
 
 

 

 
 

Front of House 

Verification Guide 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

The information in this document is subject to change without notice and does not represent a commitment on 
the part of horizon. The software described in this document is furnished under a license agreement. The software 
may be used or copied only in accordance with the terms of agreement. It is against the law to copy the software 
on any medium except as specifically allowed in the license agreement. The purchaser may make one copy of the 
software for backup purposes. No part of this document may be reproduced or transmitted in any form or by any 
means, electronic or mechanical, including photocopying, recording, or information storage and retrieval systems, 
without the express written consent and permission of horizon software international, llc, duluth, ga 30097. 

Contact Technical Support: 800.741.7100 

Contact Technical Publications: documentation@horizonsoftware.com 

© 2019 Horizon Software International All Rights Reserved. 

Horizon Software International, LLC  
2850 Premiere Parkway 

Suite 100 
Duluth, GA 30097 

http://www.horizonsoftware.com 

 
 

mailto:documentation@horizonsoftware.com
http://www.horizonsoftware.com/
http://www.horizonsoftware.com/


 Front of House Verification Guide | i 

 

Table of Contents 

Chapter 1: Verification .................................................................................................. 1 

About Verification .................................................................................................................... 1 

Preparing for Verification ........................................................................................................ 2 

Create Verification and Send Letters ....................................................................................... 3 

Task 1: Launch Verification...................................................................................................... 3 

Task 2: Resolve Problem Applications ....................................................................................... 4 

Task 3: Create the Verification Pool .......................................................................................... 4 

Task 4: Set the Verification Pool............................................................................................... 5 

Task 5: Send Out Verification Letters ........................................................................................ 6 

Process Verified Applications ................................................................................................... 6 

Application Tab ...................................................................................................................... 7 

Verification Tab ...................................................................................................................... 7 

Make Follow-Up Contact .......................................................................................................... 8 

Complete Verification .............................................................................................................. 9 

Task 1: Review the Verification Reports and Counts.................................................................... 9 

Review the Verification List Report ....................................................................................... 9 

Review the Roster .............................................................................................................. 9 

Review the Application List Report ....................................................................................... 9 

Task 2: Review the State Counts .............................................................................................. 9 

Run the State Verification Report ......................................................................................... 9 

View the Verification Report Counts ................................................................................... 10 

Task 3: Finalize Verification for All Open Applications ................................................................ 11 

Task 4: Report to State Agency on November 15 ..................................................................... 11 

Verification Counts Report ................................................................................................ 11 

State Verification Report ................................................................................................... 11 

Post Verification .................................................................................................................... 12 

Chapter 2: Verification FAQ ......................................................................................... 13 

Create Verification & Send Letters FAQ .................................................................................. 13 

Who is exempt from verification? ....................................................................................... 13 

Which verification sampling method should I use? ............................................................... 14 

Who is qualified to use the Alternate Sampling methods?...................................................... 15 

What must be included in the Verification Letter? ................................................................. 15 

Process Verified Applications FAQ ......................................................................................... 16 

What are the alternative methods to written evidence? ............................................................. 16 

Collateral Contacts ........................................................................................................... 16 

Direct Verification ............................................................................................................ 16 

What happens if a household has no income? .......................................................................... 16 

What happens if a household no longer wants to receive the benefits? ........................................ 16 

When does a change in benefits take effect? ............................................................................ 17 

What must be included in the Notification Letter? ..................................................................... 17 

Follow up Contact FAQ ........................................................................................................... 17 

Who should I follow up with? ................................................................................................. 18 

What must be included in the Verification Follow up Letter? ....................................................... 18 

What should I do if the household replied to the follow up? ....................................................... 18 
  



 Front of House Verification Guide | ii 

 

Complete Verification FAQ ..................................................................................................... 18 

What if I cannot make it by the November 15 deadline? ............................................................ 18 

What should I do if I completed the verification by mistake? ...................................................... 18 

Other Actions FAQ ................................................................................................................. 18 

What is verification for cause? ............................................................................................... 19 

When do I have to add applications for verification? ................................................................. 19 

 



 Front of House Verification Guide | 1 

 

Chapter 1:  Verification 
Topics: 

Refer to the following topics for more information: 

• About Verification 

• Preparing for Verification 

• Create Verification and Send Letters 

• Process Verified Applications 

• Make Follow-up Contact 

• Complete Verification 

• Post Verification 

About Verification  

This guide provides the basic instructions on how to run verification in Front of House (FOH). Your  
state must approve your method. Typically, your state will tell you which method to run based on the 
participation and results from last year. If you are not sure, refer to the descriptions below. If you're still 
not sure after you review your options, choose the Standard method. 

