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Determining 
Meal Benefit 

Eligibility



Types of Eligibility Determinations
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Eligibility for free or reduced-price meals can be determined in several different ways.

The process of matching student data with DHS data to obtain a list of students 
that automatically qualify for free meals.eDC

Another means of automatically qualifying for free meals, based on the following 
categories: SNAP Letter, Homeless Student, Foster Student, Head Start.

Categorical 
Eligibility

Eligibility is determined based on income information entered on a Meal Benefit 
Application.Income Based



Meal Benefit 
Application
Sample Meal Benefit 
Application prototype (updated 
June 2023).
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Determining 
Eligibility - Step 1

• The person completing the application should have listed all 
of the children who live in that household.

• Foster, runaway, and homeless children are automatically 
eligible for free meals. 
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Determining 
Eligibility - Step 2

• If ‘No’ is checked, there should not be any information to 
review in this step. Move to Step 3.

• If ‘Yes’ is checked, there should be a Case Number in the box.

• Case numbers can vary in length but should never be 16 
digits. 
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TANF stands for Temporary Assistance for Needy Families. In Rhode Island TANF is referred to as RI Works.

FDPIR stands for Food Distribution Program on Indian Reservations. 



Determining 
Eligibility – Step 3A

• All adult household members should be listed here.

• If no income is listed next to a name, this should be accepted as zero income.

• If income is listed, the applicant must check off the frequency of income.

• If there is more than one income source and the frequencies are different, 
annualize the total.
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Determining Eligibility – 
Step 3A (cont’d) & 3B

• STEP 3A Continued

• Total Household Members should equal children listed in Step 1 plus adults 
listed in Step 3.

• Last 4 of SSN is required, or a check indicating no SSN.

• STEP 3B

• Do not include infrequent earnings such as baby-sitting or mowing lawns.
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The back of the application has a detailed list of possible sources of income for both children and adults.



Helpful Resources
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Section 2: The Basis of Eligibility
Pages 23-24: Special Situations for Determining Household Composition

Page 26: Determining Household Reportable Income

Pages 27-29: Determining Household Reportable Income – Special Situations

Pages 31-33: Examples of Payments Excluded as Income

Eligibility Manual for School Meals, Determining and Verifying Eligibility 



Determining 
Eligibility
Income Eligibility Guidelines 
(SY23-24)
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Determining 
Eligibility – Step 4

• Assure that the meal benefit application is signed 
and dated.
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Address, phone number, and email are not required information.



Determining 
Eligibility 

• Completing racial and ethnic data on the back of 
the application is optional.
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Meal Benefit 
Application
The Use of Information 
Statement and Non-
discrimination Statement are 
required to be included on the 
meal benefit application!
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Determining 
Eligibility 

• Fill in all of the information you used to make the eligibility 
determination.

• Be sure the person who makes the determination signs and 
dates the form as the “determining official”.
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The last step in completing the eligibility determination is completing the “For School Use Only” section on 
the back of the form.



Important Reminders
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Keep the following points in mind when distributing meal benefit applications.

The following information must be made available with the meal benefit applications:

•Instructions
•Use of Information Statement
•Non-discrimination Statement

Household Letters that include the following information must also be made available with the meal benefit 
applications:

•Reduced-price guidelines
•Eligibility Information
•Contact Information (Homeless liaison, school/district contact)

Guidance and applications must be provided in any language or modality necessary:

•Applications translated in another language: https://www.fns.usda.gov/school-meals/translated-applications
•Audio recordings, Braille
•Assistance for those with Limited English Proficiency 



Important Reminders
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Keep the following points in mind when making eligibility determinations.

Categorical Eligibility is determined by one of the following means:
•Applicant enters a SNAP or RI Works number in Step 2 of the meal benefit application (include in verification 

pool)
•Applicant checks the box for Foster Child (include in verification pool)
•Applicant checks the box for Homeless Child (must be certified by school’s Homeless Liaison, so NOT included 

in verification pool) 

Income: 
•If income is from different sources and varying frequencies, it must be converted to annual income
•Income fields left blank are a positive indication of zero income

Household Size:
•Number of household members should be the total number of children listed in Step 1 plus the total number 

of adults listed in Step 3
•If the total number written by the applicant does not match your count, follow up with the applicant



30-Day Carryover
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In general, a student’s eligibility status from the previous year can carryover into the first 30 days of the following school year. Here are some 
important points to keep in mind when carrying over eligibility.

