[bookmark: NSLP_Free_&_Reduced-Price_Meal_Applicati][bookmark: 📌_Before_You_Start][image: ]NSLP Free & Reduced-Price Meal Application Approval Checklist
 Before Starting 🛑
· Upload student enrollment information into Direct Certification system or ADVISER/Person ID; send Approval Letter to matched students before distributing School Meals Application Packet
· Date-stamp the application upon receipt; process and notify households within 10 operating days

1. [bookmark: 1._Is_the_Application_COMPLETE?]Is the Application Complete? 
Income Application 
· Last four digits of SNN of the signing adult or “No SNN” box marked
· Current income 
· Frequency of income
· Source of income 
· Household members, including student(s)
· Signature of adult household member 

Categorical Application 
· Student name(s)
· Case number or indication of status
· Signature of adult household member


‼️ Follow up on any missing information ‼️ 
2. [bookmark: 2._Check_for_CATEGORICAL_ELIGIBILITY]Check for Categorical Eligibility 👤
· SNAP, TANF, or FDPIR case number 
· Confirm case # is 6-8 digits ☑️| If confirmed, approve as FREE🟢| Applies to all students listed 
· Foster child 
· No confirmation needed | Approve as FREE🟢| Applies only to the foster child 
· Homeless, Migrant, or Runaway
· Confirm status ☑️| If confirmed, approve as FREE🟢| Applies only to the H/M/R child 👤
3. [bookmark: 3._If_NOT_Categorically_Eligible:_Evalua]If NOT Categorically Eligible, Evaluate Income Eligibility 🏠💵
· Ensure all income is reported for each household member (gross income)
· If multiple income frequencies are reported, convert income to annual 
· Weekly x 52; Every 2 weeks x 26; Twice per month x 24; Monthly x 12
· Compare total household income and size using Income Eligibility Guidelines (Attachment A)
· Income at or below free guidelines = Approve as FREE🟢
· Income above free but below reduced-price guidelines = Approve as REDUCED🟡
· Income above reduced-price guidelines = DENY❌
4. [bookmark: 4._Additional_Requirements]Finish Processing the Application, Notify Household, Issue Benefits 📝
· The Determining Official must complete, sign, and date “School Use Only” section of application
· Notify household of eligibility status using Approval/Denial Letter (Attachment D)
· Update Benefit Issuance Systems/Documents
· Eligibility determinations are valid for the school year
· Keep all applications received on file. File alphabetically by Free, Reduced, Denied, Withdrawn, and Directly Certified.
· Encourage households that did not apply for meal benefits to complete the School Meals Application throughout the school year.
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