Standard (formally known as Basic)  

• What's the sample size?  

Three percent (3%) of all error prone applications, maximum 3,000, all applications approved by the 
Local Education Agency (LEA) as of October 1. 

• How are the applications selected?  

First, they are selected from the error prone applications. If the number of selected error prone 
applications is less than the required sample size, additional applications are selected at random 
from all applications (both income-based and categorical). 

Alternate 1 (formally known as Random) 

• What's the sample size? 

Three percent (3%) of all applications selected at random, maximum 3,000 (all applications approved 
by the LEA as of October 1). 

• How are the applications selected?  

They are selected at random from all approved applications. 

Alternate 2 (formally known as Focused) 

• What's the sample size?  

One percent (1%) error prone applications, maximum 1,000 (all applications approved by the  
LEA as of October 1) and 0.05% of all applications that provided a case number in lieu of income, 
maximum 500 (all applications approved by the LEA as of October 1). 

• How are the applications selected?  

They are selected from error prone and categorical applications. If any of the requirements for the 
number of applications has not been met, additional applications are selected at random from all 
approved applications (excluding error prone and categorical). 



 Front of House Verification Guide | 2 

 

Preparing for Verification 

The following is a pre-verification checklist of 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 of 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 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 that 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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Create Verification and Send Letters 

Complete these tasks in the following order: 

 Launch Verification 

 Resolve Problem Applications 

 Create the Verification Pool 

 Set the Verification Pool 

 Send Out Verification Letters 

Task 1: Launch Verification 

1. Go to Community > Free & Reduced >Applications. The Applications screen appears. 

2. Select Launch Verification from the drop-down list next to Print Letters. 

Figure 1: Applications Page 
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Task 2: Resolve Problem Applications 

When you launch verification, a list of applications that need further attention is displayed on the 
Applications page. Before you run verification, resolve any existing issues. If there are no applications 
displayed on this page, you are ready to set the pool. 

1. For each application listed, double-click the application and fix the application’s issues. 

2. After you have addressed all the applications, click Set Pool to go to the next step. 

Figure 2: Applications Page - Problem Application List 

 

Task 3: Create the Verification Pool 

Verification samples must be created on October 1. Before creating verification, you must know which 
sampling method you will use to select the applications. The sampling method you use must be approved 
by your state agency. Usually, your state agency will inform your district about which method to use. 
Refer to About Verification. 

1. Select your method. 

2. If necessary, modify the Pool Settings. 

3. Click Create Pool to go to the next step. 

Figure 3: Pre-Verification Page 
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Task 4: Set the Verification Pool 

The Verification page shows counts for students and applications that were selected for verification. 

Note: You can print the counts at Reports > Standard > Community > Verification Counts. 

1. Review the counts. 

2. If necessary, return to the previous screens to recreate the pool. 

Note: Once you click Save Pool, you are locked into that pool. You will not be able to recreate it. 

3. When you are satisfied with the pool, click Save Pool. 

4. Click the List tab to complete the next step. 

Figure 4: Pre-Verification Page – Counts Tab 
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Task 5: Send Out Verification Letters 

The Verification letter notifies the guardians of the children that they have been selected for verification 
of their Free and Reduced eligibilities. These households must provide valid and adequate materials to 
prove that their incomes or the categorical cases of their child(ren) are as stated on the applications. All 
letters used during verification must be approved by your state agency prior to sending it to households. 
You can use the program to generate the letter or use any other notification methods that are approved 
by your state. 

Note: Before you can send out letters, make sure that the Verification letter is current. 

1. On the List tab, select the applications. 

2. Select Print Verification Letter or Email Verification Letter from the drop-down list next to the 
Save button. 

3. Select the letters that you want to print/email. 

4. Click Process Letters. 

Figure 5: Pre-Verification Page – List Tab 

 

Process Verified Applications 

Once you have reviewed the valid written proof, record the reply date, modify applications if needed, 
and repeat this task to process all the applications that you are verifying. 

