training Certificate

Please click on the link below to complete a brief survey about this
training. Once the survey is complete, you will be able to print your

certificate of completion from Survey Monkey. This will not appear in your
Event Management System (EMS) Account.

https://www.surveymonkey.com/r/OnlineHowToGuides

The information below is for your reference when completing the

survey.
Training Title: Step by Step Instruction: How to Submit the Second
Review of Applications in CNP Verification

Professional Standards Learning Code: 3210

38
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, its Agencies, offices, and employees, and institutions
participating in or administering USDA programs are prohibited from discriminating based on race,
color, national origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any
program or activity conducted or funded by USDA.

Persons with disabilities who require alternative means of communication for program information
(e.g., Braille, large print, audiotape, American Sign Language, etc.) should contact the Agency (State
or local) where they applied for benefits. Individuals who are deaf, hard of hearing or have speech
disabilities may contact USDA through the Federal Relay Service at (8o0) 877-8339. Additionally,
program information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program Discrimination Complaint
Form, AD-3027, found online at http://www.ascr.usda.gov/complaint filing cust.html, and at any
USDA office, or write a letter addressed to USDA and provide in the letter all of the information
requested in the form. To request a copy of the complaint form, call (866) 632-9992. Submit your
completed form or letter to USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant
Secretary for Civil Rights, 1400 Independence Avenue, SW, Washington, D.C. 20250-9410; (2) fax:
(202) 690-7442; or (3) email: program.intake@usda.gov.

This institution is an equal opportunity provider.
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