Eligibility carryover for 30 operating days
• Include new students from households with children approved the previous year
• New applications must be processed within 10 days
• New eligibility determination goes into effect immediately

Children transferring to a new school at the beginning of the school year or in the summer
• Within the same district: Moving from a CEP school to a non-CEP school: Carryover free meal eligibility for up to 30 days
• From a different district/independent school: Moving from a CEP school to a non-CEP school: Encouraged to carryover free 

meal eligibility for up to 30 school days
• From a different district/independent school: New school is encouraged to use former school’s eligibility determination for 

up to 30 school days

Mid-Year Transfers (Special Provisions):
• Within same district: Moving from a Special Provision school to a non-Special Provision school: Must carryover free meal 

eligibility for up to 10 days, and encouraged to carryover free eligibility for up to 30 days 
• From a different district/independent school: Moving from a Special Provision school to a non-Special Provision school: May 

carryover free meal eligibility for up to 10 days, and encouraged to carryover free meal eligibility for up to 30 days 



Electronic Direct 
Certification (eDC)
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Must be conducted at least 3 times per 
school year
•Beginning of school year
•3 months after beginning of school year 
•6 months after beginning of school year

Extend eligibility to other children in the 
household who may not be on the list
•Use address matching to extend eligibility
•Send notification to family indicating all students 

in household that will receive free meals

Letter families will receive from 
DHS if child is on eDC match



Direct Certification – 
Letter Method
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Letter of Direct Certification

• Student lives in a household that receives SNAP 
benefits, but did not match with eDC

• Letter must be dated for the current school year

Letter families will receive from DHS if someone in 
household has SNAP, but child is not on the eDC match



Electronic Direct 
Certification (eDC)
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Notification of Direct 
Certification must be sent to 
households that qualify



Notification of 
Determination
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Notification of Approval/Denial of 
Benefits

Approval of free or reduced-price meals can be:

• Verbal (e.g. by phone or automated notification system)
• Written (e.g. email or postal mail)

Denial of benefits MUST be in writing!

Effective date of eligibility:

• May be the date of submission
• May be the date of approval
• Must be the same for all applications

Other notification points:

• Best practice to provide a reminder at the beginning of school 
year that free/reduced-price benefits end on specific date

• If benefits end because no application was submitted, do NOT 
send a notice of denial or adverse action



Activity
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Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore. 24

This application should be approved as 
'Free' eligible.

ⓘ Start presenting to display the poll results on this slide.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore. 26

This application should be approved as 
eligible for reduced-price meals.

ⓘ Start presenting to display the poll results on this slide.



27



Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore. 28

This application should be approved as is 
for reduced-price meals.

ⓘ Start presenting to display the poll results on this slide.



Verification



Verification Overview
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Verification is the process of confirming a household’s eligibility for free or reduced-price meals based on income 
or specific types of categorical eligibility.

Timeline 
• Can be started October 1st (recommended!)
• Process must be complete by November 15th

• FNS-742 (Verification Report) due to RIDE by December 15th

Application Selection

• 3% of all new applications approved for free or reduced-price meals as of October 1st 
• At least one application must be verified
• Must not verify more than 3%
• All selected applications must be verified
• Do not include directly certified students (eDC match or letter method) or Homeless students already verified by 

Homeless Liaison



Determining Sample Size
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Below is an example of how to determine the correct sample size for verification.

School district has 125 
approved applications 
subject to verification.

•You need to 
determine what 3% 
of 125 is.

125 X .03 = 3.75

•You must always 
round up to the next 
whole number, even 
if the decimal is .01.

So, in this example, you 
would need to verify 4 
applications.

•Remember, you 
must verify at least 
one application, 
even if 3% of your 
applications is less 
than one.

•Also remember, you 
should never verify 
more than 3% of 
your applications.



Selecting Applications
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Once you know how many applications you need to verify, you need to select that number of applications from your 
application pool based on the guidelines here.

You must select from error prone applications first.

• Error-prone applications are applications with income information that falls within a 
certain dollar amount of the income guidelines. See the table for details.

• It is recommended to identify the error-prone applications during the approval 
process.

• You must select applications for verification from the pool of error-prone 
applications randomly.

What if there are not enough error-prone applications to meet the 
required 3%?

• If you do not have enough applications in the pool of error-prone applications to 
meet the required 3%, you must then select randomly from the rest of the approved 
applications subject to verification.

