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TRAINING HOURS
Information to include when documenting this
training for Professional Standards:

Training Title: How to Identify Error-
Prone Household Applications

Key Area: 3000 - Administration

Learning Code: 3110

Length: 30 minutes

Intended Audience

Objectives

This training is intended for School Food Authorities
(SFAs) operating the National School Lunch Program
(NSLP). All regulations are specific to operating the
NSLP under the direction of ADE.

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

understand what error-prone applications are; 
recognize why identifying applications that are error-
prone is necessary;
understand the purpose of identifying applications
that are error-prone for verification;
utilize the Error-Prone Worksheet when identifying
error-prone applications; and 
identify applications that are error-prone. 



The instruction within this Online Course is based on guidance
from USDA’s Eligibility Manual For School Meals, 2017.

It is recommended to review the USDA’s Eligibility Manual for
School Meals in Addition to reviewing this course for complete

guidance on identifying error-prone household application. 

Click here to access the manual.

https://www.azed.gov/sites/default/files/2017/07/SP36-2017_CACFP15-2017_SFSP11-2017a1.pdf?id=595e4a163217e115acbc32bd


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
answers available within the guide. 

The question mark icon below will
indicate a comprehension quiz
question.

Quiz Time
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All schools participating in the National School
Lunch Program (NSLP) and School Breakfast
Program (SBP) are required to make free and
reduced-price meals available to eligible children.
Each household enrolled in the school
participating in the NSLP and SBP is able to apply
for meal benefits using household applications. 

Free & Reduced-Price Meals
Households will complete the application for free
and reduced-price meals provided by the school
food authority (SFA) to record household and
income information. Using the Income Eligibility
Guidelines (IEGs), schools will determine if the
household can receive free or reduced-price
benefits. 

https://www.azed.gov/sites/default/files/2021/06/2022%20Income%20Eligibility%20Guidelines.pdf
https://www.azed.gov/sites/default/files/2021/06/2022%20Income%20Eligibility%20Guidelines.pdf
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Each SFA must annually verify the eligibility of
children from a sample of household applications
approved for free and reduced-price meal benefits
for that school year. Verification is the process
where school officials will confirm if the self-
reported information on a household application
was accurately provided by the household. 

Verifying Student Eligibility
For example, SFAs must confirm household
income or confirm that the child is included in a
household that is certified to receive SNAP, TANF
or FDPIR benefits through an eligible case
number that was provided on the application by
the household. 

Please note not all applications must be verified, but a sample
based on the most current Verification Non-Response Rate
Report is required to be randomly selected. 

For more information on verifying student eligibility, visit HNS’s
Online Training Library. 

https://www.azed.gov/hns/nslp/training
https://www.azed.gov/hns/nslp/training


Verification Sampling
Method
SFAs must review the Verification Non-Response Rate
Report to determine which sampling method (Standard,
Alternative 1: Random Sampling, or Alternative 2:
Focused Sampling) can be used to calculate the number
of applications subject to Verification. This will help
determine if error-prone applications must be
documented.

COPPER: SFAs may choose from any of the three
sampling methods 

RED or NO HIGHLIGHT: SFAs with red or no highlight
must use the Standard Sampling Method and
determine Error-Prone applications.  

Verification Non-Response Rate Report

Please remember this report will be updated
each year and it is the SFAs responsibility to

check the report to ensure the correct
sampling method is implemented. 

SECTION 1 REVIEW OF HOUSEHOLD APPLICATIONS AND VERIFICATION

DETERMINING YOUR CALCULATION METHOD
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https://www.azed.gov/sites/default/files/2017/09/Verification%20Non-Response%20Rate%20Report.pdf
https://www.azed.gov/sites/default/files/2017/09/Verification%20Non-Response%20Rate%20Report.pdf
https://www.azed.gov/sites/default/files/2017/09/Verification%20Non-Response%20Rate%20Report.pdf


Verification Non-Response Rate Report

Verification Sampling
Method
On the Non-Response Rate Report, Local Educational
Agency (LEA) names highlighted in copper reported at
least 80% of the households selected for verification the
previous year responded to the verification request.
Because their response rate was so high, they qualify to
use an alternate sampling method for the current year’s
verification process and can choose from the Standard
Sampling, Alternate 1, or Alternate 2 sampling methods.

LEAs who do not qualify to use an alternate method will
be shown in red or white and must use the Standard
Sampling method. 

SECTION 1 REVIEW OF HOUSEHOLD APPLICATIONS AND VERIFICATION

DETERMINING YOUR CALCULATION METHOD
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https://www.azed.gov/sites/default/files/2017/09/Verification%20Non-Response%20Rate%20Report.pdf


Quiz Time
How will LEAs know if they qualify to use an alternate
sampling method?

The LEA will be highlighted in copper on the Non-
Response Rate Report.

The LEA will be shown in white on the Non-
Response Rate Report.