1. Go to Community > Verification. 

2. On the List tab, search for the application you want to verify. 

3. Double-click the application. 
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Application Tab 

1. If you need to modify the income on the application, click the Application tab. 

2. Click Incomes. 

3. Click the income that you need to change. 

4. Update the Income and Frequency. 

5. Click Save before returning to the Verification tab. 

Verification Tab 

1. Enter the Reply Date. 

2. Click Complete Verification. 

3. Click Save. 

Figure 6: Verification Tab 
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Make Follow-Up Contact 

After completing the verification, notify the households about the results. Use the same letter you have 
been using to notify the households of the benefits their child(ren) have been receiving during the school 
year. 

Note: You can print this list at Reports > Standard > Community > Verification List. 

1. Go to Community > Verification.  

2. On the List tab, select the applicants you want to notify. 

 

3. Select Print Verification Letter or Email Verification Letter from the drop-down list next to the 
Save button. The Letters page appears. 

 

4. Click Process Letters. 
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Complete Verification 

Complete these tasks in the following order: 

 Review the Verification Reports and Counts  

 Review the State Counts  

 Finalize Verification for All Open Applications  

 Report to State Agency on November 15 

Task 1: Review the Verification Reports and Counts 

Review the Verification List Report 

Run the Verification List report to view the status of the applications that were selected for verification. 

1. Go to Reports > Standard > Community > Verification List. 

2. Click Run. 

Review the Roster 

Use the Roster to view your First Day of October and Last Day of October application counts. 

Note: This option is available after you set the pool. 

1. Go to Reports > Standard > Community > Roster. 

2. Select your options. 

3. From the drop-down list next to the Run button, select First Day of October or Last Day of 
October. 

Review the Application List Report 

Run the Application List report to view a list of all applications, review error prone applications, and view 
the verification counts. 

Note: You cannot view your October 1st counts until you set the pool. 

1. Go to Reports > Standard > Community > Application List. 

2. Select your options. 

3. From the drop-down list next to Run, select First Day of October or Last Day of October. 

Task 2: Review the State Counts 

Prior to finalizing verification, review the counts on the Report tab on the Verification page. These counts 
should match the counts that are generated on the State Verification report. 

Run the State Verification Report 

1. Go to Community > Verification. 

2. From the drop-down list next to the Save button, select Calculate State Report. 

3. Go to Reports > Standard > Community > State Verification. 

4. Click Run. Print the report. 
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View the Verification Report Counts 

1. Go to Community > Verification. 

2. Click the Report tab. 

3. Review the counts to make sure the counts match what you want to report on the State Report. 

4. To save any changes, select Save Pool. 

5. Go to Reports > Standard > Community > State Verification. Verify that the counts reflect your 
changes. 

Note: If you entered manual counts, DO NOT select Calculate State Report. The Calculate State Report 
option will remove your manual updates. 

Figure 7: Verification – Report Tab 
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Task 3: Finalize Verification for All Open Applications 

Applications that have not been completed by November 15 will be assigned a denied status for a reason 
of verification. The benefits of the child(ren) on these applications will be terminated after the grace 
period. Verification cannot be finalized until the application pool meets its required size. 

Note: Once the Finalize Verification option is run, it cannot be undone. 

1. Go to Community > Verification. 

2. From the drop-down list next to Save, select Finalize Verification. The following prompt appears: 

This will complete verification for all students. Please verify all households that did not reply  
have been followed up with. Anyone without a reply date will be changed to Denied-Verification. 
No further changes can be made to verification once this is run. Do you wish to continue? 

3. Click OK. 

Figure 8: Verification- Applications Page 

 

Task 4: Report to State Agency on November 15 

On November 15, run the verification reports and send the required information on those reports to the 
state agency. Keep the reports in a secure location for your own records. 

Verification Counts Report 

1. Go to Community > Verification. 

2. From the drop-down list next to Save, select Run Verification Count Report. 

3. Print and/or export the report. 

4. Save a copy of the report at a secure location for future reference. 

5. Report to your state agency with the needed verification information. 

State Verification Report 

Note: If you entered manual counts, DO NOT select Calculate State Report. The Calculate State Report  
option will remove your manual updates. 

