
 Front of House Pre-Verification Checklist 

 

Preparing for Verification 
The following is a pre-verification checklist of the tasks that must be completed prior to running Verification. 

Address invalid applications or applications In Review. 

 Review the Invalid Applications to identify any applications that have unresolved issues. Applications  
that have outstanding issues will not be included in the pool. Go to Community > Free & Reduced > 
Applications and select Launch Verification from the drop-down list to view invalid applications. 

Address active students who are assigned to Central Office. 

 Run the Roster report for Central Office. 

 If any students are returned on the report, either assign them to the correct site or make the student 
Inactive. 

Identify all important dates. 

 Start Date: Typically, Verification starts on October 1st. However, if October 1st falls on a weekend, 
Verification will be available to run on the next operating day, as stated in the state documentation. 

 Requested Reply Date for households: By what date will you ask households to reply? Is that date included 
in any letters being sent? 

 End Date: November 15 is the end date. Be clear with your staff as to who will complete the process and 
at what time. 

Identify which selection method will be used for the current school year. 

 Contact your state if you are unsure which method should be used. 

Identify specific applications to include/exclude from Verification. 

Seek guidance from your state, as excluding applications and/or concentrating the selection will result in a  
non-random sampling. 

 Identify any individual applications that will need to be manually added to the selection For Cause. 

Does your state provide a list containing households directly verified by the state? 

 If so, who will compare that list with the Verification List generated in FOH once the selection has been 
created? This Direct Verification list will be a separate from your Direct Certification list. 

Verify that student data is current 

 Spot-check your student information for accurate active/inactive statuses (go to Community > Student 
Records). The list can be filtered by status. Work with your IT department to address any discrepancies 
found with your student information system. 

Update your Verification-related letters 

Update your Verification-related letters and make sure that they are approved for the current school year. 
Review your letters for accuracy (go to Community > Letters). 

 Identify any dedicated letter(s) to be used for the Verification process. 

 Ensure any household instructions are worded clearly and have been updated and approved since last year. 

 Verify that contact information has been updated for the current school year. 
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