It will be indicated on the LEA’s last claim in
CNPWeb.

A

B

C
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Each year, ADE HNS releases the
Non-Response Rate Report. LEAs
qualifying for an alternative
sampling method will be
highlighted in copper. 
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As indicated on the ADE Non-Response Rate
Report, LEAs who do not qualify to use an
alternate sampling method must use the
Standard Sampling.

As indicated on the Non-Response Rate Report,
LEAs who qualify to use an alternate sampling
method can choose from:

Standard Sampling
Alternate 1: Random Sampling
Alternate 2: Focused Sampling

Applications identified as error-prone are chosen
first when using the Standard Sampling or
Alternate 2: Focused Sampling methods. 

Sampling Methods & 
Error-Prone Applications

Because error-prone applications are on the cusp
of being certified as a different eligibility, they are
required to be selected for verification before
applications that are not error-prone. 

If the LEA did not find error-prone applications
or their sample size was higher than the
number of error-prone applications on file, the
LEA can then select from applications that are
not error-prone when using Standard
Sampling or Alternate 2: Focused Sampling. 

Full guidance on the calculation sampling methods can be found
in ADE’s Online Course: Verification Review. The remainder of this
training will cover step-by-step guidance on how to identify
applications that are error-prone for the use of verification. 

https://cms.azed.gov/home/GetDocumentFile?id=5936c26e3217e11ac0b66918


SECTION 2

Error-Prone
Applications



Error-Prone
Applications
Household applications are error-prone if the application
is within $100 per month of the applicable IEGs. This will
vary depending on the income frequency of the
application. 

Applicable IEG: the income range for either reduced-
price or free meal benefits used to certify applications
based on self-reported household size and income. 

Once the application is processed and certified by the
SFA, the application will be checked for error-prone
status using the Error-Prone Guidelines for the current
year. Please note this worksheet changes annually to
align with the current year’s IEGs. 

SECTION 2 ERROR-PRONE APPLICATIONS

Error-Prone Guidelines

SLIDE 16

https://www.azed.gov/sites/default/files/2020/10/Error-Prone%20Guidelines.pdf
https://www.azed.gov/sites/default/files/2020/10/Error-Prone%20Guidelines.pdf


Identifying Error-Prone Applications 

Error-prone applications must be identified
for those LEAs who are using the Standard
Sampling or Alternate 2: Focused Sampling
methods. 

SECTION 2 ERROR-PRONE APPLICATIONS

REQUIREMENT BEST PRACTICES

It is a best practice to always check income
applications for error-prone status, but it is
mandatory for LEAs who are not receiving
administrative relief through the Non-Response Rate
Report or for those who do receive administrative
relief but have chosen Alternate 2: Focused
Sampling. 

It is a best practice to identify applications that are
error-prone at the same time as the SFA certifies
applications for meal benefits. If the SFA chooses to
wait to do this during the process of verification, it
could exceed the timeline of verification reports and
deadlines.

SLIDE 17



Quiz Time
Who is required to identify applications that are
error-prone?

All LEAs.

LEAs who receive administrative relief based on
the Non-Response Rate Report.

LEAs who are using Alternate 1: Random
Sampling.

LEAs who are using Standard Sampling or
Alternate 2: Focused Sampling. 

A

B

C

D
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Although it is a best practice for all
LEAs to check for error-prone
applications during the processing
of all income applications, it is only
mandatory for LEAs who are using
Standard Sampling or Alternate 2:
Focused Sampling to identify
applications that are error-prone.

SECTION 2 ERROR-PRONE APPLICATIONSSECTION 2 ERROR-PRONE APPLICATIONS SLIDE 19



SECTION 3

Identifying
Error-Prone
Applications



Error-prone applications are those that fall
within the range indicated on the Error-
Prone Guidelines worksheet depending
on the household’s reported income. 

Error-Prone
Applications

SECTION 3 IDENTIFYING ERROR-PRONE APPLICATIONS 21

COMPARING INCOME TO ERROR-
PRONE GUIDELINES 

Error-Prone for
FREE Eligible
Applications

Error-Prone for
REDUCED

Eligible
Applications

Error-Prone
Frequency
Guidelines



1. Collect Applications
First, collect applications that have been
certified for free and reduced-price benefits
based on household size and income by the
Determining Official.

2. Compare Income to Error-Prone Guidelines 
On the Error-Prone chart, find the frequency
and household size under the free or reduced-
price table. If the income falls within the range
listed, it is considered to be an error-prone
application. If the income is below the range, it
is not error-prone.

3. Indicate Error-Prone on Application (if
applicable)
If an application is determined as error-prone,
return to the household application and check the
Error Prone box found on the application in the
Office Use Only section. 

4. Update your BID 
The application processing is now complete, and
the SFA will update their Benefit Issuance
Document (BID). 