1. Go to Community > Verification. 

2. From the drop-down list next to Save, select Calculate State Report. 

3. Go to Reports > Standard > Community > State Verification and click Run. 

4. Print and/or export the report. 

5. Save a copy of the report at a secure location for future reference. 

6. Report to your state agency with the needed verification information. 
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Post Verification 

Households have the right to re-submit an application or appeal after verification has been completed. 
Contact your state agency for more detailed information on appealing, hearing, and re-applying. 

Report to State Agency on February 15 

Since the last time you reported to the state agency on November 15, the number of Free and Reduced 
students might have changed. Some households might appeal, some might have just applied, and some 
might have re-applied. You must report to the state agency again with updated Free and Reduced counts 
on February 15. 

On February 15, run the Verification Reports and send the required information on those reports to the 
state agency. Keep the reports in a secure location for your own record. 
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Chapter 2:  Verification FAQ 

Topics: 

Refer to the following topics for more information: 

• Create Verification & Send Letters FAQ 

• Follow-up Contact FAQ 

• Complete Verification FAQ  

• Other Actions FAQ  

Create Verification & Send Letters FAQ 

Refer to the following topics for more information: 

• Who is exempt from verification? 

• Which verification sampling method should I use? 

• Who is qualified to use the Alternate Sampling methods? 

• What must be included in the Verification Letter? 

Who is exempt from verification? 

This information varies based on your state regulations. Contact your state agency for more detailed 
information. Verification efforts are not required: 

• For children who have been certified under direct certification procedures including children 
documented as eligible migrant, runaway, homeless, foster, or participating in Head Start/Even 
Start. 

• For children in Residential Child Care Institutions (RCCIs) with the exception of day students. 

• In schools where Food and Nutrition Services (FNS) has approved special cash assistance claims 
based on economic statistics regarding per capita income, such as Puerto Rico and the Virgin 
Islands. 

• In schools that only participate in the Special Milk Program (SMP). 

• In schools where all children are served with no separate charge for food service and no special cash 
assistance is claimed (i.e., non-pricing programs claiming only the paid rate of reimbursement).  

• In LEAs where all schools participate in Provision 1, 2, or 3 except in those years in which 
applications are taken for all students in attendance (i.e., the base year). 

  



 Front of House Verification Guide | 14 

 

Which verification sampling method should I use? 

Note: You MUST contact your state agency for regulations that are specific to your state. The sampling 
size method you use MUST be approved by your state agency. 

There are three sampling methods available. Usually you are required to use the standard sampling 
method unless you are approved to use one of the alternate methods. 

Standard  
(formerly known as Basic) 

Alternate 1  
(formally known as Random) 

Alternate 2  
(formally known as Focused) 

What is the sample size? 

Sample size equals the  
lesser of: 

• Three percent (3%) of all 
applications approved by 
the LEA as of October 1 of 
the school year, selected 
from error prone 
applications. 

• 3,000 of all applications 
approved by the LEA as of 
October 1 of the school 
year, selected from error 
prone applications. 

Sample size equals the 
 lesser of: 

• Three percent (3%) of all 
applications selected at 
random from all 
applications approved by 
the LEA as of October 1 of 
the school year. 

• 3,000 of all applications 
selected at random from 
all applications approved 
by the LEA as of October 1 
of the school year. 

Sample size equals the lesser of: 

• One percent (1%) of all applications 
approved by the LEA as of October 1 of 
the school year, selected from error 
prone applications. 

• 1,000 of all applications approved by the 
LEA as of October 1 of the school year, 
selected from error prone applications. 

PLUS the lessor of: 

• One-half of one percent (½%) of 
applications approved by the LEA as of 
October 1 of the school year that provide 
a case number in lieu of income 
information. 

• 500 applications approved by the LEA as 
of October 1 of the school year that 
provide a case number in lieu of income 
information. 

How are the applications selected? 

• Selected from error prone 
applications first. 

• If the number of selected 
error prone applications is 
less than the required 
sample size, then 
additional applications are 
selected at random from 
all approved applications 
(both income-based and 
categorical) to complete 
the required sample size. 

Selected at random from all 
approved applications. 

• Selected from error prone applications 
and categorical applications to meet 
individual criteria. 

• If any of the requirements for the 
number of applications is not met, then 
additional applications are selected at 
random from all approved applications, 
excluding error prone and categorical 
applications, to complete the required 
sample size. 
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Who is qualified to use the Alternate Sampling methods? 

