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This training was developed by the Arizona Department of Education (ADE) Health and Nutrition Services
Division (HNS). The content in this training is intended for professionals operating one or more USDA Child
Nutrition Programs in Arizona under the direction of ADE. The information in this training is subject to
change. Attendees are encouraged to access professional development materials directly from the
training library to prevent use of outdated content. 
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Intended Audience

Objectives

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

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

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

Training Title: How to Submit the
Second Review of Applications Report
in CNP Verification Reporting

Key Area: 3000 - Administration

Learning Code: 3110

Length: 30 minutes

know why certain SFAs 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. 



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

It is recommended to review this manual in addition to
reviewing this course for complete guidance on processing and

verifying household applications.

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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The Second Review
of Applications

SECTION 1
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The second review of applications is required for School Food Authorities (SFAs) 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. 

High Administrative Risk and Error
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The Arizona Department of Education (ADE) will alert SFAs required to conduct the second review of
applications via email at the beginning of the school year. 

When SFAs are required to conduct the second review, they must re-evaluate 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). 

Conducting the Second Review
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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:

the income 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. 

Re-Evaluation of Applications



Quiz Time
What is the Second Review of Applications?

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

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

A review conducted by the SFA that requires a re-evaluation of the initial eligibility
determinations. 

A

B

C



Quiz Time
What is the Second Review of Applications?

A

B

C

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

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

A review conducted by the SFA that requires a re-evaluation of the initial eligibility
determinations. 

The Second Review of Applications is completed by SFAs 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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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:

Applications Certified Correctly



✓X✓
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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:

Applications Certified Incorrectly

An application was originally certified as denied but was found
incorrect because of a calculation error. The application was
changed to reduced on 9/6.

Dave Clark 9/16/24 An application was originally
certified as denied but was
found incorrect because of a
calculation error. The
application was changed to
reduced on 9/6.

Dave Clark 9/16/24
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All applications, regardless of their original eligibility determination, received on or before 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 review cannot delay the application from being processed in a timely manner. 
Regardless of the second review, the SFA is required to notify the household of the child’s eligibility
determination no later than 10 operating days after receiving the application. 

General Requirements of the Second Review
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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 SFA on or before October 31 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.
It is recommended to submit the Second Review Report prior to the final due date to avoid a late
submission. 

Reporting the Results of the Second Review



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

All applications that are reviewed on or prior to October 31st for the current school must be
included. 

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

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

A

B

C



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

All applications that are reviewed on or prior to October 31st for the current school must be
included. 

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

Only 3% of applications that are reviewed on or prior to October 31st for the current school year
must be included. 
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It is important for LEAs to include all applications that are reviewed on or prior to October 31st in
the second review. This should aid LEAs who have demonstrated a high level of error to increase
their accuracy of certifying meal benefits. 



SECTION 2

Documenting
Changes and
Application Counts



SECTION 2 DOCUMENTING CHANGES AND APPLICATION COUNTS SLIDE 20

It is important for the SFA 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 SFAs in obtaining
this data. Please note that this tool is not required if
the SFA prefers to document their application
information using a different method. 

To locate the Second Review Aggregate Tool,
click here.

Collecting the Required Data

https://www.azed.gov/sites/default/files/2022/08/Second%20Review%20Aggregate%20Tool.docx
https://www.azed.gov/sites/default/files/2022/08/Second%20Review%20Aggregate%20Tool.docx
https://www.azed.gov/sites/default/files/2022/08/Second%20Review%20Aggregate%20Tool.docx
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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: 

Total number of applications
Total number of applications that changed eligibility determinations by category of free, reduced,
and paid (if any)
The reason for the change in eligibility; ex: incomplete application, income calculation error, etc. 

Data Collection Checklist

Regardless of how this information is collected, SFAs 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.



SECTION 3

Completing the
Second Review of
Applications Report
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The Second Review of Applications Report
As a reminder, the Second Review of Applications Report must be submitted to ADE in the ADEConnect
Application - CNP Verification Reporting.

Reminders of Key Reporting Dates:
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.

The following slides will review accessing and submitting the report in CNP Verification Reporting. 
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Utilizing Google Chrome, go to any ADE
webpage: www.azed.gov/hns

Click ADEConnect.

The system will either log you in
automatically or you will need to enter your
username and password.

Click View Applications.

Select CNP Verification Reporting.

ADEConnect

https://www.azed.gov/hns
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The CNP Verification Reporting application will
load. 

Next, select Verification.

You have successfully logged into CNP
Verification, and Step 1 of your Verification
Summary Report (VSR) will load.

Complete the prompted steps until you have
arrived at question SR1-1.

*Note, this is the same page that will load when
you are submitting the VSR. Ideally, the user will
complete the VSR with the Second Review of
Applications.

CNP Verification
Reporting
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The Second Review of Applications Report will
be completed on pages 19 through 22.

Once you have completed all required pages
within both reports, click Submit to ADE.

The user can choose to save or submit their
report to ADE. By saving their work, they can
return to it later to make edits as necessary. 

Second Review of
Applications Report



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 Submit the Second Review of Applications
Report in CNP Verification Reporting.

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 Submit the Second
Review of Applications
Report in CNP Verification
Reporting

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 Submit the
Second Review of
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 USDA civil rights regulations and policies, the
USDA, its agencies, offices, employees, and institutions participating in or administering USDA
programs are prohibited from discriminating based on race, color, national origin, religion, sex,
disability, age, marital status, family/parental status, income derived from a public assistance
program, political beliefs, or reprisal or retaliation for prior civil rights activity, in any program or
activity conducted or funded by USDA (not all bases apply to all programs). Remedies and
complaint filing deadlines vary by program or incident.

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
state or local agency that administers the program or contact USDA through the
Telecommunications Relay Service at 711 (voice and TTY). Additionally, program information may
be made available in languages other than English.

To file a program discrimination complaint, complete the USDA Program Discrimination
Complaint Form, AD-3027, found online at How to File a Program Discrimination Complaint 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, Mail Stop 9410, Washington, D.C. 20250-9410;

2.Fax: (202) 690-7442; or
3.Email: program.intake@usda.gov.

USDA is an equal opportunity provider, employer, and lender.

https://www.usda.gov/sites/default/files/documents/ad-3027.pdf
mailto:program.intake@usda.gov