Error-Prone Applications
PROCESS OF REVIEWING APPLICATIONS

SECTION 3 IDENTIFYING ERROR-PRONE APPLICATIONS 22



Error-Prone Applications

1. Collect Applications
The application selected was certified by the
Designated Official as free based on IEGs and a
household size of four with a monthly income of $1,000.

2. Compare Income to Error-Prone Guidelines 
On the Error-Prone for FREE Eligible Applications chart,
you will find that the Monthly Error-Prone range for a
household size of four is $3,150 to $3,250. Since $1,000 is
not within this range, the application is not error-prone. 

3. Indicate Error-Prone on Application (if applicable)
This application is not error-prone, therefore, the
application processing is now complete, and the SFA
will update their Benefit Issuance Document (BID). 

APPLICATION EXAMPLE 1

SECTION 3 IDENTIFYING ERROR-PRONE APPLICATIONS 23



Error-Prone Applications

1. Collect Applications
The application selected was certified by the
Designated Official (DO) as reduced based on IEGs and
a household size of two with a weekly income of $700.

2. Compare Income to Error-Prone Guidelines 
On the Error-Prone for REDUCED Eligible Applications
chart, the Weekly Error-Prone range for a household
size of two is $678.93 to $702. Since $700 is within this
range, the application is identified as error-prone. 

3. Indicate Error-Prone on Application (if applicable)
Since the application is error-prone, the DO will check
the Error Prone box on the application. Once the box is
checked, the application processing is complete, and
the SFA will update their BID.

APPLICATION EXAMPLE 2

SECTION 3 IDENTIFYING ERROR-PRONE APPLICATIONS 24



Quiz Time
Using the Error-Prone Guidelines worksheet shown on this page, is a
household application that was certified as reduced with a household
size of five and a yearly income of $63,000 error-prone?

No, the application falls below the Yearly Error-
Prone range indicating that it is not error-prone. 

Yes, the application falls within the Yearly Error-
Prone range indicating that is it error-prone.

A

B

9SECTION 2 ERROR-PRONE APPLICATIONSSECTION 3 IDENTIFYING ERROR-PRONE APPLICATIONS 25
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This application is not error-prone
because $63,000 is not within the
range of $63,809 to $65,009 as
shown above on the Error-Prone
Guidelines worksheet. 
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CONTACT US

602-542-8700

www.azed.gov/hns

ContactHNS@azed.gov

If you have a question or require additional
assistance, please contact your assigned
specialist or contact HNS.

https://www.azed.gov/hns


Congratulations
You have completed the Online Course:
How to Identify Error-Prone Applications.

Information to include when documenting this
training for Professional Standards:

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

Training Title: 
How to Identify Error-
Prone Applications

Key Area: 3000 - Administration
Learning Code: 3110
Length: 30 minutes



Certificate
Requesting a training certificate
Please click the button to complete a brief
survey about this online training. Once the
survey is complete, you will be able to print your
certificate of completion from Survey Monkey. 

Information to include when documenting this training for Professional Standards:

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

Training Title: 
How to Identify Error-
Prone Applications

Key Area: 3000 - Administration
Learning Code: 3110
Length: 30 minutes

Take Survey

TAKE SURVEY

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


In accordance with federal civil rights law and U.S. Department of Agriculture (USDA) civil
rights regulations and policies, this institution is prohibited from discriminating on the
basis of race, color, national origin, sex (including gender identity and sexual orientation),
disability, age, or reprisal or retaliation for prior civil rights activity. 

Program information may be made available in languages other than English. Persons
with disabilities who require alternative means of communication to obtain program
information (e.g., Braille, large print, audiotape, American Sign Language), should contact
the responsible state or local agency that administers the program or USDA’s TARGET
Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay
Service at (800) 877-8339. 

To file a program discrimination complaint, a Complainant should complete a Form AD-
3027, USDA Program Discrimination Complaint Form which can be obtained online at:
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-
0508-0002-50811-28-17Fax2Mail.pdf, from any USDA office, by calling (866) 632-9992, or by
writing a letter addressed to USDA. The letter must contain the complainant’s name,
address, telephone number, and a written description of the alleged discriminatory action
in sufficient detail to inform the Assistant Secretary for Civil Rights (ASCR) about the nature
and date of an alleged civil rights violation. 

The completed AD-3027 form or letter must be submitted to USDA by: 

Mail: U.S. Department of Agriculture Office of the Assistant Secretary for Civil Rights 
1400 Independence Avenue, SW Washington, D.C. 20250-9410; or 

Fax: (833) 256-1665 or (202) 690-7442; or 

Email: program.intake@usda.gov 

This institution is an equal opportunity provider.

https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-50811-28-17Fax2Mail.pdf
https://www.usda.gov/sites/default/files/documents/USDA-OASCR%20P-Complaint-Form-0508-0002-50811-28-17Fax2Mail.pdf