Note: You must be approved ANNUALLY by the state agency to use one of the Alternate Sampling 
methods. Special procedures may be required by your state agency to use the Alternate Sampling 
method. Contact your state agency for more detailed information. 

If you are in any of the following situations, you may be able to use the Alternate Sampling methods: 

Low Non-Response Rate 

Any LEA may use an alternate sample size for any school year when its non-response rate for the 
preceding school year is less than 20%. 

During a past school year, if a percentage of the households selected for verification did not reply,  
you may be qualified to use an Alternate Sampling method for verification in the current school year. 

Improved Non-Response Rate 

An LEA with more than 20,000 children approved by application as eligible for free or reduced price 
meals as of October 1 of the current school year may use an alternate sample size for any school year 
when its non-response rate for the preceding school year is at least 10% below the non-response rate for 
the second preceding school year. Consult your state agency to see if your non-response rate improved 
by 10% last year. 

The LEA must determine annually if it is eligible to use one of the alternate sample sizes. If the LEA 
determines it is eligible, it must contact its state agency in accordance with any procedures established 
by the state agency for approval prior to use of alternate sample sizes. 

What must be included in the Verification Letter? 

Note: The Verification Letter you will use to notify the households must be approved by your state each 
year. Consult your state agency for specific guidelines. 

The Verification Notice Letter must include all of the following information: 

• A statement that the household has been selected for verification. 

• Use of Information Statement. 

• The types of acceptable information that may be provided to confirm current income, including pay 
stubs, award letters from assistance agencies for benefits such as social security or supplemental 
security income, and support payment decrees from courts. 

• That the household may provide proof that a child or any household member is receiving benefits 
under the Assistance Programs (SNAP, TANF, or FPDIR) instead of providing income information or 
that a child is Other Source Categorically Eligible (i.e., children categorized as homeless, runaway, 
migrant, in Head Start Programs and, as applicable, foster children); that documentation of income or 
receipt of assistance may be provided for any point in time between the month prior to application 
and the time the household is required to provide income documentation. 

• That information must be provided by a date as specified by the LEA and that failure to do so will 
result in termination of benefits. 

• The contact information of the LEA official who can answer questions and provide assistance. 

• A toll-free number that households can call to ask questions. 
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Process Verified Applications FAQ 
• What are the alternative methods to written evidence? 

• What happens if a household has no income? 

• What happens if a household no longer wants to receive the benefits? 

• When does a change in benefits take effect? 

• What must be included in the Notification Letter? 

What are the alternative methods to written evidence? 

There are methods other than written evidence that can be used to verify that the child(ren) of the 
households are eligible to receive Free and Reduced benefits. 

Note: Your state may not allow you to use one or more of the following methods for verification. Contact 
your state agency for more detailed information. 

Collateral Contacts 

This method should be used if the household is not able to provide adequate written proof of their 
income or status of receiving benefits from the SNAP, TANF, or FDPIR. A collateral contact may be 
allowed to verify the situation of the household. The collateral contact must be a person who is outside 
of the household or is knowledgeable about the situation of the household, such as: employer, social 
service agencies, migrant workers’ agencies, religious organizations, or civic organizations. 

You can confirm the household’s income or confirm that they are receiving benefits from the SNAP, 
TANF, or FDPIR. The household is still responsible for providing the last four digits of the social security 
number for the adult household member that signed the application. 

Agency Records 

You can verify an application through information maintained by other government agencies that the 
state agency, LEA, or school can access. You do not have to notify the households that they have been 
selected for verification if you are verifying through agency records. However, these agencies may have 
their own policy for notifying the household about the use of their record. 

Direct Verification 

Direct Verification is another way to conduct verification via records from public agencies. The most 
common use of direct verification is with the SNAP, TANF, and FDPIR. The LEA provides a list of children’s 
names that are listed on the categorical applications selected for verification to the SNAP, TANF, or 
FDPIR to confirm their eligibility of Free and Reduced benefits. Other members’ names of the household 
cannot be submitted. 

What happens if a household has no income? 

If households without an income are selected for verification, the households have to explain how their 
living expenses are met and you may request additional written documentation or collateral contacts. 

What happens if a household no longer wants to receive the benefits? 

Document the incident and terminate the child(ren)’s benefits. A Notification Letter must be sent to  
the household. The verification of that application is complete at that time. Follow your state specific 
regulation if it is different. 
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When does a change in benefits take effect? 

It depends on the type of change. 