• If you do not have any error-prone applications, again, you must then select 
randomly from the pool of approved applications subject to verification.

Income 
Frequency

Error-prone 
w/in this 
amount

Weekly ~$23

Bi-weekly ~$46

Twice a Month $50

Monthly $100

Annually $1200



Confirmation Review
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Before notifying families of the requirement to verify their application, the original application determination 
must be confirmed by someone other than the person who made the original determination. This person will be 
referred to as the “confirming official”.

The Confirming Official must do the following: 
• Confirm whether the original eligibility determination was made correctly
• Sign and date the bottom of the application on the line designated for the confirming official

When to conduct a Confirmation Review:

• Required prior to verification if applications were processed manually
• Still recommended prior to verification even with an electronic application processing system
• Required for ALL applications received for the entire school year if you had a 10% or higher error rate on eligibility 

determinations in an administrative review in the previous school year



Confirmation Review
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This table provides details on how to proceed with verification depending on the results of the confirmation review.

LEA Responsibilities Following a Status Change [7 CFR 245.6a(e)(1)(i)(A-C)]

No Change in Status The LEA verifies the application.

Status Change from Reduced Price 
to Free

The LEA:
• Makes the increased benefits available immediately;
• Notifies the household of the change in benefits; and
• Verifies the application.

Status Change from Free to 
Reduced Price

The LEA:
• Does not change the child’s status;
• Verifies the application;
• Notifies the household of the correct eligibility status after verification is completed and, 
if required, sends the household a notice of adverse action.

Status Change from Free or 
Reduced Price to Paid

The LEA:
• Immediately sends the household a notice of adverse action;
• Does not verify the application;
• Selects a similar application, such as another error prone application, for verification; and
• Follows the confirmation review procedures for the selected application.



Notification of 
Selection
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Use the following guidelines when notifying 
households of verification:
•Households must be notified in writing (see RIDE 

recommended letter to the right)
•Recommend sending letters as close to October 1st as 

possible
•Proof of income may be provided from the month prior 

to application to the time documentation is required
•Recommend giving no more than 2 weeks to respond
•Follow-up is required if they submit insufficient 

documentation or if they don’t respond to the first 
notification

•Benefits will be terminated for failure to respond or 
failure to provide adequate documentation

Verification Notification



Reviewing Documentation
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Be sure the documentation submitted includes all of the required information and is reviewed appropriately and 
accurately.

Income-Based Applications 
•Household must submit proof of income from the time period of their original application for all income 

listed on the application
•Income must be calculated using gross income, NOT net income
•Include overtime pay only if it appears to be received on a regular basis
•Tax returns may be used for self-employed individuals

Categorically Eligible Applications (SNAP or RI Works)
•Household must submit official letter or notice of benefits
•Letter/notice must include certification period

Other Source Categorically Eligible
•Official letter, notice, or list from appropriate agency



Verification Results
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Notify the family of verification results
• Recommend using template letter shown on 

the right
• Make appropriate change to benefit status:

• Immediately or within 3 business days for an 
increase

• A 10-day notice is required for a decrease in 
benefits

• Households may reapply for benefits at any 
time during the school year, as long as they 
provided the required documentation for 
verification

Verification Results Notification



Recordkeeping

38

All documentation associated with verification must be retained for 3 years plus the current year.

Verification Documentation
•All letters sent to households
•Documentation of verbal communication
•Documentation submitted by families such as pay 

stubs or letters
In the event of an administrative review, RIDE will ask to see all of the above, as well as copies of the 
applications that were verified and an explanation of how you selected applications for verification.



Verification Report
FNS-742



Verification Reporting
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Report is 
required even 

if no meal 
benefit 

applications 
are collected.

Report cannot 
be started 
until the 

verification 
process has 

been 
completed.

Report must 
be submitted 

online through 
CNP Connect.

Report is due 
annually on 
December 

15th.



Completing the FNS-742
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Access the Application 
Menu by Clicking Here

Access the Verification 
Report by Clicking Here

Log into CNP Connect to enter and submit the Verification Report (FNS-742).



Completing the FNS-742
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Click on Modify next to 
current School Year to open 

report 



Completing the FNS-742
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The verification report will open with the 
Verification Contact Information 
prepopulated from the Contact 
Information in the Sponsor Application.

There is also a reminder that the Due 
Date is December 15th.