• Increase in Benefits: The change is effective immediately. Increase in benefits must be implemented 
no later than three operation days. A Notification Letter must be sent to the household. 

• Deduction in Benefits: The change will take effect 10 calendar days from the date the Notification 
Letter was sent to the household. 

EXAMPLE: A child’s benefit has changed from Free to Full Pay as a result of verification. The 
Notification Letter is sent on November 1. November 1 is the first date of the 10 calendar day  
grace period. The child will start paying the full price for his meals on November 11. 

What must be included in the Notification Letter? 

IMPORTANT! The Notification Letter must be approved by your state each year. Consult your state 
agency for specific guidelines for your LEA. 

The Notification Letter must include: 

• Change in benefits. 

• The reasons for the change. 

• When the change takes effect. 

• A statement that the household can file an appeal. If the appeal is filed within 10 calendar days,  
the child(ren)’s benefit will not change while waiting for the hearing. If the appeal is filed after 10 
calendar days, the child(ren)’s benefit will be terminated while waiting for the hearing. 

• Instructions on how to appeal. 

• A statement that the household has the right to reapply for the Free and Reduced benefits any time 
during the school year. 

• A statement that the SNAP, TANF, or FDPIR households may submit an income-based application 
that contains all of the following: 

o All the members of the household 

o Household income amount 

o Written evidence of the income information 

o Last four digits of the social security number for the adult household member that signed 
the application 

Follow up Contact FAQ 
• Who should I follow up with? 

• What must be included in the Verification Follow-up Letter? 

• What should I do if the household replied to the follow up? 
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Who should I follow up with? 

You must make at least one follow-up attempt if any of the following situations occur: 

• The household has not responded by the date stated on the Verification Notice Letter. 

• The household has not provided adequate information. 

• The household has not provided a collateral contact when they have been notified to do so. 

• The collateral contacts are unable or unwilling to provide evidence that the child(ren) of the 
household are eligible to receive Free and Reduced benefits. 

What must be included in the Verification Follow up Letter? 

You must include ALL of the following information in the Verification Follow-up Letter. 

Note: The Verification Follow-up Letter must be approved by your state each year. Consult your state 
agency for specific guidelines for your LEA. 

• Statement that the household needs to provide adequate information to prove their child(ren) are 
eligible for Free and Reduced meal price benefits. If adequate information is not received in time, 
the benefits will be terminated. 

• The missing information needed for verification. 

• Statement that if the household is not able to provide adequate information, they need to provide a 
collateral contact. 

• Statement that if the collateral contact is unable or unwilling to provide information that proves the 
eligibility of their child(ren)'s benefits, the household must provide adequate information. 

What should I do if the household replied to the follow up? 

You will proceed with these responses the same as you do with the ones that had already responded. 

Complete Verification FAQ 
• What if I cannot make it by the November 15 deadline? 

• What should I do if I completed the verification by mistake? 

What if I cannot make it by the November 15 deadline? 

Usually you have to complete the verification process on November 15. However, you might be able to 
request an extension from the state agency. Consult your state agency for more detailed information. 

What should I do if I completed the verification by mistake? 

You MUST contact Horizon Customer Service to reset it for you. 

Other Actions FAQ 
• What is verification for cause? 

• When do I have to add applications for verification? 
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What is verification for cause? 

Contact your state agency to see if the following information applies to your state. 

You may be obligated to verify all suspicious applications. You must manually add these applications to 
the verification sample. This type of verification is called Verification for Cause. You can verify these 
applications after they have been approved for Free or Reduced benefits. After you have added the 
applications to the verification sample, follow the normal process of verification. The Notification of 
Verification letter can be sent with the Notification of Benefits letter. Once the verification has started, 
you must follow through. 

When do I have to add applications for verification? 

You must verify the required number of applications based on the verification method you are using. You 
must not verify more or less applications than required, with the exception of Verification for Cause. 

The following are two examples of when you might have to add more applications to the sample: 

• A household that was selected for verification has moved to another state and they have been 
removed from the verification pool. You must add another application to meet the required 
number. If they were a SNAP, TANF, or FDPIR household, replace it with a categorical application.  
If they were on an error prone application, replace it with another error prone application. 

• You see an approved application with the reason of no income that was not selected for verification. 
It might be a questionable application. You might be obligated to add the application to the 
Verification for Cause. 
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