Completing the FNS-742
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Section 1 – Enter information as of the last operating day in October.
Line 1-1
•Column A – Total number of schools 
•Column B – Total number of students

Line 1-2
•Column A – Total number of RCCIs
•Column B – Total number of students in RCCIs

Line 1-2a
•Column A – Total number of RCCIs with day 

students 
•Column B – Total number of day students that 

attend those RCCIs  

Line 1-2b
•Column A – Total number of RCCIs with no day 

students
•Column B – Total number of students in those 

RCCIs



Completing the FNS-742
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Section 2 – For alternative provisions ONLY

PROVISION 2 ONLY
• BASE YEAR – Enter requested information 

in line 2-1 ONLY
• NON-BASE YEAR – Enter requested 

information in lines 2-2, 2-2a, and 2-2b 
ONLY

CEP ONLY
• Enter requested information in line 2-3 

ONLY

Not Applicable in RI as of SY23-24
• Do not enter any information in lines 2-4 

and 2-5



Completing the FNS-742
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Section 3 – Direct Certification and Categorical Eligibility

Line 3-1
• Only applicable when all schools are Non-

Base Year Provision 2 or CEP, or for RCCIs 
with no day students

Line 3-2
• eDC Match ONLY 

Line 3-3
• Enter only students DIRECTLY CERTIFIED 

through another agency/program, such as 
DCYF or a Homeless Liaison

Line 3-4
• Enter only students that brought in a letter 

from DHS and did NOT appear on the eDC 
list



Completing the FNS-742
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Section 4 – This information is specifically about Meal Benefit Applications ONLY.

Line 4-1 (Students with case numbers 
ONLY)
• Column A – Applications as of October 1 
• Column B – Students as of October 31

Line 4-2 (Free based on income ONLY)

• Column A – Applications as of October 1
• Column B – Students as of October 31

Line 4-3 (Reduced-price based on 
income ONLY)
• Column A – Applications as of October 1
• Column B – Students as of October 31

T-1 ad T-2 will auto-populate based on 
information entered above



Completing the FNS-742
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Section 5 – Verification Results
Line 5-1, possible exemptions include:
•RCCIs
•CEP schools
•Non-base year Provision 2 schools

Line 5-2
•Answer is based on when the verification process was 

complete by
•If you need an extension on the November 15th deadline, you 

must request this in writing

Line 5-3
•Click ‘Basic’

Line 5-4 
•Report total number of error-prone applications as of October 1

Line 5-5
•Report number of applications selected for verification

Line 5-6
•It is likely that you should check this box
•Skip 5-7 if 5-6 is checked



Completing the FNS-742
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Section 5 – Verification Results Continued

Line 5-8, Section ‘A
• Report on applications/students that were 

categorically eligible
• Report in the line(s) that correspond to the 

results of verification

Line 5-8, Section ‘B’
• Report on applications/students that were 

free based on income 
• Report in the line(s) that correspond to the 

results of verification

Line 5-8, Section ‘C’
• Report on applications/students that were 

reduced-price based on income
• Report in the line(s) that correspond to the 

results of verification



Completing the FNS-742
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Section 5 – Verification for Cause

Applications that are Verified for Cause would be above and beyond the 3% 
of applications required for the verification process.

• Verification for cause should be conducted when the LEA is aware of additional income or 
persons in the household

• LEAs are strongly encouraged to contact the household to clarify unclear information prior to 
verifying for cause

• Application must be approved “as is” while the verification process is conducted
• Follow standard verification procedures
• IF verification for cause is conducted, enter the number of applications in box ‘VC-1



Contact Information
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RIDE School Nutrition Program Contacts

Jessica Patrolia
Child Nutrition Programs Coordinator

Jessica.Patrolia@ride.ri.gov
401-222-4253

Jennifer Goodwin
RIDE Nutrition Program Specialist

Jennifer.goodwin@ride.ri.gov
401-222-4269

Katie 
Chippendale

RIDE Nutrition Consultant
Katherine.Chippendale@ride.ri.gov

401-222-4257

Amna Farahat
RIDE Nutrition Consultant
Amna.Farahat@ride.ri.gov

401-222-4682

Lauren Panzarella
Fiscal Technician

Lauren.Panzarella@ride.ri.gov

401-222-4252

mailto:Jessica.Patrolia@ride.ri.gov
mailto:Jennifer.goodwin@ride.ri.gov
mailto:Katherine.Chippendale@ride.ri.gov
mailto:Amna.Farahat@ride.ri.gov
mailto:Lauren.Panzarella@ride.ri.gov


Thank You
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